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3.0—CERTIFIED PERSONNEL POLICY COMMITTEE

New members of the Personnel Policy Committee {hexier referred to as the PPC) will be

elected in the first quarter of each school yehe committee shall develop a calendar of
meetings throughout the year to review districtsysonnel policies. To include, but not

limited to, the school calendar, evaluation insteats and all policies pertaining to certified

staff. The PPC shall promptly report and distréboteeting minutes to the School Board and
post them on each campus.

The Mayflower PPC will consist of three (3), faguthembers from each campus, two (2)
campus administrators and one (1) central officaiagstrator.

The personnel policies of the Mayflower School Bist shall be considered to be
incorporated as terms of the certified personnatrects and shall be binding upon certified
personnel and the district. Any changes or aduktim the personnel policies may take effect
before the following July 1 only if changes havemapproved by a majority of the certified
personnel employed by the district voting by sebediot.

Each teacher or administrator, being employed byMlayflower School District for the first
time, shall be given a copy of the district's parss policies in effect at the time of his
employment. Each teacher administrator shall be furnished a copy of ameadments to
the personnel policies within thirty days after epyal of the amendments by the board of
directors of the district.

For clarification of personnel policy formulatiomigelines refer to Section 1, Section 1.9.

Legal Reference: A.C.A §6-17-204, 205, 206

Date Adopted: January 9, 2006
Last Revised:



3.1—CERTIFIED PERSONNEL SALARY SCHEDULE

The Mayflower Public School system maintains argadahedule, which is on file in the office of the
superintendent and in the office of each principal.

All Mayflower Public School employees, whose salargetermined by the salary schedule, will be
given credit for all graduate credit hours earrmedhfa North Central Association or similarly
accredited college or university.

Certified employees are classified for salary pagsoaccording to the following criteria: BSE, B6E
12, BSE + 24, MSE, MSE + 12, MSE + 24.

Eligible credits for salary advancement earnedrdytine preceding school year or summer will be
accepted provided the teacher submits a writtéaratent indicating the level of anticipated salary
advancement to the superintendent’s office pricdtuly 5th. Such statement shall be supported by an
official transcript delivered to the superintendgioffice by October 5th of the current school year

Teachers entering this system for the first timi neceive full credit for each year of verifiable
experience as a teacher with a valid Arkansas iegdicense and teaching at any:

A. Public School accredited by the Arkansas DepartmieBtucation or a nationally
recognized accrediting association;

B. Private school within the State of Arkansas acteedby a nationally recognized
accrediting association; or

C. Institution of higher education within the Statefskansas accredited by a nationally

recognized higher education institution accreditisgociation.
Teachers entering the system for the first timé nedeived full credit for each year of verifiable
experience as a teacher that has taught in anfatéte public school accredited by the State’s
Department of Education or nationally recognizecrediting association.

***A copy of the current/revised salary scheduldle included in this handbook

Legal References: A.C.A. §6-17-201, 202, 2403
A.C.A. § 6-20-2305(f)(4)

ACT 2307 of 2005
Date Adopted: October 6, 2003
Last Revised: May 13, 2008



3.1F—CERTIFIED PERSONNEL PAYMENT OF SALARY

Employees shall be employed for 190 days or asdbasehe job description and need of the
school district.

In computing the employee’s daily salary, the tatahual salary shall be divided by the number of
contracted days.

The annual salaries of personnel shall be paidwenty-four (24) equal installments.
Payments will be made on the 5th and 20th of eatbndar month, unless it falls on a

weekend at which time it will be paid on that Fgidalf the 5' or 20" occurs during a
scheduled break, payment will be made on the @#ract day prior to the break.

In the event of a teacher’'s contract being ternethatue to death, change in residence, or
other personal reasons, proper adjustment will laelanto carry out requirements of the
contract in regard to the amount due the teacher.

In the event of the death of a teacher who is uwldetract and if death occurs during the
school term, compensation will be made to the tegslestate in the amount of accumulated
sick leave the teacher had to his/her credit.

Date Adopted: January 9, 2006
Last Revised:



3.1G—CERTIFIED PERSONNEL WORKING HOURS

Administrators, supervisors and building principalsould ordinarily be in their buildings
ahead of either pupils or teachers and should renmaitheir buildings until pupils and
teachers have gone. Principals who leave theildipgs for any purpose, other than
attendance at civic clubs, principal's meetinggitber routine business affairs connected with
the school, shall secure prior approval of the snpendent of schools for such absences.

All teachers in the Mayflower Public School systam expected to arrive at their individual
school no later than 7:40 a.m. and remain therné 340 p.m.

The teachers of the district shall be permittedyruproper notice to the office, to leave the
campus during working hours when their students leeg appropriately supervised as
determined by the building principal.

The Mayflower School District will provide all céied employees at least a thirty (30)

minute uninterrupted duty-free lunch.

Date Adopted: January 9, 2006
Last Revised:



3.2—CERTIFIED PERSONNEL EVALUATIONS
Evaluation of certified personnel will be done aadlyu

The following guidelines will be used as a minimoomber of observations of each staff member, intjithe
Teacher Appraisal System.

A copy of Evaluation Guide follows on pages 8a-8d.
Probationary Teacher

Minimum of 2 full lesson evaluations

Minimum of 6 classroom walk through evaluations
Non-Probationary Teacher

Minimum of 6 classroom walk through evaluations

Date Adopted: January 9, 2006
Last Revised: June 9, 2008



3.3—EVALUATION OF CERTIFIED PERSONNEL BY RELATIVES

No person shall be employed in, or assigned tosiign which would require that he be evaluatedrby
relative, by blood or marriage, including spouseept, child, grandparent, grandchild, sibling taumcle,
niece, nephew, or first cousin.

Date Adopted: January 9, 2006
Last Revised:



3.4—CERTIFIED PERSONNEL REDUCTION IN FORCE

The School Board acknowledges its authority to cehd reduction in force (RIF) when a decrease in
enrollment or other reason(s) make such a reduoggessary or desirable. A RIF will be conducted
when the need for a reduction in the work forceeexis the normal rate of attrition for that portadn

the staff that is in excess of the needs of theidisas determined by the superintendent.

In effecting a reduction in force, the primary goaf the school district shall be: what is in tlest
interests of the students; to maintain accrediaticcompliance with the Standards of Accreditation
for Arkansas Public Schools and/or the North Cértssociation; and the needs of the district. A
reduction in force will be implemented when theerumiendent determines it is advisable to do so and
shall be effected through non-renewal, terminatasrhoth. Any reduction in force will be conducted
by evaluating the needs and long- and short-teratsguf the school district, and by examining the
staffing of the district in each licensure area/andf applicable, specific grade levels.

If a reduction in force becomes necessary in afiaee area or grade level(s), the RIF shall be
conducted for each licensure area or specific giedsd on the basis of each employee’s points as
determined by the schedule contained in this politye teacher with the fewest points will be laffl o
first. There is no right or implied right for atgacher to “bump” or displace any other teacher.

Points
e Years of service in the district—1 point per year
All certified position years in the district countluding non-continuous years
Service in any position not requiring teacher Im@e does not count toward years of
service
e Graduate degree in the area of licensure applidaltesdit of points (only the highest level of
points apply)
1 point—Master’s degree
2 points—Master’s degree plus thirty additional irsou
3 points—Educational specialist degree
4 points—Doctoral degree
e National Board of Professional Teaching Standaedfication—3 points
e Additional academic content areas of endorsemeitesdified by the state board—1 point per
area
e Certification for teaching in a state board ideatifshortage area—2 points
e Multiple areas and/or grade levels of licensurelaatified by the state board—1 point per
additional area or grade level as applicable

A teacher with full licensure in a position shalépail over a teacher with greater points. Allrsi
awarded must be verified by documents on file whi District by October 1 of the current school
year. Each teacher’s points shall be totaled teiéichers ranked by the total points from highest to
lowest in the licensure areas in which they haenlsssigned within the last two years, includirg th
current year. In the event that a teacher’s agségn is different this school year from the pregiou
school year, separate point totals shall be deedldpr each area of assignment. All teachers shall
receivea listing of licensed personnel with correspondiogt totals. Upon receipt of the list, each
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teacher has ten (10) working days within whichgpeal his or her assignment of points with the
superintendent whose decision shall be final.

In the event the district is involved in an annéxabr consolidation, teachers from all the disgric
involved will be ranked according to years of seeyilicensure, degrees, and training. A year of
teaching at an annexed or consolidated distridtbeilcounted the same as a year at the receiving or
resulting district. No credit for years of servigél be given at other public or private schools far
higher education or Educational Service Cooperaimployment.

Pursuant to any reduction in force and as a patt thfe salaries of all teachers will be brougttoi
compliance, by a partial RIF if necessary, with theeiving district’s salary schedule and further
adjustments made if length of contract or job assignts change.

If a teacher is non-renewed under this policy, hehe shall be offered an opportunity to fill a aacy
for which he or she is qualified for a period oftopgwo (2) years. The non-renewed teacher sleall b
recalled for a period of two (2) years in reversdeo of the layoff to any position for which hesire

is qualified. Notice of vacancies shall be by d¢exdi mail and the non-renewed teachers shall have 1
working days from the date that the notificatiomeéseived in which to accept the offer of a positio

A lack of response or a teacher's refusal of aiposshall end the district’'s obligation to replabe
laid-off teacher.

Legal Reference: A.C.A. 8 6-17-2406

Date Adopted: January 9, 2006
Last Revised:
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3.5—CERTIFIED PERSONNEL CONTRACT

The hiring of a certified school employee is todvédenced by a written contract which is
binding on both the employee and the employer. t@ots will be issued according to
Teacher Fair Dismissal Act.

The annual contracts of all teachers shall be redawmless the guidelines established under
the Teacher Fair Dismissal Act have been followechbn-renewal or termination.

The renewal of the superintendent's contract weilcbnsidered no later than the February
board meeting. The renewal of the contracts fbeloadministrators will be considered no
later than the March board meeting.

The renewal of contracts for teachers and all atkeified staff will be considered no later
than the April board meeting.

An established number of formal evaluations witqgade the consideration for renewal of all
personnel contracts.

Upon renewal, an employee shall have thirty (393 di@m the date of the receipt of his/her conti@dhe
following school year in which to return the contraigned, to the office of the superintendeng déte of
receipt of the contract shall be presumed to bddtesof a cover memo which will be attached tactrdract.

Failure of an employee to return the signed cartivabe office of the superintendent within thirty
(30) days of the receipt of the contract shall agess a resignation by the employee. No further
action on the part of the employee, the superietandr the school board shall be required in dader
make the employee’s resignation final.

In the event of a teacher’s contract being terneithaue to death, change in family residence,
or other personal reasons, proper adjustment withde to carry out requirements of the
contract in regard to the amount due to the teacher

In the event of the death of a teacher during tmdract period, compensation will be made to
the teacher’s beneficiary.

Unless otherwise agreed upon by the school boatdhensuperintendent, a resignation by a
teacher must be submitted by registered or cattifi@il, or hand delivered to the school
board and or superintendent within ten (10) calentdys after the end of the school year

(ACA 6-17-1506). Resignations submitted after tbeth (1(5h) calendar day will be final
when approved by th&chool Board.

Legal Reference: A.C.A. §6-17-1506 (c) (1)
A.CA 6-17-1501 - 6-17-1510

Date Adopted: January 9, 2006
Last Revised:
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3.6—CERTIFIED PERSONNEL EMPLOYEE TRAINING
All employees shall attend all local professior@atelopmentraining sessions as directed by a supervisor.

The District shall develop and implement a plarttierprofessional development of its certified eypés.

The district's plan shall, in part, align distiiesources to address the professional developictesities
identified in each school's ACSIP. Each certifietbdoyee shall receive a minimum of sixty (60) hairs
professional development annually to be fulfiletdAeen June 1 and May Rrofessional development hours
earned in excess of sixty (60) in the designatadgannot be carried over to the next year. Thieafjad
professional development activities shall be impdostudent achievement and academic performarice tha
results in individual, school-wide, and system-vitdprovement designed to ensure that all students
demonstrate proficiency on the state criterionresieed assessments. The district’s professionelaggaent
plan shall demonstrate scientifically research-dbasst practice, and shall be based on studeetadhéent

data and in alignment with ACTAAP rules and curfsthiansas code.

Teachers and administrators shall be involvedar#sign, implementation, and evaluation of the faatheir
own professional development. The results of théiation made by the participants in each progtaath lse
used to continuously improve the district's prafasal development offerings and to revise the Schoo
improvement plan.

Flexible professional development hours (flex hpars those hours which an employee is allowed to
substitute professional development activitiegeht than those offered by the district, but Wisitidl meet
criteria of either the employee’s Individual Impeovent Plan or the school's ACSIP, or both. Theictishall
determine on an annual basis how many, if anyhitexs of professional development it will allowbi®
substituted for district scheduled professionabigment offerings. The determination may be maeda a
individual building, a grade, or by subject basiee district administration and the building prpatihave the
authority to require attendance at specific prasass development activities. Employees must recatvance
approval from the building principal for activitidgey wish to have qualified for flex professiodavelopment
hours. To the fullest extent possible, professidaaélopment activities are to be scheduled aeddst such
that teachers do not miss their regular teachsigrasents. Six (6) approved flex hours creditedcatdw
fulfilling the sixty (60) hour requirement shalllej one contract day. Hours of professional deveé
earned by an employee in excess of sixty (60) tqonesapproved by the building principal shall betcredited
toward fulfilling the required number of contraetyd for that employeddours earned that count toward the
required sixty (60) also count toward the requmechber of contract days for that employee.

Teachers and administrators who, for any reasas, pait or all of any scheduled professional dpvetmt
activity they were required to attend, must makéhepequired hours in comparable activities whiehto be
pre-approved by the building principal.

To receive credit for his/her professional develeptactivity, each employee is responsible foriniotg and

submitting documents of attendance for each piofegsievelopment activity he/she attends. Docuatient
is to be submitted to the building principal origese.

13



Teachers and administrators are required to okit@in(60) hours of approved professional develagme
annually as part of licensure renewal requireméaieast six (6) of the sixty (60) annual houralisbe in the
area of educational technology.

Teachers are required to receive at least two laoumgally of their sixty (60) required hours offpesional
development designed to enhance their understaotgifctive parental involvement strategies.

Teachers who provide instruction in Arkansas hystball receive at least two (2) hours of professio
development in Arkansas history as part of thg $6Q) hours required annually.

Administrators are required to receive at leasgtimours annually of their sixty (60) required Bair
professional development designed to enhanceutigérstanding of effective parental involvemerattsties
and the importance of administrative leadershgeiting expectations and creating a climate conduoi
parental participation. Each administrator’s prsitasal development is required to also includentray in
data disaggregation, instructional leadership @&whf management.

Employees who do not receive or furnish documemtati the required annual professional development
jeopardize the accreditation of their school aralamic achievement of their students. Failure einaployee
to receive sixty (60) hours of professional develept in any given year shall be grounds for dis@py
action up to and including termination.

Approved professional development activities maluhe conferences, workshops, institutes, individua
learning, mentoring, peer coaching, study grouptipNal Board for Professional Teaching Standards
Certification, distance learning, internships,ratigschool programs, and approved college/unityecsurse
work (3 hour college course = 15 hours). Professidevelopment activities should be consistent thigh
objectives developed by the National Staff DevelepnCouncil Standards.

Professional development activities shall relatbeédollowing areas: content (K-12); instructiostahtegies;
assessment; advocacy/leadership; systemic chamgesgy standards, frameworks, and curriculum akgiym
supervision; mentoring/coaching; educational telciyyo principles of learning/developmental stages;
cognitive research; and building a collaboratiaergng community.

Cross-Reference:  Policy 5.4 —STAFF DEVELOPMENT PROGRAM

Legal References: Arkansas State Board of Educ&tandards of Accreditation 15.04
ACTAAP Rules 5.0-5.07.1
A.C.A. § 6-15-404(f)(2)
A.C.A. §6-17-703
A.CA.§6-17-704
A.C.A. §6-15-1703
A.C.A. § 6-20-2303(17)

Date Adopted: January 9, 2006
Last Revised:
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3.8 —CERTIFIED PERSONNEL SICK LEAVE

Definitions
1. “Employee” is a full-time employee of the District.

2. “Sick Leave” is absence from work due to illnessether by the employee or a member of the immediate
family, or due to a death in the family. The prgatishall determine whether sick leave will be appd on
the basis of a death outside the immediate farhilygoemployee.

3. “Current Sick Leave” means those days of sick léavtihie current contract year, which leave is gduat
the rate of one day of sick leave per contracteatihmar the major portion thereof that the teacher i
contracted at full pay.

4. “"Accumulated Sick Leave” is the total of unused $@ve, up to a maximum of 120 days accrued from
previous contract, but not used.

5. “Immediate family” means an employee’s spousegchérent, or any other relative provided the other
relative lives in the same household as the teacher

Sick Leave

All certified employees shall be allowed sick leavieh full pay at the rate of one day per
contracted month beginning with the first day ofpboyment. If any certified employee does
not use the full amount allowed, the unused amshall accumulate at the rate of one (1) day
per contracted month to a maximum of one hundreshtyv(120) days.

A certified employee leaving one school districateept employment in the Mayflower School
District shall be granted credits for any unuse#t &ave the teacher may have accumulated, but not
to exceed one hundred twenty (120) days.

The principal has the discretion to approve siakddor an employee to attend the funeral of abpess$o is
not related to the employee, under circumstancaset appropriate by the principal.

Pay for sick leave shall be at the employee’s dailyof pay, which is that employee’s total catéd salary,
divided by the number of days employed as reflentéte contract. Absences for illness in excediseof
employee’s accumulated and current sick leave igtzailt in a deduction from the employee’s pai@tiaily
rate as defined above.

At the discretion of the principal (or superintemilethe Mayflower District may require a writteiatement of
the employee’s physician. Failure to provide sumtuchentation of illness may result in sick leavebhamg
paid, or in dismissal.

Should a teacher be absent frequently during abgkar, and if such a pattern of absences costioués
reasonably expected to continue, the superintenantelieve the teacher of his assignment (widtrdbo
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approval) and assign the teacher substitute dtie &acher’s daily rate of pay. Should the tedeligor
otherwise be unable, to report for substitute ditgn called, the teacher will be charged a daickiesave, if
available.

Excessive absenteeism, whatever the cause, tetéime that the employee is not carrying out higjassl

duties to an extent that the education of studestshstantially adversely affected (at the deteatian of the
principal or Superintendent) may result in disntissa

Legal References: A.C.A. 8§6-17-1201 et seq.
Date Adopted: January 9, 2006

Last Revised:
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3.8F—ANNUAL PAY FOR UNUSED SICK LEAVE

Maximum sick leave is one (1) day per month, ordipd@en (10) days per year. It may accumulate to
a maximum of one hundred twenty (120) days, iffatly used. At the end of each school year,
teachers will be paid a bonus of $40.00 per danfyrunused sick leave after reaching the 120 day
maximum accumulation, with the maximum bonus béargen (10) days or one (1) day per month of
employment in any given year.

Date Adopted: January 9, 2006
Last Revised:
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3.8G---SICK LEAVE REIMBURSEMENT AT RETIREMENT

Any employee who has been employed for at leagtdrnsast 5 years in the Mayflower School
District who submits to ATRS for retirement bengfhall be eligible to receive payment for unused
sick leave that has accumulated, up to a maximub20fdays and according to the following
stipulations:

A. Vested in ATRS with 5 years service.

B. Have at least twenty-five years of total service.

C. Reimbursement to occur according to the followinlgje:

50% of accumulated sick days for 5 year employees
60% of accumulated sick days for 6 year employees
70% of accumulated sick days for 7 year employees
80% of accumulated sick days for 8 year employees
90% of accumulated sick days for 9 year employees
100% of accumulated sick days for 10 year employees

ouhwnE

The reimbursement rate will be calculated at th&fel substitute teacher daily rate of pay tintes
number of unused sick days, up to a maximum ofde3&

Date Adopted: April 2003
Last Revised: January 9, 2006
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3.8H---BEREAVEMENT LEAVE

In addition to sick/personal leave, any full-timma@oyee shall be allowed 5 days bereavement leave
upon suffering the death of a spouse, your or gpouse’s child, grandchild, parent, grandparent, or
sibling without loss of pay or sick leave.

Date Adopted: March 1999
Last Revised: May 13, 2008
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3.9—CERTIFIED PERSONNEL SICK LEAVE BANK

The purpose of the Sick Leave Bank is to permitleyges, upon approval by the Sick Leave Bank
Committee, to obtain in excess of accumulated amekot sick leave, when the employee has
exhausted all such leave. Only those employeesomhtiibute to the Sick Leave Bank shall be
eligible to withdraw from the leave bank.

This program in no way alters or modifies existthsgtrict sick leave policy. Itis intended to
provide additional leave in serious or catastrogincumstances where none currently exist
or all other is exhausted.

A. Eligibility
Employee of the Mayflower School District

1.
2. Employed at least one (1) full year in the Mawder School District
3 Shall have accumulated a minimum of nine (&) Eave days

B. Enroliment
1. Application must be made in writing to supezimdent’s office.
2. Must enroll by September 1.
3. Each new member will be assessed one (1) s@lelday.
4, Membership continues until cancellation is maslstated in Section
“E".
5. Membership is voluntary and withdrawal shalutes forfeiture of all
days contributed.
C. Maintenance
1. Assessment of the number of days in the sickel&ank will be made
at the beginning of each school year.
2. No more than one (1) sick leave day for the Beke bank will be

assessed per year.

3. The bank shall have a minimum of eighty (80k $&ave days at the
beginning of each year.

4. Unused days in the sick leave bank will carmywiard into the next
fiscal year.

D. Utilization

Used only by participating employees.

Used only after participating employees sick pasonal leave have
been exhausted.

3. Used only for catastrophic illness or disabibfyimmediate family
members (defined as spouse, child, parent, ortaey i@lative provided the
other relative lives in the same household astigher.).

N =
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4, Shall be eligible to draw the folloginumber of days per year:

a. 1-10 years of membership.........ccccceeeeeunees 10 days

b. 11-20 years of membership...........cccceeun.. 15 days

C. 21+ years of membership........cccccceeiiiiiens 20 days
5. Each request will be made in writing to the sumendent’s office

along with a physician’s statement.

6. Alleged misuse of sick leave bank shall be itigated and upon

finding of wrongdoing, the employee shall repaybahefits drawn
from the bank.

7. If a member is incapacitated, the committee trerysact necessary
sick leave action.

8. Sick leave bank days shall NOT be used for ttstatnary absences

associated with childbirth and child rearing.

Cancellation of Membership

1. Made in writing to the superintendent’s offloe September 1.

2. Shall not be eligible to withdraw sick leaveysl@ontributed.

3 After cancellation, enrollment procedures adesd in section “B”
above must be followed by re-enroliment.

Administrative

10.

1. A seven (7) - member committee.
2. Must be a participating employee.
3. Elected for three (3) year term.
4, One (1) voting member will be appointed by shiperintendent.
5. Shall elect a chairperson and vice chairperson.
6. The chairperson shall call a meeting of the catemwithin five (5)
school days when a request is received.
7. A quorum will consist of four (4) members oétbommittee.
8. Responsibilities of committee:
a. Establish procedure for approving application.
b. Monitor sick leave bank.
C. Establish the assessment each year.
d. Investigate alleged misuse.
e. Perform other duties as necessary.

The Sick Bank Committee will consist of two (2) tfeed staff participating
members from each campus, two (2) classified ptafiicipating members
from the District, and one (1) participating memtyet will be selected by the
Superintendent.

As positions become available (move from Distrietirement, etc.), positions
will be filled according to the guidelines statdzbae.
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G. Withdrawals

If the information provided to the committee is ol by a majority of the committee
to be insufficient, the Committee may require addal information or deny the
employee’s request, at its discretion.

The committee shall have the authority to grarduce or deny any request; however,
the committee may grant no request, nor may anytegdaime may be withdrawn,

when the employee accepts retirement; is eligiimeSbcial Security Disability; or
other disability insurance or the employee retuonsork.

Legal Reference: A.C.A. §6-17-1208

Date Adopted: January 9, 2006
Last Revised:
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3.10—CERTIFIED PERSONNEL PLANNING TIME

A master schedule shall be created by the buileired principal or his designee indicating wherhdaacher's
planning period and scheduled lunch period wilR$anning time is for the purpose of schedulingexamces,
instructional planning, and preparation. Each teawhil have the ability to schedule these acesitiuring
his/her designated planning time. Teachers malgaat campus during their planning time withoubrpri
permission from their building level supervisor.

The planning time shall be in increments of nat than forty (40) minutes and shall occur durirgstudent
instructional day unless a teacher requests, timgrto have his/her planning time occur outsicth® student
instructional day. For the purposes of this policg,student instructional day means the timestodents are
required to be present at school.

Legal Reference: ACA 8§6-17-114 (a)(d)
Date Adopted: January 9, 2006
Last Revised:
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3.11—CERTIFIED PERSONNEL PERSONAL LEAVE

At the beginning of every contract year, full-tieraployees will receive two (2) days of personaldea
regardless of the number of accumulated days. Attogree may take personal leave when he must betabse
from work for reasons which do not entitle the esype to take sick leave.

Any portion of these two (2) days leave not useaHima school year will be carried over and camandate

up to a maximum of five days. At the end of thetiat year, any unused personal leave days dbeve t
maximum accumulation of five days will roll ovetarsick leave.

Any employee desiring to take personal leave magodny making a written request to his supervistaaat
twenty-four (24) hours prior to the time of theuested leave. The twenty-four hour requirementioeay
waived by the supervisor when the supervisor déeappropriate.

Lesson plans must be available to cover the lefgthsence.

Date Adopted: January 9, 2006
Last Revised: June 9, 2008
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3.11F—CERTIFIED PERSONNEL MATERNITY/ADOPTION LEAVE

Employees needing maternity leave will be allowedde accumulated sick leave days if desired.
After all sick days are used pay will be deducted prorated amount based on the number of contract
days for each additional day missed.

Although state and federal guidelines may permiterteave time, the Mayflower School District will

allow only a maximum of six (6) weeks of paid slelkve for maternity/adoption leave unless
additional time is prescribed by a physician.

Date Adopted: January 9, 2006
Last Revised:
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3.11G—CERTIFIED PERSONNEL VACATION

Employees on a twelve (12) month contract peridtdbe allowed two (2) weeks (10 working
days) vacation time per year. This time can be ase¢he discretion of the employee with the
approval of the superintendent. Any additionalsdalgsence will result in the appropriate
deduction in pay.

Date Adopted: January 9, 2006
Last Revised:
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3.11H—EXTENDED PERSONAL LEAVE WITHOUT PAY

The district recognizes that contingencies andaitns arise making it necessary or highly
desirable that personnel be away from their ddtepersonal reasons other than those
provided for under the sick leave policy. Therefa leave of absence without pay may be
granted to teachers with five (5) consecutive yeéaservice with the Mayflower School
District. This leave will be for no less than 2 thonths and no more than twelve months
(this is to include an entire semester or an estit®ol year). Any teacher granted this leave,
will be reassigned to his/her previous positiom a@imilar position at the previous rate of pay.
This year will not count on the increment scale.

Teachers desiring this leave for the entire yeastmatify the superintendent, in writing, by
June 30. Teachers desiring this leave for 4 1/@thsbeginning in January must notify the
superintendent, in writing by October 30. Any teacgranted a leave of absence without pay
may continue to participate in any insurance pnogaaailable to school employees by
payment of the required premium to the payroll dgpant so long as this is not in conflict
with the provisions of the insurance policy.

Date Adopted: January 9, 2006
Last Revised:
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3.12—CERTIFIED PERSONNEL PROFESSIONAL LEAVE

“Professional Leave” is paid leave granted forimoose of enabling an employee to participate in
professional activities (e.g., teacher workshoeoring on professional committees) which imprbee
instructional program or the employee’s abilitpesform his duties. Any employee seeking professieave
must make a written request to his immediate sigoensetting forth the information necessarylfier t
supervisor to make an informed decision.

During such approved leave, the employee’s payrsbigbe deducted. If a substitute is needed dsrich
approved leave, the District shall pay the fulk @éshe substitute.

Budgeting concerns may always be taken into camagide in reviewing a request for professional &av

Date Adopted: January 9, 2006
Last Revised:
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3.13—CERTIFIED PERSONNEL PUBLIC OFFICE

An employee of the District who is elected to thikalsas General Assembly or any elective or appeint
public office (not legally constitutionally incosgent with employment by a public school diststill not be
discharged or demoted as a result of such service.

No paid leave will be granted for the employeeldigpation in such public office. The employee mageive
pay for personal leave or vacation (if applicatiepproved in advance by the Superintendentngunis
absence.

Prior to taking leave, and as soon as possiblethfieeed for such leave is discerned by the grepldie must
make written request for leave to the Superintendetting out, to the degree possible, the datdsleave is
needed.

An employee who fraudulently requests sick leavé® purpose of taking leave to serve in pubfic@imay
be subject to nonrenewal or termination of his egrpkent contract.

Legal Reference: A.CA.§86-17-115

Date Adopted: January 9, 2006
Last Revised:
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3.14—CERTIFIED PERSONNEL JURY DUTY

Employees are not subject to discharge, losslofeawe, loss of vacation time or any other perthaltyto
absence from work for jury duty, upon giving reasua notice to the District through the employee’s
immediate supervisor.

The employee must present the original (not a caypyimons to jury duty to his supervisor in ordexdiafirm
the reason for the requested absence.

Employees shall receive their regular pay frondikteict while serving jury duty, and shall reimbeithe
district from the stipend they receive for juryyduip to, but not to exceed, the cost of the dubstnired to
replace the employee in his/her absence.

Legal Reference: A.C.A. §16-31-106

Date Adopted: January 9, 2006
Last Revised:
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3.15—CERTIFIED PERSONNEL LEAVE — INJURY FROM ASSAUL T

Any teacher who, while in the course of their erpplent, is injured by an assault or other violetjhvalile
intervening in a student fight; while restrainingtadent; or while protecting a student from hatinajl be
granted a leave of absence for up to one (1) y@arthe date of the injury, with full pay.

A leave of absence granted under this policy slaaibe charged to the teacher’s sick leave.

In order to obtain leave under this policy, thelbea must present documentation of the injury feom
physician, with an estimate for time of recoverffigent to enable the teacher to return to work] aritten

statements from witnesses (or other documentagiapropriate to a given incident) to prove thairnlident
occurred in the course of the teacher's employment.

Legal Reference: A.C.A.§86-17-1209

Date Adopted: January 9, 2006
Last Revised:
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3.15F—CERTIFIED PERSONNEL MILITARY LEAVE

Military leave shall be granted to any certifiedgm who is inducted into or who enlists for
active military service in time of war or other io@ial emergency in accordance with the
provisions of the Act of Congress requiring uniamilitary service for meeting such
emergency. Leave shall be granted without payeoefits.

Military leave shall be granted to any certifiedgm who is a member of a National Guard
or Reserve Unit ordered to active duty by a pr@pehority in accordance with current lay.
Leave shall be granted without pay or benefits.

Military leave shall be granted to any certifiedgmn serving short term assignments for a
reserve unit or the National Guard provided theifeed person submits evidence that the
short term assignment is mandatory and the otlaer dh contracted school time. Leave shall
be granted without pay or benefits.

In addition to any and all other days off providedschool district employees, up to two (2)
additional days with pay will be available for teasmployees with immediate family who are
under deployment orders for any overseas or wag-timiitary assignment. These days will
be named Military Deployment Days.

Date Adopted: January 9, 2006
Last Revised:

32



3.16—CERTIFIED PERSONNEL REIMBURSEMENT FOR PURCHASE OF
SUPPLIES

Prekindergarten through sixth grade teachersishallotted the amount required by law per stueleralled in
the teacher’s class to be used for the purchagassfoom supplies and class activities. The anshatitbe
credited to an account from which the teacher beakimbursed for his/her covered purchases &extieat
funds are available in the account. For the pugpokthis policy, pre-kindergarten through sixtadg teachers
shall be eligible for the allotted supply reimbunsat for those students enrolled in the teachkass éor more
than 50% of the school day at the end of thetfirse months of the school year.

Teachers may purchase supplies and supplementesfaisrom the district at the district’s costakie
advantage of the school’s bulk buying power. Te@deachers shall complete and have approveeby th
building principal a purchase order for suppliegviwill then be purchased on the teacher’'s bélyatfie
school and subtracted from the teacher’s totallggmal material allocation. Teachers may also @seh
materials and supplies using their own funds apty #pr reimbursement by submitting itemized retseip
Purchases made with personal funds must be prevaoprSupplies and materials purchased with school
funds, or for which the teacher is reimbursed gatiool funds are school property, and should rearain
school property.

Unused allotments shall not be carried over fromfizgal year to the next.

Legal Reference: A.C.A. § 6-21-303(b)(1)

Date Adopted: January 9, 2006
Last Revised:
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3.17/—INSULT OR ABUSE OF CERTIFIED PERSONNEL

Employees are protected from abusive languageanttiict by state law. An employee may report to the
police any language which is calculated to:

1. Cause a breach of the peace;
2. Materially and substantially interfere with thgeration of the school; and/or

3. Arouse the person to whom the language is asdtités anger, to the extent likely to cause imntinen
retaliation.

Legal Reference: A.C.A. 8§6-17-106

Date Adopted: January 9, 2006
Last Revised:
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3.18—CERTIFIED PERSONNEL OUTSIDE EMPLOYMENT

An employee of the District may not be employedrng other capacity during regular working hours.

An employee may not accept employment outsidesadiktrict employment which will interfere, or otivse
be incompatible with the District employment, irtihg normal duties outside the regular work day:shall

an employee accept other employment which is iagoipite for an employee of a public school.

The Superintendent, or his designee(s), shalldpensible for determining whether outside employnsen
incompatible or conflicts with state law.

Legal Reference: A.C.A. 8 6-24-106, 107, 111

Date Adopted: January 9, 2006
Last Revised:
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3.19—CERTIFIED PERSONNEL EMPLOYMENT

All prospective employees must submit a currentmnesto either the central office or where the veghias
occurred. Certain information, including most reéd¢eanscript, copy of a valid teaching licensel atist of
references must be furnished as part of the reslirthe applicant is subsequently employee infdiona
relative to application shall become part of tltvidual's personnel file.

If the employee provides false or misleading infatiom, or if he withholds information to the sarffedt, it
may be grounds for dismissal.

The Mayflower School District is an equal opportyieimployer and shall not discriminate on the gdsuf

race, national origin, color, creed, religion, sege, disability, veteran status, sexual oriemtagjender identity
or associational preference, or any other legatiiepted characteristic.

Date Adopted: January 9, 2006
Last Revised:
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3.19G—ANNOUNCEMENT OF VACANCIES/TRANSFERS

Notification of vacancies shall be provided by sugerintendent or his designee upon receipt of an
official resignation letter.

A teacher desiring to request a transfer shallefileritten request with the superintendent andhier t
building principal. Requests will be consideregddzhon the following criteria:

Academic preparation or technical training
Certification, endorsements, or licenses
Demographic needs of the district
Evaluations

Experience related to position

agrwnPE

Date Adopted: January 9, 2006
Last Revised:
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3.20—CERTIFIED PERSONNEL REIMBURSEMENT OF TRAVEL
EXPENSES

Employees shall be reimbursed for personal andéeeltexpenses incurred while performing duties or
attending workshops or other employment-relatedtifums, provided that prior written approval foe éhctivity
for which the employee seeks reimbursement hasrbeeived from the superintendent, principal (beot
immediate supervision with the authority to makest approvals), or the appropriate designee of the
superintendent.

It is the responsibility of the employee to detererthe appropriate supervisor from which he mustiob
approval.

Reimbursement claims must be made on forms protagéake District and must be supported by apprapria
original receipts. Copies of receipts or other daeutation are not acceptable, except in extraggdina
circumstances.

If travel is required, contact the central offioesthedule a school vehicle. If a school vehictet available
and personal transportation must be used, thebuesement will be based on $.25/mile.

Meal reimbursement will be limited to no more t§42.50/meal, not to include tips or alcoholic bages.

Cross Reference: Policy 7.12—EXPENSE REIMBURSEMENT

Date Adopted: January 9, 2006
Last Revised:
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3.21—CERTIFIED PERSONNEL TOBACCO USE

Smoking or the use of tobacco, or products comigitaibacco in any form, in or on any property owoed
leased by the district, including buses or otheoskcvehicles, is prohibited.

Legal Reference: A.C.A. § 6-21-609

Date Adopted: January 9, 2006
Last Revised:

39



3.22—DRESS OF CERTIFIED EMPLOYEES

Shorts, tight clothing, dresses and skirts shthréer the top of the kneecap, and cleavage andfrbialing
tops are absolutely not allowed. Athletic weallmwvable only during appropriate activities.

Teachers are encouraged to promote spirit on Bridlayearing school colors. Jeans, wind pantsac
acceptable only on these days.

Tattoos and body piercing (except ear piercing) tmeisovered during the school day and at schooksped
events.

Date Adopted: January 9, 2006
Last Revised:
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3.23—CERTIFIED PERSONNEL POLITICAL ACTIVITY

Employees are free to engage in political actmitiside of work hours and to the extent that isdus affect
the performance of their duties or adversely affepbrtant working relationships.

It is specifically forbidden for employees to engiagpolitical activities on the school groundsioring work
hours. The following activities are forbidden ohaad property:

1.

2.

3.

Using students for preparation or disseminaticzaoipaign materials;
Distributing political materials;

Distributing or otherwise seeking signatures oitipes of any kind,;
Posting political materials; and

Discussing political personal views with studemntgyr out of the classroom, in other than circumsta
appropriate to the nature of the class.

Date Adopted: January 9, 2006
Last Revised:
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3.24—MAINTENANCE/INSPECTION OF CERTIFIED PERSONNEL FILES

The Mayflower School District shall maintain a pergel file for each teacher which shall be
available to the teacher for inspection and copwihiipe teacher's expense during normal office
hours.

The teacher may submit for inclusion in the filetten information in response to any of the materia
contained therein

Legal Reference: ACA 8§ 6-17-405

Date Adopted: January 9, 2006
Last Revised:
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3.25—CERTIFIED PERSONNEL GRIEVANCES

The purpose of this policy is to provide an ordpriycess for employees to resolve, at the lowesiige level,
their concerns related to the personnel policisslary payments of this district.

Definitions

Grievancea claim or concern related to the interpretatipplication, or claimed violation of the personnel
policies, including salary schedules, federalatedaws and regulations, or terms or conditiorsgiloyment,
raised by an individual employee of this schodtidis Other matters for which the means of regmiuare
provided or foreclosed by statute or administrainaeedures shall not be considered grievancesifiSaky,
no grievance may be entertained against a supeieigirecting, instructing, reprimanding, or “tmg up” an
employee under his/her supervision. A group of eygals who have the same grievance may file a group
grievance.

Group GrievanceA grievance may be filed as a group grievaniteneets the following criteria: (meeting the
criteria does not ensure that the subject of tieeamce is, in fact, grievable)

1. More than one individual has interest in the madied

2. The group has a well-defined common interest iffiitis and/or circumstances of the grievance; and

3. The group has designated an employee spokespers@et with administration and/or the board; and
4. Allindividuals within the group are requesting #ame relief.

Employee any person employed under a written contradbisysthool district.

Immediate Supervisothe person immediately superior to an employezdifects and supervises the work of
that employee.

Working day Any weekday other than a holiday whether or met&mployee under the provisions of their
contract is scheduled to work or whether they anently under contract.

Process

Level One An employee who believes that he/she has a gieevshall inform that employee’s immediate
supervisor that the employee has a potential grevand discuss the matter with the supervisomitie
working days of the occurrence of the grievance. Stpervisor shall offer the employee an oppoytamit
have a witness or representative who is not a meohbige employee’s immediate family present at the
conference. (The five-day requirement does noydpprievances concerning back pay.) If the gneeas
not advanced to Level Two within five working dégtowing the conference, the matter will be corsi
resolved and the employee shall have no furthietrwigh respect to said grievance.

If the grievance cannot be resolved by the immedigpervisor, the employee can advance the grievanc
Level Two. To do this, the employee must completedp half of the Level Two Grievance Form witlwe
working days of the discussion with the immediafgesvisor, citing the manner in which the specific
personnel policy was violated that has given aghe grievance, and submit the Grievance Forristiodn
immediate supervisor. The supervisor will haveserking days to respond to the grievance usingdtiem
half of the Level Two Grievance Form which he/slilesibmit to the building principal or, in the exte¢hat
the employee’s immediate supervisor is the builgimagipal, the superintendent.
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Level Two (when appeal is to the building prindpaipon receipt of a Level Two Grievance Form, the
building principal will have ten working days tdeclule a conference with the employee filing thevgnce.
The principal shall offer the employee an oppotyuio have a witness or representative who is notmber
of the employee’s immediate family present at tbanference. After the conference, the principtlhaie ten
working days in which to deliver a written respottstie grievance to the employee. If the grievasoet
advanced to Level Three within five working days thatter will be considered resolved and the eraploy
shall have no further right with respect to saievgince.

Level Two (when appeal is to the superintendéigpn receipt of a Level Two Grievance Form, the
superintendent will have ten working days to scleedeonference with the employee filing the gneea The
superintendent shall offer the employee an opptrtimmhave a witness or representative who ismember
of the employee’s immediate family present at tbanference. After the conference, the superintevaié
have ten working days in which to deliver a writtesponse to the grievance to the employee.

Level Threelf the proper recipient of the Level Two Grievaneas the building principal, and the employee
remains unsatisfied with the written responsedatievance, the employee may advance the grietatize
superintendent by submitting a copy of the Leveb Taievance Form and the principal’s reply to the
superintendent within five working days of his/heeipt of the principal’s reply. The superinterideti have
ten working days to schedule a conference witletijgloyee filing the grievance. The superintendesit s
offer the employee an opportunity to have a witoesspresentative who is not a member of the eyaple
immediate family present at their conference. rAfte conference, the superintendent will havevanking
days in which to deliver a written response tagtevance to the employee.

Appeal to the Board of Director8n employee who remains unsatisfied by the writtsponse of the
superintendent may appeal the superintendent'sioletd the Board of Education within five workidgys of
his/her receipt of the Superintendent’s writtepoase by submitting a written request for a boastihg to
the superintendent. If the grievance is not apddalthe Board of Directors within five working dagf his/her
receipt of the superintendent’s response, the meti®e considered resolved and the employeé saak no
further right with respect to said grievance.

The school board will address the grievance atgikeregular meeting of the school board, unless th
employee agrees in writing to an alternate datthéhearing. After reviewing the Level Two Griesarfrorm
and the superintendent’s reply, the board willdedithe grievance, on its face, is grievable uddsrict
policy. If the grievance is presented as a “graigvgnce,” the Board shall first determine if tioenposition of
the group meets the definition of a “group grieahif the Board determines that it is a group\griee, the
Board shall then determine whether the matterdassgrievable. If the Board rules the compositbtine
group does not meet the definition of a group grnee, or the grievance, whether group or indivjdsiaot
grievable, the matter shall be considered closaividuals within the disallowed group may chotise
subsequently refile their grievance as an indiligaavance beginning with Level One of the progdsthe
Board rules the grievance to be grievable, thelyist@ediately commence a hearing on the grievahite.
parties have the right to representation by a pestieir own choosing who is not a member of the
employee’s immediate family at the appeal heareigrb the Board of Directors. The employee shait e
less than 90 minutes to present his/her grievarteath parties shall have the opportunity to jriessed
guestion witnesses. The hearing shall be opee faublic unless the employee requests a privatmbeth the
hearing is open, the parent or guardian of angstuthder the age of eighteen years who givesit@sji may
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elect to have the student’s testimony given inetlaession. At the conclusion of the hearinggitparing was
closed, the Board of Directors may excuse allggmdxcept board members and deliberate, by thesaselv
the hearing. At the conclusion of an open heabogyd deliberations shall also be in open sessil@ssithe
board is deliberating the employment, appointnpntmotion, demotion, disciplining, or resignatidrite
employee. A decision on the grievance shall bewamenl no later than the next regular board meeting.

Records

Records related to grievances will be filed sepiraind will not be kept in, or made part of, teespnnel file
of any employee.

Reprisals

No reprisals of any kind will be taken or tolerasginst any employee because he/she has filedamaed a
grievance under this policy.

Note: It is suggested that you date stamp the requestidoard hearing upon receipt.

Legal Reference: ACA §6-17-208

Date Adopted: January 9, 2006
Last Revised:
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3.25F—CERTIFIED PERSONNEL LEVEL TWO GRIEVANCE FORM

Name:

Date submitted to supervisor:

Personnel Policy grievance is based upon:

Grievance (be specific):

What would resolve your grievance?

Supervisor's Response

Date submitted to recipient:

Date Adopted: January 9, 2006
Last Revised:
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3.26—CERTIFIED PERSONNEL SEXUAL HARASSMENT

The Mayflower School District is committed to hay@n academic and work environment in which all
students and employees are treated with respedigmity. Student achievement and amicable working
relationships are best attained in an atmosphemguall educational and employment opportunityishaee of
discrimination. Sexual harassment is a form ofritisoation that undermines the integrity of the @tional
environment and will not be tolerated.

Believing that prevention is the best policy, tigtritt will periodically inform students and empés about
the nature of sexual harassment, the proceduresgietering a complaint, and the possible rednegss
available. The information will stress that theraisdoes not tolerate sexual harassment andttidnts and
employees can report inappropriate behavior af@es@ature without fear of adverse consequences.

It shall be a violation of this policy for any strd or employee to be subjected to or to subjethanperson
to, sexual harassment as defined in this policy.@mployee found, after an investigation, to haagaged in
sexual harassment will be subject to disciplinatipa up to, and including, termination.

Sexual harassment refers to unwelcome sexual agljarquests for sexual favors, or other personally
offensive verbal, visual, or physical conduct eégual nature made by someone under any of theviod
conditions:

1. Submission to the conduct is made, either explioitimplicitly, a term or condition of an individlis
education or employment;

2. Submission to, or rejection of, such conduct biéividual is used as the basis for academic or
employment decisions affecting that individual;/and

3. Such conduct has the purpose or effect of sulataimiterfering with an individual’'s academic ook
performance or creates an intimidating, hostileflensive academic or work environment.

The terms “intimidating,” “hostile,” and “offensiVenclude conduct of a sexual nature which haffet of
humiliation or embarrassment and is sufficientlyese, persistent, or pervasive that it limits tiielent’s or
employee’s ability to participate in, or benefurfr, an educational program or activity or their Exympent
environment.

Within the educational or work environment, sexushssment is prohibited between any of the fatigwi
students; employees and students; non-employeesduaights; employees; employees and non-employees.

Actionable sexual harassment is generally estaldliglinen an individual is exposed to a pattern of
objectionable behaviors or when a single, seriotis aommitted. What is, or is not, sexual harasgrwill
depend upon all of the surrounding circumstancegeBding upon such circumstances, examples oflsexua
harassment include, but are not are not limitedrtavelcome touching; crude jokes or pictures; disioms of
sexual experiences; pressure for sexual actiatfynidation by words, actions, insults, or naméngglteasing
related to sexual characteristics; and spreadmgnairelated to a person’s alleged sexual actvitie

Employees who believe they have been subjectextmsharassment are encouraged to file a complaint
contacting their immediate supervisor, administratoTitle IX coordinator who will assist themtime
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complaint process. Under no circumstances shalirgoioyee be required to first report allegationsesdial
harassment to a school contact person if thatpersioe individual who is accused of the harassriierthe
extent possible, complaints will be treated inrfidential manner. Limited disclosure may be neagss
order to complete a thorough investigation.

Employees who file a complaint of sexual harassmvéintot be subject to retaliation or reprisahiny form.

Employees who knowingly fabricate allegations afssharassment shall be subject to disciplinaigmaap
to and including termination.

Individuals, who withhold information, purposelypide inaccurate facts, or otherwise hinder ansiiyation
of sexual harassment shall be subject to disciglaetion up to and including termination.

Legal References: Title IX of the Education Amendtsef 1972, 20 USC 1681, et seq.
Title VII of the Civil Rights Act of 1964, 42 WUS2000-¢, et seq.
ACA 8 6-15-1005 (b) (1)

Date Adopted: January 9, 2006
Last Revised:
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3.27/—CERTIFIED PERSONNEL SUPERVISION OF STUDENTS

All district personnel are expected to consciestipaxecute their responsibilities to promote thalth, safety,
and welfare of the district’s students under tbaie. The superintendent shall direct all prinsigakestablish
regulations ensuring faculty supervision of stuslémbughout the school day and at extracurri@aivities.

Date Adopted: January 9, 2006
Last Revised:
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3.28—CERTIFIED PERSONNEL COMPUTER USE POLICY

The Mayflower School District provides computerd/ancomputer Internet access for many employees, t
assist employees in performing work related tdskgloyees are advised that they enjoy no expeatiatio
privacy in any aspect of their computer use, inolyémail, and that under Arkansas law, both eamal
computer use records maintained by the districtangect to disclosure under the Freedom of Infooma\ct.

Passwords or security procedures are to be utdigedsigned, and confidentiality of student recaating to
personnel is to be maintained at all times. Emgieyaust not disable or bypass security procediiseyse
passwords to other staff members or studentsant sudents access to any computer not desigoated
student use. It is the policy of this school diste equip each computer with Internet filteriogsare
designed to prevent users from accessing matetastharmful to minors. The designated Distretinology
Administrator or designee may authorize the disglaf the filter to enable access by an adult fuoraa fide
research or other lawful purpose.

Employees who misuse district-owned computers ynveaty, including excessive personal use, using
computers for personal use during instructionaétionsing computers to violate any other policy,
knowingly or negligently allowing unauthorized assgor using the computers to access or create
sexually explicit or pornographic text or graphied] face disciplinary action, up to and including
termination or non-renewal of the employment caritra

Through a partnership with the Arkansas Public 8t@mmputer Network, students and staff
have access to the Internet. The district rec@gnilzat to insure that the uses of the vast
resources of the Internet are utilized to accorhptseducational goals, it is necessary that all
users behave in a responsible, efficient, etharad, legal manner.

Legal References: 20 USC 6801 et seq. (Childremigrhet Protection Act; PL 106-554)
A.C.A. 8 6-21-107
A.C.A. §6-21-111

Date Adopted: January 9, 2006
Last Revised:

50



3.28F—CERTIFIED PERSONNEL EMPLOYEE INTERNET/NETWORK
USE AGREEMENT

Name (Please Print)

School Date

The Mayflower School District agrees to allow th@pdoyee identified above to use the
district’s technology to access the Internet/Nekwander the following terms and conditions:

Responsibilities of employees:

1. Be familiar with the district Acceptable Use Poli&yd review this with your students
before use of the network or Internet. The AUR &l a part of the Personnel Policy
Handbook.

2. Be familiar with the most current directions giveynthe technology department
regarding proper procedures of current issues. dextent virus precautions or
equipment concerns.

3. Supervise students during all on-line activitied anmputer use. Access should only
be allowed for a valid purposévoid leaving equipment accessible to
unsupervised students.Computer lab use of students is the responsilafithe
teacher during their allotted time slot.

4. Use of floppy disks from outside sources is disaged. If there is no alternative then
the diskmust be scanned for viruses before use.

Proper and Ethical Use

e Inappropriate use.

o Faculty/Staff will not use the system to accessenmtthat is profane or
obscene (pornography), that advocates illegal acthat advocates violence
or discrimination towards other people (i.e., Hagzature).

o Refrain from using the district network for commal@urposes or any form
of personal monetary gain.

e Vandalism and harassment

o Vandalism is defined as any malicious attempt torhanodify, and destroy
data of another user, Internet, or connected né&tw®his includes, but is not
limited to, the uploading or creating of computguses.

0 Harassment is defined as the persistent annoydrazether user, or the
interference of another user’'s work. Harassmesttides, but is not limited to,
the sending of unwanted mail.

o Faculty/Staff will not knowingly or recklessly pdstise or defamatory
information about a person or organization.
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Plagiarism and copyright infringement
o Abide by all district, state, and federal regulai@nd laws, including but not
limited to copyright laws.

Wasting of limited resources
0 Respect the use of the Internet, which is acadeanit be prudent in the use of
time and materials.
0 Refrain from using technology for personal usemylass time.
o No posting of chain letters or engage in “spammifi§pamming is sending
an annoying or unnecessary message to a large nafbeople.

Inappropriate access
o Passwords or security procedures are to be utiizemksigned. Users must
never disclose passwords to other staff membestudents, or grant access to
any computer not designated for student use.
o Refrain from letting non-authorized persons acteshstrict accounts or
equipment. This also includes student use of EaetuipmentTurn
computer off or (log out) when left unattended.

Downloading of software and adding of peripherals

0 No software should be downloaded without the kndgteof the Technology
Coordinator or his/her designee. This includesiculum textbook based
software.

o No “decorative” software such as screensaverspapdrs or themes should be
downloaded. This clogs your system and can rasd#iulty equipment
performance.

0 The district technology coordinator should conradcperipherals to your
computers. This includes but is not limited torstas, printers, projectors and
downloading devices for PDA’s or digital cameras.

e Actions endangering personal safety
o Faculty/Staff will not post personal contact infation about themselves or
other people. Personal contact information inchualgdress, telephone, school
address, work addresses, etc.

e E-mail usage
o E-mail usage is encouraged by the district as aaidé form of
communication. Note that e-mail is not guarant@doe private. The system
administrator has access to all email. Messadatng to, or in support of,
illegal activities will be reported to the authaes.
o E-mail usage by students is encouraged if usingdoicational purposes. This
usage should be strictly monitored by the teacher.

¢ Violations Not Covered Above
Computer misuse, which is not covered above, wiltbnsidered on the basis of the severity
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of the situation.

Changes or additions to computer policy

The Mayflower School District reserves the rightriodify this acceptable use policy,
including consequences for misuse, without noticgtaff or faculty as necessary, to protect
the resources and programs of the district.

No Expectation of Privacy

The use of the district computer network and Irgers a privilege, not a right.

The network and Internet access is provided asla fthe Mayflower School District
reserves the right to monitor, inspect, copy, nenvéad store at any time and without prior
notice any and all usage of the computer netwodklaternet access and any and all
information transmitted or received in connectiathvguch usage. All information files shall
be and remain the property of the Mayflower Schaistrict and no user shall have any
expectation of privacy regarding such materialanDestrated intent to violate policy will be
considered the same as an actual policy violat@emonstrated intent means evidence of
actions that if successful or if carried out agmated, would result in a policy violation.

Consequences of misuse

Appropriate consequences will be assessed aghm&culty/staff involved at the discretion
of the building principal and/or the superintende@bnsequences may range from reprimand
to dismissal.

Liability for debts

Employees shall be liable for any and all cost®{g)encurred through their use of the
District’'s computers or the Internet including pkiea for copyright violations.

| have read and understood the rules, and agrne®toote all conditions therein. | realize
that the Internet/Network and computers will bedufse educational purposes only. |
understand that neither Mayflower School District myself is responsible for or legally
liable for materials distributed to or acquirednfrthe network. | also agree to report any
misuse of the information system to the system athtnator, building principle, or
superintendent.

Teacher Name (please print):

Teacher Signature: Date:

Date Adopted: January 9, 2006
Last Revised:
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3.29—CERTIFIED PERSONNEL SCHOOL CALENDAR

The Superintendent and Personnel Policy Commbitgemsesent to the Board, for its approval, tHeradar
for the succeeding year no later than the May aedddard meeting. The Superintendent, in develdpiag
calendar, shall accept and consider recommendéitonsany staff member or group wishing to make
calendar proposals.

The Mayflower School District shall operate by fibiowing calendar.

MAYFLOWER SCHOOL DISTRICT

School Calendar for 2006-07 (Revised 5/26/2006)

2006 Monthly Info
Aug 14-18 Staff Development -Teachers (5) Student Teacher
Aug 17 Open House 9 14 August
Aug 21 1 Day of School 19 20 September
Sept 4 Holiday —Labor Day...No School 22 22 October
Sept 25 P/T Conferences ... 17 19 November
No School for Students 14 14 December
Nov 20-21 Flex days for Teachers (2) ... 20 21 January
No School for Students 17 19 February
Nov 22-24 Holiday — Thanksgiving 17 17 March
Dec 21-29 Holiday — Christmas 20 21 April
22 22 May
2007 1 1 June
Jan 1-2 Holiday — New Year 178 190 Total
Jan 12 End of Semester
Jan 15 Staff Development -Teachers (1) Semester’s Info
Holiday-MLKing Day - Students Aug 21, 2006 — Jan 12, 2007 1% Semester
Feb 15 P/T Conferences... Jan 15, 2007 — June 1, 2007 2" Semester
No School for Students
Feb 16 Flex day for Teachers (1)..... Holidays Info
No School for Students Labor Day................... Sept 5, 2006
Feb 19 Holiday — Presidents Day Thanksgiving............... Nov 20-24, 2006
Mar 26-30 Spring Break Christmas.................. . Dec 21-29, 2006
Apr 6 Flex day for Teachers (1) New Year.........cc........ Jan 1-2, 2007
Holiday — Good Friday .... MLK Day........ccovvvvnennnn. Jan 15, 2007
No School for Students Presidents Day.............. Feb 19, 2007
May 28 Holiday — Memorial Day Spring Break................. Mar 26-30, 2007
June 1 Last School Day Good Friday................. Apr 6, 2007
EEEEEEEEEEEEEEEEEEEEEEEEENEEEENEEDN Memorial Day................ May 28, 2007

Legal Reference: A.CA. §6-17-201

Date Adopted:
Last Revised:

January 9, 2006
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3.30—PARENT/TEACHER COMMUNICATION

The district recognizes the importance of commuroocabetween teachers and parents/legal
guardians. To help promote positive communicatu@anent/teacher conferences shall be held once
each semester. Parent/teacher conferences araagedwand may be requested by parents or
guardians when they feel they need to discuss thdid’s progress with his/her teacher.

Teachers are required to communicate during theagiear with the parent(s) or legal guardian(s) of
each of their students to discuss their acadenoigrpss. More frequent communication is required
with the parent(s) or legal guardian(s) of studevite are performing below grade level.

All parent/teacher conferences shall be scheduladime and place to best accommodate those
participating in the conference. Each teacher slaument the participation or non-participation of
parent(s)/legal guardian(s) for each schedulederente.

If a student is to be retained at any grade lewaice of, and the reasons for retention shall be
communicated promptly in a personal conference.

Legal Reference: State Board of Education StandarAscreditation 12.04.1, 12.04.2, and
12.04.3
A.C.A. § 6-15-1701(b)(3)(C)

Date Adopted: January 9, 2006
Last Revised:
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3.32—CERTIFIED PERSONNEL FAMILY MEDICAL LEAVE
Eligibility

The Mayflower School District will grant up to twel (12) weeks of leave in accordance with the Famil
Medical Leave Act of 1993 (FMLA) to its employeeBamhave been employed by the District for at least
twelve (12) months and for 1250 hours of servigenduhe twelve (12) month period immediately pdeog
the commencement of the leave. The twelve (12) mmeriod of eligibility shall begin on the firstighday of
the school year. Leave will be granted for one arenof the following reasons:

1. Because of the birth of a son or daughter of thei@me and in order to care for such son or dagghte
2. Because of the placement of a son or daughtetivetemployee for adoption or foster care;

3. Inorder to care for the spouse, or a son, daygintparent, of the employee, if such spouse,daarghter,
or parent has a serious health condition; and

4. Because of a serious health condition that makesntiployee unable to perform the functions of the
position of such employee.

The entitlement to leave for reasons 1 and 2 latede shall expire at the end of the twelve (1@)tmperiod
beginning on the date of such birth or placement.

If both the husband and wife are employed by tsieictiand entitled to leave as defined aboveDiktict
may, as determined by the needs of the Distnatt, their leave to a combined total of twelve (M@eks when
taken for reasons 1 or 2 listed above or to car@ fiarent with a serious health condition.

Notice by Employees

Foreseeablé\Vhen the need for leave is foreseeable, the esgloyist provide the District with at least thirty
(30) days advance notice before the leave is o éthirty (30) days is not practicable, suctbasause of a
lack of knowledge of approximately when the leailEb& required to begin, notice must be givencamsas
practicable. As soon as practicable means as sdmwitlapossible and practical, taking into accallaf the
facts and circumstances in the individual case.

When the need for leave is for reasons 3 or 4ll@eve, the employee should provide a medicaicaion
from a health care provider supporting the neetbéwe at the time the notice for leave is givemnust
provide certification at least fifteen (15) day®pto the date the leave is to begin.

Failure by the employee to give thirty (30) daysagamay delay the taking of FMLA leave until agethirty
(30) days after the date the employee providesantatithe District.

UnforeseeablédVhen the approximate timing of the need for laavet foreseeable, an employee shall

provide the District notice of the need for leases@on as practicable given the facts and circacestaf the
particular case. Ordinarily, the employee shaliyntite District within two (2) working days of le@ang of the
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need for leave, except in extraordinary circumssmdere such notice is not feasible. Notice maydaded
in person, by telephone, telegraph, fax, or otleetrenic means.

Medical Certification

The required medical certification from a licenggdgcticing health care provider of the need fol ANeave
for reasons 3 or 4 listed above shall include #te dn which the serious health condition begamtbbable
duration of the condition, and the appropriate cadiacts within the knowledge of the health caciper
regarding the condition. For reason 4 listed abixs;ertification must include a statement thaetmployee
is unable to perform the required functions ofaisposition.

Second Opinionin any case where the District has reason totdbelvalidity of the certification provided, the
District may require, at its expense, the emplédyedtain the opinion of a second health care geovi
designated or approved by the employer. If thergkopinion differs from the first, the District megquire, at
its expense, the employee to obtain a third opiim@n a health care provider agreed upon by betibtktrict
and the employee. The opinion of the third healtk provider shall be considered final and be baxdpon
both the District and the employee.

Recertification The District may request the employee obtairtartiication, at the employee’s expense, no
more often than every thirty (30) days unless emearve of the following circumstances apply;

a. The employee requests an extension of leave;
b. Circumstances described by the previous certiicdtave changed significantly; and/or
c. The District receives information that casts daydan the continuing validity of the certification.

The employee must provide the recertification imuwe than fifteen (15) calendar days after thé&iEtis
request.

No second or third opinion on recertification mayreéquired.
Concurrent Leave

The District requires employees to substitute apji@able accrued leave for any part of the twel& week
period of FMLA leave. All FMLA leave is unpaid uskesubstituted by applicable accrued leave.

Workers CompensatioffMLA leave may run concurrently with a workershgpensation absence when the
injury is one that meets the criteria for a serlwemth condition.

Health Insurance Coverage
The District shall maintain coverage under any gtoealth plan for the duration of FMLA leave thepéwgee

takes at the level and under the conditions coeesagld have been provided if the employee hadregd in
active employment with the District. The employemains responsible for any portion of premium payme
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customarily paid by the employee. When on unpaidl&léave, it is the employee’s responsibility tdosut
their portion of the cost of the group health meawverage to the District’ business office on opbeft would
be made by payroll deduction.

If an employee gives unequivocal notice of intantta return to work, or if the employment relaship would
have terminated if the employee had not taken Fildate the district’s obligation to maintain he&lémefits
ceases.

If the employee fails to return from leave after leriod of leave to which the employee was ethiitbes
expired, the District may recover the premiumsitipo maintain health care coverage unless:

a. The employees fails to return to work due to thinaation, reoccurrence, or onset of a seriouthea
condition that entitles the employee to leave uretesons 3 or 4 listed above; and/or

b. Other circumstances exist beyond the employeetsaton

Circumstances under “a” listed above shall befiegety a licensed, practicing health care proweifying
the employee’s inability to return to work.

Reporting Requirements During Leave

Employees shall inform the District every two wedlisng FMLA leave of their current status andninte
return to work.

Return to Work

Medical CertificationAn employee who has taken FMLA leave under redssiated above shall provide the
District with certification from a health care pidsr that the employee is able to resume work.

Return to Previous PositibpAn employee returning from FMLA leave is entittedoe returned to the same
position the employee held when leave commencéd aor equivalent position with equivalent bengfitsy,
and other terms and conditions of employment. Anvedent position must involve the same or substignt
similar duties and responsibilities, which musagsubstantially equivalent skill, effort, and lawrity. The
employee may not be restored to a position reguadiditional licensure or certification.

Failure to Return to Workn the event that an employee is unable ortfaitsturn to work, the Superintendent
will make a determination at that time regardirggdbcumented need for a severance of the employee’s
contract due to the inability of the employee thllfthe responsibilities and requirements of treantract.

Intermittent Leave

The District will honor employee requests for intétent leave as prescribed by the FMLA and thetrathe
best interests of the District.
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Policy

The provisions of this policy are intended to bnie with the provisions of the FMLA. If any coicf{(s) exist,
the Family Medical Leave Act of 1993 shall govern.

Legal References: 29 USC 2601 et seq.
29 CFR 825.100 et seq.

Date Adopted: January 9, 2006
Last Revised:
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3.33—ASSIGNMENT OF EXTRA DUTIES FOR CERTIFIED PERSONNEL

From time to time extra duties may be assignetijmibe contracted day, to certified personnethbyschool
principal or the superintendent, as circumstanictstel

Legal Reference: A.C.A.§6-17-201

Date Adopted: January 9, 2006
Last Revised:
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3.34—DUTIES & RESPONSIBILITIES OF CERTIFIED PERSONN EL

Teaching and administrative personnel share anl egqaponsibility for acceptable student
behavior and discipline and school property as m@tegral and necessary part of the
educational process.

All staff members have a responsibility to makentkelves familiar with and abide by, the
laws of the state (as they affect their work). ykhould support and enforce the policies of
the school board, and the regulations designeahpéement them.

The first responsibility of the instructional stégfthe education of the student. Also, essential
to the success of the instructional program anohofoing school operation are the following
staff responsibilities:

1. Faithfulness and promptness in attendanceek.w

2. Diligence in submitting required reports prdipat times specified.

3. Care and protection of school property.

4. Concern and attention toward their own andSti@ool Board'’s legal responsibility
for the safety and welfare of students, includimg meed to ensure that students are
under supervision at all times.

Teachers and administrative personnel are encoditagegpend additional time before or after
school, within reasonable limits and on an occadibasis, in order to accommodate parental
requests for personal conferences.

All school employees set examples that are importarthe educational process in their
association with students. Employees’ manner,sgdresurteousness, industry and attitudes
establish models that affect the development af #tedents. The school board expects staff
members to set exemplary models and to providedkeinstruction they possibly can.

Date Adopted: January 9, 2006
Last Revised:
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3.35—CERTIFIED PERSONNEL BENEFITS
The Mayflower School District provides its ceriifipersonnel benefits consisting of the following.

The priceless reward of helping shape the lifefatume of our children;

Health insurance assistance;

Contribution to the teacher retirement system;

One sick leave day per calendar month worked antjer portion thereof that the teacher is cordgchet
full pay.

2 Personal days.

PN

o

Legal Reference: A.C.A.§86-17-201

Date Adopted: January 9, 2006
Last Revised:
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3.36—CERTIFIED PERSONNEL DISMISSAL AND NON-RENEWAL

For procedures relating to the termination andneaoswal of teachers, please refer to the Arkansas
Teacher Fair Dismissal Act A.C.A. 88 6-17-1501tigtv 1510. . The Act specifically is not made
a part of this policy by this reference.

A copy of the Act is available for review in thdicé of the principal of each school building.

Legal Reference: A.C.A.§6-17-201

Date Adopted: January 9, 2006
Last Revised:
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3.37—ASSIGNMENT OF TEACHER AIDES

The assignment of teacher aides shall be made Ipyititipal or his/her designee. Changes in thegramsnts
may be made as necessary due to changes in taetgiogulation, teacher changes, and to best heeet t
educational needs of the students.

Legal Reference: A.C.A.§6-17-201

Date Adopted: January 9, 2006
Last Revised:
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3.38—CERTIFIED PERSONNEL RESPONSIBILITIES GOVERNING
BULLYING

Teachers and other school employees who have getthesr are reliably informed that, a student eas la
victim of bullying as defined in this policy, inding a single action which if allowed to continueuid
constitute bullying, shall report the incident(sjte principal. The principal or his/her desigsieal be
responsible for investigating the incident(s) teedwine if disciplinary action is warranted.

District staff are required to help enforce implatagon of the district’s anti-bullying policy. Thukstrict's
definition of bullying is included below. Studemibo bully another person are to be held accountablieir
actions whether it occurs on school grounds; dibstgrounds at a school sponsored or approvetdanc
activity, or event; or going to or from school @ahnool activity. Students are encouraged to régtevior
they consider to be bullying; including a singléacwhich if allowed to continue would constitiiellying, to
their teacher or the building principal. The repoay be made anonymously.

Definition:

Bullying is any pattern of behavior by a studenf group of students, that is intended to hargssjdate,
ridicule, humiliate, or instill fear in another Ichor group of children. Bullying behavior can bénieat of, or
actual, physical harm or it can be verbal abusiesothild. Bullying is a series of recurring aci@ommitted
over a period of time directed toward one studgrdiiccessive, separate actions directed agaifigilenu
students.

Examples of "Bullying" may include but are not liedl to a pattern of behavior involving one or nuiréne
following:

1. Sarcastic "compliments" about another studentsopat appearance,

2. Pointed questions intended to embarrass or husiliat

3. Mocking, taunting or belittling,

4. Non-verbal threats and/or intimidation such agitirm” or “chesting” a person,

5. Demeaning humor relating to a student’s race, geetimicity or personal characteristics,
6. Blackmail, extortion, demands for protection mooegther involuntary donations or loans,
7. Blocking access to school property or facilities,

8. Deliberate physical contact or injury to persoproperty,

9. Stealing or hiding books or belongings, and/or

10. Threats of harm to student(s), possessions, atsothe
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Notes: A school employee who has reported violations utite school district's policy shall be
immune from any tort liability which may arise fraifme failure to remedy the reported incident.

Legal Reference: A.CA. §6-18-514

Date Adopted: January 9, 2006
Last Revised:
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3.39—CERTIFIED PERSONNEL CAMPUS COMMUNICATION
COMMITTEE

During the first week of school, a Campus CommuiacaCommittee shall be elected in
each school for the purpose of enhancing commuaitaetween the principal and the staff.
The members of the committee are to e elected &ibfaculty members of each campus. All
faculty members are eligible to vote and hold @egpositions on the committee. The
election may be initiated by either the teacherherprincipal. The election will be
conducted by the principal or his/her designee.

The size of the committee will be equal to 10 petad the certified staff of the campus but
no less than three members per campus.

The chairman of the committee will be elected yy¢bmmittee by secret ballot.

In September, the principal will schedule monthlgeatings with the Campus Communication
Committee for the purpose of teacher involvemenh@following:
1. Discussing conditions or problemshi@ school
2. Forming and implementing practiced procedures such as:
Addressing instructional concerns
Planning budgets
Suggesting major expenditures
Setting goals

cooTw

All items for discussion will be submitted to theairman at least one day prior to the
scheduled meeting. The agenda will be posted dghhlirman by the end of the school day
prior to the scheduled meeting.

The principal is encouraged to share with the catesnithe rationale for non-implementation.

Additional meetings may be held at the requesitbeethe committee chairman or the
principal. All meetings will be held at a mutuadgreed upon location.

Additional staff may be present at the meetings.
Minutes of the meeting of the Campus Communicaiommittee will be kept by a

designated committee member. A copy of the minwiktde posted in the teachers' lounge
of the appropriate buildings and forwarded to tineesintendent.

Date Adopted: January 9, 2006
Last Revised:
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3.40—CERTIFIED PERSONNEL SUNSHINE/HOSPITALITY
COMMITTEE

The School Board recognizes the importance of esihgmapport and morale among
members of the faculty, administration, and supptatf and therefore, encourages the
establishment of a Sunshine/Hospitality Committeeagh campus.

Each September, a Sunshine/Hospitality Committddo@ielected to serve until the
following September.

Membership will be equal to 10 percent of the @edistaff of the campus but not less than
three members per campus.

Members will be elected from all faculty and stawémbers in each building.
A chairman will be elected by the committee.

The committee will concern itself with those magtef a social nature such as birthdays,
showers, holidays, illness, surgery and bereavement

Funds for Sunshine/Hospitality Committee actiony i@ supplemented from such sources
as are decided upon by agreement among faculty ewsnalnd the principal.

Date Adopted: January 9, 2006
Last Revised:
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