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Article 1: Board of Education Rights 
 

The Associations recognizes the Board of Education of the Northwest School District (hereinafter referred 

to as the “Board”) has the responsibility, obligation and authority to manage and direct, on behalf of the 

public, all operations and activities of the school District both to the fullest extent authorized by law and in 

any manner or decision it shall deem appropriate limited only by that which is inconsistent with law or 

violate the provisions as set forth in this Agreement. 

 

Article 2: Recognition and Bargaining Procedures 
 

2.1     Recognition  

 

The Board of Education of the Northwest School District, of Jefferson County, Missouri (hereinafter 

referred to as the "District") recognizes the teacher organization(s) which wins the annual election 

pursuant to Policy and Regulation 4895 – Employee Organizations. 

 

In order for a teacher organization to represent Employees, the following guidelines must be met: 

 

By July 1
st
, the organization must present to the Superintendent/designee, a petition to the Board for 

representation in the IBN Process.  The petition must consist of the name of the organization, the names 

of its officers, the mission/goal of the organization, and must be signed by their presiding officer.  The 

Board will acknowledge those organizations eligible to seek representation at the July Board Meeting. 

 

An annual election process will be utilized to determine the makeup of the teacher’s team for the IBN 

Process.  This election will occur during the last three (3) contract days in August for certificated teachers 

unless a different date is mutually agreed upon by both the eligible organizations and administration.  The 

ballot for the annual election will include all of the following options for the purpose of the IBN Process: 

each individual organization eligible to seek representation, all eligible organizations, and no 

representation of any organizations.   

 

Specific guidelines for conducting the annual election are set forth in Regulation 4895. 

 

A membership count of eligible organizations will be established annually on September 15
th
.  This count 

is a list of members in good standing that are currently employed in a full-time position.  This count must 

be verified for accuracy by the appropriate state organization of the group before October 1
st
.  Those 

eligible organizations, with verified membership counts equal to or greater than twenty-five percent 

(25%) of the certified teacher count established on September 15
th
 will be a participant organization on 

the annual ballot that will be used during the following August election.  The Superintendent/designee 

will figure this percentage by dividing the number of certified members in the organization by the total 

number of the full-time certified teaching staff.   

 

In the event that no organization is eligible to participate, organizations may petition the Board for 

inclusion in the IBN Process at the first meeting in October.  These petitions must be received in writing 

to the Superintendent/designee, by the first Friday in October and shall include the following: name of the 

organization, officers, membership count, plan for participation in the process, and statement about the 

interests they represent. 

 

For the 2016-2017 school year, both the Northwest Education Association and the Northwest 

Community Teachers Association (hereinafter referred to as the "Associations") won the annual 

election and were bargaining representatives for all Employees in the Bargaining Unit. 
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The District recognizes the associations as the bargaining representative for all teachers.  The teacher 

Bargaining Unit is defined below in Section 2.2.a.  The resulting Agreement shall be in effect for the 

2017-2018 school years. 

 

The rights granted to Employees in this Agreement shall be extended to all Employees eligible for 

inclusion into the Bargaining Unit.   

 

2.2 Definitions 
 

a. Bargaining Unit  

 The term “Bargaining Unit” shall include all full and part-time professional, contracted 

Employees.  This includes the following: counselors, librarians, teachers, process coordinators, 

diagnosticians, special education teachers, early childhood teachers, or other similar positions 

paid on the certified salary schedule.  This excludes all supervisory and administrative employees 

such as principals, directors, assistant principals, and similar positions that have the authority to 

hire, promote, and/or address performance concerns for employees in the Bargaining Unit.  This 

will also exclude non-contracted employees. 

 

b. Employee 

 The term "Employee" shall indicate an Employee or a group of Employees who are members of 

the bargaining unit represented by the Associations. 

 

c. School Year 

 For the purposes of this Agreement and to define the Bargaining Unit time frame, the school year 

will begin on July 1
st
 and end on June 30

th
. 

 

d. Days 

 The term "Days" when used in this Agreement shall, except where otherwise indicated, mean 

contracted, working days during the school year term. 

 

e. District 

 The term "District" shall indicate the Northwest School District.  

 

f. Association 

 The term "Association" shall indicate the winner(s) of the annual election. 

 

2.3 Duty of Fair Representation 

 

The Associations recognizes their responsibility and right to represent without discrimination all 

Employees in the bargaining unit in all aspects of this Agreement. 

 

2.4 Bargaining Procedures 

 

a. The District and the Associations agree to collaboratively bargain using the “Interest Based 

Negotiation (IBN)” process for the following items as noted in Policy 4895: 

 Salaries 

 Fringe benefits 

 Extra duty pay 

 Longevity increments 
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 Scheduled work hours 

 Leave policies 

 Grievance procedures 

 Employee evaluation procedures 

 Rights and procedures for reduction in force (RIF) 

 Vacation days  

 Work rules and regulations, and workplace conditions involving an employee’s health 

and safety 

 

Items not subject to the IBN process as outlined in Policy 4895 include the following: 

 

1. Matters that should be handled through the grievance procedures 

2. Matters that should be brought to the attention of school District principals or persons or 

agencies not employed by the District 

3. Matters controlled by federal or state statutes or common law and beyond the powers or 

discretion of the Board to alter 

4. Policies and procedures related to the addition, deletion or change of District programs 

5. Curriculum issues  

6. Any matter unrelated to and having no impact on salaries, fringe benefits or working 

conditions of the unit of employees involved 

 

If any article/provision of an Agreement is held to be invalid, illegal, unenforceable, or in conflict with 

any law, the validity, legality and enforceability of the remaining articles/provisions shall not in any 

way be impacted or impaired.   

 

b. When a tentative Agreement is reached it shall be reduced to writing as the Agreement and 

submitted to the Associations and the Board of Education.  The Associations may present the 

Agreement to its members for ratification.  The Board of Education has the authority to accept, 

reject and/or modify any Agreement submitted.  However, the Agreement shall become official 

upon Board of Education approval.  A signature page of the Associations President(s), 

Associations Bargaining Team Members, Board of Education President, and Administration 

Team Members shall be part of this Agreement. 

 

2.5 Modification to Current Agreement 

 

Pursuant to the rights of the Board of Education, the Associations and District agree this Agreement shall 

not be altered except through mutual consent of both parties and attached as a written addendum hereto.  

 

Both parties agree that items in the Agreement may be re-opened for discussion at any time upon mutual 

consent.  Any items re-opened for bargaining shall have a thirty (30) calendar day time limit. 

 

2.6 Impasse  

 

a.  If no Agreement is reached by the conclusion of the final scheduled bargaining session, an 

impasse can be declared by either party.  Within ten (10) working days of the declaration of an 

impasse, the Associations bargaining team may request, in writing, to meet with the Board of 

Education for purpose of presenting information relevant to the reason(s) for impasse and the 

bargaining process. 

 

b.  Within ten (10) working days from the date of the meeting, an Agreement will be approved by the 
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Board of Education which will be binding on both parties. 

 

c. For the purposes of impasse only, working days shall also mean the same as business days 

regarding the time lines noted above. 

 

2.7 Dissemination of Agreement 

 

Within thirty (30) calendar days after the Agreement is signed, copies of the Agreement shall be made 

available by print or electronic dissemination by the District for each Employee.  Any costs of the 

dissemination shall be paid by the District. 

 

2.8 District Level Committees 

 

The District will solicit a list of names from the Associations that are willing to serve on committees.  The 

list of names will be solicited by committee from the current President of the Associations.  The District 

level committees that will have representatives from the Associations include the following: facilities, 

student behavior, calendar and insurance committees.  Membership on these District committees will be 

determined on an annual basis and will be representative of all grade levels/buildings whenever possible.  

Associations members serving on the committees have the responsibility to communicate information 

back to all employees of the Bargaining Unit.  

 

Article 3: Salary and Benefits 
 

3.1 Compensation Procedures  

 

a.  Current certified salary schedules will be attached to the Agreement. 

 

b. Pursuant to Policy and Regulation 4520, Associations members may apply for payroll deduction 

for related membership dues.  Associations members will submit a form to payroll annually no 

later than September 1
st
 of each school year that will reflect membership deductions.  New 

Associations members may request payroll deductions begin for membership dues at any time. 

Once finalized, deductions may not be altered by the Employee until the next school year.  The 

Associations will be responsible for communicating this procedure to all employees of the 

Bargaining Unit. 

 

c. Track Advancement 

 

The following are the tracks offered by the District: 

 

Track 1 (B.S./B.A.) – Track 1 (B.S./B.A.) – This track applies to those teachers who have a Bachelor’s 

degree and a valid Missouri Teacher’s Certificate.  For all staff entering the District during the 2014-2015 

school year of after will only be able to advance in this column through B2.  Any employee in this 

column who was employed prior to 2014-2015, will have an opportunity to move vertically a total of 6 

moves.  Once an employee has reached 6
th
 move vertically on the schedule, that employee will only be 

eligible for movement through track advancement. 

 

Track 2 (B.S. + 15) – This track applies to those teachers who have a Bachelor’s degree and who have 

accrued fifteen (15) college credit hours after the date of conferral of a valid Missouri Teacher’s 

Certificate.  Multiple bachelor degrees will not be automatically placed on Track 2.  College credit hours 

earned beyond the initial degree should be in an approved program designed to earn a Master’s Degree.  
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Requests for credit hours in Track 2 outside of an approved Master’s program should be for additional 

certification purposes and must be approved by the Designated Executive.  Any staff member entering the 

District during the 2014-2015 school year of after, will only be able to advance in this column through 

B8.  Any employees, who were employed prior to the 2014-2015 year, will only be allowed to move 

vertically a total of 6 spaces.  Once an employee has reached the 6
th
 move vertically on the schedule, that 

employee will only be eligible for movement through track advancement. 

 

Track 3 (Master’s Degree) – This track applies to those teachers who have earned a Master’s degree and 

have a valid Missouri Teacher’s Certificate.   

 

Track 4 (Masters + 15) – This track applies to those teachers holding a Master’s degree who have accrued 

fifteen (15) college credit hours at the graduate level separate and beyond the Master’s Program and after 

the date of conferral of the Master’s Degree.  Multiple Master’s degrees will not be automatically placed 

on Track 4.  Employees are only eligible to advance to this track after they have been on MA Step A6 for 

one year. 

 

Track 5 (Masters + 30)  – This track will apply to those teachers holding a Master’s degree who have 

accrued a total of thirty (30) college credit hours at the graduate level separate and beyond the Master’s 

program and after the date of conferral of the Master’s degree.  The final fifteen (15) credit hours must be 

dated after the last course used for Track 4 advancement.  Employees are only eligible for this track after 

they have been on MA +15 Steps A6 for one year. 

 

 Per the 2015-2016 implementation of the salary schedule, employees are only able to 

move one space on the salary schedule in any given year (vertical movement or track 

advancement).  Only eligible employees will be considered for track advancement and no 

employee will be able to move into any “grayed out” portion of the salary schedule. 

 

Any certificated employee, who wishes to be considered for movement on the salary schedule as a result 

of a change in professional status, must submit the proper forms.  The Continuing Education Packet will 

provide the proper forms and information for employees to make application to the Human Resource 

Department.    

 

Employees may need to complete a total of three (3) forms at various times in order to complete the 

process for course approval, track advancement and/or tuition reimbursement.   

 

 Step 1 – complete the Course Approval Form prior to registering for classes 

a. Form should be completed in full including the written rationale for the relevancy of the 

course work being taken 

b. Immediate supervisor must sign the form 

c. Designated Executive must sign the form 

d. Course Approval Form may be completed at any time prior to registering for classes 

e. Course Approval Form provides official notice to the District and the employee that the 

intended continuing education courses are valid and may be used for track advancement 

and/or tuition reimbursement purposes 

 

 Step 2 – complete the Tuition Reimbursement Form for any year when approved courses were 

completed 

a. Refer to the Continuing Education Packet and/or Policy and Regulation 4540 for 

additional guidelines regarding tuition reimbursement 

b. Employees may complete multiple Tuition Reimbursement Forms before s/he is ready to 

submit the Track Advancement Form  
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 Step 3 – complete the Track Advancement Form when the time comes to actually move on the salary 

schedule 

a. Track Advancement Forms must be completed in full and submitted to the Human 

Resource Department no later than March 31
st
 of each school year 

b. Human Resources must approve the form 

c. Track advancement course work should match the previously approved Course Approval 

Form 

d. Track Advancement Forms indicate to the District and the employee that the required 

course work has been (or will be) completed and the track advancement will be added to 

the budget 

 

The following guidelines will be used for course approval and track advancement applications: 

 

1. All course work must be earned directly from an accredited institution approved by the Missouri 

Department of Elementary and Secondary Education (DESE) and be earned in semester hours.  A 

list is included on the application form. 

2. Approval for course work from colleges and universities not on the DESE list will require 

submission of the program of study including the nationally recognized accrediting agency to the 

Designated Executive for review.  Written approval or denial will be sent to the employee within 

ten (10) working days after receipt of the required information. 

3. Track advancement requests will not be approved that present a random pattern/selection of 

course work without a focus or stated relevance as explained on the Course Approval Form. 

4. The relevancy of the course work must be noted on the Course Approval Form and should 

describe how the course work will enhance instruction, student achievement, provide additional 

certification endorsements in critical shortage areas (as determined on an annual basis by DESE) 

or provide administrative certification.   

5. Correspondence and video course work shall be limited to a maximum of three (3) credit hours 

for every fifteen (15) credit hours earned.  As an example, one video class may be included in the 

course work for Track 4 (M+15) and one video class for Track 5 (M+30).  Any correspondence 

and/or video courses taken must demonstrate a cohesive program of study with the other course 

work being completed. 

6. Any course offered for graduate credit through District Professional Development should be 

noted as such on the application form and will be counted for Track 4 and 5 advancement.   

7. Official transcripts indicating the successful completion of all course requirements must be 

received by the Human Resource Department no later than September 1
st
 of each school year.   

8. Upon receipt of the official transcripts, a new contract reflecting the track advancement will be 

printed and sent to the employee.  It is the responsibility of the employee to track and verify the 

status of their transcripts with the college/university. 

9. If transcripts are not available, teachers must submit a letter on official letterhead from a 

representative of the college or university indicating the successful completion of all course 

requirements.  

10. A grade of at least a B must be earned for track advancement and/or tuition reimbursement.   

11. Any employee wishing to appeal a denial of course work approval may submit a written letter 

outlining the rationale for the appeal and reasons the course work should be accepted for track 

advancement to the Superintendent of Schools within ten (10) working days from the date of the 

denial letter received from the Designated Executive.  Failure to submit the appeal within the 

noted time frame will result in dismissal of the appeal. 

12. Provisions of this policy are not retroactive prior to July 1, 2012.  

 

d. Tuition Reimbursement 
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1. All courses submitted for tuition reimbursement should be reflected on the Course Approval 

Form on file with the Human Resource Department. If a Track Advancement Form is submitted, 

all courses should also be reflected on that application.  Refer to the Continuing Education Packet 

and/or Policy and Regulation 4505 for additional information regarding Course Approval and 

Track Advancement guidelines. 

  

2. After approval is granted for the Course Approval Form, registration for the course should be 

completed.  After the completion of the course, the following items must be submitted to the 

Human Resource Department:  

 

a) Tuition Reimbursement Form 

b) Grade Sheet 

c) Receipt/Proof of Payment 

 

3. Eligible course work is to be completed by May 31
st
 of each school year.  Any course work 

completed after May 31
st
 will be eligible for tuition reimbursement the following school year. 

 

4. Tuition reimbursement forms and related information must be received by the Human Resource 

Department no later than May 31
st
 of each school year. 

 

5. Regular courses will be reimbursed at a maximum rate of $100 per credit hour with a maximum 

per school year of six (6) credit hours.  Critical need areas (as determined by DESE every school 

year and posted on the web site) will be reimbursed at a maximum rate of $200 per credit hour 

with a maximum per school year of six (6) credit hours.  In order to be considered for 

reimbursement for critical needs courses, an approved program of studies leading to certification 

in a critical needs area must be on file with the Human Resource Department.   

 

6. Reimbursement is for the cost of credit hours only.  Additional fees and expenses charged by 

colleges/universities (which may include but are not limited to lab fees, technology fees, parking 

fees, application fees, books and supplies) are not eligible for reimbursement.  Itemized receipts 

detailing all applicable expenses for each course being submitted for reimbursement will be 

necessary for approval. 

 

7. Under no circumstances shall an employee be reimbursed for more than the actual cost of taking a 

course. 

 

8. Tuition reimbursement may be provided to eligible employees currently in the maximum track on 

the salary schedule. 

 

9. A grade of at least a B must be earned for track advancement and/or tuition reimbursement.   

 

10. Applications will be processed according to the availability of funds.  If the requests for tuition 

reimbursement exceed the budgeted amount, payments will be prorated accordingly.   

 

11. Employees must be under contract for the following school year in order to receive this benefit.  

If an employee is released from their contract after receiving reimbursement, the employee must 

repay the District the amount reimbursed. 

 

12. Tuition reimbursement payments will be made every June to qualified applicants.  
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3.2 Benefits 

 

a. A District Insurance Committee representing all buildings, contracted and support staff reviews, 

analyzes and makes recommendations to the Administration/Board of Education related to 

Employee benefits.  Recommendations are made for both District and Employee paid benefits. 

 

b. Medical Insurance 

 The District offers three (3) levels of medical insurance for Employees.  The Premium Level 

requires the Employee to subsidize the cost of monthly premiums.  The Deductible Plan 

monthly premium amount is fully paid by the District.  The High Deductible Plan is a Health 

Savings Account (HSA) qualifying plan where the Employee may use monthly premium 

savings to apply to dependent coverage, optional benefits, funding of an HSA and/or taken as 

an in-lieu of insurance stipend. 

 

c. Life Insurance 

 The District funds term life insurance in the amount of $10,000 plus one times an Employee’s 

annual salary for all full time contracted staff. 

 

d. Long-term Disability Insurance 

  The District funds long-term disability insurance for all full time contracted staff. 

 

e. Optional Benefits 

Employees may elect to have other optional benefits including the following: dental, vision 

and short-term disability insurance.  Employees may elect payroll deduction for the monthly 

premium amounts. 

 

Article 4: Leaves 
 

a.  Annual Leave 
A total of ten (10), eleven (11) or twelve (12) days with no loss of salary shall be available to each 

employee each year depending upon the length of contract (ten months or less – ten days; eleven 

months – eleven days; twelve months – twelve days). 

 

Annual Leave may be charged in 15 minute increments.  Unused Annual Leave days will accrue 

without limit. 

 

This Annual Leave is intended to be used solely for the following reasons: 

 

1. Illness of the employee and/or their immediate families. 

a. For any illness that extends for three (3) consecutive days or longer, proof of illness 

may be requested by the immediate administrative supervisor. 

b. For any illness that extends for five (5) consecutive days or longer, proof of illness 

will be required along with applicable Family and Medical Leave Act (FMLA) 

certification.  Please refer to Policy and Regulation 4321 – Family and Medical 

Leave for additional information. 

c. The above also applies to illness in the immediate family.  Immediate family is 

defined as spouse, parent, grandparent, child, brother, sister, daughter-in-law, son-

in-law, and grandchild. 

d. The Board reserves the right to extend Annual Leave in individual cases due to 

illness. 
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2. Personal leave for business that cannot be accomplished at any other time except school 

time. 

3. Emergency leave which is defined as an unforeseen circumstance which requires immediate 

action. 

 

Advance written rationale is required for any Annual Leave day requested before or after a holiday 

and/or student vacation day.  However, when the Board approved calendar has been changed with 

less than an eight (8) week notice, and such change has revised the days, which fall before or after a 

vacation, the standard procedure for leave requests will apply.  The Board reserves the right to 

require documentation attesting to the absenteeism of the employee for those Annual Leave days 

requiring a written rationale. 

 

No additional leave time for the current fiscal year will be granted to employees until the first day 

worked in accordance with the applicable employee calendar. 

 

A District employee shall not be entitled to use sick days during the period the employee receives 

Workers’ Compensation for time lost to work-related accidents. 

 

A certificated employee who is a member of a retirement system shall remain a member during any 

period of leave under sick leave provisions of the District or under Workers’ Compensation.  The 

employee shall also receive creditable service credit for such leave time, if the employee makes 

contributions to the system equal to the amount of contributions, which s/he would have made had 

s/he been on active service status. 

 

Annual Leave days may not be used for work stoppage. 

 

b.  Religious Leave 

 In addition to Annual Leave days, each employee will receive two (2) additional days which may 

only be used for religious observance. If the two (2) days of religious observance are not used, 

they will not accumulate.  Additional days for religious observance, beyond the initial two (2) 

days, will be designated as Annual Leave for personal use. 

Religious leave will be granted only for observances that, in accordance with the established 

tenets of the employee’s religion, necessitate the employee’s absence from work.  The District 

may request documentation and/or other verification of the religious necessity for the employee’s 

absence. 

c. Bereavement Leave 
 Bereavement leave is provided to employees to allow them to deal with the grief associated with the 

loss of a loved one.  As such, five (5) days may be used for bereavement in the event of the death of 

an immediate family member that will include the following: spouse/partner, child, sibling or parent.  

Three (3) days of bereavement leave may be used in the event of the death of an extended family 

member that will include the following: in-laws, grandparents, grandchildren, aunts, uncles, 

nieces/nephews, and first cousins.  One (1) bereavement day per school year may be requested for 

family members not previously listed and for non-family members by applying to the 

Superintendent/designee.  Time limit of when bereavement leave can be used will be 

extended, for immediate family only, to 90 days.  This will include the use of five days 

within 90 days for immediate family, (mom, dad, siblings, children, spouse/partner) for 

bereavement. 
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 Bereavement leave is not required to be taken on consecutive days, but must be taken within ten (10) 

calendar days from the date of the incident.  Documentation will be required to verify the date of the 

incident and must be submitted to the Human Resource Department within the ten (10) calendar day 

window.   

 

 Use of these days will not be charged against any other leave category unless the above guidelines 

are not followed.  Annual leave may be used for additional bereavement time and to address other 

legal or family matters.  Bereavement leave shall not be cumulative.  Any use of bereavement leave 

outside of the above guidelines must be approved by the Superintendent/designee. 

 

d.  Jury Duty Leave 
 Employees shall be granted leave when subpoenaed, except in cases which relate to personal 

business or which are voluntary in nature.  Employees are paid normal salary for jury duty but will 

be required to provide any payment for such jury duty to the District.  The District will process the 

payment and return mileage reimbursement back to the employee.  Employees called for jury 

selection or service on a jury will not be requested or required to use Annual Leave days or 

vacation for time required in such civic service. 

 

 The employee shall request in writing from the Human Resources Department to be excused from 

regular school duty to serve on a jury.  A copy of the subpoena must accompany this request. 

 

 Upon returning from jury duty, the employee shall submit to the Human Resources Department the 

following: 

1. Number of days served. 

2. Any accounting of jury fees anticipated by the employee; upon receipt of the jury fees, the 

employee will submit these to the Human Resources Department.  Employees will be 

provided a receipt for said fees.  Should jury fees not be submitted, the amount of jury fees 

will be deducted from the employee’s last yearly paycheck. 

 

 Exemption from jury duty rests in the judgment of the court as indicated in Section 494.030 RSMo. 

 

e. Employee Association Leave 
 Teacher organizations that meet the requirements set forth in Policy and Regulation 4895 for 

representation of certified staff will be designated with Association Leave to be used for state 

meetings, lobby days and other official business.  Each recognized organization will be granted a 

total of 10 days to be used for Association Leave. 

 

 The District will pay the cost of substitute employees for the allotted days.  Employees must report 

absences for Association Leave not less than fifteen (15) working days prior to the requested date. 

 

 The Superintendent/designee may approve additional days for association(s) business.  However, the 

association(s) will pay the District for the cost of substitute employees at the daily substitute rate.  

The District shall incur no expense for these activities.  The District has the discretion to deny a 

request for leave when, in the opinion of the Superintendent/designee, such leave would unduly 

disrupt the delivery of educational services. 

 

 Failure to meet prescribed time limits may result in cancellation or denial of requested association 

leave. 

 

f. Special Leave 

 Any employee who has been under contract with the District on a basis for seven (7) successive 
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school years may be granted a leave of absence without pay for up to one (1) calendar year.  An 

employee may only request Special Leave once per every seven (7) years worked with a 

maximum of two (2) Special Leaves for the entire term of employment with the District. 

 

1. To travel for the purpose of furthering his/her education as related to his/her professional 

field. 

a. A written statement of how the travel will enhance the employee and District must be 

provided with the request.  

b. An itinerary including the places of travel must be provided with the request. 

c. A time schedule including the amount of time to be spent traveling must be provided with 

the request. 

2. To participate in an exchange teaching program. 

a. A request for leave shall be presented in writing to the Superintendent/designee no later 

than one (1) full semester prior to the commencement of the leave.  No more than one (1) 

administrator and five (5) teachers in the District will be allowed a special leave of 

absence during any school calendar year.  

3. At the end of the leave, the employee shall be returned to a position in the District and, if 

possible, to the same or similar assignment and shall be placed on the appropriate step of the 

salary schedule in accordance with applicable Board policies.  A leave of absence without 

pay shall not impair the tenure of any professional staff employee. 

4. At the inception of the special leave and through the entire period of special leave, the 

employee will not be eligible for any District paid insurance benefits. 

5. Any special leave of absence shall be without pay.  

6. An employee may petition the Board of Education for additional Special Leave through the 

Superintendent/designee.  This petition must be in the form of a written request stating the 

reasons for the additional leave and the benefits for the District. 

7. Special leaves will be granted by the Board according to the financial condition of the District 

at the time and the recommendation of the Superintendent/designee. 

8. The employee must remain in the District for two (2) years, if the leave granted was for one 

(1) year.  The employee must remain in the District for one (1) year, if the leave granted was 

for one (1) semester.  Should the employee fail to meet the stated requirements, a fee of 

$2,500 will be assessed.  The District reserves the right to withhold this fee from the 

employee’s paycheck(s). 

 

g. Sabbatical Leave 

 Any employee who has been under contract with the District on a basis for seven (7) consecutive 

school years may be afforded the opportunity to return to an accredited college for the purpose of 

furthering his/her education.  An employee may only request Sabbatical Leave once per every 

seven (7) years worked with a maximum of two (2) Sabbatical Leaves for the entire term of 

employment with the District. 

 

1. Any sabbatical leave shall be without pay. 

2. At the end of the leave, the educator shall be returning to a position in the District, and if 

possible to the same or similar assignment.  This shall be waived if a position vacancy occurs 

for which the educator is qualified, applies and is accepted. 

3. The educator must remain in the District for two (2) years if the leave granted was for one (1) 

year.  The educator must remain in the District for one (1) year if the leave granted was for 

one (1) semester.  Should the employee fail to meet the stated requirements, a fee of $2,500 

will be assessed.  The District reserves the right to withhold this fee from the employee’s 

paycheck(s).   

4. Leaves granted for the fall semester will allow for the educator, upon his/her return in 
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January, to be placed on the appropriate salary schedule in respect to the degree obtained for 

the remainder of the contract period. 

5. Sabbatical leaves will be granted by the Board according to the financial condition of the 

teachers’ fund of the District at the time and upon the recommendation of the 

Superintendent/designee. 

6. Request for sabbatical leave must be in writing and submitted to the Superintendent/designee 

no later than March 1
st
 of the year preceding the leave.  The request shall be presented to the 

Board of Education at the regular meeting in March.  Within ten (10) calendar days after the 

Board meeting, the educator shall be notified in writing whether the request for sabbatical 

leave was approved or denied. 

7.    An employee may petition the Board of Education for additional Sabbatical Leave through 

the Superintendent/designee.  This petition must be in the form of a written request stating the 

reasons for the additional leave and the benefits for the District. 

 

 

h. Medical Leave 

 Medical leave of absence may be granted to certificated professional staff employees, without 

pay, for up to one (1) calendar year.  If applicable, Family and Medical Leave Act (FMLA) 

provisions and/or District Child Care Leave will be implemented and will run concurrently with 

District Medical Leave. 

 

1. Professional staff employees requesting the leave must be temporarily unable to perform their 

duties, taking the leave to and a written statement from the physician must substantiate this 

fact.  The Board reserves the right to request examination by a physician of its choice, at no 

cost to the employee. 

2. Professional staff employees in the District desiring a medical leave of absence must submit a 

request for leave in writing to the Human Resources Coordinator. 

3. The employee shall notify the Human Resources Coordinator of his/her intended return date 

at least ten (10) working days in advance if possible with written verification from the 

physician confirming the fact that the employee is capable of performing his/her duties and 

services. 

4. District approved medical leave shall not eliminate previous years of service accumulated in 

the District by the employee provided the employee returns to work immediately following 

the specified time of the approved leave.  The time that such leave is in effect will not count 

toward tenure, nor will it constitute a break in continuous service. 

5. After returning from medical leave, placement on the salary schedule will be in accordance 

with existing Board policies, rules and regulations. 

6. The employee, upon returning from medical leave, will be placed in the same or similar 

teaching assignment. 

7. An employee will be required to use any accumulated leave days so accrued or unused sick 

leave shall not be applicable to a medical leave of absence.  Employees will continue to 

receive benefits while utilizing accrued leave time.  Benefit payment will become the 

responsibility of the employee after all accumulated leave has been used and FMLA has been 

exhausted. 

8. Partial month payments will be assessed as appropriate after the employee becomes 

responsible for District paid benefit costs. 

9. Notice of continuing benefit coverage (COBRA) will be sent after the one year eligibility 

period for medical leave expires. 

 

i. Child Care Leave 

 A professional staff employee who is contracted by the District shall be eligible for a child care 
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leave without pay.  If applicable, Family and Medical Leave Act (FMLA) provisions and District 

Medical Leave will be implemented and will run concurrently with District Child Care Leave. 

 

1. Child care leave shall be granted to employees on request for a period up to one (1) calendar 

year following the birth or adoption of a child.   

 

2. Child care leave must be requested prior to the birth/adoption of the child and taken within 

the next calendar year from the date of delivery.  As an example, a child is born on October 

1
st
 resulting in eligible child care leave through the following September 30

th
. 

 

3. The employee must apply for child care leave by submitting a written request to the Human 

Resources Coordinator at least thirty (30) calendar days prior to the anticipated date of the 

leave, if leave is foreseeable. 

 

4. At the time the request for child care leave is submitted, the employee shall indicate the 

anticipated starting date, the length of time desired for the leave and the date when the 

educator desires to return to employment.  If a medical disability exists for the employee or 

child, the employee shall be required to submit a statement from a medical doctor indicating 

the end date of the medical disability.   

 

5. The employee’s return to employment shall be governed by the following conditions: 

 a. The employee may return to work only at the beginning of a grading period (quarter) if 

the return is after any applicable FMLA leave. 

 b. The maximum leave period, which may be granted for child care purposes, is one (1) 

calendar year following the birth/adoption of the child 

6. The child care leave shall be without pay and all fringe benefits paid by the Board shall cease 

during the period of child care leave that is in excess of FMLA leave. However, the employee 

may continue certain insurance coverage for up to one (1) calendar year, by complying with 

District guidelines. 

7. Upon return to full employment, the employee shall then be entitled to such salary and other 

benefits as may then be in force and effect. 

8. To determine the employee’s salary for the contract year in which the employee returns to 

work, the following conditions apply:      

 a. If the employee was present and performed regular professional staff functions for one 

half or more of the total contract days, he/she shall be eligible for advancement one (1) 

step from the step on which the employee was placed prior to the leave. 

 b. If the employee was present and performed his/her regular professional staff functions for 

less than one half of the total contract days, he/she will return to the same salary step on 

which the employee was placed prior to the leave. 

 c. Salaries for all professional staff employees will be determined in accordance with Board 

policies, rules and regulations and according to the appropriate salary schedules. 

9. When the employee returns to employment, he/she will be assigned to the same or similar 

position. 

10. The Missouri Teacher Tenure Law shall apply in determining the probationary and tenure 

status of employees who are granted leave. 
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11. Failure to return to employment on the approved return date following the child care leave 

shall constitute voluntary resignation except in cases of medical emergency. 

 

j. Military Leave 
 If a professional staff employee in the District is required to serve in the Armed Forces of the 

United States, while employed in the District, such military service will be credited and the 

employee will be advanced on the salary schedule for the time of military service for the 

minimum length of time required to fulfill this obligation.  Re-employment, assignment and/or 

benefits will be governed by applicable state and Federal laws.  

 

 

 

 

 

Article 5: General Working Conditions 
 

5.1 Work Year 

 

The work year for contracted Employees represented by the Associations is one-hundred eighty one (181) 

contract days.  The Board of Education approved school calendar defines the specific contractual days.  

Inclement weather days will be added to the end of the school year.  A copy of the school calendar will be 

included with the Agreement.  Only the Board of Education shall alter the school calendar during the 

current term. 

 

The District reserves the right to reinstate previously reduced contract days as necessary for no additional 

compensation should the state/federal government change parameters for the school calendar that would 

result in the District increasing student attendance days. 

 

5.2 Normal Working Day 

 

Instead of designating fifteen (15) minutes before and fifteen (15) minutes after school as the working day 

for teachers, a total of thirty (30) minutes of time will be considered.  This designated thirty (30) minutes 

of time is to allow flexibility at each school building to meet the supervision needs.  The building 

principals will create schedules with the staff to ensure appropriate supervision. 

  

If the flexible scheduling does not meet the needs at any building, that building will revert to designated 

working times before and after school.  The designated working time before school will be twenty (20) 

minutes and the designated working time after school will be ten (10) minutes.  Teachers will not be 

required to be on duty outside of the parameters noted above.   

 

It is recognized that professional duties and responsibilities extend beyond the student contact hours to 

include time for such activities as additional planning and evaluating, meetings, professional growth, parent 

conferences, sponsoring activities and participation in Open House and PTA/PTO meetings, if needed.  These 

professional tasks will be equitably shared so that no staff member is given undue burdens.  

 

Each full-time, classroom teacher will be provided two-hundred fifty (250) minutes per week of instructional 

planning and preparation time as required by the Missouri School Improvement Program (MSIP).  Periods or 

blocks of time not scheduled for instructional purposes with students may provide classroom teachers with 

the opportunities for the following: examining student work, monitoring student progress, developing 
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lessons/materials/assessments, communicating with parents/stakeholders, attending team/grade level 

meetings, collecting/analyzing data, and meeting with administrators.  The above list is not intended to be all 

inclusive or limit the use of planning time for other legitimate purposes.  

 

If changes are made to the school day (hours and minutes of contact time) resulting in an increase of student 

contact time, then the increased time will be calculated into days and reduced from the overall number of 

contracted days. 

 

5.3 Duty Free Lunch  

 

Efforts will be made to provide an uninterrupted duty free lunch period of at least thirty (30) minutes 

daily.  When temporary, unanticipated emergency situations arise, teachers may not receive the full thirty 

(30) minutes.  The building administrator or supervisor shall determine the scheduling of lunch periods.   

 

A teacher may leave the school premises during his/her regularly scheduled lunch period after notifying 

the building principal/designee.  A teacher may also leave the school premises during his/her designated 

preparation time when the reason for leaving is directly related to the teacher’s instructional program and 

when it is determined by the principal that leaving the premises during the regular school day is in the 

best interest of the school. 

 

5.4 Teacher Work Days 

 

During the work days prior to students arriving, Administration will provide at least six (6) hours of time 

for teachers to work in classrooms unless the staff decides otherwise.  

 

In order to provide for potential inclement weather contingencies, teachers will work only one (1) teacher 

contract day after the last student attendance day with a contingency for natural disaster. 

 

Teachers may have flexible hours on work days with the following stipulations: 

 

1. The building principal and staff will mutually agree to the general building hours to be 

followed by the majority of the staff. 

2. Employees who wish to establish hours different from the general building hours will inform 

the building principal regarding his/her desire to use flexible working hours.  The principal 

will inform the employee of the hours when the building will open and close.  Flexible hours 

must conform to these times. 

3. Employees who choose a flexible schedule will complete a signed time sheet indicating the 

hours worked.  Hours worked on flexible time must be equal to the hours worked by staff that 

conforms to the work day established for the building. 

4. Employees using flexible time will be expected to attend any faculty meeting called by 

principals on these dates.  Principals will give adequate prior notice to staff for meetings that 

will be scheduled on work days. 

 

5.5 Class Size 

 

Efforts will be made to be compliant with guidelines set forth by the Department of Elementary and 

Secondary Education with consideration for the overall financial constraints for the District.  The current 

guidelines are the following:   

   

GRADES 
MINIMUM  

STANDARD  
DESIRABLE 
STANDARD  



 

18 | P a g e  

 

K-2 25 20 
3-4 27 22 

5-6 30  25 
7-12 33 28 

 

5.6 Student Behavior 
 

The District sets forth behavior expectations and consequences in Policy 2610.  The Administration 

strives to address inappropriate behavior and misconduct so a positive learning environment may exist. 

 

5.7 Staff Dispute Resolution Procedures 

 

The staff dispute resolution (grievance) procedures are outlined in Policy and Regulation 4850.  General 

procedures are included below. 

 

General Provisions 

If a grievance affects a group of employees, representatives of that group may submit such a grievance in 

writing at the lowest level of concern (as defined above).  Information copies will be sent to all parties 

named and/or involved in the allegations cited in the grievance document.  Each employee included in the 

submission of the grievance shall sign the grievance form.  The representative of the group may be 

accompanied by the allotted number of representatives as provided for in this regulation during the 

procedure. 

All time limits herein shall consist of school days except when a grievance is submitted on or after June 1.  

Time limits shall consist of working days (Monday through Friday) so that the matter may be resolved 

before, or within thirty (30) days after, the close of the school term if possible.  The number of days 

indicated at each level should be considered a maximum and every effort should be made to expedite the 

process.  However, all time limits may be extended if mutually agreed to by both parties.  

 

Both parties may be accompanied by no more than two (2) persons of their choice who may assist or 

participate in discussions at Levels I and II, and no more than three (3) persons of their choice ant Levels 

III and IV to attempt to resolve the grievance.  Witnesses, separate and apart from the aforementioned 

persons, shall be called upon one at a time.  Testimony by witnesses for the grievant must be submitted in 

writing. 

 

Employees filing a grievance will send copies of the grievance document to each person named in writing 

in the grievance.  Copies will be sent at all levels of the grievance process.  Any employee verbally 

named by the grievant at any level will be informed by the grievant in writing (Using Grievance 

Notification Form) within three (3) working days that such “naming” took place.  A copy of the 

Grievance Notification Form will be sent to the appropriate administrator.  Named individuals may 

respond in writing to the reference within three (3) working days of notification.  This response shall 

become a matter of record to be considered as part of the grievance.  Failure to notify other parties named 

in the grievance will constitute grounds for a separate action against the grievant by those parties based 

upon lack of notification. 

 

Documentation, evidence, and/or testimony which have not been introduced at Levels I, II, and III 

hearings will not be allowed at Level IV (Board of Education). 

 

This grievance procedure is set forth specifically for the individual employee or for a group of employees 

as set forth herein to present a grievance. 
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This grievance procedure shall be used in strict adherence to the definition as a grievance herein, and shall 

not be used to change the adopted policies, rules, and regulations of the Board. 

          

Any release of information during the processing of a grievance must be approved by both parties. 

No reprisals of any kind shall be taken by either party, or by any member thereof against any participant 

in the grievance procedure by reason of such participation.  Should it be perceived by either party that 

reprisals are occurring during the processing of the grievance, such claims shall be presented in writing to 

the Superintendent/designee.  The Superintendent/designee will then meet with the claimant within five 

(5) days or as soon as possible to discuss reprisal claims.  A response indicating findings and steps for 

resolution will be issued to the claimant within five (5) days or as soon as possible after said meeting. 

 

Should a party alleging reprisal not be satisfied with the resolution offered, the party may file a separate 

grievance on the reprisal issue. 

 

A standard grievance form shall be provided which shall be used for all formal grievances. 

 

All documents, communications, and records dealing with the processing of a grievance shall be filed 

separately from the Human Resources files of the participant and housed at the central administrative 

offices.  The grievant will have the right to see all information collected pursuant to the investigation of 

the grievance. 

 

Grievance procedures will be carried out at a time when there will be no interference with the daily 

operation of the school program.  This will be interpreted to mean that activities related to the grievance 

will not take place during the contractual school day.  Correspondence regarding the grievance will be 

conducted in a timely manner by both parties, and neither party will attempt to hinder the communication 

of the other. 

 

This grievance procedure shall apply only to those grievances, as defined in this regulation, which arise 

following the date of its adoption by the Board.  Under no condition may any event, grievance decision, 

or current grievance being processed, which occurred prior to the date of adoption of this regulation, be 

allowed to be submitted under this procedure.  Grievances which occurred prior to the date of adoption of 

this regulation shall be submitted under the grievance procedure in effect when the grievance originated. 

 

The failure of the grievant to initiate the grievance within the prescribed time limit shall void the 

individual’s rights to file a grievance. 

 

At any level of the grievance procedure, failure by a grievant to appeal a grievance to the next step within 

the specified time limits shall be deemed to be acceptance of the decision at that level. 

 

If, at any level, the supervisor or administrator does not respond to the grievant as required by the 

regulation, the grievant may proceed immediately to the next level in the procedure. 

Informal Consultation with Immediate Supervisor or Administrator at the Level of Concern 

The parties acknowledge that it is usually most desirable for an employee or representative of a group of 

employees to resolve problems through free and informal communications at the lowest level of concern. 

 

If an employee feels that he/she has a grievance, he/she shall, within twenty (20) days following 

knowledge of the act or condition which is the basis of the grievance, discuss the issues involved with 

appropriate individuals before initiating a grievance. 
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The decision from the appropriate individuals at the lowest level of concern shall be given within four (4) 

working days following the discussion. 

 

If the issues are not resolved in this manner, the levels established in this procedure shall be followed.  

The Grievance Notification Form is not appropriate at the informal level. 

Formal Procedures 

 

Level I – Statement of Formal Grievance to Immediate Supervisor 

If informal efforts are not successful, the grievant shall present the grievance in writing on the standard 

grievance form to his/her immediate supervisor no later than four (4) days following the informal 

discussion with immediate supervisor. 

 

The immediate supervisor shall arrange for a conference to take place within four (4) days after receipt of 

the grievance.  Professional lay consultants for each of the parties may be present at the conference. 

 

Within nine (9) days following the conference, the immediate supervisor shall communicate his/her 

decision in writing on the standard grievance form to the grievant. 

 

Level II – Review by the Chief Human Resources Officer 

If the grievance is not resolved at Level I, then the employee or the representative of a group of 

employees may refer the grievance in writing on the standard grievance form to the Chief Human 

Resources Officer within five (5) days after receipt of the Level I answer. 

 

The Chief Human Resources Officer shall review the original grievance and the original supervisor’s 

response.  The Chief Human Resources Officer shall meet with the employee within five (5) days of 

his/her receipt of the appeal.  Professional or lay consultants for each of the parties may be present for the 

conference. 

 

The Chief Human Resources Officer will have eleven (11) days following the conference to provide 

his/her written decision on the standard grievance form to the employee. 

 

Level III – Review by the Superintendent 

If the grievance is not resolved at Level II, then the employee or representative of a group of employees 

may refer the grievance to the Superintendent on the standard grievance form within five (5) days after 

receipt of the Level II answer. 

 

The Superintendent shall review the original grievance, the immediate supervisor’s response, and the 

Chief Human Resources Officer response.  The Superintendent shall meet with the employee within five 

(5) days of his/her receipt of the appeal.  Professional or lay consultants for each of the parties may be 

present at the conference. 

 

Upon conclusion of the hearing, the Superintendent will have eleven (11) days in which to provide his/her 

written decision to the employee on the standard grievance form. 

 

Level IV – Decision by the Board of Education 

If the employee or representative of a group of employees is not satisfied with the decision of the 

Superintendent, he/she may, within three (3) days of the decision of the Superintendent, request in writing 

on the standard grievance form that a hearing be held by the Board. 

 

A time and date for the hearing will be set by the Board at the next regular meeting.  The hearing date set 
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to review the grievance shall be not later than the following regularly scheduled Board meeting.  The 

hearing shall normally be held in a closed meeting of the Board and both parties shall have the right to be 

represented by legal counsel.  Legal counsel fees will be paid by their respective parties.  The Board shall 

determine the hearing procedure. 

 

The Board shall render a decision of the grievance which shall be final, and this decision shall be 

communicated in writing to the grievant within five (5) days following the Board’s hearing. 

Forms 

The Grievance Forms will be provided in the principal’s offices.   

 

5.8 Employee Representation 

 

Certificated staff may have an organization representative or one additional employee representative with 

him/her when discussing, with his/her principal/supervisor, issues related to performance and evaluation. 

Certificated staff may ask for this representation at any time.  If this request is made during a meeting, the 

meeting will be re-scheduled within 24 hours (next school day) unless an emergency or other urgent 

matter occurs.  It is the responsibility of the certificated staff member to request this representation.  All 

parties in the meeting will uphold strict confidentiality for all issues discussed. 

 

The purpose/topic of a meeting related to performance issues will be communicated prior to the meeting. 

However, circumstances will not always permit advance notice.  In these cases, reasonable efforts will be 

made to accommodate employee representation.  This policy will be provided annually to all certificated 

staff members.   

 

5.9 Reduction in Force 

 

Every effort shall be made to accomplish a reduction in staff through attrition prior to using any other method 

for staff reduction. 

 

If it becomes necessary for the Board to place a teacher on unrequested leave of absence without pay, the 

teacher shall be afforded due process.  For the purpose of this regulation, due process shall be accomplished 

by the Board/Superintendent adhering to the following procedure: 

 

1. The teacher shall be provided a written statement that is reasonably adequate in expressing the 

reason(s) for placing the teacher on unrequested leave of absence without pay; 

   

2. Likewise, the teacher shall be provided with a reasonably adequate description of the manner in 

which the initial decision was reached; 

  

3. Information and data relied upon by the decision makers shall be disclosed to the teacher; 

   

4. The teacher will be provided an opportunity to respond before the Board. 

 

In placing certified employees on unrequested leave, the Board shall be governed by the following provisions 

and guidelines required by RSMo. 168.124: 

 

1. No permanent teacher shall be placed on leave of absence while probationary teachers are 

retained in positions for which a permanent teacher is qualified. 
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2. Permanent teachers shall be retained on the basis of performance-based evaluations and seniority 

(however, seniority shall not be controlling) within the field of specialization. 

   

3. Permanent teachers shall be reinstated to the positions from which they have been given leaves 

of absence, or if not available, to positions requiring like training and experience, or to other 

positions in the school system for which they are qualified by training and experience. 

   

4. No appointment of new teachers shall be made while there are available permanent teachers on  

unrequested leave of absence who are properly qualified to fill such vacancies. 

   

5. A teacher placed on leave of absence may engage in teaching or another occupation during the 

period of such leave. 

   

6. The leave of absence shall not impair the tenure of a teacher. 

   

7. The leave of absence shall continue for a period of not more than three (3) years unless extended 

by the Board. 

Additional Guidelines 

 

1. The Board shall determine the number of teachers to be placed on unrequested leave of absence 

and the subject area(s), field(s), and/or program(s) to be affected. 

   

2. The selection of employees to be recommended for unrequested leave of absence shall be made 

on a District-wide basis by the Superintendent. 

   

3. In order to have a systematic procedure for the ranking of tenured teachers for unrequested leave 

of absence, the following procedure should be followed: 

 

a. Performance 

 To arrive at an average for the last five (5) evaluations, the personnel office will compute 

the average as follows: 

  Calculation prior to the 2009-2010 School Year 

  Distinguished   =  10 points 

  Proficient   =  7 points 

  Satisfactory   =   5 points 

  Unsatisfactory   =  2 points 

  Deficient   =  0 points 

 

  Calculation for the 2009-2010 School Year and later 

  Exceeds     = 8 points 

  Proficient    = 5 points 

  Moving Towards Proficiency   = 2 points 

  Does Not Meet Expectations  = 0 points 

 

 The performance-based teacher evaluation instrument will provide the performance 

ratings. 

b. Expertise 

 The teacher will be given a numerical rating based on the certified salary schedule track that 

he/she is on the 1
st
 of January, the year preceding the unrequested leave of absence. 
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   Track 1   = 0 points 

   Track 2  = 5 points 

   Track 3  =        10 points 

   Track 4  =        15 points 

   Track 5  =        20 points  

 

c. Service 

 Years of experience in state approved school. 

  Experience outside the District     =  5 points per year 

  Experience within the District      =  10 points per year 

 

d. First Tie Breaker 

 In case of a tie after Sections a, b, and c have been computed, the teacher with multiple 

certificates will be given five (5) points for each additional teaching certificate. 

  Example:   2
nd

 Certificate  =  5 points 

         3
rd
 Certificate  =  5 points 

 

e. Second Tie Breaker 

 In case of a tie after Sections a, b, c, and d have been computed, administrative discretion 

will prevail. 

4. It shall be the sole responsibility of the teacher on unrequested leave of absence to ensure that the 

District’s personnel office has a record of his/her current address and telephone number at all 

times. 

   

5. If a position develops within the District for which the teacher is qualified and capable, the 

teacher shall be notified by certified mail by the Superintendent/designee. 

   

6. Within ten (10) calendar days of the receipt of the written offer to return to employment, the 

teacher shall accept the position by replying in writing by certified mail (postmarked within ten 

(10) days of the receipt of the offer) or hand delivered to the Superintendent/designee or it shall 

be determined the teacher has declined the return to employment offer, and the teacher waives 

his/her rights for reemployment under this regulation. 

   

7. Time on unrequested leave of absence shall not be counted toward salary advancement or length 

of service. 

   

8. Time on unrequested leave of absence shall be without pay. 

   

9. No salary or fringe benefits will be paid or sick leave granted during a teacher’s unrequested 

leave of absence except as provided by law.  However, the number of accrued sick leave days, 

salary placement, and permanent status will not be impaired during the leave period. 

   

10. A teacher may continue to participate in the group health insurance programs, provided the 

teacher is willing to pay the full cost of the premium for such coverage. 

   

11. The Board reserves the right to reevaluate the qualifications and capabilities of permanent 

teachers on unrequested leave of absence. 

 

5.10 Professional Dress 
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While an employee of the Northwest School District, appropriate dress shall be the expectation such that 

the professional standards of the District are exemplified at all times.  Inappropriate dress impacts the 

overall learning environment and how the students, parents and community view the District.  Any dress 

that is disruptive to the learning environment or unprofessional shall not be permitted. 

5.11 Protection of Personal Information 

Northwest School District has access to confidential information on employees which includes, name, 

address, phone numbers, email addresses and social security numbers.  Northwest School District agrees 

not to release any of this information to parties external to the Northwest School District, unless the 

external party is providing group benefits to all employees or entire groups of employees, without express 

written permission from the employee or as required by law. 

Article 6: Items Included for Informational Purposes 

 

The items outlined below have been noted and/or included for informational purposes only and were 

NOT subject to the bargaining process: 

 

6.1 Policies and Regulations of Particular Note 

 Policy and Regulation 4841 – Staff Conduct 

 Policy and Regulation 4650 – Staff and Student Communications 

 Policy and Regulation 4860 – Personnel Records 

 

6.2 Performance Based Evaluations 

 

Performance Based Evaluation documents, procedures and expectations are noted in the appropriate 

manuals available on the District web site and/or from the building administrators.  Information noted 

below has been taken from these manuals.  Please refer to the full manual for detailed information on 

performance criterion.   

 

EVALUATION PROCESS 

 

I.   Evaluation Roles 

 

A.  Human Resource Department 

 

The principals will provide the Human Resource Department with a listing of teachers and their 

status in the evaluation process. 
 

II. Formative Evaluation Record 

 

The formative evaluation phase is designed to provide on-going opportunities for data collection, 

documentation, collaborative dialog, and professional growth. 

 

A.  Data Collection 

 

Northwest R-I Teacher Evaluation System was created, and refined by educators and 

administrators of the Northwest R-I School District in 2014.  The system is based on general 

beliefs about the purpose of the evaluation process as well as the Missouri state 
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guidelines.   Central to these beliefs is a theory of action which maintains that improving student 

performance is predicated on the improvement of educator practice. These beliefs include that 

evaluation processes are formative in nature and lead to continuous growth; are aligned to 

standards that reflect excellence; build a culture of informing practice and promoting learning; 

and use multiple, balanced measurements that are fair and ethical.  The primary purpose of the 

Teacher Evaluation system/process is to promote growth in effective practice that ultimately 

increases student performance.  This growth in practice occurs based on the following 

sequence/steps:  Identify Indicators to be Assessed > Determine a Baseline Score for each 

Identified Indicator > Develop a Professional Growth Plan > Regularly Assess Progress and 

Provide Feedback > Determine a Follow-up Score for each Identified Indicator > Complete the 

Final Summative Evaluation 

 

 
B.  Professional Growth  

 
All teachers will work collaboratively with their administrator to develop their Professional 

Growth Plan (PGP).  The PGP will include one district goal and one personal goal.  The PGP will 

be completed by September 30th.   
 
All 1st and 2nd year teachers will have a mentor or work with the Curriculum and Instruction 

Department staff to assist with professional growth.   
 
A teacher who has a level of performance as indicated on the Summative Evaluation at "Area of 

Concern" will develop a Professional Improvement Plan (PIP) focused on addressing that 

indicator.  An administrator may mark "Possible Growth Opportunity" and a discussion will take 

place with the administrator and teacher about developing their PGP around the indicator marked 

as such.   
 
III. Summative Evaluation Record 

 
An overall determination on performance uses baseline and follow-up scores, feedback generated 

throughout the year on selected indicators, general feedback generated periodically through observations 

and any other data or information relevant to the teacher's performance observed or gathered throughout 

the year.  This information is captured on feedback forms and the PGP, or if applicable, the PIP.  An 

overall rating is determined on the Summative Evaluation.  Teachers will be rated as:  Emerging, 

Developing, Proficient, or Distinguished. 
 
The Summative Evaluation should be signed by both the evaluator and the person being evaluated.  The 

teacher's signature will indicate that a copy was received, read and discussed; it will not indicate the 

teacher's agreement with the contents of the report in whole or in part.  If the teacher wishes to respond to 

the evaluation report, comment sections are provided.   
 
The Summative Evaluation must be completed by the evaluator and the teacher no later than March 

15th.   
 

Evaluation Cycle 

 
 

0-5 years in 

district 
6-16 years in 

district 
17+ years in 

district 
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Professional Growth Plan (PGP) with 

Conference 
Yes Yes Yes 

Feedback/Observation forms 
(minimum amount) 

5  3 2 

Summative Evaluation Each Year Every Other Year 
 

Every Three 

Years 

PGP End of Year Follow-up  Yes Yes Yes 

 

 
 

6.3 Employment Procedures 
 

Starting July 1, 2015, new hires to the District will be awarded up to five (5) years’ service experience on 

the then existing salary schedule.  Upon granting the appropriate years of service experience, salary will 

be determined. 

 

Article 7: Effect of Agreement 
 

7.1 Complete Understanding 

 

The terms and conditions set forth in this Agreement represent the full and complete understanding and 

commitment between the parties. 

 

7.2   Duration 

 

This Agreement shall be effective from July 1, 2017 and shall continue in full force and effect through 

June 30, 2018.  This Agreement is only in effect for the above indicated dates after which it will expire in 

the entirety with no further force or effect unless a Successor Agreement has been approved by the Board 

of Education. 
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Signature Page for Professional Master Agreement 
 

2017-2018 IBN Team 

Teacher Team Administration Team 

Ms. Carrie Stitson, NWCTA Co-President Gary Bonacker, Board of Education 

Ms. Tillie Winchester, NWCTA Co-President Dr. Desi Kirchhofer, Superintendent of Schools 

Ms. Jennifer Anderson Dr. Geoff Macy 

Mr. Dave Weiss Ms. Kim Roesch 

Ms. Mary Harter Ms. Kimm O’Connor 

Ms. Sharon Rowe Ms. Shannon Umfleet 

Mr. John Baker Dr. Grace Green 

 

 

 

ASSOCIATIONS      DISTRICT 

 

 

 

______________________________   ______________________________ 

NWCTA President     President, Board of Education 

 

 

 

______________________________   ______________________________ 

NWCTA Secretary 

       Secretary, Board of Education 

 

 

 

       ______________________________ 

       Superintendent of Schools 

 

 

______________________________   ______________________________ 

Date       Date 
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Su M Tu W Th F Sa Su M Tu W Th F Sa

1 2 3 4 5 6 7 1 2 3 4 5

8 9 10 11 12 13 14 Professional Development/PLC, Building and work time 6 7 8 9 10 11 12

15 16 17 18 19 20 21 (see additional note below) 13 14 15 16 17 18 19

22 23 24 25 26 27 28 20 21 22 23 24 25 26

29 30 31 27 28 29 30 31

October 12

Su M Tu W Th F Sa

Su M Tu W Th F Sa 1 2

1 2 3 4 3 4 5 6 7 8 9

5 6 7 8 9 10 11 No Classes K-12;  Professional Development 10 11 12 13 14 15 16

12 13 14 15 16 17 18 November 21-23 17 18 19 20 21 22 23

19 20 21 22 23 24 25 December 21 24 25 26 27 28

26 27 28 29 30 31

January 7 Classes Resume K-12; Grades due to office, K-12 Su M Tu W Th F Sa

Su M Tu W Th F Sa Semester 1 Grade Reports sent home on January 11 1 2

1 January 21 No Classes K-12; Martin Luther King, Jr.'s Birthday 3 4 5 6 7 8 9

2 3 4 5 6 7 8 February 15 No Classes K-12; Professional  Development 10 11 12 13 14 15 16

9 10 11 12 13 14 15 February 18 17 18 19 20 21 22 23

16 17 18 19 20 21 22 March 8 No Classes K-12; Teacher work day/Elementary Conference/PD Day 24 25 26 27 28 29 30

23 24 25 26 27 28 29 March 15 End of 3rd Quarter; Grades due to office, K-12 31

30 15 and 16

19 March 18-22 No Classes K-12;  Spring Break

April 19 No Classes K-12; Good Friday Su M Tu W Th F Sa

Su M Tu W Th F Sa May 16          Last Day of School; Early Release K-12; Grade Reports sent home, K-5 1 2 3 4 5 6

1 2 3 4 5 6 May 17 Grades due to office (6-12); Teacher Check Out 7 8 9 10 11 12 13

7 8 9 10 11 12 13 Semester 2 Grade Reports, 6-12, sent home on May 22 (if no inclement weather days) 14 15 16 17 18 19 20

14 15 16 17 18 19 20 May 17 Graduation 21 22 23 24 25 26 27

21 22 23 24 25 26 27 May 17 - 31 Inclement weather days (only used if days are taken) 28 29 30

28 29 30 31 May 27 Memorial Day 21

21 and 23 May 28 - June 28 Summer School

Su M Tu W Th F Sa

Su M Tu W Th F Sa Regular Schedule Late Start Wednesdays Early Release Schedule 1 2 3 4

1 2 3 NHS 7:25 AM - 2:23 PM            8:20 AM - 2:23 PM 7:25 AM - 11:46 AM 5 6 7 8 9 10 11

4 5 6 7 8 9 10 VMS 7:25 AM - 2:23 PM 8:20 AM - 2:23 PM 7:25 AM - 11:46 AM 12 13 14 15 16 17 18

11 12 13 14 15 16 17 WMS 7:25 AM - 2:23 PM 8:20 AM - 2:23 PM 7:25 AM - 11:46 AM 19 20 21 22 23 24 25

18 19 20 21 22 23 24 26 27 28 29 30 31

25 26 27 28 29 30 BWE 8:35 AM - 3:33 PM 9:35 AM - 3:33 PM 8:35 AM - 12:56 PM

CSE 8:35 AM - 3:33 PM 9:35 AM - 3:33 PM 8:35 AM - 12:56 PM

HRE 8:35 AM - 3:33 PM 9:35 AM - 3:33 PM 8:35 AM - 12:56 PM Su M Tu W Th F Sa

Su M Tu W Th F Sa HSE 8:35 AM - 3:33 PM 9:35 AM - 3:33 PM 8:35 AM - 12:56 PM 1

1 MES 8:35 AM - 3:33 PM 9:35 AM - 3:33 PM 8:35 AM - 12:56 PM 2 3 4 5 6 7 8

2 3 4 5 6 7 8 MGE 8:35 AM - 3:33 PM 9:35 AM - 3:33 PM 8:35 AM - 12:56 PM 9 10 11 12 13 14 15

9 10 11 12 13 14 15 16 17 18 19 20 21 22

16 17 18 19 20 21 22 23 24 25 26 27 28 29

23 24 25 26 27 28 29 30

30 31

15

XX

Board of Education Approved May 18, 2017 88 contract days

93 contract days

 Important Dates

March 19

April 19

May 19

June 19

October 18

12 and 17

18 and 19

August 18

September 18

No Classes K-12; President's Day

October 19 No Classes K-12; Compensation Day for Conferences

No Classes K-12; Thanksgiving Holiday 

No Classes K-12; Teacher Work Day/Professional Development

18 and 19

18 and 19

               Quarter 1 Grade Reports distributed at Parent/Teacher Conferences

November 6

End of 2nd Quarter/1st Semester; Early Release K-12

February 19

October 11 End of 1st Quarter

October 17-18 Parent/Teacher Conferences (see additional note below)

Aug 6-8 New Teacher Orientation

January 4

August 9 All Staff Report to Buildings

August 10-15

Dec 24 - Jan 3 No Classes K-12; Winter Recess 

August 16 First Day of School

September 3 No Classes K-12; Labor Day 

No Classes K-12; Teacher Work day; Grades due to office, K-12

Northwest School District
2018-2019 School Calendar 

Calendar NotesJuly 18 January 19

Note: Parent/Teacher Conferences may occur in a combination of evenings or an evening/morning schedule that best meets the needs of the parents and 

buildings.  Specific schedules will be developed for each building.

Note:  Beginning days for staff will be divided into blocks of time dedicated to Professional Development/PLC, Building and Work Time.                                                         

The equivalent of 3 days to be spend for Building Meetings, Professional Development/PLC and 2 days for  Work Time.                                                                              

Schedules will be developed that best meet the needs of each building.

12 and 13

Quarter 3 Grade Reports sent home March 25

Student Attendance Days: 169                              

Teacher Contract Days:  181             

New Teacher Days: 184  

 No Classes/Prof. Dev.

November 18

December 18

 No  S c h o o l: Ho lid a y /B re a k

Note: Inclement weather days will all be added to the end of the school year.                                                

As current state law requires a minimum of 10 incident weather days be made up, these 

days have been provided in the calendar.

Note: School calendar dates are subject to change and/or Board of Education reauthorization 

based on changes to Federal and State laws as well as revisions made during the IBN 

process.

SEMESTER 1 = 85 DAYS

SEMESTER 2 = 84 DAYS

 Early Release Days

 Inclement Weather Days
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BA BA+15 MASTERS M+15 M+30 

A1 36,100.00 38,310.00 40,835.00 43,476.00 46,520.00 

A2 36,800.00 39,060.00 41,635.00 44,376.00 47,520.00 

A3 37,500.00 39,810.00 42,435.00 45,276.00 48,520.00 

A4 38,200.00 40,560.00 43,235.00 46,176.00 49,520.00 

A5 38,900.00 41,310.00 44,035.00 47,076.00 50,520.00 

A6 39,600.00 42,060.00 44,835.00 47,976.00 51,520.00 

A7 40,300.00 42,810.00 45,635.00 48,876.00 52,520.00 

A8 41,000.00 43,560.00 46,435.00 49,776.00 53,520.00 

B1 41,775.00 44,435.00 47,385.00 50,776.00 54,620.00 

B2 42,550.00 45,310.00 48,335.00 51,776.00 55,720.00 

B3 43,325.00 46,185.00 49,285.00 52,776.00 56,820.00 

B4 44,100.00 47,060.00 50,235.00 53,776.00 57,920.00 

B5 44,875.00 47,935.00 51,185.00 54,776.00 59,020.00 

B6 45,650.00 48,810.00 52,135.00 55,776.00 60,120.00 

B7 46,425.00 49,685.00 53,085.00 56,776.00 61,220.00 

B8 47,200.00 50,560.00 54,035.00 57,776.00 62,320.00 

C1 48,100.00 51,460.00 55,035.00 58,876.00 63,520.00 

C2 49,000.00 52,360.00 56,035.00 59,976.00 64,720.00 

C3 49,900.00 53,260.00 57,035.00 61,076.00 65,920.00 

C4 50,800.00 54,160.00 58,035.00 62,176.00 67,120.00 

C5 51,700.00 55,060.00 59,035.00 63,276.00 68,320.00 

C6 52,600.00 55,960.00 60,035.00 64,376.00 69,520.00 

C7 53,500.00 56,860.00 61,035.00 65,476.00 70,720.00 

C8 54,400.00 57,760.00 62,035.00 66,576.00 71,920.00 

C9 55,300.00 58,660.00 63,035.00 67,676.00 73,120.00 
 

 

The following are the tracks offered by the District: 

  

Track 1 (B.S./B.A.) – This track applies to those teachers who have a Bachelor’s degree and a 

valid Missouri Teacher’s Certificate.  All staff entering the District during the 2014-2015 school 

year or after will only be able to advance in this column through B2.  Any employees who were 

employed prior to 2014-2015, will have the opportunity to move vertically a total of 6 

moves.  Once an employee has reached their 6th move vertically on the schedule, that employee 

will only be eligible for movement through track advancement. 

  

Track 2 (B.S. + 15) – This track applies to those teachers who have a Bachelor’s degree and who 

have accrued fifteen (15) college credit hours after the date of conferral of a valid Missouri 

Teacher’s Certificate.  Multiple bachelor degrees will not be automatically placed on Track 

2.  College credit hours earned beyond the initial degree should be in an approved program 

designed to earn a Master’s Degree.  Requests for credit hours in Track 2 outside of an approved 

Master’s program should be for additional certification purposes and must be approved by the 
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Chief Officer of Human Resources.  For all staff entering the District during the 2014-2015 

school year or after will only be able to advance in this column through B8.  Any employees who 

were employed prior to 2014-2015, will have the opportunity to move vertically a total of 6 

spaces.  Once an employee has reached 6th move vertically on the schedule, that employee will 

only be eligible for movement through track advancement. 

  

Track 3 (Master’s Degree) – This track applies to those teachers who have earned a Master’s 

degree.   

  

Track 4 (Masters + 15) – This track applies to those teachers holding a Master’s degree who 

have accrued fifteen (15) college credit hours at the graduate level separate and beyond the 

Master’s Program and after the date of conferral of the Master’s Degree.  Multiple Master’s 

degrees will not be automatically placed on Track 4.  Employees are only eligible to advance to 

this track after they have been on MA Step A6 for one year. 

  

Track 5 (Masters + 30) – This track will apply to those teachers holding a Master’s degree who 

have accrued a total of thirty (30) college credit hours at the graduate level separate and beyond 

the Master’s program and after the date of conferral of the Master’s degree.  The final fifteen 

(15) credit hours must be dated after the last course used for Track 4 advancement.  Employees 

are only eligible for this track after they have been on MA +15 Steps A6 for one year. 

  

Per the 2015-2016 implementation of the salary schedule, employees are only able to move one 

space on the salary schedule in any given year (vertical movement or track advancement).  Only 

eligible employees will be considered for track advancement and no employee will be able to 

move into any “grayed out” portion of the salary schedule. 

  

Any certificated employee, who wishes to be considered for movement on the salary schedule as 

a result of a change in professional status, must submit the proper forms.  The Continuing 

Education Packet will provide the proper forms and information for employees to make 

application to the Human Resource Department.    

  

Employees may need to complete a total of three (3) forms at various times in order to complete 

the process for course approval, track advancement and/or tuition reimbursement.   

  

Staff New to the District will be awarded up to 5 years of service at a Master’s degree. 
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Tentative Solutions 2018-2019 Interest Based Negotiations 

 

Issue #1 Student Behaviors 

 

How can we support the Northwest staff in the area of escalating student behaviors at all levels? 

 

Tentative Solution Issue #1 

The district will set as a priority  

● more training for Support Room Assistants at the elementary level 

● continuation of “trauma informed schools” training and calming strategies 

● research and training on restorative practices as a means of changing student behavior 

● the revision of the district discipline policy 

● the development of parent trainings 

● an increase in counseling services (grant program) 

● Infinite Campus will be used to track behavior as intended 

● a revisiting of the behavior plan process 

● the evaluation of transition rooms 

● the development of a task force to study other student programs which could be 

implemented to reduce the impact of negative student behavior on the learning 

environment. 

 

No district policy is affected by this solution. 

 

Cost:  None 

 

Issue #2 Teacher Attendance 

 

How can we increase the percentage of time that teachers are present in their classrooms for 

instruction? 

 

Tentative Solution Issue #2 

The district will begin to routinely enforce the current attendance policy (4310).    

 

“When an employee’s absence in one fiscal year exceeds the number of annual leave days 

provided in Board policy, a conference between the employee and the immediate supervisor will 

be held to review circumstances and to possibly let the employee know that his/her attendance is 

in need of improvement.  

 

When an employee exceeds the number of leave days provided for in 

Regulations 4320 and 4340 during a second consecutive year the employee and the 

Superintendent/designee will confer and consider the circumstances to inform the employee that 

his/her attendance may be unsatisfactory. 

 

When absences exceed the total number of days as provided for in Board policy in any one (1) 

year and continue in three (3) out of five (5) years, the employee may be considered excessively 

absent. When an employee’s absence is termed excessive, the employee will be referred to the 
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Superintendent/designee for appropriate action that may include termination. 

 

Failure to make contact with the District on three (3) consecutive days of absence will result in 

dismissal for job abandonment.” 

 

The district will assist teachers in understanding this policy and monitoring their absences by the 

following: 

 

● Back to school review of policy via meetings and videos.  Minutes Matter. 

● To build awareness, teachers will be notified if their attendance prior to 2017-18 would 

be considered as excess absences under the current policy. 

● Human Resources will send monthly reports to principals so teachers are informed.   

● The 2017-18 school year will be the starting point for the documentation of excessive 

absences by a staff member.  

● Human Resources will identify the teachers who potentially could be impacted by poor 

attendance from the past three to five years,  so that principals can meet with those 

teachers. 

● When teachers have accrued 5 absences (within a school year) without documentation, 

the building principal will notify that employee reminding them of their attendance 

status. 

● Teachers will be trained on how to use HR Portal to see own attendance.   

●  An  Attendance Incentive Committee has been formed to develop a sustainable incentive 

program for the 2019-20 school year to be funded from the 2019-20 “docked pay”. 

● Teachers will receive clear communication concerning the attendance incentive on or 

before the first student contact day for the 2019-20 academic year. 

 

No district policy has been changed by this solution. 

 

Cost:  To be determined by amount of dock pay in 2019-20, and subsequent years. 

 

Issue #3 Administrative Interns 

 

How can we assure teachers that administrative interns are qualified to provide feedback on 

teacher evaluations which become part of the teacher’s permanent record? 

 

Tentative Solution Issue #3 

 

Administrative intern observations may be part of the evaluation process for teachers, but the 

summative evaluation should be conducted under the supervision of a building principal.  All 

summative evaluations and observations are visible to the building principal. Teachers are 

welcome to provide feedback and comments through the observation and evaluation process. 

 

No district policy is affected by this solution. 
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Cost:  None. 

 

Issue #4 Salary Considerations 

 

How can we attract and retain quality employees? 

 

Tentative Solution Issue #4 

 

The District will implement one step, track advancement, and an additional $300 to the base 

salary beginning at A1 and extending to C9. 

 

No district policy has been changed by this solution. 

 

Cost:   

   $777,000 for a step and track advancement. 

   $240,000 to add $300 to the base 

 

$1,017,000 total expenditure 

 

 

Issue #5 Employee Organization Annual Election 

 

How can we build collaboration, cooperation, and trust between all teacher organizations in 

order to provide the best representation for all teachers in the Northwest district. 

 

Tentative Solution Issue #5 

The elimination of the language pertaining to an annual vote as part of Employee Organizations - 

Professional Staff. 

 

See proposed policy changes - 

https://docs.google.com/document/d/1UMWTPp1yDCkRjpsgtzMjequR5NyaPoWrXpD7FYONj

Cg/edit 

 

See proposed regulation changes -  

https://docs.google.com/document/d/1zKMg04-QXfqI_ASsuzZ8xY7eW7tS-

UwigjnR4YgtatQ/edit#heading=h.gjdgxs 

 

 

District Policy and Regulation 4895 would be changed as per the above documents. 

 

Cost: None 

 

 

 

 

 

https://docs.google.com/document/d/1UMWTPp1yDCkRjpsgtzMjequR5NyaPoWrXpD7FYONjCg/edit
https://docs.google.com/document/d/1UMWTPp1yDCkRjpsgtzMjequR5NyaPoWrXpD7FYONjCg/edit
https://docs.google.com/document/d/1zKMg04-QXfqI_ASsuzZ8xY7eW7tS-UwigjnR4YgtatQ/edit#heading=h.gjdgxs
https://docs.google.com/document/d/1zKMg04-QXfqI_ASsuzZ8xY7eW7tS-UwigjnR4YgtatQ/edit#heading=h.gjdgxs
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PERSONNEL SERVICES  Policy 4895 

        (Regulation 4895) 

Staff Welfare 
 

Employee Organizations 
 

 

The Board recognizes the right of its employees to join and take part in the activities of the 

professional associations of their own choosing. 

 

Employee Associations 
 

Employees of the Northwest R-I School District are free to join any employee organization to 

which they are eligible for membership.  The Board will recognize the duly elected 

representative group(s) for the purpose of discussing salaries, fringe benefits, and working 

conditions.  For purposes of this policy and all related policies, recognized representatives will 

have exclusive rights to collaborative negotiation with representatives of the Board of Education 

on matters related to: salaries, fringe benefits, extra duty pay, longevity increments, scheduled 

work hours, leave policies, grievance procedures, employee evaluation procedures, rights and 

procedures for reduction in force, vacation days, work rules and regulations, and workplace 

conditions involving an employee’s health and safety. 

 

Matters subject to collaborative negotiation shall not include: (1) matters that should be handled 

through the grievance procedures, (2) matters that should be brought to the attention of school 

District principals or persons or agencies not employed by the District, (3) matters controlled by 

federal or state statutes or common law and beyond the powers or discretion of the Board to 

alter, (4) policies and procedures related to the addition, deletion or change of District programs, 

(5) curriculum issues, or (6) any matter unrelated to and having no impact on salaries, fringe 

benefits or working conditions of the unit of employees involved. 

 

Employee Representation 
 

Certificated staff may have an organization representative or one additional employee 

representative with him/her when discussing, with his/her principal/supervisor, issues related to 

performance and evaluation. Certificated staff may ask for this representation at any time.  If this 

request is made during a meeting, the meeting will be re-scheduled within 24 hours (next school 

day) unless an emergency or other urgent matter occurs.  It is the responsibility of the certificated 

staff member to request this representation.  All parties in the meeting will uphold strict 

confidentiality for all issues discussed. 

 

The purpose/topic of a meeting related to performance issues will be communicated prior to the 

meeting. However, circumstances will not always permit advance notice.  In these cases, 

reasonable efforts will be made to accommodate employee representation.  This policy will be 

provided annually to all certificated staff members.   
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Policy 4895 

          Page 2 
 

Employee Association Representatives in School Building during School Hours 
 

Employee association state officers/staff members will be permitted to visit the officer/staff 

members of the local association during preparation period (certified staff) or allotted break time 

(support staff), when the following procedures are adhered to: 

 

1. Prior arrangements have been made with the building principal. 

 

2. Only association business is to be conducted. 

 

3. When visiting in a building, the state officer must register with the principal’s office as a 

visitor. 

 

Delegates to State Association Meetings 
 

Permission shall be granted by the Superintendent or his/her designee for delegates of the state 

association to attend their annual state meeting or conference.  The president of each 

organization shall provide the District’s personnel office with the list of elected delegates from 

their respective organizations to attend the state meaning or conference.  This list shall be 

furnished fifteen (15) days prior to said meeting. 

 

Interest Based Negotiations Process 

 

The Board believes that the Interest Based Negotiations (IBN) Process is vital to addressing 

employee issues. 

 

Representation Guidelines and Procedures 

 

Teacher organizations that wish to represent certified staff in the IBN Process must meet the 

following guidelines and procedures: 

 

By July 1
st
, September 1st, the organization must present to the Superintendent/designee, a 

petition to the Board for representation in the IBN Process.  The petition must consist of the 

name of the organization, the names of its officers, the mission/goal of the organization and must 

be signed by their presiding officer.  The Board will acknowledge those organizations eligible to 

seek representation at the July September Board Meeting. 

 

An annual election process membership count will be utilized to determine the make up of the 

teacher’s team for the IBN Process.  This election will occur on the first contract day in August 

for certificated teachers unless a different date is mutually agreed upon by both the eligible 

organizations and administration.  The ballot for the annual election will include all of the 

following options for the purpose of the IBN Process: each individual organization eligible to 

seek representation, all eligible organizations, and no representation of any organizations.   
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Policy 4895 

          Page 3 

 

Specific guidelines for conducting the annual election are set forth in Regulation 4895. 

 

A The membership count of eligible organizations will be established annually on September 

15
th

.  This count is a list of members in good standing that are currently employed in a full-time 

position.  This count must be verified for accuracy by the appropriate state organization of the 

group before October 1
st
.  Those eligible organizations, with verified membership counts equal 

to or greater than twenty-five percent (25%) thirty percent (30%) of the certified teacher count 

established on September 15
th

 will be a participant organization on the annual ballot that will be 

used during the following August election in the IBN process.  The Superintendent/designee 

will figure this percentage by dividing the number of certified members in the organization by 

the total number of the full-time certified teaching staff.   

 

In the event that no organization is eligible to participate, organizations may petition the Board 

for inclusion in the IBN Process at the first meeting in October.  These petitions must be received 

in writing to the Superintendent/designee, by the first Friday in October and shall include the 

following: name of the organization, officers, membership count, plan for participation in the 

process, and statement about the interests they represent. 

 

Make up of Teams 

 

A maximum of ten (10) certified teachers will participate on the teacher’s team in the IBN 

Process.  The number of representatives for each participant organization as determined by the 

annual election membership count will be calculated by dividing the maximum number of 

participants (10) by the total number of participant organizations.  In the event the maximum 

number of representatives (10) divided by the number of participant organizations is not a whole 

number, that number will be rounded down creating a team that would be less than the maximum 

number of ten.  The teacher team will be comprised of members that are representative of all 

building levels (elementary, intermediate, middle school/junior high, and high school). 

 

The Administration and Board will be represented by a team that is equal to the number of 

representatives on the teacher team.  The make up of this team will be representative of all 

building levels as well as representatives from Central Office and the Board. 

  

  

  

 

 

 

 

 

 
Northwest  

Adopted:  March 2002 

Revised:   July 2005; July 2008; June 2013 
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PERSONNEL SERVICES       Regulation 4895 

 

Staff Welfare 

 

Employee Organizations – Professional Staff 

 

TOPICS APPROPRIATE FOR DISCUSSION 

 

For purposes of this policy and all related policies, recognized representative(s) will have the right to 

meet with representative(s) of the Board of Education for the purpose of discussing:  salaries, 

fringe benefits, extra duty pay, longevity increments, scheduled work hours, leave policies, 

grievance procedures, employee evaluation procedures, rights and procedures for reduction in 

force, vacation days, work rules and regulations, and workplace conditions involving an 

employee’s health and safety. 

 

Matters subject to discussion shall not include:  (1) matters that should be handled through 

grievance procedures, (2) matters that should be brought to the attention of school District 

principals or persons or agencies not employed by the District, (3) matters controlled by federal 

or state statutes or common law and beyond the powers or discretion of the Board to alter, (4) 

policies and procedures related to the addition, deletion or change of District programs, (5) 

curriculum issues,  (6) any matter unrelated to and having no impact on salaries, fringe benefits 

or working conditions of the unit of employees involved in the conference. 

 

DISCUSSION PROCEDURES 

 

Recognized representative units may annually request initiation of the discussion process.   A written 

statement requesting the initiation of the process shall be submitted to the 

Superintendent/designee.  Said statement will also set forth the matter(s), which the unit is 

requesting to discuss.  When such matters are in compliance with the parameters set forth in 

paragraph three of this policy, discussions between the recognized representative(s) and the 

designated representative(s) of the Board of Education will commence at mutually agreeable 

times and locations.  Should requests be made which do not fall into said parameters, the unit 

will be advised as to the appropriate method for addressing such concerns. The Board of 

Education reserves the right to make final determination as to whether items fall into the 

category of salaries, fringe benefits, or working conditions.  The discussion process will 

conclude in a timely manner so as to allow for materials to be prepared for and reviewed by the 

Board prior to approval. 

 

RECOMMENDATIONS 

 

When the participants reach agreement as a result of the discussion process such agreement shall 

become an administrative procedure, or a recommendation to the Board of Education for policy 

revision.  All proposals and recommendations arising from this process will be available for 

Board review prior to approval.  Unless an emergency situation exists, items agreed to through 

the discussion process will be returned to that process before changes are made. 
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Regulation 4895 

Page 2 

Election Procedures 

 

An annual election will be held in August to determine the make up of the teacher’s team for the 

IBN process.  This election will occur during the last three (3) contract days in August for 

certificated teachers.  The ballot for the annual election will include all of the following options 

for the purpose of the IBN process: each individual organization eligible to seek representation, 

all eligible organizations, and no representation of any organizations.  The following procedures 

will be used for the annual election: 

 

1. Any contracted employee not on the administrative pay schedule is eligible to vote in the 

election. 

2. The election will be conducted via an appropriate electronic voting system that will have 

the ability to ensure only one vote is cast per eligible employee.  The 

Superintendent/designee will be the Central Office Administrator responsible for the 

entire election process. 

3. The election window will be established by the Superintendent/designee in cooperation 

with all eligible teacher organizations.  

4. The ballot order will be alphabetical by eligible teacher organization based on the state 

affiliation name. 

5. A unique login or other identifier will be created for each eligible employee.  The 

identifier and ballot access instructions will be provided to eligible employees via the 

District email system no later than one (1) hour prior to the beginning of the voting 

window.    

6. Voting may be done at any District computer connected to the Internet.   

7. If any electronic ballot comes into question, the Superintendent of Schools shall settle 

any dispute over contested ballots.  

8. There will be no campaigning by any eligible teacher organization during the voting 

window.   

9. The results of the election will be verified by the Superintendent/designee and the 

Presidents of each eligible teacher organization. The results will be disseminated to all 

contracted employees as soon as practical after the election window is closed.  

10. Simple majority of ballots will determine the election results. 

11. In the event no ballot option is determined to have a majority of votes, the Board of 

Education with recommendation from the Administration will establish how the IBN 

process will be determined for that school year. 

12. Any substantive changes to the above procedures will be mutually agreed upon by the 

eligible teacher organizations and the Administration. 
 
 

 

 
 

 

 
 

Northwest 

Adopted:  March 2001 

Revised:  July 2008, July 2010, July 2011, June 2013 
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The Board of Education reserves the right, and at its sole discretion, to approve the proposed 

agreement either in whole or in part with the designated agreement provisions. 

 

______________________________   ______________________________ 

President, Board of Education    Secretary, Board of Education 

 

______________________________   ______________________________ 

Date        Date 

 
 

 


