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File: GA
PERSONNEL POLICIES GOALS

The superintendent or his/her designee, is resplenfor the appropriate recruitment,
staffing, and employee relations of personnel efBlachanan County School Division subject to
the exclusive final authority of the school boandl ghall maintain a personnel file system for all
employees of the school division.

The personnel policies shall be reviewed annu8iggestions will be sought from staff
members in the revision of personnel policies. Rewis and additions shall be subject to
approval by the School Board.

Adopted: July 20, 2006

Legal Refs.: Code of Virginia, 1950, as amended?38-70, 22.1-78, 22.1-295, 22.1-313.
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ANTI-FRATERNIZATION POLICY: EMPLOYEES

PURPOSE: The Buchanan County School Board (“School Boars'gommitted to fostering a
positive learning and working environment for alu&nts and Employees in order to promote
educational achievement and excellence. This Aatefnization Policy shall serve as a
statement on appropriate conduct and relationshgieieen Students and Employees of the
School Board. The spirit and intent of this Polisyto help both Students and Employees
understand and appreciate the delicate balanceexistts between them and to better define the
boundaries of their respective roles.

DEFINITIONS: For purposes of this Policy only, “Employee” reféo all School Board staff,
employees, teachers, supervisors, aides, suppsadrpeel, contracted service personnel, and any
volunteers working or present on School Propei$gutient” refers to all individuals enrolled in
public school under the operation of the SchoolrBoa “School Property” includes all school
grounds along with any place, includieg routeto such place, where extracurricular activities
and/or events may take place including any locatisited during the course of field trips and/or
other School Board sponsored activities.

POLICY: Employees are prohibited from engaging in any nmioa sexual, dating,
inappropriate touching or physical, relationshighaftudents, and Employees are required to
exercise appropriate and professional conductligettings and in all forms of communication,
including, but not limited to, verbal communicatséspeech, written communications, Internet
and e-mail communications, cell phone, physicaltuges, motions or any other form of
interaction. Employees shall not conduct socialdigs on a one-on-one basis outside of school
with Students or single out Students for specedtment (e.g. gifts, dinners, and rides) without
the prior written consent of the Student's paregél guardian and advance notice to the
Student’s Principal. Failure to adhere to the nemyuents of this Policy shall be grounds for
termination for cause.

Each Employee’s adherence to this Policy is a d¢mmdiof employment. As a condition of
employment, the School Board reserves unto the rBupedent and his/her designees the right
at any time, without any advance notice to Empleydée monitor, access, investigate and/or
review the appropriateness of any conduct, comnatioit, activity or relationship between any
Employee and Student for the purposes of monitpang compliance with, this Policy.

This Policy does not preclude legitimate, non-séxpaysical conduct such as the use of
necessary and reasonable restraints to avoid @hysem to persons or property, or otherwise
necessary to respond to legitimate educationalicistances. All Employees are required to sign
the attached Anti-fraternization agreement Formcwhwill become a part of the Employee’s

personnel file.
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DISCIPLINARY ACTION: Any violation of this Policy may result in discipary action
against the offending Employee, including termioatfor cause. If a violation of this Policy
warrants a criminal investigation, the approprlaggal authorities will be contacted.

Any Employee who retaliates against any individudlo reports an alleged violation of this
Policy or against one who testifies, assists otippates in an investigation, proceeding or
hearing relating to an alleged violation, will bebgect to disciplinary action, including
termination for cause. Any individual who knowingiyakes a false allegation of a violation of
this Policy against an Employee, and any person adsists in such false accusation, will be
subject to disciplinary action, including termirmatifor cause.
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ANTI-FRATERNIZTIOM POLICY ACLNOWLEDGEMENT FORM

1 | acknowledge that | have received, read, arg tulderstand the Buchanan
County School Board's Anti-fraternization Policy.

2. It is clear to me that the spirit and intentlo$ Policy is to foster a positive
learning and working environment for all Studentsl &mployees in order to promote
educational excellence.

3. | am hereby put on notice and fully understdrad iy violation of this Policy
may result in disciplinary action, including terratron for cause, civil liability or
criminal prosecution by the appropriate legal atities.

EMPLOYEE SIGNATURE

DATE

SCHOOL

PLACE OF WORK ASSIGNMENT

SIGNATURE OF PRINCIPAL/DESIGNEE/SUPERVISOR

Adopted: November 26, 2013
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STAFF TIME SCHEDULES
Work Schedules

The workday for full-time licensed and professiostaff will be a minimum of seven
hours and thirty minutes and will continue untibfassional responsibilities to the student and
school are completed. Elementary school teachdrbsevprovided at least an average of thirty
minutes per day during the students’ school weglaming time. Administrative meetings,
curriculum development, pupil supervision, assigdeties, parent conferences, group or
individual planning and extra-curricular activitiegy require hours beyond the stated minimum.
Work schedules for other employees will be defibgdhe superintendent or his/her designee,
consistent with the Fair Labor Standards Act ardaifovisions of this policy.

Workweek Defined

Working hours for all employees not exempted under~air Labor Standards Act,
including secretaries, bus drivers, cafeteriataidl and maintenance personnel, will conform to
federal and state regulations. The superintengdéinrénsure that job positions are classified as
exempt or non-exempt and that employees are madeeak such classifications. Supervisors
will make every effort to avoid circumstances whieifi require non-exempt employees to work
more than 40 hours each week. For purposes ofl@mp with the Fair Labor Standards Act,
the workweek for school district employees will13#00 a.m. Saturday until 11:59 p.m. Friday.

Overtime and Compensatory Time

The Buchanan County School Board discouragesioerork by non-exempt
employees. A non-exempt employee will not workrowee without the express approval of
his/her supervisor. All overtime work must be eegaly approved in writing by the
superintendent or his/her designee. All supervipengonnel must monitor overtime on a weekly
basis and report such time to the superintendenis@iter designee. Principals and supervisors
will monitor employees’ work, will ensure that otiare provisions of this policy and the Fair
Labor Standards Act are followed and will ensui #il employees are compensated for any
overtime
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worked. Principals or supervisors may need tosidjaily schedules to prevent non-exempt
employees from working more than 40 hours in a wedk. Accurate and complete time sheets
of actual hours worked during the workweek willdigned by each employee and submitted to
the finance officer. The finance officer will reweavork records of employees on a regular basis
to make an assessment of overtime use.

In lieu of overtime compensation, non-exempt erlygés may receive compensatory time
off at a rate of not less than one and one-hal) (iours for each one hour of overtime worked, if
such compensatory time

(1) is pursuant to an agreement between the emplogeeraployee reached before

overtime work is performed, and

(2) is authorized by the immediate supervisor.

Employees will be allowed to use compensatory tvitein a reasonable period after
requesting such use if the requested use of thpeosatory time does not unduly disrupt the
operation of the school division. Employees mayrae a maximum of 240compensatory time
hours before they will be provided overtime payhatrate earned by the employee at the time
the employee receives such payment. In additipaonueaving the school division, an employee
must be paid for any unused compensatory timeeatate of not less than the higher of

(1) the average regular rate received by the employgeglhis/her last three years of

employment, or

(2) the final regular rate received by the employee.

Non-exempt employees whose workweek is less tharodrs will be paid at the regular
rate of pay for time worked up to 40 hours. Sutipleyees will be provided overtime pay or
compensatory time as provided above for workingentban 40 hours in a workweek.

Employees will be provided with a copy of thisipgland will be required to sign this
policy to acknowledge their understanding of oveetiand compensatory time provisions. Such
signed policy will constitute the written agreemegduired in this section.

Attendance Expectations
All employees are expected to be present duringak hours. Absence without prior

approval, chronic absences, habitual tardinesbuses of designated working hours are all
considered neglect of duty and will result in digiciary action up to and including dismissal.
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Adopted: July 30, 2009

Legal Refs.: 29 U.S.C. § 201 et seq.
29 C.F.R §516.1 et seq.
Code of Virginia, 1950, as amended, 8§88 22.1-234011-28.8 et seq.

Cross Ref.:  IC/ID School Year/School Day
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ACCEPTABLE COMPUTER SYSTEM USE

The School Board provides a computer system, dnctuthe internet, to promote
educational excellence by facilitating resourceisigainnovation and communication. The term
computer system includes hardware, software, datamunication lines and devices, terminals,
printers, CD-ROM devices, tape drives, serverspiramne and personal computers, the internet
and other internal or external networks.

All use of the Division’s computer system must(bgin support of education and/or
research, or (2) for legitimate school businesse tf the computer system is a privilege, not a
right. Any communication or material used on thenpater system, including electronic mail or
other files deleted from a user’s account, may baitared or read by school officials.

The Division Superintendent shall establish adnviaisve procedures, for the School
Board’s approval, containing the appropriate ust#scs and protocol for the computer system.
The procedures shall include:
(1) a prohibition against use by division employees stndents of the division’s computer
equipment and communications services for sendaogiving, viewing or downloading
illegal material via the Internet;
(2) provisions, including the selection and operatiba technology protection measure for
the division’s computers having Internet acceddtar or block Internet access through
such computers, that seek to prevent access to
(a) child pornography as set out in Va. Code § 18.2-B74or as defined in 18 U.S.C
§ 2256;

(b) obscenity as defined by Va. Code § 18.2-372 or Tl § 1460; and

(c) material that the school division deems to be hakmofjuveniles as defined in Va.
Code § 18.2-390, material that is harmful to miresglefined in 47 U.S.C
§ 254(h)(7)(G), and material that is otherwise prapriate for minors;

(3) provisions establishing that the technology pradectneasure is enforced during any use
of the Division’s computers by minors;

(4) provisions establishing that the online activiiésninors will be monitored;

(5) provisions designed to educate students about ppat® online behavior, including
interacting with other individuals on social netkiog websites and in chat rooms and
cyberbullying awareness and response;

(6) provisions designed to prevent unauthorized ordoeess by minors, including
“hacking” and other unlawful activities by minorslme;

(7) provisions prohibiting the unauthorized discloswsg, and dissemination of personal
information regarding minors; and

(8) a component of Internet safety for students thaitegrated in the division’s instructional
program.

Use of the School Division’s computer system shaltonsistent with the educational or
instructional mission or administrative functiontbé Division as well as the varied instructional



needs, learning styles, abilities and developméevals of students. The Division’s computer
system is not a public forum.

© 5/09 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GAB/IIBEA
Page 2

Each teacher, administrator, student and pareartdgan of each student shall sign the
Acceptable Computer System Use Agreement, GAB-BEA-E2, before using the Division’s
computer system. The failure of any student, teaohadministrator to follow the terms of the
Agreement, this policy or accompanying regulaticaymesult in loss of computer system
privileges, disciplinary action, and/or approprikggal action.

The School Board is not responsible for any infation that may be lost, damaged or
unavailable when using the computer system orrgriaformation retrieved via the Internet.
Furthermore, the School Board will not be respdeditr any unauthorized charges or fees
resulting from access to the computer system.

The Division Superintendent shall submit to thegitiia Department of Education this
policy and accompanying regulation biennially.

Adopted: July 30, 2009

Legal Refs: 18 U.S.(88 1460, 2256.
47 U.S.C. § 254.

Code of Virginia, 1950, as amended, 88 18.2-372-384.1:1, 18.2-390, 22.1-
70.2, and 22.1-78.

Cross Refs.:  GCPD Professional Staff Members: @oh8tatus and Discipline
GDPD Support Staff Members: Contract Status aisdipline
JFC  Student Conduct
JFC-R Standards of Student Conduct
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ACCEPTABLE COMPUTER SYSTEM USE

All use of the Buchanan County School Divisiontsnputer system shall be consistent
with the School Board’s goal of promoting educatiioexcellence by facilitating resource
sharing, innovation and communication. The termgoter system includes hardware, software,
data, communication lines and devices, terminaistqgys, CD-ROM devices, tape drives,
servers, mainframe and personal computers, thengttand any other internal or external
network.

Computer System Use-Terms and Conditions:

1. Acceptable Use.Access to the Division’s computer system shal{ljdor the
purposes of education or research and be consisimnthe educational objectives of the
Division or (2) for legitimate school business.

2. Privilege. The use of the Division’s computer system isigilpge, not a right.

3. Unacceptable Use.Each user is responsible for his or her actionghe computer
system. Prohibited conduct includes but is noitéohto:

. using the network for any illegal or unauthorizetiaty, including violation of
copyright or contracts, or transmitting any matdriaviolation of any federal,
state, or local law.

. sending, receiving, viewing or downloading illegadterial via the computer
system.

. unauthorized downloading of software.

. using the computer system for private financiat@mmercial purposes.

. wastefully using resources, such as file space.

. gaining unauthorized access to resources or entitie

. posting material created by another without hikerconsent.

. submitting, posting, publishing, or displaying ascene, profane, threatening,

illegal, or other inappropriate material.
using the computer system while access privilegesaspended or revoked.

. vandalizing the computer system, including destigpyglata by creating or
spreading viruses or by other means.

o intimidating, harassing, or coercing others.

o threatening illegal or immoral acts.

4. Network Etiquette. Each user is expected to abide by generally &edeples of
etiquette, including the following:

be polite.

users shall not forge, intercept or interfere veiiiictronic mail messages.
use appropriate language. The use of obscend, fpwfane, lascivious,
threatening or disrespectful language is prohibited

© 5/09 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS
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. users shall not post personal information othan tiirectory information as
defined in Policy JO Student Records about thereseabv others.

. users shall respect the computer systeméaires limits.

o users shall not post chain letters or dowshlagge files.

o users shall not use the computer system to disthpts.

o users shall not modify or delete data owned bgrsth

5. Liability. The School Board makes no warranties for the caensystem it

provides. The School Board shall not be respoaddsl any damages to the user from use of the
computer system, including loss of data, non-dejiwe missed delivery of information, or
service interruptions. The School Division deraag responsibility for the accuracy or quality

of information obtained through the computer systérhe user agrees to indemnify the School
Board for any losses, costs,damages incurred by the School Board relabray tarising out of
any violation of these procedures.

6. Security. Computer system security is a high priority fag #thool division. If any
user identifies a security problem, the user shatify the building principal or system
administrator immediately. All users shall keeeitlpasswords confidential and shall follow
computer virus protection procedures.

7. Vandalism. Intentional destruction of or interference wittygart of the computer
system through creating or downloading computersés or by any other means is prohibited.

8. Charges. The School Division assumes no responsibilitydioy unauthorized
charges or fees as a result of using the compysezrs, including telephone or long-distance
charges.

9. Electronic Mail. The School Division’s electronic mail system vgn@d and
controlled by the School Division. The School Bien may provide electronic mail to aid
students and staff in fulfilling their duties anglan education tool. Electronic mail is not
private. Students’ electronic mail will be mon&dr The electronic mail of staff may be
monitored and accessed by the School Division. uthmized access to an electronic mail
account by any student or employee is prohibitdders shall be held personally liable for the
content of any electronic message they create. nlyawing any file attached to an electronic
message is prohibited unless the user is certaimbimessage’s authenticity and the nature of
the file.Individuals who have electronic mail accounts fremarces outside the school division
may not access those accounts using the schoslaliig resources. However, any individual
with a buc.k12.va.us e-mail account can send e4maihy externally hosted (hotmail.com,
yahoo.com, etc.) e-mail account. In addition, exajpvidual with a buc.k12.va.us e-mail account
can receive e-mail from any externally hosted ela@iount while using the school division’s
resources. lItis permissible to use the divisioaiksystem for educational, school business, and
incidental personal purposes.
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10. Enforcement. Software will be installed on the division’s comerg having Internet
access to filter or block internet access througihsomputers to child pornography and
obscenity. The online activities of users may dleanonitored manuallyAny violation of
these regulations shall result in loss of computesystem privileges and may also result in
appropriate disciplinary action, as determined by 8hool Board policy, or legal action.

©5

Adopted: July 30, 2009

Legal Refs: 18 U.S.(88 1460, 2256.
47 U.S.C8§ 254.

Code of Virginia, 1950, as amended, 88 18.2-372-884.1:1, 18.2-390, 22.1-
70.2 and 22.1-78.

Guidelines and Resources for Internet Safety iro8ish Virginia Department of
Education (Second Edition October 2007)

Cross Refs:  GCPD Professional Staff Members: Con8tatus and Discipline
GDPD Support Staff Members: Contract Status aisdipline
JFC  Student Conduct
JFC-R Standards of Student Conduct
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ACCEPTABLE COMPUTER SYSTEM USE AGREEMENT

Each employee must sign this Agreement as a conditi for using the School
Division’s computer system. Each student and hisrdner parent/guardian must sign this
Agreement before being permitted to use the Schoblivision’s computer system. Read this
Agreement carefully before signing.

Prior to signing this Agreement, read Policy GABHA and Regulation GAB-R/IIBEA-
R, Acceptable Computer System Use. If you havegagtions about this policy or regulation,
contact your supervisor or your student’s principal

| understand and agree to abide by the SchookBivis Acceptable Computer System
Use Policy and Regulation. | understand that #te8I Division may access and monitor my
use of the computer system, including my use ofrite¥net, e-mail and downloaded material,
without prior notice to me. | further understahdttshould | violate the Acceptable Use Policy
or Regulation, my computer system privileges mayeveked and disciplinary action and/or
legal action may be taken against me.

Student/Employee Signature Date

I have read this Agreement and Policy GAB/IIBEA &wefulation GAB-R/IIBEA-R. |
understand that access to the computer systertersdied for educational purposes and the
Buchanan County School Division has taken precastio eliminate inappropriate material. |
also recognize, however, that it is impossibletiier School Division to restrict access to all
inappropriate material and | will not hold the Sehbivision responsible for information
acquired on the computer system. | have discussettrms of this agreement, polieyd
regulation with my student.

| grant permission for my student to use the compsystem in accordance with

Buchanan County school division’s policies and tagions and for the School Division to issue
an account for my student.

Parent/Guardian Signature Date

Parent/Guardian Name

(Please Print)
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EQUAL EMPLOYMENT OPPORTUNITY/
NONDISCRIMINATION

l. Policy Statement

The Buchanan County School Board is an equal oppitytemployer, committed to non-
discrimination in recruitment, selection, hirin@yp promotion, retention or other personnel
action affecting employees or candidates for emplayt. Therefore, discrimination in
employment against any person on the basis of caber, religion, national origin, political
affiliation, gender, age, marital status or dis&pik prohibited. Personnel decisions shall be
based on merit and the ability to perform the esaleinnctions of the job, with or without
reasonable accommodation.

The Buchanan County School Board shall providdifees, programs and activities that
are accessible, usable and available to qualifieabted persons. Further, the Buchanan County
School Board shall not discriminate against quedifiisabled persons in the provision of health,
welfare and other social services.

The statement, “Buchanan County School Board iscual opportunity employer,”
shall be placed on all employment application farms

I. Notice of Policy/Prevention

This policy shall be: (1) posted in prominent arebgach school division building, (2)
included in employee handbooks and (3) provideahtpemployee or candidate for employment
upon request. Training to prevent prohibited disgration should be included in employee in-
service training.

M. Complaint Procedure
A. File Report

Any person who believes he has not received equpla@/ment opportunities should
report the alleged discrimination to one of the pbamce officers designated in this policy. Any
employee who has knowledge of conduct which magtitorte prohibited discrimination shall
report such conduct to one of the compliance afficesignated in this policy.

The reporting party should use the form, GB-F, akencomplaints of discrimination.
However, oral reports and other written reports algo be accepted. The complaint must be
filed with one of the compliance officers desigmhite this policy. Any complaint that involves
the compliance officer shall be reported to theesimpendent.

The complaint and the identity of the complainard ¢he person or persons allegedly

responsible for the discrimination will be discldsmnly to the extent necessary to fully
investigate the complaint and only when such dggale is required or permitted by law. A
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complainant who wishes to remain anonymous wikhtd&sed that anonymity may limit the
school division’s ability to fully respond to theraplaint.

B. Investigation

Upon receipt of a report of alleged discriminatithie compliance officer shall
immediately authorize or undertake an investigati®he investigation may be conducted by
school personnel or a third party designated bytheol division. The investigation shall be
completed as soon as practicable, which genetadlyld be not later than 14 calendar days after
receipt of the report by the compliance officerpadd receiving the complaint, the compliance
officer will acknowledge receipt of the complaint @iving written notice that the complaint has
been received to both the complainant and the 8upedent. If the compliance officer
determines that more than 14 days will be requinadvestigate the complaint, the complainant
and the Superintendent will be notified of the ceafor the extended investigation and the date
by which the investigation will be concluded.

The investigation may consist of personal intergevith the complainant, the person(s)
alleged to have violated the policy and any otisdre may have knowledge of the alleged
discrimination or the circumstances giving riséite complaint. The investigation may also
consist of the inspection of any other documenigsformation deemed relevant by the
investigator. The school division shall take nseeg steps to protect the complainant and others
pending the investigation.

Whether a particular action or incident constitigegolation of this policy requires a
case by case determination based on all of the faxt circumstances revealed after a complete
and thorough investigation.

The compliance officer shall issue a written repoithe superintendent upon completion
of the investigation. If the complaint alleges superintendent has violated this policy, then the
report shall be sent to the school board. Thertegh@all include a determination of whether the
allegations are substantiated, whether this peliay violated and recommendations for
corrective action, if any.

All employees shall cooperate with any investigaid alleged discrimination conducted
under this policy or by an appropriate state oefallagency.

C. Action by Superintendent
Within 5 calendar days of receiving the compliaoffecer’s report, the superintendent or
designee shall issue a written decision regardihgvfiether this policy was violated and (2)

what action if any should be taken.

If the complaint alleges that the superintendestwhalated this policy, the School
Board’s standing Equal Employment Opportunity/Necdmination Committee shall make the
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decision and determine what action should be tak#éime School Board does not have such a
standing committee, at its next scheduled meetishall appoint a committee consisting of three
of its members to handle the matter. The commgted! issue a written decision within 14
calendar days of the time the School Board recghvesompliance officer’s report or the time a
committee is appointed, if there is no standing wittee.

The written decision shall state (1) whether tlabqy was violated and (2) what action,
if any, should be taken. The written decision niaestailed to or personally delivered to the
complainant within five calendar days of the issieaof the decision. If the superintendent or
committee concludes that prohibited discriminabacurred, the Buchanan County School
Division shall take prompt, appropriate action dali@ess and remedy the violation as well as
prevent any recurrence. Such action may inclusemline up to and including dismissal.

D. Appeal

If the superintendent or committee determinesnbgbrohibited discrimination occurred,
the person who was allegedly subjected to discatron may appeal this finding to the School
Board within 5 calendar days of receiving the deais Notice of appeal must be filed with the
superintendent, or with a member of the committheElwissued the written decision, who shall
forward the record to the School Board. The ScBwmalrd shall make a decision within 30
calendar days of receiving the record. The ScBoakd may ask for oral or written argument
from the aggrieved party and the superintenderth@committee, whichever issued the written
decision, and any other individual the School Badegdms relevant.

Employees may choose to pursue their complairgggrunder this policy through the
relevant employee grievance procedure insteadeofdimplaint procedure in this policy.

E. Compliance Officer and Alternate Complianceicaiff

The Buchanan County School Board has designateseR®reet, Attendance/Drug Free
Coordinator, P.O. Box 833, Grundy, VA 246146885-2331as the Compliance Officer
responsible for identifying, investigating, previegtand remedying prohibited discrimination.
Complaints of discrimination may also be made toeikal' aylor, Secondary Supervisor, as the
Alternate Compliance Officer, P.O. Box 833, Grundp 24614, 276-935-2331. The
Compliance Officer shall:

* receive reports or complaints of discrimination;

» oversee the investigation of any alleged discrirtnome

» assess the training needs of the school divisi@ommection with this policy;

* arrange necessary training to achieve complianttetivis policy;

» insure that any discrimination investigation is docted by an impartial investigator who
is trained in the requirements of equal employnog@piortunity, including the authority
to protect the alleged victim and others duringittvestigation.
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All employees shall be notified annually of the m&and contact information of the
compliance officers.

IV. Retaliation

Retaliation against employees who report discritmmaor participate in the related
proceedings is prohibited. The school divisionlisia&ie appropriate action against any
employee who retaliates against another employearatidate for employment who reports
alleged discrimination or participates in relatedgeedings.
V. Right to Alternative Complaint Procedure

Nothing in this policy shall deny the right of aimglividual to pursue other avenues of
recourse to address concerns relating to prohildigzimination including initiating civil action,
filing a complaint with outside agencies or seekiadress under state or federal law.

VI. False Charges

Employees who make false charges of discriminatiall be subject to disciplinary
action.

Adopted: June 23, 2005

Legal Refs.: 20 U.S.C. § 1681 et seq.
29 U.S.C. § 701.
42 U.S.C. 88 6101 et seq., 2000e-2 et seq., abdllet seq.

Cross Refs:  AC Nondiscrimination
BCE School Board Committees
GBA/JFHA  Sexual Harassment/Harassment Based oe, Riational Origin,
Disability and Religion
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REPORT OF DISCRIMINATION

Name of Complainant:

For Employees, Position:

For Applicants, Position Applied For:

Address and Phone Number:

Date(s) of Alleged Discrimination:

Name of person(s) you believe discriminated agaiostor others:

Please describe in detail the incident(s) of atledjscrimination, including where and when the

incident(s) occurred. Please name any witnessgsrtay have observed the incident(s). Attach
additional pages if necessary.

Please describe any past incidents that may bedeia this complaint.

| certify that the information provided in this @pis true, correct and complete to the best of my
knowledge.

Signature of Complainant Date

Complaint Received By:

Compliance Officer Date
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SEXUAL HARASSMENT/
HARASSMENT BASED ON RACE, NATIONAL ORIGIN, DISABILTY AND RELIGION

l. Policy Statement

The Buchanan County School Division is committedht@mintaining a learning/working
environment free from sexual harassment and hamgdmased on race, national origin,
disability or religion. Therefore, Buchanan Cou8thool Division prohibits sexual harassment
and harassment based on race, national origiritligar religion of any student or school
personnel at school or any school sponsored agctivit

It shall be a violation of this policy for any sttt or school personnel to harass a student
or school personnel sexually, or based on racemadtorigin, disability or religion. Further, it
shall be a violation of this policy for any sch@arsonnel to tolerate sexual harassment or
harassment based on a student’s or employee’snattenal origin, disability or religion by
students, school personnel or third parties pagtang in, observing or otherwise engaged in
school sponsored activities.

For the purpose of this policy, school personneluides school board members, school
employees, agents, volunteers, contractors or pérsons subject to the supervision and control
of the School Division.

The School Division shall: (1) promptly investigaié complaints, written or verbal, of
sexual harassment and harassment based on raoeahatigin, disability or religion; (2)
promptly take appropriate action to stop any hanass and (3) take appropriate action against
any student or school personnel who violates tbigyand take any other action reasonably
calculated to end and prevent further harassmestttadol personnel or students.

Il. Definitions
A. Sexual Harassment.

Sexual harassment consists of unwelcome sexuahedsarequests for sexual favors,
sexually motivated physical conduct or other vedygdhysical conduct or communication of a
sexual nature when:

0] submission to that conduct or communication is nmeatgm or condition, either
explicitly or implicitly, of obtaining or retainingmployment or education; or

(i) submission to or rejection of the conduct or comization by an individual is
used as a factor in decisions affecting that iriligi’s employment or education;
or

(i) that conduct or communication substantially or aeamably interferes with an
individual’s employment or education, or createsmdimidating, hostile or
offensive employment or educational environmeset the conduct is sufficiently
serious to limit a student’s or employee’s abitdyparticipate in or benefit from
the educational program or work environment).
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Examples of conduct which may constitute sexua$sment if it meets the immediately
preceding definition include:
* unwelcome sexual physical contact
* unwelcome ongoing or repeated sexual flirtatioprapositions, or remarks.
» sexual slurs, leering, epithets, threats, verbasapderogatory comments or sexually
degrading descriptions.
» graphic comments about an individual’s body.
» sexual jokes, notes, stories, drawings, gesturpgtures.
* spreading sexual rumors.
» touching an individual’'s body or clothes in a sdxuay.
» displaying sexual objects, pictures, cartoons Gters.
* impeding or blocking movement in a sexually intiatidg manner.

B. Harassment Based on Race, National Origin, Digghuti Religion

Harassment based on race, national origin, disabilireligion consists of physical or
verbal conduct relating to an individual’'s racetjor@al origin, disability or religion when the
conduct:

0] creates an intimidating, hostile or offensive watkor educational environment;
or

(i) substantially or unreasonably interferes with afividual’s work or education; or

(i) otherwise is sufficiently serious to limit an indiual’s employment opportunities
or to limit a student’s ability to participate im lbbenefit from the education
program.

Examples of conduct which may constitute harassib&sed on race, national origin,
disability or religion if it meets the immediatglyeceding definition include:

 graffiti containing racially offensive language.

* name calling, jokes or rumors.

» physical acts of aggression against a person @rbjgerty because of that person’s
race, national origin, disability or religion.

* hostile acts which are based on another’s racenatorigin, religion or disability.

» written or graphic material which is posted or glated and which intimidates or
threatens individuals based on their race, nationgin, disability or religion.

M. Complaint Procedure

A. Formal Procedure
1. File
Any student or school personnel who believes hgherhas been the victim of
sexual harassment or harassment based on raamalatrigin, religion or disability
by a student, school personnel or a third partyisheeport the alleged harassment to
one of the compliance officers designated in tligcy or to any school personnel.
The alleged harassment should be reported as squusaible, and the report
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generally should be made within fifteen (15) schiays of the occurrence. Further,
any student who has knowledge of conduct which coagtitute prohibited
harassment should report such conduct to one afdimpliance officers designated
in this policy or to any school personnel. Anyaahpersonnel who has notice that a
student or other school personnel may have be&tim\of prohibited harassment
shall immediately report the alleged harassmenth®of the compliance officers
designated in this policy.

The reporting party should use the form, Repoiiafassment, GBA-
F/JFHA-F, to make complaints of harassment. Howey@l reports and other
written reports shall also be accepted. The campshould be filed with either the
building principal or one of the compliance offisetesignated in this policy. The
principal shall immediately forward any report #eged prohibited harassment to the
compliance officer. Any complaint that involvegtbompliance officer or principal
shall be reported to the superintendent.

The complaint, and identity of the complainant afldged harasser, will be
disclosed only to the extent necessary to fullestigate the complaint and only
when such disclosure is required or permitted fay IAdditionally, a complainant
who wishes to remain anonymous shall be advisddstlien confidentiality may limit
the School Division’s ability to fully respond the complaint.

2. Investigation

Upon receipt of a report of alleged prohibited sarmaent, the compliance
officer shall immediately authorize or undertakdrarestigation. The investigation
may be conducted by school personnel or a thirty jpisignated by the school
division. The investigation shall be completed @srsas practicable, which generally
should be not later than 14 calendar days afteipeof the report by the compliance
officer. Upon receiving the complaint, the compdarofficer shall acknowledge
receipt of the complaint by giving written notid¢eat the complaint has been received
to both the person complaining of harassment amgéinson accused of harassment.
Also upon receiving the complaint, the complianffecer shall determine whether
interim measures should be taken pending the owaidthe investigation. Such
interim measures may include, but are not limitecseparating the alleged harasser
and the complainant and, in cases involving pagéotiminal conduct, determining
whether law enforcement officials should be natdifi# the compliance officer
determines that more than 14 days will be requivadvestigate the complaint, the
complainant and the accused shall be notified @f¢ason for the extended
investigation and of the date by which the invesgtan will be concluded. If the
alleged harassment may also constitute child albkise,it must be reported to the
Department of Social Service in accordance withdydHG.

The investigation may consist of personal intergevith the complainant,
the alleged harasser, and any others who maykmoweledge of the alleged
harassment or the circumstances giving rise teatheplaint. The investigation may
also consist of the inspection of any other docuseninformation deemed relevant
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by the investigator. The school division shall takeessary steps to protect the
complainant and others pending the completion @frnkiestigation.

In determining whether alleged conduct constitatgglation of this policy,
the division shall consider, at a minimum: (1) seerounding circumstances; (2) the
nature of the behavior; (3) past incidents or pasontinuing patterns of behavior;
(4) the relationship between the parties; (5) héerothe conduct occurred; (6) the
identity of the alleged perpetrator in relatiorthie alleged victim (i.e. whether the
alleged perpetrator was in a position of power a@keralleged victim); (7) the
location of the alleged harassment; (8) the agdilseoparties and (9) the context in
which the alleged incidents occurred. Whetherréiqudar action or incident
constitutes a violation of this policy requiresase by case determination based on all
of the facts and circumstances revealed after ggmand thorough investigation.

The compliance officer shall issue a written reporthe superintendent upon
completion of the investigation. If the complaiméolves the superintendent, then the
report shall be sent to the School Board. Thertegh@ll include a determination of
whether the allegations are substantiated, whétigepolicy was violated and
recommendations for corrective action, if any.

All employees shall cooperate with any investigaid alleged harassment
conducted under this policy or by an appropriadgesor federal agency.

3. Action by Superintendent

Within 5 calendar days of receiving the compliaoffecer’s report, the
Superintendent or designee shall issue a decisgarding whether this policy was
violated. This decision must be provided in writbtoghe complainant and the alleged
perpetrator. If the Superintendent or designéernenes that prohibited harassment
occurred, the Buchanan County School Division dfaék prompt, appropriate action
to address and remedy the violation as well asgmteany recurrence. Such action
may include discipline up to and including expufsar discharge. Whether or not
the Superintendent or designee determines thaitpedh harassment occurred, the
Superintendent or designee may determine that s@¥de or division-wide training
be conducted or that the complainant receive cdimgse

4. Appeal

If the Superintendent or designee determines tha@trohibited harassment
occurred, the employee or student who was allegadjected to harassment may
appeal this finding to the School Board within feaaar days of receiving the
decision. Notice of appeal must be filed with sl@erintendent who shall forward
the record to the School Board. The School Bohall snake a decision within 30
calendar days of receiving the record. The ScBoakd may ask for oral or written
argument from the aggrieved party and the supemiaiet and any other individual
the School Board deems relevant.
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If the Superintendent or designee determines ttodtilpited harassment
occurred and discipline is imposed, the disciplipetson may appeal the disciplinary
sanction in the same manner as any other such@amatuld be appealed.

Employees may choose to pursue their complaintsruhis policy through
the relevant employee grievance procedure instedtea@omplaint procedure in this

policy.
5. Compliance Officer and Alternate Compliance Officer

The Buchanan County School Board has designateseR&ireet, Title IX
Coordinator (P.O. Box 833, Grundy, VA 24614, (2985-4551) as the Compliance
Officer responsible for identifying, preventing arenedying prohibited harassment.
Complaints of harassment may also be made to tteen@te Compliance Officer,Karen
Taylor, Secondary Supervisor, (P.O. Box 833, GruMly 24614, (276) 935-4551). The
Compliance Officer shall:

* receive reports or complaints of harassment;

» oversee the investigation of any alleged harassment

» assess the training needs of the school divisi@ommection with this policy;

* arrange necessary training to achieve complianttetivis policy;

* insure that any harassment investigation is cordigy an impartial investigator
who is trained in the requirements of equal empleytfeducation opportunity,
including the authority to protect the alleged micand others during the
investigation.

B. Informal Procedure

If the complainant and the person accused of hay@sisagree, the student’s principal or
designee may arrange for them to resolve the comipfdiormally with the help of a counselor,
teacher, or administrator.

If the complainant and the person accused of har@sisagree to resolve the complaint
informally, they shall each be informed that thayé the right to abandon the informal
procedure at any time in favor of the initiationtlbé Formal Procedures set forth herein. The
principal or designee shall notify the complainandl the person accused of harassment in
writing when the complaint has been resolved. Wh#en notice shall state whether prohibited
harassment occurred.

V. Retaliation

Retaliation against students or school personnelngport harassment or participate in
any related proceedings is prohibited. The ScBaagkion shall take appropriate action against
students or school personnel who retaliate agamsstudent or school personnel who reports
alleged harassment or participates in related pings.
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V. Right to Alternative Complaint Procedure

Nothing in this policy shall deny the right of aimglividual to pursue other avenues of
recourse to address concerns relating to prohibiéedssment including initiating civil action,
filing a complaint with outside agencies or seekiedress under state or federal law.

VI. Prevention and Notice of Policy

Training to prevent sexual harassment and harasdmasad on race, national origin,
disability and religion should be included in emy@e and student orientations as well as
employee in-service training.

This policy shall be (1) displayed in prominenta®f each division building in a
location accessible to students, parents and sgessbnnel, (2) included in the student and
employee handbooks; and (3) sent to parents sfuadents within 30 calendar days of the start
of school. Further, all students, and their pagoiardians, and employees shall be notified
annually of the names and contact information efddmpliance officers.

VII.  False Charges

Students or school personnel who knowingly maksefaharges of harassment shall be
subject to disciplinary action as well as any corilcriminal legal proceedings.

Adopted: July 28, 2011

Legal Refs: 20J.S.C.88 1681-1688.
29U.5.C.8 794.
42U.S.C.88 2000d-2000d-7.
42U.S.C.88 2000e-2000e-17.

34 C.F.R. part 106.

Cross Refs:  AC  Nondiscrimination
AD  Educational Philosophy
GB  Equal Employment Opportunity/Nondiscrimination
JB Equal Educational Opportunities/Nondiscriminatio
JFC  Student Conduct
JFC-R Standards of Student Conduct
GCPD Professional Staff Members: Contract StatusDiscipline
GDPD Support Staff Members: Contract Status aisdipline
JHG Child Abuse and Neglect Reporting
KKA Service Animals in Public Schools
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Report of Harassment

Name of Complainant:
For Students, School Attending:
For Employees, Position:

Address and Phone Number:

Date(s) of Alleged Incident(s) of Harassment:

Name of person(s) you believe harassed you orsther

If the alleged harassment was toward another, plieletify that person:

Please describe in detail the incident(s) of atldggrassment, including where and when the

incident(s) occurred. Please note any withessg¢athy have observed the incident(s). Attach
additional pages if necessary.

Please describe any past incidents that may bedeia this complaint.

| certify that the information provided in this @pis true, correct and complete to the best of my
knowledge:

Signature of Complainant Date

Complaint Received By:

(Principal or Compliance Officer) Date
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STAFF INVOLVEMENT IN DECISION MAKING
Employees are encouraged to communicate theis igled concerns in an orderly and
constructive manner to the School Board and/or adbtnative staff. A system of two way

communication shall be established by the superd@et to hear from and respond to all
employees.

Adopted: July 23, 2008

Legal Ref.:  Code of Virginia, 1950, as amended?28253.13:7.C.1.
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STAFF COMPENSATION PROCEDURES
Employees will be paid in accordance with the Budn County school division pay

schedule. Employees who work less than 12 monilhbevgiven a copy of the document
entitled “Written Notice of How Employees Who Wdrkss Than 12 Months are to be Paid.”

Adopted: July 30, 2009
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DEFERRED WAGE PAYMENT ELECTION FORM

This is to notify the Buchanan County school simn that | have elected, beginning with
the 2008 — 2009 school year, to have the salarthoperiod | actually perform services paid out
over a 12-month period.

In the event that a separation from service odoafsre the end of the 12-month payment
period, | will be entitled to an additional paymémnt the amount | have actually earned from the
beginning of the 12-month pay period until the d#teny separation from service, but which has
not yet been paid. This additional payment wiliti@uded in my final paycheck. For this
purpose, “separation from service” has the samenmgas that term is defined in section
1.409A-1(h) of the Treasury Regulations.

This notice is irrevocable for any particular schgear, and may not be changed or
withdrawn after the beginning of the school yeawhich | am working. This notice will be
effective for the 2008 - 2009 school year and@lbfving school years unless | change my
election. If I choose not to have my salary deféiin any future school year and be paid only
during the period that | actually perform servidesill so notify the Buchanan County school
division in writing prior to beginning work for thachool year.

This notice will have no effect if it is not suliteid to the division prior to the time |
begin working for the 2008 - 2009 school year.

Signature Date Signed

Printed Name
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NOTICE OF HOW EMPLOYEES WHO WORK LESS THAN 12 MONH®H
ARE TO BE PAID

This notifiesiname of employeethat Buchanan County school division requires him o
her to be paid over 12 months regardless of theliat he or she will actually work over a
shorter time period. Specificallgame of employeewill receive[school division should
choose one of the followinjg

12 equal monthly payments [afollar amount of each paymen} beginning oridate]

24 equal bi-monthly payments (or 26 equal paymewsy two weeks) dtlollar
amounts of each paymentpeginning orjdate].

In the event that a separation from service odoafsre the end of the 12-month payment
period,[name of employeewill be entitled to an additional payment for #ti@ount actually
earned from the beginning of the 12-month pay pleuiatil the date of separation from service
which has not yet been paid. This additional payrmell be included in the employee’s final
paycheck. For this purpose, “separation from sefvinas the same meaning as that term is
defined in section 1.409A-1(h) of the Treasury Ratjons.
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(Also BG)

BOARD-STAFF COMMUNICATIONS

The Buchanan County School Board supports andueages the concept of two-way
communication between the board and employeessijerintendent is the official
representative of the School Board as its chiefiadtnative officer in its relations and
communications with its employees. A descriptiothaf two-way communication system shall
be included in this policy manual.

The School Board desires to develop and mainkeirbést possible working relationship
with the employees of the school division. The Bloaelcomes the viewpoints of employees,
and it shall allow time at its meetings for empley¢o be heard.

It is the policy of the School Board not to disaimate against any employee by reason of

his or her membership in an employee organizatioparticipation in any lawful activities of
the organization.

Adopted: July 23, 2008

Legal Ref.:  Code of Virginia, 1950, as amended?28253.13:7.C.1.

Cross Ref.:  GBB Staff Involvement in Decision Makin
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STAFF HEALTH

As a condition of employment every new employethefSchool Board including
teachers, cafeteria workers, janitors and bus drjwhall submit a certificate signed by a
licensed physician, physician assistant, nursetioaer, or registered nurse stating the
employee appears free of communicable tuberculgsisinteers may be required to provide
such a certificate.

After consulting with the local health directoretBchool Board may require the
submission of such certificates annually, or ahgatervals as it deems appropriate, as a
condition to continued employment.

Physical Exams for School Bus Drivers

No person shall be employed as a bus driver uhless she has a physical exam of the
scope required by the Board of Education and pesv/ttie School Board the results of the exam
on the form prescribed by the Board of EducatiSnch exam and report may be provided by a
licensed nurse practitioner or physician assistant.

The School Board may also require alcohol and testing in accordance with Policy
GDQ.

Adopted: July 28, 2011

Legal Refs.: Code of Virginia, 1950, as amended?38-178, 22.1-300, 22.1-301, 54.1-
2952.2, 54.1-2957.02.

Cross Ref.: EBAB Possible Exposure to Viral Iniecs
EBBB Personnel Training—Viral Infections
GDQ School Bus Drivers
JHCC Communicable Diseases
JHCCA Blood-Borne Contagious or Infectious Diseases
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UNLAWFUL MANUFACTURE, DISTRIBUTION, DISPENSING,
POSSESSION OR USE OF A CONTROLLED SUBSTANCE

The Buchanan County School Board is committed amntaining a Drug-Free
Workplace.

Prohibited Conduct

Employees may not unlawfully manufacture, distiéhulispense, or possess a controlled
substance on school property, at any school agtmiton any school-sponsored trip. It is a
condition of employment that each employee of thet&nan County School Board will not
engage in such prohibited conduct and will nofifg Buchanan County School Board of any
criminal drug conviction for a violation occurrimg the work place no later than 5 days after
such conviction.

Discipline

The superintendent and School Board will take ayppate personnel action up to and
including dismissal of any employee found to hawgaged in prohibited conduct listed above.
Such personnel action will include the impositidrasanction on, or the requiring of the
satisfactory participation in a drug abuse asstgtam rehabilitation program by, any employee
who is convicted of a violation of any criminal dratatute.

Distribution of Policy

All employees shall be given a copy of this palicy

Drug-Free Awareness Program

The Buchanan County School Board shall establdtug-free awareness program to
inform its employees about the dangers of drug@bughe workplace, the Board’s policy of
maintaining a drug-free workplace, and availablggdrounseling, rehabilitation, and employee
assistance programs, and the penalties that maydmsed upon employees for violations of

laws and policies regarding drug abuse.

Adopted: October 21, 2002

Legal Refs. 41 U.S.C. § 702.
Code of Virginia, 1950, as amended, 8§ 22.1-281-279.3:1.
8 VAC 20-560-10.

Cross Ref.:  GDQ School Bus Drivers
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Revised

Policy Statement

The Buchanan County School Board recognizes tkhahal and drug abuse in the
workplace has become a major concern. The boamwhiserned about the detrimental
effects which illegal drug use and alcohol abuseshgon the health and safety of its
employees, volunteers and students. The Board memxgjthat the excessive or habitual
use of alcohol and the non-medical or illegal useérogs leads to increased accidents in
the workplace, increases absenteeism of employekadversely affects the quality of
job performance and are grounds for the dismidsainployees or volunteers. The
Board also recognizes that teachers and schooh#stmators are intended by parents,
citizens and lawmakers to serve as role modelsttmtents.

It is the policy of the Buchanan County Public Salsdhat a “Drug-Free Workplace”
shall be maintained. To ensure a safe, healthyamngifree environment for employees,
volunteers, students and others, the Board hagedipplicyGBEA-R. This policy
applies to all employees, applicants and volunteers

Policy: GBEA-R
Revised: July 23, 2008

UNLAWFUL MANUFACTURE, DISTRIBUTION, DISPENSING,
POSSESSION OR USE OF A CONTROLLED SUBSTANCE ORALCOHOL

Purposeand Scope

a. The Buchanan County School Board is committed tmtaming aDrug-
FreeWorkplace. The term “drug-free” includes “alcohol-free”.

Prohibited Conduct - All employees, applicants wollinteers are prohibited
from using, possessing, selling, manufacturingecipasing, dispensing,
concealing, receiving, transporting or using noespribed or illegal

substances, such as alcohol, amphetamines, batbdgubenzodiazepines,
cannabinoids, cocaine, meperidine, opiates, oxyw@dohencyclindine,
propoxyphene, a synthetic narcotic, a designer driggmetabolite of any of

the substances listed above and are likewise ptetlirom misusing legally-
prescribed drugs while performing duties in a “saensitive” position on
school property, at any school activity or on aclya®l sponsored trip or Division
activity.
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b. A drug-free awareness program is hereby establishddvill be implemented by the
Superintendent with the implementation of this &l

I. Before testing is initiated under this policy, eacinrent employee, job
applicant, and volunteer will be provided a copyolicy
statement/notice.

il. There will be a 60-day period between the noticeniployees, applicants,
and volunteers that a drug-testing program is bemmemented, and the
actual drug testing.

iii. This policy shall apply to all Division employeegplicants, and
volunteers. All applicants will be provided a cagfythe drug-free
workplace notice with a conditional offer of emptognt and all
volunteers will be provided a copy of the noticéobe any volunteer
activities are performed. Each employee will sagpal date
acknowledgement of receipt and understanding ofithg-free workplace
policy statement/notice, and that acknowledgemelhbe retained in the
employee’s personnel file. Copies of the drug-fseekplace notice shall
be posted in prominent locations in the School $on buildings.

c. Through the establishment of a standard drug-ggtiagram, all employees,
applicants, and volunteers shall be subject to tstng as a condition of
employment and shall be a condition prior to comeivenor continuing volunteer
activities. Employees who violate this Policy $hw subject to disciplinary action by
the Superintendent and/or School Board up to acidding termination of
employment. Job applicants who violate this Pollynot be hired; and volunteers
who violate this policy will not be allowed to perin volunteer services.

d. Reporting for duty or remaining on duty under thitience is prohibited, except
when the use of a controlled substance is purdoahe prescribed instructions of a
licensed medical practitioner who has advisedideszidual that the substance will
not adversely affect the individual’'s ability tofesly perform their assigned duties.

e. Through the implementation of this Policy, the Bbartends to comply with and be
subject to current and future requirements conthineéhe Drug-Free
Workplace Act of 1988. The standards and procedewatained in this Policy are
separate from all tests and procedures requiredebipOT.

f. Testing Positive — No employee or volunteer stegdort for duty or remain on duty
after testing positive for alcohol or other drugstil cleared to return.
While waiting for clearance, the employee kbalplaced on a non-duty
status. From the time the test is confirmpesitive, the non-duty status shall
be unpaid; the employee shall be given th®omf using any accumulated
annual or sick leave before the leave isredlgithout pay (unless the
employee is incarcerated, in which case drmusick leave is not an option),



and the Division will restore the leave hotaieen (or the unpaid wages if
leave hours were not used) if an appeal detaken and shows the
confirmed positive test was due to anothasoa such as prescription or
nonprescription medication was taken.

2. Definitions — For the purpose of this Policy, the followingnts are defined:

a.Alcohol — Includes alcohol, spirits, wine, and beer, ang one or more of such
varieties containing one-half of one percent orerafralcohol by volume, including
mixed alcoholic beverages, and every liquid ordsglatented or not, containing alcohol,
spirits, wine, or beer and capable of being conslibyea human being. Any liquid or
solid containing more than one of the four vargetball be considered as belonging to
that variety which has the higher percentage aftadt however obtained, according to
the order in which they are set forth in this ditiom.

b. Alcohol Use- The drinking or ingestion of any beverage, lejmixture, or preparation
(including any medication) containing alcohol.

c. Alcohol Test Analysis by a breathalyzer sample will be useddtermine the blood
alcohol level.

d. Applicant - Any individual who has applied for a positiofittwthe Division and has
been offered conditional employment upon succedggbalssing a drug test.

e.Chain of Custody- The procedure used to account for the integifitgach urine
specimen by tracking its handling and storage fpmint of specimen collection to final
disposition for all specimens by an appropriategdasting custody form that documents
custody of the specimen from collection to recbipthe laboratory and handling of the
sample aliquots (a portion of a specimen usedefstirtg) with the laboratory.

f. Confirmation Test for Alcohot A second test following an initial alcohol tegth a
result of 0.02 BAC or greater will be given withi® minutes of an initial positive test.

g. Confirmation Test for Drug@Other than Alcohol).- A second analytical procegu
following an initial drug test, used to confirm theesence of a specific drug or
metabolite in a specimen through a different teghaiand chemical principle from that
of the screen test. Gas chromatography/mass spestinois the only authorized
confirmation test for cocaine, marijuana, opiaggsphetamines, and phencyclidine.

h. Confirmed Test or Confirmed Drug TesA screening result confirmed by a second
analytical procedure used to confirm the presefeespecific drug or metabolite in a
specimen through a different technique and chempigatiple from that of the screen
test. Gas chromatography/mass spectrometry is the

authorized confirmation test for cocaine, marijyas@ates, amphetamines, and
phencyclidine.
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i. Drug Rehabilitation - A service vendor that provides confidentiahely and expert
identification, assessment, and resolution of eyg#alrug abuse through the Division’s
Employee Assistance Program.

J- Drug Test - A chemical, biological, or physical instrumdrdaalysis administered, by
a laboratory certified by the United States Departhof Health and Human Services for
the purpose of determining the presence of a dnatu@ing alcohol) or its metabolites.
The Division shall pay for all drug tests, initehd confirmation, that it requires of
employees. Employees and volunteers must paynfoadditional tests not required by
the Division. A urine sample will be used for ithé&ial and confirmation test for all
drugs and substances (except alcohol, for whiateathalyzer is used for initial and
confirmation tests).

k. Drug or Controlled SubstanceAlcohol, (including a distilled spirit, wine, onalt
beverage, or an intoxicating liquor), amphetaminesbiturates; benzodiazepines,
cannabinoids; cocaine; meperidine, , opiates, akyoe, phencyclidine; propoxyphene; a
synthetic narcotic; a designer drug; or a metabalitany of these substances. (The
Division may test for any or all of these drugs).

I. Employee- The term “employee” means any person who wéokghe Division for
salary, wages, or other remuneration.

m. Employee Assistance ProgrdfAP).- An established program capable of progdin
expert assessment of an employee’s personal canaamfidential and timely
identification services for employees drug or atWladdbuse; referrals of employees for
appropriate diagnosis, treatment, and assistandefoflow-up services for employees
who participate in the program or require monitgraiter returning to work.

n. First Offense- An initial violation of this drug-free workpladPolicy. (Alcohol or
Drugs)

0. Fitness for Duty- An employee shall refrain from reporting to war working with
the presence of non-prescribed or illegal drugsayhol in his or her body;

for the purpose of this Policy “fitness for duty’eams being in a mental and physical
condition appropriate for work, including but nohited to being sober in accordance
with this Policy. The term also applies to apptisa(meaning fitness to begin working
for the Division) and volunteers (fitness to congrserving in volunteer functions).

p. Initial Drug Test - A sensitive, rapid, and reliable proceduredenitify negative and
presumptive positive specimens, using a scientijieecepted method approved by the
U.S. FDA.

g. Medical Review OfficefMRO).- A licensed physician, employed with or tracted by
the Division, who has knowledge of substance alis®ders, laboratory testing
procedures, and chain of custody collection prosegjuwho verifies positive, confirmed
test results; who has the necessary medical tgatoimterpret and evaluate an
employee’s positive test results; and who has #oessary medical training to interpret
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and evaluate an employee’s positive test resuklation to the employee’s medical
history or any other relevant biomedical informatio

r. Positive Breath Test An alcohol concentration of 0.02 percent or enoy weight by
volume or 0.02 grams or more per 210 liters of thr@s indicated by a test administered
as provided in this policy.

s.Reasonable-Suspicion Drug TestinDrug Testing based on a belief that an employee,
applicant, or volunteer is using or has used dmig#lation of this Policy, drawn from
specific objective and articulable facts and reabtaminferences drawn from those facts
in light of experienceAt least one supervisor or supervisor's designeth®@fsame sex as
the employee to be tested shall accompany the ga®to the testing site.

t. Safety Sensitive Position.- Any position whergrggle-mistake by an individual can
create an immediate threat or serious harm to stademployees, or others. Safety-
sensitive positions include all employee positi@applicant positions, non-contracted
positions, part-time positions, substitute posgicschool and athletic volunteers.

u. Screening Test(also known as Initial Test or Initial Drug Tedh alcohol testing, an
analytical procedure to determine whether an engapjpb applicant,

or volunteer may have a prohibited concentratioalodhol in his/her system. In
controlled substance testing, an immunoassay stosgiminate “negative” urine
specimens from further consideration will be used.

v. Second Offense Any violation of this drug-free workplace (whet alcohol or drugs)
following the initial violation, whether either Mation involves alcohol or other drugs,
constitutes a second offense.

w. Specimen- Tissue, hair, or a product of the human boghabte of revealing the
presence of drugs or metabolites, as approvedebyif. FDA.

X. Substance Abuse Professio(8AP).- A person with the knowledge of and clihica
experience in the diagnosis and treatment of deleged disorders who evaluates
employees and makes recommendations concerningtemludreatment, follow-up
testing, and aftercare.

y. Volunteer - An individual who offers services to the Divisiwithout
remuneration.

z.Workplace- Any site where work on a Division program, pijer activity is
performed, including but not limited to, a schoallbing, other school premises, any
school-owned vehicle or any other school-approwadaole used to transport students to
and from school or other school activities. “Wddqe” shall include school-sponsored
activities, events or functions which are heldsaffiool property in which students are
under the school division jurisdiction includingjtimot limited to field trips and athletic
events.
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3. Noticeof Arrest or Conviction. - Any employee arrested or convicted of a violatf any
drug or alcohol statute (or plea of guilty, no @stf or “nole contendere”) shall notify the
Division Superintendent in writing within 5 workirdays after arrest or convictiofailure
to report such an offense may result in disciplinaction in accordance with Buchanan
County School Board personnel policies and appleatate law.

4. Prohibited Conduct.- The following types of conduct are expresslyhpoded for all
employees, applicants, and volunteers and shailtresdisciplinary action up to and
including termination of employment or terminatioinvolunteer services.

a. On-Duty.- All employees, job applicants, and va&ers are prohibited from
using, possessing, selling, manufacturing, purcigaslispensing, concealing,
receiving, transporting, or using non-prescriptionllegally substances, such as
alcohol, amphetamines, barbiturates, benzodiazepoa@nabinoids, cocaine,
meperidine, opiates, oxycodone, phencyclindinep@xgphene, a synthetic
narcotic, a designer drug or a metabolite of arthe$e substances listed above or
any other controlled substance as defined by fédegalation and are likewise
prohibited from misusing legally-prescribed drudsle performing duties in a
“safety-sensitivé position on school property, at any school Digisior on any
school sponsored trip or Division activityEriployees who personally use or who
are designated to administer to a student a drutp@uzed by and administered
in accordance with a prescription from a health f@ssional shall not be
considered in violation of this policy).

b. Controlled Substance(s)/Drug/Alcohol Use or Abubsm-employee or volunteer
shall report to duty or remain on duty while unttex influence of, or impaired by
drugs (including alcohol) as may be shown by bedragpeech or job performance.
As a condition of employment, employees are reguioeremain away from the place
of duty and off Division property if under the inénce of alcohol/drugs.

c. Alcohol Concentration. - No employee shall reportitity or remain on duty while
having a breath alcohol concentration of two oneelnedths (0.02) BAC or more.

d. Use Following an Accident.- No employee or voluntiegolved in an on-the-job
vehicular or other work-related accident shall alsehol for eight (8) hours
following the accident, or until after undergoing@st-accident test, whichever
occurs first.

e. Refusal to Submit to a Required Drug Test.- Foltayén on-the-job vehicular or
other work-related accident, employees shall noiseeto submit to post-accident
drug (alcohol or controlled substances) test; hail @n employee refuse to submit to
a reasonable suspicion test, a fitness for duty test, random drug test or a follow-
up drug test. Failure to complete and sign tedonn(s), to provide an adequate
specimen, or failure to cooperate with the tespirggess in a way that prevents the
completion of the test shall be considered a rétos@st and will be deemed a
positive test result. Any obstruction to and latkcooperation with the testing
process shall be considered a refusal to test eacheld a positive test result.
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. Testing Procedure - All drug testing will be conducted by a Divisialesignated
laboratory. The testing will be conducted with eggpiate chain of custody procedures to
ensure accuracy and continuity in specimen cotlacthandling, transfer, and storage.
(Appendix A)

Referral for Testing. - Notification and testing forms will be providéalemployees,
applicants, and volunteers before drug tedbnghe Division Superintendent or Division
Designee. (Appendix B)

. Voluntary Self-Referral/Rehabilitation. - At any time before notification of a required
test, an employee is encouraged to contact thesiDivs EAP for voluntary treatment of a
substance problem. Such employees may be regoitbmit to compliance testing as a
part of the treatment program. Voluntary self-refemade at the time of notification shall
not excuse an employee from drug/alcohol testingshall it negate a positive result from
such test. An employee will not be subject to liisge or disciplinary action on the basis
of voluntary self referral for treatment.

. Kinds of Testing. - EmployeesApplicantsandVolunteersshallbe subjectto the
following typesof testing

a. PreEmploymentTesting- All applicants being considered for employment
including part-time applicants and applicants fadoitute positions) will be
tested. A negative test result must be receivemt poia final job offer for
employment is made. A refusal to submit to adest positive confirmed test
result will be used as a basis to reject the agptitor employment.

b. Reasonabl8uspicionTesting -All employees and volunteers, ntayrequiredo
submit for testing when a supervisor has a readersaispicion that the individual is
using or has used drugs in violation of this poli&ileast onesupervisor or
supervisor’'s designee of the same sex as the eesptwwolunteer to be tested shall
accompany the employee or volunteer to the testieg Reasonable Suspicion may
include, but is not limited to, the following exaleg:

i.  possesses drug paraphernalia at thephaark, school activity
or division sponsored activity

ii. possesses nqmescribed or illegal drugs or alcohol at the
workplace, school activity or division sponsorethaty

iii. is observed intoxicated or impaired by d&obor non-
prescribed or illegal drugs at the workplace, stheotvity or
division sponsored activity

iv. has been reported by a reliable and crediblece as recently
using non-prescribed or illegal drugs or alcohdha
workplace, school activity or division sponsoretiaty

V. has tampered with diests
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vi. is engaged in abnormal conduct or erratitalveor at work

vii. shows significant deteation in work performance

viii. has caused, contrilulite, or been involved in an accident
while on the work site

ix. evidence has been presented that an emplogéetiipe

employee, substitute or volunteer has used, pastessid,

solicited or transferred non-prescribed or illegialgs on or off school property
or while operating the Division’s vehicle, machiyer equipment, or alcohol on
or off school property or while on duty or whileeypting the Division’s vehicle,
machinery or equipment.

The reason to suspect shall be based on specftiiparticular facts and shall be
documented in writing and reasonable inferenceswdrérom those facts.

A copy of this written documentation shall be giterthe
employee/applicant/volunteer upon request and tiggnal documentation shall be
kept confidential and retained by the Division.

c. Fitnesdor Duty Testing— An employee may be asked to submit to drugaegiart of
a routinely scheduled fitness for duty medical eixetion that is either a part of the
employer’s established policy or that is schedutedinely for all members of an
employment classification or group.

d. Follow-up Test— Employees who have successfully completed arosep
assistance program or a drug or alcohol rehaldigirogram and return to duty must
submit to unannounced drug and alcohol tests for(By yearsafter the date of
returning to duty. Testing will be determined bg ivision superintendent or
designee.

9. Employee Assistance Program (EAP
The superintendent shall establish a compreheasiden-going drug-  free/alcohol-
free prevention program for all employees/applisaiunteers.

a. Education and training for school employees, stiss, volunteers, Division
administrators and supervisors regarding the dangfedrugs and alcohol,
including effects and consequences of substancgeatupersonal health, safety
and work

b. Education and training on the Division’s policy gmicedures on drug-
free/alcohol-free workplace

c. Education and training on the requirements for ragorg compliance with the
Division’s Drug-Free/Alcohol-Free Workplace Policy

d. Education and training on information about avdéatrug/alcohol counseling
and available rehabilitation/employee assistanogrmams

e. Education and training on the manifestation andabiginal cause that may
indicate substance abuse
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Education and training on penalties that may beosed for drug/alcohol abuse
violations

Documentatiorof educationandtraining will berequired

10.Searches

With probable cause the school administration hagight to search, without the
employee’s consent, all areas and property whietstihool system maintains full
control, or joint control with the employee. Swafeas and property include, but are not
limited to desks, closets, bookcases, lockerscélgnets, tool boxes, bags and vehicles.

11. Results Reporting

a. The MRO will contact the tested employee, applicantolunteer on a

b.

confidential basis before confirming a positivdialitest result.

The MRO will give the employee, applicant or volesit an opportunity to discuss
the initial test results. If the MRO makes a readd® documented effort to reach
the individual tested and is unable to do so, tiR\vshall inform the Division
Superintendent or designated representative, whohen direct the individual
tested to contact the MRO as soon as possible.

After making all reasonable efforts to contacteéhgployee, applicant or
volunteer, the Division Superintendent or desighagpresentative will

place the employee on temporary medical leaveameplolunteer on temporary
leave.

The MRO'’s confirmation of a positive test resultie employee, applicant or
volunteer is important. However in certain circtiamges the MRO will report a
confirmation test as positive to the Division

Superintendent or designee without having comnatecdirectly

with the employee, applicant or volunteer. Suectuenstances include:

i. the employee, applicant or volunteer declines fuses the opportunity to
discuss the test with the MRO;

ii. the Division Superintendent or Division Designes baccessfully
contacted the tested employee, applicant or voturged notified the
individual to communicate with the MRO and morertlize working
days has passed since the contact/notice was given;

lii. neither the MRO, Division Superintendent nor DigisDesignee, after
making all reasonable effort has been able to cotii@ employee,
applicant or volunteer after fourteen (14) calertkys of the date on
which the MRO receives the confirmed test results.

Following the confirmation of a positive test rastihe MRO shall notify the
Division Superintendent or Division Designee.

The Division shall provide, upon written requestopy of the test results to the
tested employee, applicant or volunteer.
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12.Challenges to Test Results

a.

A positive test result does not automatically idfgran
employee/applicant/volunteer as having used drnuggoiation of this policy
therefore, providing the MRO with detailed knowledsf possible alternative
explanations is important and is the responsibdftthe
employee/applicant/volunteer.

Within five (5) working days after receipt of a jtoge confirmed test result from
the MRO, the Division Superintendent or Divisiorsigmee shall inform the
employee/applicant/volunteer in writing of the pgiva test result, the
consequences of such results, and the optionsablaio the
employee/applicant/volunteer. One option is thigiw five (5) working days
after receiving notice of a positive result, thepbmgee/applicant/volunteer may
submit information to the Division’s MRO explainimg contesting the test result,
and explaining why the result does not violate gukcy. If the explanation or
challenge is unsatisfactory to the MRO, a writtgplanation as to why the
explanation is unsatisfactory, along with the reépdpositive result, shall be
provided by the Division Superintendent or DivisiDasignee to the
employee/applicant/volunteer.

Additionally, the MRO on behalf of the Division shaotify an
employee/applicant/volunteer whose test resultieas confirmed as

positive of the right to request an independentysmawithin seventy-two (72)
hours. If the employee requests the independextysia within seventy-two
hours, the MRO shall take appropriate action tealithe analysis. Such
independent analysis will be conducted by “splegmen”, at the
employee’s/applicant’s/volunteer’s expense, wittiicient specimen being
retained for later verification testing.

The tested employee/applicant/volunteer shall heaexpense of any testing of a
specimen requested by the individual.

All aspects of the testing process, including dmgllenges to the testing process,
will be kept confidential to the extent allowed layv.

13.Costs of Testing
The Division will pay the cost of initial and comfiation tests which it requires of
employees/applicants/volunteers. The employeatslvolunteer shall pay the cost of
any additional tests not required by the employer.

14.Disciplinary Action for Positive Test Results. - Apositive test result shall require the
employee’s or volunteer’s immediate removal from dty.
a. No employee or volunteer shall perform duties afteting positive for drugs

b.

until the terms specified in this Policy have beatisfied.
Employees whose test is confirmed positive for mlawful controlled substance
or has a prohibited alcohol level shall be subjedisciplinary action by the
Superintendent and/or School Boartie Division Superintendent or Division
Designee will notify the School Board of grositive result within 48 hrghis
information will remain confidential. Disciplinagction mayinclude:

I. mandatory participation in a rehabilitation program

il. mandatory participation in an employee assistamog@am
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iii. mandatory completion of educational seminars orrsesl
iv. discharge from employment

c. Applicants who test positive will not be hired. \Yateers who test positive will
not be allowed to perform volunteer functions. rarte date of mailing a
certified letter an applicant or volunteer will lmoved from the approved list-
for a two year period.

d. If a non-prescribed or illegal drug or alcoholasifid to be present in the
employee’s system at a prohibited level, the enmg#ayay be terminated and
shall forfeit his or her eligibility for medical dindemnity benefits. This
provision, however, shall not abrogate the divisabligation to comply with
COBRA.

Refusal to submit to a drug or alcohol test shall be treated as a positive
result.

15. Confidentiality

All information, interviews, reports, statementemoranda, and test results received or
produced under the programs established by thisyPare confidential. This

information may not be used or received in evidenbgained in discovery, or disclosed
in any public or private proceedings, except asifipd below or as required by law:

I. upon written consent of the employee/applicant/ntdar tested; (such
consent must include the name of the person tovetige information;
the purpose of the disclosure; the precise infamnat
to be disclosed; the duration of the consent; Badsignature of the
person authorizing the release);

ii. when ordered by an administrative law judge, aihgasfficer, a court, or
a professional or occupational licensing board dnsaiplinary proceeding;

iii. the information has been placed at issue in a fodispute or any
disciplinary proceedings between the employer Aecetmployee;

iv. the information is to be used as necessary in adtaimg an employee
assistance program;

v. the information is needed by medical personnettferdiagnosis or
treatment of the employee or volunteer in the etlememployee or
volunteer is unable to authorize disclosure;

vi. within various Division departments when consultmth legal counsel in
connection with actions related to the informatidmen the information is
relevant to defense of a civil or administrativettea

16. Noticeto Employees Applicants, and Volunteers. - The Division Superintendent or
Designee will prepare and distribute a notice aymyof this Policy to all Division
employees, applicants, and volunteers..

17.Required Training for Supervisors. - Any supervisor who is assigned the responsibil
for making a reasonable-suspicion determinatioli sbenplete a training program on
alcohol misuse and controlled substance abuse.traimng shall include, but is not
limited to:
a. the dangers of drug and alcohol abuse
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b. the prohibition of drugs and alcohol use in the kptace
the Division’s Policy of maintaining a drug-free skplace and types of testing
that will be conducted
contact information for available drug/alcohol cealing and rehabilitation
contact information for the Employee Assistancegfham (EAP)
the consequences of refusing to submit to testing
all drugs included in testing under this Policy
the procedures for challenging a positive confirrtesd result
the confidential provisions of this Policy
the penalties to be imposed for violations of #adicy
recognition of symptoms of drug and alcohol abuse

o

T TSsemoea

18. Consent - Before a urinalysis or breathalyzer is administeesdployees, applicants and
volunteers will be asked to sign a consent fornhauting the test and permitting the
release of test results to the school administatibhe signing of the consent form shall
not be deemed to be a waiver of any objectionee@blicy or the application thereof.
(Appendix C)

19. Division Designated Representative All questions concerning this Policy should be
directed to the Division Superintendent or Designee

Adopted: April 26, 2006
Revised: July 23, 2008 (Buchanan County School doar

Reference

Crager vs. Board of Education of Knott County, Ky.,Supp. 2 690(E.D. Ky. 2004)

4/06 BUCHANAN COUNTY PUBLIC SCHOOLS
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CHAIN OF CUSTODY- DRUG SCREEN PROCEDURES/CUTOFF RANGES

Preliminary Procedures.

1.

wn

ok

© ©

Verify employee identification with photo ID, oriot available, an employee
representative.

If the employee asks, the collector must provigmtdication.

Ask the employee to complete the hospital consam fand personal data form.
Witness.

Perform any breath alcohol test, if ordered, betonee collection begins.

Direct the employee to remove outer clothing, jackeat, and hat. These items
plus any briefcase(s), purse, or other belongingstioe left with the collector or in
a mutually agreeable location. (Employees may kieejp wallet). If the employee
refuses to cooperate with these directions, thiemsidered a refusal to test.
Direct the employee to empty his/her pockets asdldy the items in them. If there
is nothing that can be used to adulterate the spatGithe employee can place the
items back in his/her pockets. If there are malkgthat could be used to tamper
with the specimen, the collector must determirteefmaterial appears to be
brought in with the intent to alter the specimen.

If the material appears to be brought in with titemt to alter the specimen,
proceed with a directly observed collection.

If the material appears to have been brought indenty, (example, eye drops),
the material should be secured by the collectoraandrmal collection should
proceed.

The employee should be instructed to not list megghas taken on the CCF (chain
of custody form), but the employee may list onltaek of the donor copy for
his/her own convenience, but cannot give to angse.

The collector must complete Step 1 of the CCF.

The collector must instruct the employee to washler hands. At this point, the
collector should verify the bathroom has been gmpately secured, i.e. faucets
secured, dye added to water in toilet.

10.The collector or employee must select an indiviguatapped or sealed collection

container and unwrap/break the seal. This is tiygitem the employee takes into
the room used for urination.

11.The collector must direct the employee to go ih®room used for urination,

provide a specimen of at least 45 ml, not flushttilet, or wash hands, and return
with the specimen as soon as the employee has etedphe void. Except in the
case of an observed or monitored collection, noels®e may go into the room with
the employee.

The collector must pay careful attentioniie €mployee during the collection

process and note any conduct that clearly indicatesttempt to
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tamper with the specimen. If such conduct is detk@ collection under direct
observation must take place and the collector mois the conduct in the “remarks”
line of the CCF. The collector must also, as sa®possible, inform the DER and
collection site supervisor that a collection tod&ge under direct observation and the
reason for doing so.

Checking the specimen

When the employee presents the specimen to thectml) the collector checks the
following items:

A. There must be at least 45 ml of urine. If theneas45 ml, the collector must

B.

proceed with “shy bladder” procedures.

The temperature must be checked not later thamdtes after the employee
gives the collector the specimen. The acceptabhpérature range is 90-100
degrees F. The specimen temperature must be mo&tdp 2 of the CCF. If
the specimen is out of the acceptable range, acoaction must be
immediately begun using direct observation proceslur

. The collector must inspect the specimen for sigriarapering. If there are

signs of tampering, a new collection under dirdigayvation must begin
immediately.

Preparing the Specimen:

1.

No

Check the box on the CCF indicating that this wapld specimen

collection.

Pour at least 30 ml of urine from the collectiomtiner into one specimen
bottle.

Pour at least 15 ml of urine into the second speuibottle.

Place and secure the lids/caps on the bottles.

Seal the bottles by placing tamper-evident bo#kdsover the caps and down
the sides of the bottles.

Write the date on the tamper-evident bottle seals.

Ask the employee to initial the bottle seals far purpose of certifying that
the bottles contain the specimen he/she has prbvilléhe employee refuses
to do so, note in the “remarks” section of the CQMis is not considered a
refusal.

Final steps of the collection process

1.

Direct the employee to read and sign the certificestatement on Copy 1 of
the CCF and provide birth date, printed name, aydathd evening contact
telephone numbers.
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2. Complete the chain of custody on the CCF by prgntire collector’'s name,
recording the time and date of the collection, isigrthe
statement and entering the name of the dglservice transferring the
specimen to the laboratory.

3. Ensure that all copies of the CCF are legible amdpiete. Remove copy 5 of
the FFF and give to the employee.

4. Place the specimen bottles and Copy 2 of the C@lkeimppropriate pouches
of the plastic bag. Secure both pouches of th&tiplbag.

5. Advise the employee that he/she may leave thentgstie.

MEDPRO Panel 764888 Screen Cutoff Ranges

Drug Screen Cutoff Confirmation Cutoff Unit
Ethanol 0.020 0.020 Ul
Amphetamine 1000 500 Ul
Barbiturate 200 200 Ul
Benzodiazepines 200 200 ul
Cannabinoids 20 10 Ul
Cocaine (Metabolites) 300 150 Ul
Opiates 300 300 Ul
Oxycodone 300 300 Ul
Phencyclindine 25 25 Ul
Propoxyphene 300 200 ul

Meperidine 200 100 Ul



APPENDIX B

Buchanan County Public Schools
Notice of Drug/Alcohol Test

Employee’s Name: ID#
Substitute’s Name: D# |
Volunteer’'s Name: # ID
Address:
Phone: (Home) (Work)
Time Notified: (a.m.) (p-m.)

The employee, substitute or volunteer is to procerdediately to the collection site designated
by the Buchanan County School Board for a drughadttest required by

Policy GBEA-R. Failure to abide by this notice will be considereds a refusal to obtain a
drug/alcohol test

Employee, Substitute, Volunteer Employee, Sshtute, Volunteer

(Printed Name) (Signature)

Supervisor. Supervisor.
(Printed Name) (Signature)

To be completed by Collection Site:

Facility: Date:
Address: Phone:
Arrival Time: (a.m.) Test Time: (en.)
(p-m.) _ (p-m)
Technician: Technician:
(Printed Name) (Signature)
Employee: Employee:
(Printed Name) (Signag)r
Type Test: Pre-Employment o$? Accident
Random Recertification Physical

Reasonable Suspicion ReturrDuaty



APPENDIX C

RELEASE

By my signature below |, , hereby

authorize the to vaithhdddood/urine and or breath

samples from me, so as to submit the same to ladrgr@sting to determine the
presence of alcohol or drugs. In executing tlekeRse, | am acknowledging that | am
submitting to this testing procedure voluntarilyam not being coerced to disclose the
test results, and any written reports, papers,.etgenerated from this testing to:

1)

2.

3)

Insofar as may be necessary, | hereby agree tbthel from any and all
damages, claims, or other liability which may réswm taking or testing of any blood
or urine sample, or the reporting of any restltone in accordance with this Release.

Given under my hand this day of , 20

Bagure

Wass
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Name:

ID#: DOB:

Home Address:

Phone #:

Company:

C.O0.C.Drug ( ) BreathAlcohol ( )

Date of Service:

kkkkkkkkkkkkkkkkkkkkkkkkkkk kkkkkkkkkkkkkkkkkkkkkkk

Receipt of Policy: GBEA-R

| have received and read a copy of the Buchanami@&ublic School Board’s Drug Testing
Policy, GBEA-R, UNLAWFUL MANUFACTURE, DISTRIBUTIONDISPENSING,
POSSESSION OR USE OF A CONTROLLED SUBSTANCE OR ALEM and understand |
am expected to abide by this Policy.

Date Signature



File: GBEB
STAFF WEAPONS IN SCHOOL

No one may possess or use any firearm or any weagatefined in Policy JFCD, on
school property (including school vehicles), ont thartion of any property open to the public
and then exclusively used for school-sponsoredtiims or extracurricular activities while such
functions or activities are taking place; or anlgaa bus without authorization of the
Superintendent or his designee.

Violation of this policy by an employee will resutt appropriate personnel action up to
and including dismissal. Violation of this poliby others will result in actions up to and
including a prohibition against the violator retungnto school property. In addition, illegal
conduct will be reported as required by law.

Adopted: July 28, 2011

Legal Refs:  Code of Virginia, 1950, as amendedl&8-308.1, 22.1-78, 22.1-279.3:1.
8 VAC 20-560-10.

Cross Refs.: CLA Reporting Acts of Violence and&ance Abuse
JFCD Weapons in School

© 5/11 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GBEC
(also JFCH)

TOBACCO-FREE SCHOOL FOR STAFF AND STUDENTS

Smoking, chewing or any other use of any tobacodyrts by staff, students, and
visitors is prohibited on school property.

For purposes of this policy,
1. “School property” means:

a. All interior portions of any building or otherscture used
for instruction, administration, support services,
maintenance or storage.

b. Any indoor facility or portion of such faciibwned or
leased or contracted for and used for the provisfon
regular or routine health care, day care, or edrigihood
development (Head Start) services;

C. All vehicles used by the division for transpogtistudents,
staff, visitors or other persons.

2. “Tobacco” includes cigarettes, cigars, pipeatmwn, snuff, chewing
tobacco and all other kinds and forms of tobacepared in such
manner as to be suitable for chewing, smoking tin.bd obacco”
includes cloves or any other product packagedrfaking.

3. “Smoking” means the carrying or holding of aighted pipe,
cigar, or cigarette of any kind, or any other lgghsmoking
equipment, or the lighting, inhaling, or exhalinfgsmoke from a
pipe, cigar, or cigarette of any kind.

This policy shall be published in student and exygé handbooks, posted on bulletin
boards and announced in meetings.

Each principal shall post signs stating "No SmgKior containing the international "No
Smoking" symbol, consisting of a pictorial reprdsdion of a burning cigarette enclosed in a red
circle with a bar across it, clearly and conspialpin every school cafeteria and other dining
facility in the school.

Staff and students found to be in violation o§tholicy shall be subject to appropriate
disciplinary action.

Designated Smoking Areas
The School Board may direct the superintendergsioe regulations designating smoking
areas on school grounds outside buildings.
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File: GBEC
(also JFCH)
Page 2

Adopted: July 30, 2009

Legal Refs.: 20 U.S.C. 88 6083, 7183.

Code of Virginia, 1950, as amended, 88 15.2-283(®-2824, 15.2-2827.

Cross Ref.:  JFCH Tobacco-Free School for StaffStodients
KG  Community Use of School Facilities
KGC Tobacco Use on School Premises

© 5/09 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GBG

STAFF PARTICIPATION IN POLITICAL ACTIVITIES

The Buchanan County School Board recognizes gt of its employees to engage in political acfivit
Employees may solicit support for political candedaor political issues outside regular work hoars] off

school property.

School employees engaging in political activitystnake it clear that their views and actions aaelen
as individuals and that they do not represent i< of the school division.

Adopted: August 14, 2000

Legal Refs.: Code of Virginia, 1950, as amended2&8-70, 22.1-78.

© 6/96 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GBI
STAFF GIFTS AND SOLICITATIONS
Exchange of gifts between students and staffssadiraged.
No school division employee shall solicit goodservices for personal use or for student use gurin

school hours on school property without writtenhawization from the superintendent.

Adopted: July 20, 2006

Legal Refs.: Code of Virginia, 1950, as amended??38-70, 22.1-78.

© 2/06 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GBL
PERSONNEL RECORDS

Present and past employees shall have accesstpdnsonnel files and records which are mainthine
by the Buchanan County School Division. No sepgaeatployee files shall be maintained which are not
available for that employee's inspection.

If information relative to employment is requestsdbanks or other establishments or individuals,
written permission from the employee to releasd snfrmation is required, except to comply witjudicial
order, a lawfully issued subpoena, the Virginiagli@m of Information Act (Va. Code § 2.2-2700 af.}eor
other law. The employee will be notified of the weqt for records.

Personnel files of all school board employees beproduced and maintained in digital or paper
format.

Adopted: July 20, 2006

Legal Ref.:  Code of Virginia, 1950, as amended2 833700 et seq., 2.2-3800 et seq., and 22.1-295.1.

Cross Ref.:  GBLA Third Party Complaints Against jiayees

©6/06 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GBLA
THIRD-PARTY COMPLAINTS AGAINST EMPLOYEES

Any parent or guardian of a student enrolled anBuchanan County Public Schools or any resident of
Buchanan County may file a complaint regardingmpleyee of the Buchanan County Public Schools. Such
complaint will be filed with the superintendenthos/her designee. If the complaint involves altewes that an
employee of the Buchanan County Public Schoolsabased or neglected a child in the course of his
educational employment, the complaint will be irtigeged in accordance with Va. Code 8§ 63.2-15336
1505, and 63.2-1516.1.

Information determined to be unfounded after ssaable administrative review will not be maintaine
in any employee personnel file, but may be retainetlseparate sealed file by the administraticudh
information alleges civil or criminal offenses. Adispute over such unfounded information, exclusifve
opinions retained in the personnel file, or in pagate sealed file, notwithstanding the provisiohthe
Government Data Collection and Dissemination PeastAct, Va. Code 88 2.2-3800 et seq., will bdesbt
through the employee grievance procedure as prowidgs 22.1-306 and 22.1-308 through 22.1-314.

Individuals lodging a complaint will be sent adgtnoting that the complaint has been receivedsind
the process of being investigated.

The complaint must be filed within 30 days aftez alleged incident and should be processed after a
reasonable period of time, normally within 60 day$ess.

Adopted: July 23, 2008

Legal Refs.: Code of Virginia, 1950, as amended?.883800 et seq., 22.1-70, 22.1-78, 22.1-295.1.

Cross Refs.: GB Equal Employment Opportunity/Nendmination
GBA/JFHA  Sexual Harassment/Harassment Based on Rat@nal Origin, Disability and
Religion
JB Equal Educational Opportunities/Nondiscrimioati
JHG Child Abuse and Neglect Reporting

© 5/08 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GBM
PROFESSIONAL STAFF GRIEVANCES

The School Board adopts the most recent versidtradedure for Adjusting Grievancespromulgated
by the Virginia Board of Education.

Adopted: July 23, 2008

Legal Ref.:  Code of Virginia, 1950, as amended?2288-253.13:7.C.8, and 22.1-306 et seq.

8 VAC 20-90-10 et seq.
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Procedure for
Adjusting Grievances

8 VAC 20-90-10 et seq.

Adopted by the Board of Education
effective May 2, 2005
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Procedure for Adjusting Grievances
May 2005

PART |
Definitions

8 VAC 20-90-10. Definitions.

The following words and terms, when used in thigpthar, shall have the following meanings, unless th
context clearly indicates otherwise:

“Business day” means, in accordance with 88 222 «§the Code of Virginia, any day that the relevsshool
board office is open.

“Days” means calendar days unless a different nmgasiclearly expressed in this procedure. Whenang
period of time fixed by this procedure shall exmprea Saturday, Sunday, or legal holiday, the pesictime for
taking action under this procedure shall be extdridehe next day if it is not a Saturday, Sunaayegal
holiday.

“Dismissal” means the dismissal of any teacher iwithe term of such teacher’s contract and the ereewal of
a contract of a teacher on a continuing contract.

“Grievance” means, for the purpose of Part Il (8G6/20-90-20 et seq.), a complaint or a dispute t®aaher
relating to his employment, including but not neaegy limited to the application or interpretatiohpersonnel
policies, rules and regulations, ordinances, aatlitgs; acts of reprisal as a result of discrinnbmabn the basis
of race, color, creed, political affiliation, handp, age, national origin, or sex. “Grievance” ngdor the
purposes of Part 1l (8 VAC 20-90-60 et seq.), mptaint or a dispute involving a teacher relatiodnis
employment involving dismissal or placing on pratsat The term “grievance” shall not include a céanmt or
dispute by a teacher relating to the establishraedtrevision of wages or salaries, position clasgibns or
general benefits; suspension of a teacher or nent@rof the contract of a teacher who has not aekie
continuing contract status; the establishment aterds of ordinances, statutes, or personnel pslici
procedures, rules and regulations; failure to premar discharge, layoff, or suspension from dubiesause of
decrease in enrollment, decrease in a particulgesu abolition of a particular subject, insufént funding;
hiring, transfer, assignment, and retention oftieax within the school division; suspension frontiekiin
emergencies; or the methods, means, and personpmdlith the school division’s operations are tccheied
on. While these management rights are reservigktechool board, failure to apply, where applieatiiese
rules, regulations, policies, or procedures agevrior established by the school board is grievable

“Personnel file” means, for the purposes of P&aBIMAC 20-90-60 et seq.), any and all memorarutdries,
or other documents included in the teacher’s Slenaintained in the central school administratiffic® or in
any file regarding the teacher maintained withsthool in which the teacher serves.

“Probation” means a period not to exceed one yeand which time it shall be the duty of the tearctoe
remedy those deficiencies which give rise to thebationary status.



“Teacher” or “teachers” means, for the purposeat B (8 VAC 20-90-20 et seq.), all employeesiud school
division involved in classroom instruction andaher full-time employees of the school divisiorcept those
employees classified as supervising employeesacier” means, for the purposes of Part Il (8 VAEEID-60
et seq.), all regularly certified professional palsichool personnel employed under a written cohtra
provided by 8§ 22.1-302 of the Code of Virginia,dny school division as a teacher or supervisotasfscoom
teachers but excluding all superintendents.

“Shall file,” “shall respond in writing,” or “shakberve written notice” means the document is eidedivered
personally to the grievant or office of the propeinool board representative or is mailed by reggdter
certified mail, return receipt requested, and pask&d within the time limits prescribed by this pedure.

“Supervisory employee” means any person havingaaiiyhin the interest of the board (i) to hire,riséer,
suspend, layoff, recall, promote, discharge, ass@mard, or discipline other employees; and @ijlirect other
employees; or (iii) to adjust the grievance of ot@ployees; or (iv) to recommend any action sehfm
clause (i), (ii), of(iii) above; provided that the authority to actsas forth in clause (i), (i), (i) or (iv) reques
the exercise of independent judgment and is noéimeoutine and clerical in nature.

“Written grievance appeal” means a written or typetement describing the event or action comptaaieor
the date of the event or action, and a conciseriggisn of those policies, procedures, regulatiardjnances or
statutes upon which the teacher bases his claime. gfievant shall specify what he expects to oltaiough
use of the grievance procedure. A statement bkallritten upon forms prescribed by the Board aidadion
and supplied by the local school board.



PART II
Grievance Procedure

8 VAC 20-90-20. Purpose of Part Il of this Grievane Procedure.

The purpose of Part Il of the Procedure for Adjugirievances is to provide an orderly procedure fo
resolving disputes concerning the application,rprtation, or violation of any of the provisionslacal school
board policies, rules, and regulations as theyaffee work of teachers, other than dismissalgoogttion. An
equitable solution of grievances should be secatd¢lde most immediate administrative level. Thecpdure
should not be construed as limiting the right of seacher to discuss any matter of concern withraegnber of
the school administration nor should the procethereonstrued to restrict any teacher’s right td seethe
school division administration’s right to provideyiew of complaints that are not included witHie t
definition of a grievance. Nothing in this proceelshall be interpreted to limit a school boardslesive final
authority over the management and operation o$theol division.

8 VAC 20-90-30. Grievance Procedure.

Recognizing that grievances should be begun atiédg@romptly, a grievance must be initiated with
business days following either the event giving tisthe grievance, or within 15 business days¥atig the
time when the employee knew or reasonably shoutd kaown of its occurrence. Grievances shall be
processed as follows:

1. Step 1 - Informal. The first step shall be an infat conference between the teacher and his
immediate supervisor (which may be the principdlpe teacher shall state the nature of the grievanc
and the immediate supervisor shall attempt to adpgesgrievance. It is mandatory that the teacher
present the grievance informally prior to procegdm Step 2.

2. Step 2 - Principal. If for any reason the grievaisceot resolved informally in Step 1 to the
satisfaction of the teacher, the teacher must gignie grievance by filing said grievance in wrgin
within 15 business days following the event givirgg to the grievance, or within 15 business days
following the time when the employee knew or readdy should have known of its occurrence,
specifying on the form the specific relief expecté&kgardless of the outcome of Step 1, if a writte
grievance is not, without just cause, filed withe specified time, the grievance will be barred.

A meeting shall be held between the principal {serdesignee or both) and the teacher

(or his designee or both) within five business dafythe receipt by the principal of the written
grievance. At such meeting the teacher or othey pasolved, or both, shall be entitled to present
appropriate witnesses and to be accompanied lpyresentative other than an attorney. The principal
(or his designee or both) shall respond in writivithin five business days following such meeting.

The principal may forward to the teacher withirefidgays from the receipt of the written grievance a
written request for more specific information retjag the grievance. The teacher shall file an @nsw
thereto within 10 business days, and the meetingt then be held within five business days thereafte



3. Step 3 - Superintendent. If the grievance is ntiteskto the teacher’s satisfaction in Step 2, the
teacher can proceed to Step 3 by filing a writtetice of appeal with the superintendent, accomghanie
by the original grievance appeal form within fivesiness days after receipt of the Step 2 answehéor
due date of such answer). A meeting shall thelneltek between the superintendent (or his designee or
both) and the teacher (or his designee or bothatitually agreeable time within five business dais
such meeting both the superintendent and the teabl# be entitled to present withesses and to be
accompanied by a representative who may be amastorA representative may examine, Cross-
examine, question, and present evidence on behal§oevant or the superintendent without violgtin
the provisions of 8 54.1-3904 of the Code of Virginlf no settlement can be reached in said mggetin
the superintendent (or his designee) shall responditing within five business days following such
meeting. The superintendent or designee may makétan request for more specific information from
the teacher, but only if such was not requestedtép 2. Such request shall be answered within 10
business days, and the meeting shall be held witrerbusiness days of the date on which the answer
was received. If the grievance is not resolvedhéodatisfaction of the teacher in Step 3, the &actay
elect to have a hearing by a fact-finding paneprasided in Step 4, or after giving proper noticay
request a decision by the school board pursugstep 5.

4. Step 4 - Fact-finding panel. In the event thevgmee is not settled upon completion of Step 3,
either the teacher or the school board may eldtave a hearing by a fact-finding panel prior to a
decision by the school board, as provided in Stef§ the teacher elects to proceed to Step 4, et m
notify the superintendent in writing of the intemtito request a fact-finding panel and enclosepy ob
the original grievance form within five businesyslafter receipt of a Step 3 answer (or the due ofat
such answer). If the school board elects to prebtea fact-finding panel, the superintendent nseste
written notice of the board’s intention to the gaat within 15 business days after the answer pgeavi
by Step 3.

a. Panel. Within five business days after the redayphe division superintendent of the request
for a fact-finding panel, the teacher and the dvisuperintendent shall each select one panel
member from among the employees of the schoolidivisther than an individual involved in
any previous phase of the grievance proceduresapervisor, witness or representative. The two
panel members so selected shall within five busidess of their selection select a third
impartial panel member.

b. Selection of impartial third member. In the evéirat both panel members are unable to
agree upon a third panel member within five busrdzs/s, both members of the panel shall
request the chief judge of the circuit court havungsdiction of the school division to furnish a
list of five qualified and impartial individualsdm which one individual shall be selected by the
two members of the panel to serve as the third neenithe individuals named by the chief
judge may reside either within or outside the fidgon of the circuit court, be residents of the
Commonwealth of Virginia, and in all cases shag#ss some knowledge and expertise in
public education and education law and shall bengeleby the judge capable of presiding over
an administrative hearing. Within five businesgdafter receipt by the two panel members of
the list of fact finders nominated by the chiefgedthe panel members shall meet to select the
third panel member. Selection shall be made leyradtely deleting names from the list until
only one remains. The panel member selected bieduher shall make the first deletion. The
third impartial panel member shall chair the pariét elected official shall serve as a panel



member. Panel members shall not be parties witoesses to, the matter grieved. With the
agreement of the teacher’s and division superiretisl panel members, the impartial panel
member shall have the authority to conduct theihgand make recommendations as set forth
herein while acting as a hearing officer.

The Attorney General shall represent personalfpmugh one of his assistants any third
impartial panel member who shall be made a defdnidamy civil action arising out of any
matter connected with his duties as a panel meniben the opinion of the Attorney General,
it is impracticable or uneconomical for such leggdresentation to be rendered by him or one
of his assistants, he may employ special counse¢hi® purpose, whose compensation shall be
fixed by the Attorney General and be paid out effilmds appropriated for the administration
of the Department of Education.

c. Holding of hearing. The hearing shall be held g/ panel within 30 business days from the
date of the selection of the final panel membédrne panel shall set the date, place, and time for
the hearing and shall so notify the division supteriddent and the teacher. The teacher and the
division superintendent each may have presenediearing and be represented at all stages by a
representative or legal counsel.

d. Procedure for fact-finding panel.

(1) The panel shall determine the propriety of attendaat the hearing of persons not
having a direct interest in the hearing, provideat tat the request of the teacher, the
hearing shall be private.

(2) The panel may ask, at the beginning of the heafomgtatements from the division
superintendent and the teacher clarifying the sgwlved.

(3) The parties shall then present their claims andesde. Witnesses may be
guestioned by the panel members, the teacher ardiision superintendent. The panel
may, at its discretion, vary this procedure, buatlisifford full and equal opportunity to all
parties to present any material or relevant evidemd shall afford the parties the right of
cross-examination.

(4) The parties shall produce such additional evidescine panel may deem necessary
to an understanding and determination of the desptihe panel shall be the judge of the
relevancy and materiality of the evidence offerédl.evidence shall be taken in the
presence of the panel and of the parties.

(5) Exhibits offered by the teacher of the divisionatiptendent may be received in
evidence by the panel and, when so received, Baatlarked and made a part of the
record.

(6) The facts found and recommendations made by thel ghall be arrived at by a
majority vote of the panel members.



(7) The hearing may be reopened by the panelsawh motion or upon application
of the teacher or the division superintendentgfood cause shown, to hear after
discovered evidence at any time before the pangpert is made.

(8) The panel shall make a written report which shdlude its findings of fact and
recommendations and shall file it with the menstof the school board, the division
superintendent, and the teacher, not later thasu8hess days after the completion of the
hearing.

(9) A stenographic record or tape recording ofptfaxeedings shall be taken. However,
in proceedings concerning grievances not relatetistmissal or probation, the recording
may be dispensed with entirely by mutual consemh@fparties. In such proceedings, if
the recording is not dispensed with the two parlesl share equally the cost of the
recording. If either party requests a transcthpt party shall bear the expense of its
preparation.

In cases of dismissal or probation, a record asnding of the proceedings shall
be made and preserved for a period of six monitreither the teacher or the school
board requests that a transcript of the recor@@rding be made at any time prior to
expiration of the six-month period, it shall be raahd copies shall be furnished to both
parties. The school board shall bear the expehtbe secording and the transcription.

(10) The recommendations and findings of fachefpanel submitted to the school
board shall be based exclusively upon the evidpresented to the panel at the hearing.
No panel member shall conduct an independent ilgaiin involving the matter
grieved.

e. Expenses.

(1) The teacher shall bear his own expenses. The sbbaadl shall bear the expenses of
the division superintendent. The expenses of thelghall be borne one half by the
school board and one half by the teacher.

(2) The parties shall set the per diem rate of thelpdhthe parties are unable to agree
on the per diem, it shall be fixed by the chiefgadf the circuit court. No employee of
the school division shall receive such per diemstawice on a panel during his normal
business hours if he receives his normal salarthiperiod of such service.

(3) Witnesses who are employees of the school boattshgranted release time if the
hearing is held during the school day. The heashagl be held at the school in which
most witnesses work, if feasible.

f. Right to further hearings. Following a hearingafact-finding panel, the teacher shall not
have the right to a further hearing by the schaairtd as provided in subsection 5 ¢ of this
section. The school board shall have the righétire a further hearing in any grievance
proceeding as provided in subsection 5 c of thif@e



5. Step 5 - Decision by the school board.

a. If ateacher elects to proceed directly to a detation before the school board as provided
for in Step 5, he must notify the superintendemwiiting of the intention to appeal directly to the
board, of the grievance alleged and the relief Bbugthin five business days after receipt of the
answer as required in Step 3 or the due date thetmon receipt of such notice, the school
board may elect to have a hearing before a fadiffgpanel, as indicated in Step 4, by filing a
written notice of such intention with the teachéthim 10 business days of the deadline for the
teacher’s request for a determination by the schoatd.

b. Inthe case of a hearing before a fact-finding pahe school board shall give the grievant its
written decision within 30 days after the schochilabreceives both the transcript of such
hearing, if any, and the panel’s finding of facttaacommendations unless the school board
proceeds to a hearing under subdivision 5 c of¢bction. The decision of the school board
shall be reached after considering the transdafiptyy; the findings of fact and recommendations
of the panel; and such further evidence as theadddduard may receive at any further hearing
which the school board elects to conduct.

c. In any case in which a hearing before a fact-figghanel is held in accordance with Step 4,
the local school board may conduct a further hgaoefore such school board.

(1) The local school board shall initiate such hepby sending written notice of its
intention to the teacher and the division supenidéat within 10 days after receipt by

the board of the findings of fact and recommenadwatiof the fact-finding panel and any
transcript of the panel hearing. Such notice dbmlprovided upon forms to be prescribed
by the Board of Education and shall specify eacttento be inquired into by the school
board.

(2) In any case where such further hearing is held $ghaol board after a hearing before
the fact-finding panel, the school board shall aersat such further hearing the
transcript, if any; the findings and recommendagiohthe fact-finding panel; and such
further evidence including, but not limited to, tiestimony of those witnesses who have
previously testified before the fact-finding paaslthe school board deems may be
appropriate or as may be offered on behalf of the/gnt or the administration.

(3) The further hearing before the school board shealidi within 30 days of the

initiation of such hearing, and the teacher muggilsen at least 15 days written notice of
the date, place, and time of the hearing. Thehtraand the division superintendent may
be represented by legal counsel or other reprdsezda The hearing before the school
board shall be private, unless the teacher reqagstblic hearing. The school board
shall establish the rules for the conduct of araring before it. Such rules shall include
the opportunity for the teacher and the divisiopesintendent to make an opening
statement and to present all material or relevaidieace, including the testimony of
witnesses and the right of all parties or theirespntatives to cross-examine the
witnesses. Witnesses may be questioned by th@lsicbard.



The school board’s attorney, assistants, or reptasee, if he, or they, represented a
participant in the prior proceedings, the grievéim, grievant’s attorney, or representative
and, notwithstanding the provisions of § 22.1-6%hef Code of Virginia, the
superintendent shall be excluded from any execstgsion of the school board which
has as its purpose reaching a decision on a ggevardowever, immediately after a
decision has been made and publicly announced, fasaor of or not in favor of the
grievant, the school board’s attorney or represmetaand the superintendent, may join
the school board in executive session to assisteinvriting of the decision.

A stenographic record or tape recording of the @edings shall be taken. However, in
proceedings concerning grievances not relatedstmidsal or probation, the recording
may be dispensed with entirely by mutual consemh@fparties. In such proceedings, if
the recording is not dispensed with, the two parsigall share the cost of the recording
equally, and if either party requests a transctijat party shall bear the expense of its
preparation.

In the case of dismissal or probation, a recongoording of the proceedings shall be
made and preserved for a period of six monthgithier the teacher or the school board
requests that a transcript of the record or reocgrbie made at any time prior to the
expiration of the six month period, it shall be raahd copies shall be furnished to both
parties. The school board shall bear the expehtbe secording and the transcription.

(4) The decision of the school board shall be baségly on the transcript, if any; the
findings of fact and recommendations of the factling panel; and any evidence relevant
to the issues of the original grievance procedutheaschool board hearing in the
presence of each party. The school board shadlthe grievant its written decision

within 30 days after the completion of the heatdedpre the school board. In the event
the school board’s decision is at variance withrdfemmmendations of the fact-finding
panel, the school board’s written decision shallude the rationale for the decision.

d. In any case where a hearing before a fact-findamgepis not held, the board may hold a
separate hearing or may make its determinatiomeasis of the written evidence presented by
the teacher and the recommendation of the supedets.

e. The school board shall retain its exclusivalfauthority over matters concerning
employment and the supervision of its personnel.

8 VAC 20-90-40. Grievability.

A. Initial determination of grievability. Decisionegarding whether a matter is grievable shall bearby the
school board at the request of the division supemilent or grievant. The school board shall reathecision
only after allowing the division superintendent dhe grievant opportunity to present written orl @guments
regarding grievability. The decision as to whetiier arguments shall be written or oral shall bénat
discretion of the school board. Decisions shalinagle within 10 business days of such requesth Suc
determination of grievability shall be made subssquo the reduction of the grievance to writing pror to
any panel or board hearing or the right to suckrdehation shall be deemed to have been waiveduréaf
the school board to make such a determination mvghch a prescribed 10-business-day period shillecime
grievant to advance to the next step as if theanatére grievable.

10



B. Appeal of determination on grievability.

1. Decisions of the school board may be appeal#tketaircuit court having jurisdiction in the schoo
division for a hearing on the issue of grievability

a. Proceedings for a review of the decision ofsitieol board shall be instituted by filing a notide
appeal with the school board within 10 business @digr the date of the decision and giving a copy
thereof to all other parties.

b. Within 10 business days thereafter, the schoatdshall transmit to the clerk of the court taakh
the appeal is taken a copy of its decision, a @ffilie notice of appeal and the exhibits. Theufailof
the school board to transmit the record withintthee allowed shall not prejudice the rights of the
grievant. The court may, on motion of the griey@&@gue a writ of certiorari requiring the schoohbd
to transmit the record on or before a certain date.

c. Within 10 business days of receipt by the ctdrkuch record, the court, sitting without a juskall
hear the appeal on the record transmitted by theasddoard and such additional evidence as may be
necessary to resolve any controversy as to theaomss of the record. The court may, in its disan,
receive such other evidence as the ends of justgpégre.

d. The court may affirm the decision of the schomdrd or may reverse or modify the decision. The
decision of the court shall be rendered not ldtentl5 days from the date of the conclusion of the
court’s hearing.

8 VAC 20-90-50. Time Limitations.

The right of any party to proceed at any step isf Bart 1l grievance procedure shall be conditiomgon
compliance with the time limitations and other reguents set forth in this procedure.

A. The failure of the teacher to comply with albstantial procedural requirements including
initiation of the grievance and notice of appedht® next step in the procedure, shall eliminate
the teacher’s right to any further proceedingshengrievance unless just cause for such failure
can be shown.

B. The failure of the school board or any supemyiganployee to comply with all substantial
procedural requirements without just cause shaillethe grievant, at his option, to advance to
the next step in the procedure or, at the fingd,4t@a decision in his favor.

C. The determination as to whether the substamteadedural requirements of this Part 1l of the
Procedure for Adjusting Grievances have been cadplith shall be made by the school board.
In any case in which there is a factual disputtoaghether the procedural requirements have
been met or just cause has been shown for faibucernply, the school board shall have the
option of allowing the grievant to proceed to iexhstep. The fact that the grievance is allowed
to proceed in such case shall not prevent any franty raising such failure to observe the
substantial procedural requirements as an affieatefense at any further hearing involving the
grievance.

11



PART Il
Procedure for Dismissals or Placing on Probation ah Time Limitations

8 VAC 20-90-60. Dispute resolution.

This Part Ill of the Procedure for Adjusting Griecas adopted by the Board of Education in accomdaritt
the statutory mandate of Article 3, (§ 22.1-306ex{.) Chapter 15 of Title 22.1 of the Code of \firgiand the
Standards of Quality for school divisions, Chafi@rl (§22.1-253.13:1 et seq.) of Title 22.1 of @uele of
Virginia, is to provide an orderly procedure foe txpeditious resolution of disputes involving tiemissal or
placing on probation of any teacher.

8 VAC 20-90-70. Procedure for dismissals or placingn probation.
A. Notice to teacher of recommendation for dismissglacing on probation.

1. Inthe event a division superintendent determineetommend dismissal of any teacher, or the pdacin
on probation of a teacher on continuing contracitten notice shall be sent to the teacher on fdorise
prescribed by the Board of Education notifying lufrihe proposed dismissal, or placing on probatior
informing the teacher that within 15 days afterereing the notice, the teacher may request a hgaeifore
the school board, or before a fact-finding pandie=inafter set forth.

2. During such 15-day period and thereafter until arimg is held in accordance with the provisions
herein, if one is requested by the teacher, thésmefrithe recommendation of the division supendent
shall not be considered, discussed, or acted updimelschool board except as provided for herein.

3. Atthe request of the teacher, the superintendeit grovide the reasons for the recommendation in
writing or, if the teacher prefers, in a persoméiview. In the event a teacher requests a hgprrsuant
to § 22.1-311 or § 22.1-312 of the Code of Virgjriree division superintendent shall provide, withih
days of the request, the teacher or his representaith the opportunity to inspect and copy hisspanel
file and all other documents relied upon in reagtihre decision to recommend dismissal or probation.
Within 10 days of the request of the division sugendent, the teacher, or his representative| phatide
the division superintendent with the opportunityrtspect and copy the documents to be offeredduttal
to the decision to recommend dismissal or probatifime division superintendent and the teachersor h
representative shall be under a continuing dutligolose and produce any additional documentsifiksht
later that may be used in the respective part@ses-in-chief. The cost of copying such documsimad be
paid by the requesting party.

B. Fact-finding panel. Within 15 days after thectear receives the notice referred to in subdivigiahof this
section, either the teacher, or the school boareyriiten notice to the other party upon a fornb&prescribed
by the Board of Education, may elect to have aihgdrefore a fact-finding panel prior to any demrsby the
school board.
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1. Panel. Within five business days after the mday the division superintendent of the requestftact-
finding panel, the teacher and the division supenident shall each select one panel member fronmgmo
the employees of the school division other thamdividual involved in the recommendation of dissab
or placing on probation as a supervisor, withessgresentative. The two panel members so sdlstia|
within five business days of their selection seketitird impartial panel member.

2. Selection of impartial third member. In the eviat both panel members are unable to agree upon a
third panel member within five business days, bo#dmbers of the panel shall request the chief judglee
circuit court having jurisdiction of the school @ion to furnish a list of five qualified and imjbiat
individuals from which list one individual shall selected by the two members of the panel as ttee th
member. The individuals named by the chief judgg reside either within or without the jurisdictioh

the circuit court, be residents of the Commonwealt¥irginia, and in all cases shall possess some
knowledge and expertise in public education anatation law, and shall be deemed by the judge capabl
of presiding over an administrative hearing. Withive business days after receipt by the two panel
members of the list of fact finders nominated l®y ¢hief judge, the panel members shall meet taistie
third panel member. Selection shall be made by#mel members alternately deleting names frontighe
until only one remains with the panel member sekktty the teacher to make the first deletion. fhire
impartial panel member shall chair the panel. Moted official shall serve as a panel member.ePan
members shall not be parties to, or witnesse$éoatter grieved. With the agreement of the teéchad
division superintendent’s panel members, the ingdgrainel member shall have the authority to cohthe
hearing and make recommendations as set forthrhetele acting as a hearing officer.

The Attorney General shall represent personalthimugh one of his assistants any third impapzadel
member who shall be made a defendant in anyaxtibn arising out of any matter connected with his
duties as a panel member. If, in the opiniorhefAttorney General, it is impracticable or unecaieal for
such legal representation to be rendered by hiomerof his assistants, he may employ special @ tios
this purpose, whose compensation shall be fixetthé®yttorney General and be paid out of the funds
appropriated for the administration of the Departirof Education.

3. Holding of hearing. The hearing shall be held by/panel within 30 calendar days from the date ef th
selection of the final panel member. The panell skathe date, place, and time for the hearirdysdrall so
notify the division superintendent and the teachédre teacher and the division superintendent gegh
have present at the hearing and be representddsttges by legal counsel or another represemtativ

4. Procedure for fact-finding panel.

a. The panel shall determine the propriety ofnalé®mce at the hearing of persons not having atdirec
interest in the hearing, provided that, at the estjof the teacher, the hearing shall be private.

b. The panel may ask, at the beginning of the heafanggtatements from the division superintendent
and the teacher (or their representative) clarfyhe issues involved.

c. The parties shall then present their claims andesde. Witnesses may be questioned by the panel
members, the teacher and the division superintendéowever, the panel may, at its discretionyvar
this procedure but shall afford full and equal apyoity to all parties for presentation of any rmetieor
relevant evidence and shall afford the partiegitite of cross examination.
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d. The parties shall produce such additionaleswé as the panel may deem necessary to an
understanding and determination of the disputee Janel shall be the judge of relevancy and
materiality of the evidence offered. All eviderstell be taken in the presence of the panel and of
the parties.

e. Exhibits offered by the teacher or the divisiopearintendent may be received in evidence by the
panel and, when so received, shall be marked anlé m@art of the record.

f. The facts found and recommendations made dp#mel shall be arrived at by a majority votehef t
panel members.

g. The recommendations and findings of fact of theepahall be based exclusively upon the evidence
presented to the panel at the hearing. No panelbaestall conduct an independent investigation
involving the matter grieved.

h. The hearing may be reopened by the panel at amyligfore the panel’s report is made upon its own
motion or upon application of the teacher or thasiton superintendent for good cause shown to hear
after-discovered evidence.

i. The panel shall make a written report which shadlude its findings of fact and recommendations
and shall file it with the members of the schodtah the division superintendent, and the teactur,
later than 30 days after the completion of theihgar

j. A stenographic record or tape recording ofgheceedings shall be taken. However, in procegsdin
concerning grievances not related to dismissaraibation, the recording may be dispensed withr&gti
by the mutual consent of the parties. In suclegedings, if the recording is not dispensed with,ttvo
parties shall share the cost of the recording lgquieither party requests a transcript, thattpahall
bear the expense of its preparation.

In cases of dismissal or probation, a record conding of the proceedings shall be made and prede
for a period of six months. If either the teacbethe school board requests that a transcrithteof
record or recording be made at any time prioaration of the six-month period, it shall be mael
copies shall be furnished to both parties. Th®sktboard shall bear the expense of the recoralil
the transcription.

5. Expenses.

b. The teacher shall bear his own expenses. The Bbbadal shall bear the expenses of the
division superintendent. The expenses of the psiradl be borne one half by the school board and
one half by the teacher.

c. The parties shall set the per diem rate of thelp#ribe parties are unable to agree on the per
diem, it shall be fixed by the chief judge of thecgit court. No employee of the school division
shall receive such per diem for service on a pdnehg his normal business hours if he receives his
normal salary for the period of such service.
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6. Right to further hearing. If the school boardcedeo have a hearing by a fact-finding panel @ th
dismissal or placing on probation of a teachertélaeher shall have the right to a further heaoynthe
school board as provided in subsection C of thit@® The school board shall have the right to
require a further hearing as provided in subsed@so.

7. Witnesses. Witnesses who are employees of thekbbard shall be granted release time if the
hearing is held during the school day. The heashgl be held at the school in which most witnesse
work, if feasible.

C. Hearing by school board.

1. After receipt of the notice of pending dismissaplacing on probation described in subdivisioh A
of this section, the teacher may request a heaefgre the school board by delivering written netic
the division superintendent within 15 days from téeeipt of notice from the superintendent.
Subsequent to the hearing by a fact-finding pandeusubsection B of this section, the teacher, as
permitted by subdivision B 6 of this section, og 8thool board may request a school board heaying b
written notice to the opposing party and the danssuperintendent within 10 business days after the
receipt by the party initiating such hearing of timelings of fact and recommendations made by &icé f
finding panel and the transcript of the panel hreariSuch notice shall be provided upon a formeto b
prescribed by the Board of Education and shallifpeach matter to be inquired into by the school
board.

2. In any case in which a further hearing is l®lé school board after a hearing before the fadifig
panel, the school board shall consider at suchduttearing the record, or transcript, if any,fthdings

of fact and recommendations made by the fact-fipgianel and such further evidence, including, but
not limited to, the testimony of those withesselsowhave previously testified before the fact-firgdin
panel as the school board deems may be appropriakemay be offered on behalf of the teacherer th
superintendent.

3. The school board hearing shall be set and condwudgtath 30 days of the receipt of the teacher’s
notice or the giving by the school board of ibsice. The teacher shall be given at least 15 daitten
notice of the date, place, and time of the heaaimdjsuch notice shall also be provided to the idinis
superintendent.

4. The teacher and the division superintendent magesented by legal counsel or other
representatives. The hearing before the schootlilsiall be private, unless the teacher requests a
public hearing. The school board shall estabhghrtiles for the conduct of any hearing beforang

such rules shall include the opportunity for thecteer and the division superintendent to make an
opening statement and to present all materiallevaat evidence including the testimony of witnasse
and the right of all parties to cross-examine tiiteegses. Witnesses may be questioned by thelschoo
board. The school board may hear a recommendi@atiahsmissal and make a determination whether to
make a recommendation to the Board of Educatigarding the teacher’s license at the same hearing o
hold a separate hearing for each action.
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5. A record or recording of the proceedings shall laelenand preserved for a period of six months. If
either the teacher or the school board requeststtianscript of the record or recording be madmg
time prior to expiration of the six-month periotishall be made and copies shall be furnished tio bo
parties. The board shall bear the expense ofterding and the transcription.

6. The school board shall give the teacher itst@mritecision within 30 days after the completiomnhef
hearing before the school board.

7. The decision by the school board shall be basdtie transcript, the findings of the fact and
recommendations made by the fact-finding panel,arydevidence relevant to the issues of the origina
grievance produced at the school board hearinigeiptesence of each party.

The school board’s attorney, assistants, or reptasee, if he or they represented a participarihen
prior proceedings, the grievant, the grievant'sratty, or representative and, notwithstanding the
provisions of § 22.1-69 of the Code of Virginiag thuperintendent shall be excluded from any exeeuti
session of the school board which has as its parpEching a decision on a grievance. However,
immediately after a decision has been made andgbhubhnounced, as in favor of or not in favor loé t
grievant, the school board’s attorney or represmetand the superintendent may join the schootdoa
in executive session to assist in the writing ef decision.

D. School board determination.

1. In any case in which a hearing is held before &ffading panel but no further hearing before the
school board is requested by either party, theddbmard shall give the teacher its written decisio
within 30 days after the school board receives Boghtranscript of such hearing and the panel’s
findings of the fact and recommendation. The dewcisf the school board shall be reached after
considering the transcript, the findings of facig ahe recommendations made by the panel.

2. The school board may dismiss, suspend, cepa probation a teacher upon a majority vote of a
quorum of the school board. In the event the skchoard’s decision is at variance with the
recommendationsf the fact-finding panel, the school board sbalkequired to conduct an additional
hearing which shall be public unless the teachguests a private one. However, if the fact-figdin
hearing was held in private, the additional hegashall be held in private. The hearing shall be
conducted by the school board pursuant to subhdngsC 1 and 2 of this section, except that thevamt
and the division superintendent shall be alloveedppear, to be represented, and to give testimony.

However, the additional hearing shall not inclesamination and cross-examination of any other
witnesses. The school board’s written decisiall shclude the rationale for the decision.

8 VAC 20-90-80. Time Limitations.

The right of any party to proceed at any steghefgrievance procedure shall be conditioned upamptiance
with the time limitations and other requirementsfegth in this grievance procedure.

A. The failure of the grievant to comply with alibstantial procedural requirements shall terminate
the teacher’s right to any further proceedingshengrievance unless just cause for such failure
can be shown.
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The failure of the school board or of any susary employee to comply with all substantial
procedural requirements without just cause shaitlemhe grievant, at his option, to advance to
the next step in the procedure or, at the fingd,dt@a decision in his favor.

The determination as to whether the substamteadedural requirements of this Part 11l of the
Procedure for Adjusting Grievances have been caudplith shall be made by the school board.
In any case in which there is a factual disputtoaghether the procedural requirements have
been met or just cause has been shown for faibucernply, the school board shall have the
option of allowing the grievance to proceed ta#st step. The fact that the grievance is
allowed to proceed in such case shall not prevenparty from raising such failure to observe
the substantial procedural requirements as amadfive defense at any further hearing involving
the grievance.
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FORMS FOR PART I
OF THE PROCEDURE FOR
ADJUSTING GRIEVANCES

Enclosed herein are the necessary forms for adjgsirievances in accordance with Part Il of the &w&nce Procedure of
the State Board of Education.

The grievant is advised to become familiar withph@cedure for adjusting grievances.
Special emphasis should be given to the proceduepis.

VIRGINIA BOARD OF EDUCATION



Buchanan County Public Schools

STATEMENT OF GRIEVANCE

STEP 2 — TO BE PRESENTED TO PRINCIPAL

Name of grievant Date filed
School/department of assignment Subject argrade
Immediate superior and/or principal Grietarepresentative

Policy, procedure, regulation, ordinance, stataiedpgrieved, and date you knew of reasonably shibave known of its occurrence:

Statement of grievance:

Specific relief requested:

Grievant’s signature Representative’s signature

Date Date

Date: February 2005



PRINCIPAL’S DECISION

STEP 2 — DECISION TO BE PRESENTED TO GRIEVANT

Name of grievant Date grievance received

Decision of principal or designee:

I lack the authority to grant the relief resfed.

Signature of principal or designee Date

Is the above decision acceptable to grievant? Cheelbox
o Yes o No

____| hereby appeal this decision to Step 3, Sopardent’s Level.

Grievant’s signature Date

Date: February 2005



SUPERINTENDENT'S LEVEL

STEP 3 — DECISION TO BE PRESENTED TO GRIEVANT

Name of grievant

Date appeal received

Decision of superintendent or designee:

Signature of superintendent or designee

Date

Is the above decision acceptable to the grievant?

Check one box
oYes o No

| hereby appeal this decision.

Grievant’s signature

Date

Date: February 2005



REQUEST FOR HEARING

STEP 5 — DECISION TO BE PRESENTED TO GRIEVANT

Name of Grievant Date grievance filed

(Check one)

| hereby petition the attached grievanceutemitted to an advisory fact-finding hearing.

Panel Designee

| hereby waive my right to an advisorytffxeding hearing and petition that the followingeyance be submitted to the board.

Grievant’s signature Representative’s signature

Date Date

Date: February 2005



FORMS FOR PART Il
OF THE PROCEDURE FOR
ADJUSTING GRIEVANCES

FORMS FOR PROPOSED DISMISSAL/PROBATION

Enclosed herein are the necessary forms for prapdisenissal/probation proceeding as
prescribed in Part Il of the procedure enactethieyState Board of Education.

VIRGINIA BOARD OF EDUCATION



BUCHANAN COUNTY PUBLIC SCHOOLS

NOTIFICATION: NOTICE OF PROPOSED DISMISSAL OR PROPO SED
PLACING ON PROBATION

Date

Name of teacher School/depantroéassignment

(Check one)

The Division Superintendent will recommémdhe School Board that you be
placed on probation for the period:

to
(date) (date)

At your request reasons for this recommendatidinb&iprovided to you in writing or in a personaldarview.

The Division Superintendent will recommendhi® School Board that you be dismissed from yasitipn as:

(position)

At your request reasons for this recommendatidibwiprovided to you in writing or in a personaldrview.

You have 15 days from receipt of this form to rexjui writing, a hearing before the School Boar@dmw advisory fact-finding panel
as provided in the procedure. Please advise rme@sas possible whether you wish to have sucla@dnige(see attached form).

Enclosed, for your information, is a copy of thegedure.

Signature of Superintendent

Date: February 2005



REQUEST FOR HEARING

TO BE SUBMITTED TO SUPERINTENDENT

Name of Teacher Superintendent’s proposed action
Dismissal
Probation

(Check one)

| hereby request that | be afforded an adyifs@t-finding hearing on the above
referenced matter.

Panel Designee

I hereby waive my right to an advisory faotiing hearing and request that | be afforded
a hearing before the School Board on the abowzerted matter.

Teacher’s signature Representative’s signature

Date Date

Date: February 2005



File: GBMA

SUPPORT STAFF GRIEVANCES

The School Board adopts the attached Procedurkdjosting Grievances (GBMA-R) in
accordance with state law to afford a timely andrfeethod of resolution of disputes regarding dssal or
other disciplinary actions arising between the $tBward and employees who have completed the
probationary period set forth in policy GDG, excty division superintendent and those employeesred
under the provisions of Article 2 (§ 22.1-293 af.3@nd Article 3 (§ 22.1-306 et seq.) of Chapteof Title
22.1 of the Code of Virginia. Such procedure dagsmclude a hearing before a fact-finding panelibu
otherwise consistent with the State Board of Edanat procedure for adjusting grievances.

Adopted: July 30, 2009

Legal Ref.:  Code of Virginia, 1950, as amended?2 8 29(6).

Cross Ref.: GBM Professional Staff Grievances
GDG Support Staff Probation

© 5/09 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GBMA-R

PROCEDURE FOR ADJUSTING GRIEVANCES
FOR SUPPORT STAFF

Preamble

The School Board adopts the following procedureaftjusting grievances to provide, in accordance
with the statutory mandate of 22.1-79(6) of the €otlVirginia, a timely and fair method of resolgidisputes
arising between the School Board and eligible eyg#e regarding dismissal or other disciplinarycsdi

Part I-Definitions
The following words and terms, when used in thiscBdure, shall have the following meaning:

“Days” means calendar days unless a different meaniigasly expressed in this Procedure. Whenever any
period of time fixed by this Procedure shall exmrea Saturday, Sunday, or legal holiday, the pesfcime

for taking action under this Procedure shall berdéd to the next day that is not a Saturday, Symddegal
holiday.

“Disciplinary Probation” or “Probation” means a period not to exceed one year during witmahit shall be
the duty of the employee to remedy the conductdheeé rise to the probationary status.

“Dismissal” means the termination of employment of any elg#ainployee within the term of such employee’s
contract or term of employment for disciplinaryseas.

“Eligible Employee” or “Employee” means an employee who has completed the probatipaaod
established in policy GDG excluding the divisiopstintendent and those employees covered under&\gi
(8 22.1-293 et seq.) and Article 3 (8 22.1-306eet sof Chapter 15 of Title 22.1 of the Code ofgiiia.
Substitutes, consultants, individuals receivingueeration for providing contracted services and-pare
employees are not eligible to use this Procedure.

“Grievance” means for the purpose of Part Il, a dispute batvegeeligible employee and the School Board
regarding disciplinary action other than the disai®r disciplinary probation of the employee. Eoypk
evaluations are not “disciplinary actions.” For thepose of Part lll, “grievance” means a dispugveen an
eligible employee and the School Board regardirady ®mployee’s dismissal or probation. Grievancastrbe
initiated in writing and describe the event or astcomplained of, the date of the event or actorgncise
description of the basis for the claim and theefelequested on the form provided by the Schoolr@oBhe
term "grievance" does not include a dispute regatmthe establishment and revision of wages arries,
position classifications or general benefits; saspm; the establishment or contents of personoléips,
procedures, rules and regulations; failure to pitesnar discharge, layoff, or suspension from dubiesause of
decrease in enrollment, decrease in enrolimenipiarécular subject, abolition of a particular sdij budget
cuts or insufficient funding; hiring, transfer, Egsnent, and retention of employees within the stlovision;
suspension from duties in emergencies; or the ndsthneans, and personnel by which the school divisi
operations are to be carried on. While these maneagerights are reserved to the School Board, fatio
apply, where applicable, these rules, regulatipobgies, or procedures as written or establishethbe School
Board may be grievable.



“Personnel File” means any and all memoranda, entries, or othemdewts included in the eligible
employee’s file as maintained in the central sclaawhinistration office or in any file regardingetiligible
employee maintained within a school in which suctpleyee serves.

“Shall file,” “shall respond in writing” or “shall serve written notice” means the document is either hand
delivered to the grievant or office of the propen@ol board representative or is mailed by regester certified
mail, return receipt requested, and postmarkedwitie time limits prescribed by this Procedureicisnotice
may be mailed to the last address provided by tiegant to the School Board. It is the duty of gnevant to
notify the School Board in writing of any changeaoldress.

“Work Days” means days the School Board office is open.

Part Il
Purpose

Part Il provides a timely and fair method of rednd disputes concerning disciplinary actions otian
probation or dismissal. An equitable solution dbddae secured at the most immediate level of adstration.
This Part shall not be construed as limiting tigatrof any eligible employee to discuss any maiteroncern
with any member of the school administration. Bloould this Part be construed to restrict any eygas
right to seek, or the school administration’s rigghprovide, informal review of complaints that ac included
in the definition of grievance. Nothing in thisopedure shall be interpreted to limit the SchochuBics
exclusive final authority over the management goeration of the school division, nor confer anygandy
right whatsoever.

Procedure
Management Steps:

Step 1-Immediate Supervisor The first Step shall be an informal conferenetveen the eligible
employee and his or her immediate supervisor. érhployee shall state the nature of the grievanmuilze
immediate supervisor shall attempt to adjust tlevgnce. This Step may not be waived.

Step 2-Principal. If the grievance is not resolved in Step 1,ghevant may proceed to Step 2. At this
Step, the grievant must file Form A with the Prpatiwithin fifteen days following the event givimige to the
grievance or within fifteen days following the timdaen the employee knew or reasonably should hage/k
of its occurrence. Regardless of the outcome @b 3t if Form A is not filed within the specifiedne, without
just cause, the grievance shall be concluded. Fosimall be provided by the School Board. The\gmg must
indicate the specific relief requested on Form A.

A meeting shall be held between the principal ddgrievant within five work days of the receipt of
the grievance (Form A) by the principal. The pipat shall set the time and place of the meetiBgth the
grievant and the principal have the right to présgpropriate witnesses and to be represented by a
representative other than an attorney. The prahapall respond in writing (on Form A) to the gaat within
five work days following the meeting.

The principal may forward to the grievant, witlime days from the receipt of the written grievanae
written request for more specific information retjag the grievance. The grievant shall file arvarswithin



10 days of receipt of the request, and the meatingt be held within five days after the answeilésifor due
to be filed, whichever is earlier.

Step 3-Superintendent If the grievance is not resolved to the grielsasatisfaction in Step 2, the
grievant may proceed to Step 3 by so indicatinfom A and filing it with the superintendent witHime
work days after receipt of the Step 2 responséh@due date of such response). A meeting shalelmk
between the superintendent or his designee ordrattihe grievant at a mutually agreeable time witive
work days of the superintendent’s receipt of thevgince. Failure of the grievant to agree uporeating time
shall result in the conclusion of the grievance.séch meeting, both the superintendent and tlexant are
entitled to present witnesses and to be represéytexhal counsel or another representative. Aasgmtative
may examine, cross-examine, question, and presetgree on behalf of the grievant or the superitéen
without violating 8§ 54.1-3904 of the Code of Vir@n If the grievant’s representative is an attgrrikee
grievant must give advancaatice to the superintendent and agree to a ngedéite when the School Board
attorney can attend. The superintendent shalfm@ie the propriety of attendance at the meetinges$ons
not having a direct interest in the grievance. 3imgerintendent shall respond in writing (on Formathin
five work days following the meeting.

The superintendent or designee may request mfanemiation from the grievant if such was not
requested in Step 2. The grievant shall respomsdi¢h request within ten days of receipt, and thetmng shall
be held within five days of the date on which thewer was received by the superintendent or dtleeto
superintendent.

The grievant shall bear his or her own expenség School Board shall bear the expenses of the
superintendent. Witnesses who are employees @c¢heol Board shall be granted release time toapgdahe
meeting if the meeting is held during their workimaurs.

Step 4-School Board If the grievance is not resolved to the sattsbacof the grievant, he or she may
advance the grievance to the School Board by doatidg on Form A and filing it with the superintiemt
within five work days after the decision of the stiptendent or the due date thereof. The supadietat shall
forward the grievance record to the School Boatthiwifive work days of receipt of the Form A. T&ehool
Board may, at its option, hold a hearing or may enaklecision based on the grievance record antewrit
evidence presented by the grievant and the supadett. The School Board shall provide its writlegision
to the grievant within thirty days of the hearingibno hearing is held, within thirty days of espt of the
grievance record.

If the School Board holds a hearing, the griewatitbear his own expenses and the School Board wil
bear the expenses of the superintendent. Withegsesire employees of the School Board will be grdnt
release time if the hearing is held during theirkireg hours. The hearing shall be held at the skimoahich
most witnesses work, if feasible.

The hearing will be set within 30 days of the Rbsudecision to have a hearing, and the grievargtmu
be given at least 15 days written notice of the dalace, and time of the hearing. The grievantthad
superintendent may be represented by legal coonselother representative. The hearing before the@
Board shall be private, unless the grievant reguegtublic hearing. The School Board shall estalthie rules
for the conduct of any hearing. Such rules shaluide the opportunity for the grievant and the suppendent
to make an opening statement and to present adirrabbr relevant evidence, including the testimohy
witnesses and the right of all parties or theiregpntatives to cross-examine the witnesses. Vgisanay be
guestioned by the School Board.



The School Board's attorney, assistants, or reptatdee, if he, or they, represented a participarhe
prior proceedings, the grievant, the grievantasratty, or representative and, notwithstanding tlogipions of
§ 22.1-69 of the Code of Virginia, the superintertdshall be excluded from any closed session oStieol
Board which has as its purpose reaching a dectsidhe grievance. However, immediately after agienihas
been made and publicly announced, as in favor abbin favor of the grievant, the School Boardtsraey or
representative, and the superintendent, may j@rstthool Board in closed session to assist in titeng of the
decision.

A stenographic record or tape recording of the @edings shall be taken unless the grievant and the
School Board agree otherwise. If the recordingisdispensed with, the two parties shall sharetst of the
recording equally, and if either party requestsaadcript, that party shall bear the expense girgparation.

The decision of the School Board shall be bastayson the transcript, if any; and any evidence
relevant to the issues presented at the SchoobBwaring in the presence of each party. The Sdboaid
shall give the grievant its written decision witld@ days after the completion of the hearing.

The School Board may affirm, modify, or reversedeeision of the Superintendent. The decision ef th
School Board is final.

Part Il
Purpose

Part Ill provides a timely and fair method of resing disputes regarding dismissal or placing on
disciplinary probation. An equitable solution stebbke secured at the most immediate level of adtnatisn.
This Part shall not be construed as limiting tigatrof any eligible employee to discuss any maiteroncern
with any member of the school administration. Bloould this Part be construed to restrict any eygas
right to seek, or the school administration’s righprovide, informal review of complaints that ac included
in the definition of grievance. Nothing in thisogedure shall be interpreted to limit the SchochuBics
exclusive final authority over the management goeration of the school division, nor confer anygandy
right whatsoever.

Notice of Dismissal or Placing on Probation

Notice. In the event the superintendent or designealdsdo recommend the dismissal or placing on
probation of an eligible employee, written notitals be given to the employee on a form providedhay
School Board (Form B) notifying the eligible empdayof the recommendation and informing the eligible
employee that within fifteen days of receiving tiwgice, the eligible employee may request a meetitiy the
superintendent.

Preliminary Information Gathering . During the time between notice and the Step &timg, the
merits of the recommended action shall not be demed, discussed, or acted upon by the School Bdstrthe
request of the eligible employee, the superintensleall provide the reasons for the recommendation
writing, or if the eligible employee prefers, iparsonal interview. At the request of the employlee
superintendent shall provide the employee or lpsesentative with the opportunity to inspect anplydais
personnel file and all other documents relied uppthe superintendent in reaching his decisiorgasl
confidential by law. Within ten days of the requefkthe superintendent, the employee shall prothée
superintendent the opportunity to inspect and ¢bhpydocuments to be offered in rebuttal to the
superintendent’s decision. The superintendent la@@mployee shall be under a continuing duty toloke and
produce any additional documents identified latat thay be used in the respective parties' caselsieh. The
cost of copying shall be paid by the requestingypar



Procedure

Step 1-Superintendent Within fifteen days of receiving notice of trecommendation of dismissal or
probation, the employee may initiate a grievancsuiymitting Form C to the superintendent. A megshall
be held within five work days of the superintendentceipt of the Form C at a time and place dediphby
the superintendent. Each party may be represéytad attorney or other representative and willehiine
opportunity to present withesses and document®. nidgeting shall be closed to all other persone Th
superintendent shall provide a written responseam C within five work days of the conclusion bét
meeting. This step may be waived at the optioh@femployee.

Step 2-School BoardAn eligible employee may initiate a grievance byfj Form C with the
superintendent within fifteen days from the receifphotice from the superintendent or within fivayd after
the conclusion of Step 1. Form C shall be providgthe School Board. The employee shall specithea
matter to be addressed by the School Board on Borm

The hearing shall be scheduled and conductedrwiitivity days of the receipt of the grievant’'s Fa@n
The grievant shall be given at least fifteen dayitten notice of the date, place, and time of tharing and
such notice shall also be provided to the superdgst.

The grievant and the superintendent may be represéy legal counsel or another representativee T
hearing before the School Board shall be privatéess the grievant requests a public hearing. Sdi®ol
Board shall establish the rules for the condud¢hefhearing. Such rules shall include the oppdstdor the
grievant/representative and the superintendentéseptative to make opening and closing statenagatso
present all material or relevant evidence, inclgdime testimony of withesses and the right of attips to
cross-examine the witnesses. Witnesses may algadstioned by the School Board.

A record or recording of the hearing shall be madie preserved for six months. If either the griévor
the School Board requests a transcript of the deoprecording prior to the expiration of the siomth period,
it shall be made and copies furnished to both @artThe School Board shall bear the expense attueding
and the transcription.

The School Board shall provide the grievant atemidecision within thirty days after the complatiaf
the hearing. The decision shall be based on ikgagce record and the information presented abdlaeing, if
any. The School Board's attorney, assistantgmesentative, if he or they represented a paatitim the prior
proceedings, the grievant, the grievant's attoroeyepresentative and, notwithstanding the prowsiof §
22.1-69 of the Code of Virginia, the superintendsrll be excluded from any closed session of to&
Board which has as its purpose reaching a dectiamgrievance. However, immediately after a denisias
been made and publicly announced, as in favor abbin favor of the grievant, the School Boardteraey or
representative and the superintendent may joilstih®ol Board in closed session to assist in thengrof the
decision.

The School Board may accept, reject, or modifyrdz®mmendation of the superintendent. The
decision of the School Board is final.

Part IV

Determination of Grievability



Initial Determination -School Board. Decisions regarding whether a mattgrievable shall be made
by the School Board at the request of the supemi®et or grievant. The School Board shall reasklétcision
after allowing the superintendent and the griexanbpportunity to present written or oral argumeatgarding
grievability. The decision as to whether the argata shall be written or oral shall be at the @dson of the
School Board. A decision regarding grievabilitaktve made within ten days of such a request. The
determination shall be made after the grievancedsaced to writing and prior to any School Boardrirey or
the right to such determination is waived. Failof¢he School Board to make a timely determinasball
entitle the grievant to advance to the next Stegh@fProcedure as if the matter were grievable.

Final Determination-Circuit Court. Grievability decisions of the Sdi@®@oard may be appealed to the
circuit court having jurisdiction in the school dion. The grievant must file a written noticeapipeal with the
School Board within ten days after the date ofS8bkool Board’s decision and give a copy to all otfeaties.
Within ten days of receipt of the notice, the Sdigmard shall transmit to the clerk of the courtbich the
appeal is taken a copy of its decision, a copyefrtotice of appeal and the exhibits. The faibfrhe School
Board to transmit the record within the time allavaiall not prejudice the rights of the grievariteTTourt, on
motion of the grievant, may issue a writ of cediorequiring the School Board to transmit the rdsmn or
before a certain date.

Within ten days of receipt by the clerk of sucbamel, the court, sitting without a jury, shall hélae
appeal on the record and such additional evideniteay be necessary to resolve any controversytag to
correctness of the record or other evidence the determines is required by the ends of justi€ke court’s
decision shall be rendered not later than fifteaysdafter the conclusion of the court’s hearingny, or review
of the record. The court may affirm, reverse, adify the decision of the School Board.

Compliance with Procedural Requirements

The right of any party to proceed at any steghisf Procedure shall be conditioned upon compliance
with the time limitations and other requirementsfegh in this Procedure.

The failure of the grievant to comply with all sti@ntial procedural requirements shall eliminaee th
grievant’s right to proceed with the grievance salpist cause for the failure can be shown. Tiheésof the
School Board or any supervisory employee to comytlly all substantial procedural requirements withjost
cause shall entitle the grievant, at his optioradeance the grievance to the next Step or airtaéS$tep to a
decision in his favor.

The determination as to whether the substanta@dqutural requirements of this Procedure have been
followed shall be made by the School Board. Ineese in which there is a factual dispute as tahdrehe
procedural requirements have been met or just daasbéeen shown, the School Board shall have tienopf
allowing the grievant to proceed to the next St€pe fact that the grievance is allowed to prodaeslich case
shall not prevent any party from raising such f&lto observe the substantial procedural requirésrenan
affirmative defense at any further Step in thisd@cre.

Separability

If any portion of this Part of the Procedure, e aipplication thereof, is held invalid by a caafrt
competent jurisdiction, the remainder of this pohge and the application thereof in all other anstances
where not expressly held invalid shall not be daédc
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Grievance FORM A
Part Il of Support Staff Procedure for Adjusting Grievances

I. General Information/Immediate Supervisor

Name of Grievant:

Name of School:

Date Action Being Grieved Occurred:

Description of Action Being Grieved:

Basis for Claim and Relief Sought:

| request a meeting with the Principal.

Grievant Signature and Date:

Il. Principal

Date Received:

Date of Meeting:

Decision:

Principal Signature and Date:

| accept the Principal’s decision and conclude my grievance.
| do not accept the Principal’s decision and a  dvance my grievance to Step Ill.

Grievant's Signature and Date:




I1l. Superintendent

Date Received:

Date of Meeting:

Decision:

Superintendent’s Signature and Date:

| accept the Superintendent’s decision and con  clude my grievance.

| do not accept the Superintendent’s decision and advance my grievance
to Step IV by submitting this Form to the Superint endent.

Grievant's Signature and Date:

IV. School Board

Date Received:

Date of Hearing (if any):

School Board Decision:

Signature of School Board Chair and Date:




Form B
Notice of Dismissal or Probation

Name of Employee:

Name of School or Work Location:

Date:

Check one only:
The superintendent has recommended that you be

The superintendent has recommended that you be

At your request, reasons for this recommendation w

interview.

You have 15 days from the receipt of this form to i
for Adjusting Grievances for Support Staff and Grie

Signature of Superintendent:

dismissed from your position effective

placed on probation effective until

ill be provided to you in writing or in a personal

nitiate a grievance. Enclosed is a copy of the Pro  cedure

vance Form C.




Form C
Part Il of the Procedure for Adjusting Grievances of Support Staff

I. General Information

Name of Grievant:

Name of School:

Date Action Being Grieved Occurred:

Description of Action Being Grieved:

Basis for Claim and Relief Sought:

| request a meeting with the Superintendent.

| waive my right to a meeting with the Superin  tendent and request a hearing
before the School Board.

Grievant Signature and Date:

Il. Superintendent

Date Received:

Date of Meeting:

Decision:

Superintendent Signature and Date:

| accept the Superintendent’s decision and con  clude my grievance.

| appeal the Superintendent’s decision to the School Board.




Il. School Board

Date Received by Superintendent:

Date of Hearing:

School Board Decision:

Signature of School Board Chair and Date:




File: GBN
APPLICATION FOR POSITIONS

Application for employment in the Buchanan Countiblic Schools shall be in writing and on forms
provided by the Personnel Office. A personal intmvis required of all applicants as prerequisite t
employment.

It shall be the responsibility of the applicanfuenish accurate information, and any falsificatif
either information or credentials shall be causalfsmissal or refusal to employ.

It is the desire of the Buchanan County Schoolr@da recruit and retain the best possible qualifie
applicants. Qualified applicants within the diaisiwill be given an opportunity to apply for posits in which
they are qualified. Vacancies within the divisioill Wwe advertised and notifications posted in esciool and
in the Central Office.

Adopted: August 14, 2000

Legal Refs.: Code of Virginia, 1950, as amended23§-70, 22.1-78

Cross Refs.: GCCA Posting of Professional Staffancies
GCD Professional Staff Hiring
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File: GBO

VIRGINIA RETIREMENT SYSTEM

All eligible employees must be members of the ViigiRetirement System. Employee retirement
benefits are governed by the rules and regulagstablished by the Virginia Retirement System.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950 as amended, 38278, 51.1-135.
Cross Ref.:  GBR Voluntary Retirement Savings Faogr
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File: GBR

VOLUNTARY RETIREMENT SAVINGS PROGRAM

The Buchanan County School Division offers its emgpes the opportunity to participate in a defined
contribution retirement plan, also known as a taeltered annuity or 403(b) program. This prograithlve
maintained and operated pursuant to a written plan.

The written plan will contain all the material tesrand conditions for eligibility, benefits, applda
limitations, the contracts available under the p&ard the time and form under which benefit distiitns may
be made.

The written plan will also address any optionatdieas, including hardship withdrawal distributions,
loans, plan-to-plan or annuity contract-to-annaiintract transfers, and acceptance of rollovetsdgglan,
which are included in the Division’s program.

The written plan may allocate responsibility foradistrative functions, including functions to colyp
with the requirements of 26 U.S.C. § 403(b) anctiothx requirements. The written plan may assigrh
responsibilities to parties other than the schootibn, but not to participants (unless the adstiation of the
plan is a substantial portion of the duties ofgheicipant). The written plan may incorporateréference
other documents which thereupon become part olvtlieen plan. The written plan may address teramaof
the program.

Every employee of the school division will annudlly notified about the program.

Adopted: July 26, 2012

Legal Refs.: 26 U.S.C. § 403(b).
26 CFR 1.403(b)-1 et seq.
Code of Virginia, 1950, as amended, 88 51.1-6031-603.1.

5/12 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GC
PROFESSIONAL STAFF

The State Board of Education shall, by regulatpyescribe the requirements for certification @icteers
and other school personnel. No teacher shall hdadg employed by a School Board or paid from jpuhinds
unless such teacher holds a local teacher licenadicense or provisional license issued by ttegeSBoard of
Education. If a teacher employed under a provisdibocense is activated or deployed for military\see within
a school year (July 1 - June 30), an additionat yeélhbe added to the teacher's provisional lieefts each
school year or portion thereof the teacher is atéid or deployed. The additional year or yeard dleadjranted
the following year or years after the return of thacher from deployment or activatidtequirements for
classroom teachers, special education, careereahdital education, guidance counselors, readiagalgsts,
school psychologists, visiting teacher/social woike stated in the Licensure Regulations for ScRecsonnel
adopted by the State Board of Education and irclP@ICA, Local Licenses for Teachers.

Adopted: July 23, 2008

Legal Refs.: Code of Virginia, 1950, as amended238-298 and 22.1-299.

8 VAC 20-21-10 et seq.
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File: GCA
LOCAL LICENSES FOR TEACHERS

The Buchanan County School Board recognizes thmeduogh quality teachers may not meet the
requirements for a state-issued, Board of Educatntiegiate or postgraduate professional licendeerefore,
to ensure the placement of high quality teachbesSchool Board will offer a three year nonrenewabtal
teacher license to qualified individuals who méettequirements of this policy. If a teacher emptbynder a
local teacher license is activated or deployedrfihitary service within a school year (July 1 - &80), the
School Board may provide an additional year tot#aeher’s local teacher license for each schoalgea
portion thereof the teacher is activated or demloyéne additional year or years shall be granteddahowing
year or years after the return of the teacher fuempioyment or activation.

Qualifications

To be eligible for a local teaching license, agividual must have the following qualifications:
» a baccalaureate degree from an accredited collegeiersity.
* appropriate experience or training in a relevabjestt or content area.

No local teacher license will be issued to teachessiding instruction in:

» special education.

e courses that represent core academic areas asdiefjrthe federal No Child Left Behind
Act of 2001, which currently include English, reaglior language arts, mathematics, science,
foreign languages, civics and government, econqraits, history, and geography.

Individuals eligible for a collegiate professiomalpostgraduate professional license issued bgttte
Board of Education shall not be eligible for a laeacher license.

Conditions/Requirements

Teachers employed under a local license shall hsidered probationary teachers and shall not be
eligible for continuing contract status. During ttnree year local license period, teachers shaiptete any
training specified by the division superintendeichiool board or the state Board of Education. $wathing
shall include curriculum and instruction, educatiechnology, reading and other specific courseasunt
relating to the Standards of Learning, differemiaif instruction, classroom/behavior managemadtiauman
growth and development.

The Board of Education shall issue a collegiatégasional or postgraduate professional license to
teachers employed under a local license if theWalg conditions are satisfied:

» the superintendent and school board recommence#ohér for state
licensure.

» the teacher completes three successful yearsdafitepexperience under a local license.
The success must be certified by the superinteratehschool board.
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File: GCA
Page 2

» the teacher earns a satisfactory score on thegsiofeal teacher's examination required by
the state Board of Education.

» the teacher completes other standards as may seripex by the state Board
of Education.

Locally licensed teachers who obtain a state caltegorofessional or postgraduate professionahiee
must serve a three year probationary period aftaineng such license before being eligible for tbmming
contract status.

No more than ten percent of teachers employeddgthool board may hold a local license. Thisrégu
shall be determined based on the number of teaehgoiyed during the preceding year. The localnse
shall be valid only in the school division thatuss the license.

Application Process

Any classroom teacher candidate may apply in wgitmthe superintendent for a local teaching lieens
Application for a local license shall include evide of satisfying the eligibility criteria abovéhe
superintendent or designee shall review each aigicand decide whether to recommend to the sdiuanid
that the applicant be granted a local license. nllppcommendation of the superintendent, the sdbmenld may
issue a local license to satisfactory applicants.

Reporting

The school board shall report information aboutheas employed under a local license to the Bofrd o
Education.

Adopted: July 23, 2008

Legal Refs: 20 U.S.C. § 7801(11).
Code of Virginia, as amended, 88 22.1-298, 22.1&4%922.1-299.3.
Cross Refs:  GC Professional Staff

GCG Professional Staff Probation and Contigontract
GCPD Professional Staff Members: Contraatustand Discipline
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File: GCB

PROFESSIONAL STAFF CONTRACTS

The School Board shall enter into written contraats teachers, principals, assistant principatsl a
supervisors as defined in 8 VAC 20-440-10 befohsamployees assume their duties except as nokew.be
Contracts will be in the form prescribed by thet&toard of Education, with special covenants aduyethe
School Board as appropriate. Contracts shall beesdign duplicate, with a copy furnished to eachypar

Written contracts are not required with persons atetemporarily employed. A temporarily employed
teacher, is 1) one who is employed to substituta foontracted teacher for a temporary periodnoé tduring
the contracted teacher's absence, or 2) one wéroptoyed to fill a teacher vacancy for a periodirok, but for
no longer than 90 teaching days in such vacandgsamtherwise approved by the Superintendent blidu
Instruction on a case-by-case basis, during onectglear.

Coaching contracts and contracts for extracurricagéivity sponsorship assignments where a monetary
supplement is paid shall be separate from the graple primary contract and termination of the safear
contract shall not constitute cause for the tertronaof the primary contract.

For purposes of this policy, "extracurricular atyivsponsorship”™ means an assignment for which a
monetary supplement is receiveeguiring responsibility for any student organiaas, clubs, or groups such as
service clubs, academic clubs and teams, cheangaduads, student publication and literary groapsd,
visual and performing arts organizations exckpsé that are conducted in conjunction with regular
classroom, curriculum, or instructional programs.

Adopted: July 26, 2012

Legal Refs.: Code of Virginia, 1950, as amended228-78, 22.1-302.
8 VAC 20-440-10.

Cross Ref.:  GCDA Effect of Criminal Conviction Bounded Complaint of Child
Abuse or Neglect
GCE Part-Time and Substitute Professional Stafplegment
GCG Professional Staff Probationary Term andti@aimg Contract
GCPB Resignation of Staff Members
GCPD Professional Staff Discipline
GCPF Suspension of Staff Members
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File: GCBA
STAFF SALARY SCHEDULES

The School Board shall annually establish and@mpsalaries for all school employees.

Adopted: August 14, 2000

Legal Refs.: Code of Virginia, 1950, as amended238-78, 22.1-289.1
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File: GCBB

PROFESSIONAL STAFF SUPPLEMENTARY PAY PLANS

The School Board may authorize extra pay for thgesvision of activities which require at least som
special training or experience by one or more fieated employees and which are of such a natarte th
although the school program includes these adsjithey cannot feasibly be included in the regsdaool day.
The School Board annually shall establish categaie shall determine compensation.

A separate contract in the form prescribed bySta¢e Board of Education shall be executed by the
School Board with an employee who is receiving aetary supplement for any athletic coaching assemm
or extra curricular activity sponsorship assignmé&his contract shall be separate and apart frencdmtract

for teaching.

For purposes of this policy, "extra curriculariaty sponsorship”™ means an assignment for which a
monetary supplement is received requiring respditgifor any student organizations, clubs, or goewexcept
those activities that are conducted in conjuncititth regular classroom, curriculum, or instructibpeograms.

Adopted: October 21, 2002

Legal Refs.: Code of Virginia, 1950, as amended?&8-78, 22.1-302.
8 VAC 20-440-110.

8 VAC 20-440-120.
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File: GCBC
File: GCBC
STAFF FRINGE BENEFITS

The Buchanan County School Board recognizes the foedringe benefits in order to promote the
employment and retention of the highest qualityspenel and effectively serve the educational neéds
students. Accordingly, fringe benefits shall beyided pursuant to regulations established by therd

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended? 8 85.

8 VAC 20-460-10.

Cross Ref.:  GCBD Staff Leaves and Absences
GBO Virginia Retirement System
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File: GCBD
PROFESSIONAL STAFF LEAVES AND ABSENCES
All professional staff employee leaves and absesball be subject to school division policy and

regulations. The superintendent shall providelieribterpretation and application of the schoolsibn's
policies and regulations regarding leaves and &@esen

Adopted: October 21, 2002

Legal Refs.: Code of Virginia, 1950, as amende2R 8-78.

Cross Ref.: GCBE Family and Medical Leave
IC/ICA School Year/School Calendar
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File: GCBD.1

PROFESSIONAL STAFF VACATION LEAVE

The Buchanan Countlid&®d Board will provide to all twelve-month, fulirte
professional employees an annual yecation.

1. The number of days, shall be fift€Eh) days per twelve (12) months, 240 day
contract. Employees who work less that wedve (12) contract, 240 days,
will receive vacation days on a prorated$fs less than a full year.
1. Vacation earned leave will be 1.25 days per month.
2. Vacation leave must be earned before it can bentake
3. Annual vacation time must be taken during a consexeighteen (18) month period.
Annual vacation leave for the fiscal year thestaken prior to January df the next

fiscal yeaor it will be lost

4. Upon leaving the school system or the position ceddy vacation leave,
the employee will be paid accrued vacatiays.

Adopted: March 6, 1989
Amended: October 6, 1997
Amended: June 15, 1998
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File: GCBD.2

PROFESSIONAL STAFF PERSONAL LEAVE
Full-time professional staff shiadl granted three (3) personal annual leave d&ys ea
school year. The three (3) days will be-ai®d for employees who do not begin work on
the initial date.

The three (3) days personal lereenon-cumulative.

The Buchanan County School Bo&mahgly feels that student(s) learn more and do
better work when the regular teacher i©edlassroom with the students.

Based on the above premise, treedBwill pay Professional Personnel $60.00 per
day for all unused personal days at theagrehch school year. The payment will be
made July first Payroll of each school term.

Adopted: October 6, 1997
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File: GCBD.3

CLASSIFIED STAFF VACATION LEAVE

The Buchanan County Scligmdrd will provide all twelve (12) month, full-time
Classified personnel an annual vanatio

1. The number af/gl shall be ten (10) days per twelve (12) morb, @ay contract
Employees whorkvless than twelve (12) months, 240 day contnditreceive
Leave days qurerated basis.

2. Vacation earned leave will be .83 days pentm

3. Vacation leave time must be earned before taken

4. Annual vacation time must be taken duringomsecutive eighteen (18) month
period. Annual vacation leawethe fiscal year must be taken prior to January

£ of the next fiscal year or it will be lost.

Bus Garage employees will continue to tekeation one week during the
July i) Holiday and the remainder prior to July first b&tnext school term.

5. Upon leaving the school system or thetmyscovered by vacation leave, the
employee will be paid for accrued unusadation days.

Adopted: March 6, 1989
Amended: October 6, 2997
Amended: June 15, 1998
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File: GCBE
FAMILY AND MEDICAL LEAVE
Generally

The Buchanan County School Board recognizes ligaion to provide its eligible employees with
unpaid leave pursuant to the Family and Medical/eeact (FMLA), 29 U.S.C. 8§ 2601 et seq. This pglic
describes the benefits available to eligible empdsyunder the Act.

Definitions

Active duty: The term “active duty” means duty undecall or order to active duty under a provisobn
law referred to in 10 U.S.C. § 101(a)(13)(B).

Contingency operation: The term “contingency operdthas the same meaning given such term in 10
U.S.C. § 101(a)(13).

Covered servicemember: The term “covered servicdmehmeans a member of the Armed Forces,
including a member of the National Guard or Resgrwo is undergoing medical treatment, recuparato
therapy, is otherwise in outpatient status, otlewise on the temporary disability retired Ifst, a serious
injury or iliness.

Eligible employee: To be eligible for leave undastpolicy the employee must have at least twel2® (
months of service with the Buchanan County schoasion and have worked at least 1250 hours acogrth
the Fair Labor Standards Act, 29 U.S.C. § 201 gt, e the twelve (12) months preceding the comraprent
of the leave. Full-time teachers are deemed td theel 250 hour test.

Instructional employee: Employees whose prindpattion is to teach and instruct students in as;la
small group, or an individual setting such as teeshathletic coaches, driving instructors, anaigpeducation
assistantsuch as signers for the hearing impaired. The thyves not include teacher assistants or aides who do
not have as their principal function actual teaghoninstructing, or auxiliary personnel such asnselors,
psychologists, curriculum specialists, cafeteriak@os, maintenance workers, bus drivers, or othergrily
noninstructional employees.

Next of kin: The term “next of kin” used with resg to an individual, means the nearest bloodivelat
of that individual other than the covered servicerher’s spouse, parent, son, or daughter, in thewoig
order of priority: blood relatives who have beearged legal custody of the covered servicemembepbyt
decree or statutory provisions, brothers and sistgandparents, aunts and uncles, and first cusimess the
covered servicemember has specifically designatediting another blood relative as his or her esaiblood
relative for purposes of military caregiver leavelar the FMLA. When no such designation is madd,there
are multiple family members with the same levelabhtionship to the covered servicemember, all sachly
members shall be considered the covered serviceer&sniext of kin and may take FMLA leave to provide
care to the covered servicemember, either consetytr simultaneously. When such designation fesb
made, the designated individual shall be deemée tihe covered servicemember’s only next of kin.
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Outpatient status: The term “outpatient statusthwespect to a covered servicemember,
means the status of a member of the Armed Forsignasl to
(A) a military medical treatment facility as an patient; or
(B) a unit established for the purpose of providiogymand and control of members of the Armed
Forces receiving medical care as outpatients.

Serious health condition: A serious health coodiis an illness, injury, impairment or conditidrat
involves inpatient care or continuing treatmentldyealth care provider.

Serious injury or illness: The term “serious injanyillness,” in the case of a member of the Armed
Forces, including a member of the National GuarBeserves, means an injury or illness incurrechby t
member in line of duty on active duty in the Arnfearces that may render the member medically umfit t
perform the duties of the member’s office, gradekr or rating.

Year: Arolling 12-month period measured backwiaodh the date an employee uses an FMLA leave.

Leave
Any eligible employee is entitled to leave foranbined total of twelve (12) weeks per year for the

following situations:

The birth and care of a newborn child,;

The adoption or foster placement of a child;

To care for an employee's spouse, parent,ilorwith a serious health condition;

Because of a serious health condition that sittke employee unable to perform the essential
functions of the employee’s job; and

Because of any qualifying exigency as defineDapartment of Labor regulations, arising out of
the fact that the spouse, or a son, daughter,renpaf the employee is on active duty (or has
been notified of an impending call or order toaetluty) in the Armed Forces in support of a
contingency operation.

PwppPE

o

However, an eligible employee who is the spouse, daughter, parent, or next of kin of a covered
servicemember is entitled to a total of 26 workveeekleave per year to care for the servicemembeave
under this paragraph is available only during glsiyear. During that year the employee is emtittea
combined total of 26 workweeks of leave under plakcy.

To the extent that an employee is entitled to cemspted leave under other Buchanan County school
division policies, such paid leave shall be subtd for unpaid FMLA leave. Otherwise, family anedical
leave is unpaid. When paid leave is available gthployee must satisfy any procedural requiremeiseo
division’s paid leave policy.

Employees on FMLA leave must report their statusiatention regarding returning to work to the
school division at least every four weeks.
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Notice to Employees of Their Rights under the FMLA
Posting and General Notice

The Buchanan County school division shall postanspicuous places, on the premises of the school
division where notices to employees and appliciortemployment are customarily posted, a noticdarmg
the FMLA'’s provisions and providing information alidhe procedure for filing complaints with the
Department of Labor. Attachment 1 may be useth@sobtice.

A copy of Attachment 1 will also be given to earhployee by including it in the employee handbook
or similar document or by distributing it to eacwnemployee upon hiring.

Eligibility Notice

When an employee requests FMLA leave, or the idivieas knowledge that an employee’s leave may
be for an FMLA-qualifying reason, the division skbunotify the employee of the employee’s eligilyilib take
FMLA leave within five business days. The EligityilNotice should state whether the employee wildi for
FMLA leave. If the employee is not eligible for EM leave, the Notice must state at least one readonthe
employee is not eligible (such as, for example nimmber of months the employee has worked for iisidn.)
This notification may be accomplished by providthg employee a copy of Attachment 4.

Notice of Rights and Responsibilities

The division will provide written notice detailirthe specific expectations and obligations of the
employee and explaining the consequences of theddbd meet those obligations each time the engaay
given an Eligibility Notice. This Notice will inclde, as appropriate:

» that the leave may be designated and counted aglasnemployee’s annual FMLA leave entitlement
and the 12-month period for FMLA entitlement;

» any requirements for the employee to furnish dediifon of a serious health condition, seriousrinjpr
illness, or qualifying exigency arising out of aetiduty or call to active duty status, and the
consequences of failing to provide certification;
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» that the division will substitute paid leave forpaid leave and any conditions related to the Suibisin
and the employee’s right to take unpaid FMLA led\the employee does not meet the conditions for
paid leave;

* any requirement for the employee to make any prenpayments to maintain health benefits and the
arrangements for making such payments, and thélg@s®nsequences of failure to make such
payments on a timely basis;

» the employee’s rights to maintenance of benefitindithe FMLA leave and restoration to the same or
an equivalent job upon return from FMLA leave; and

» the employee’s potential liability for payment afdith insurance premiums paid by the employer durin
the employee’s unpaid FMLA leave if the employaksfe return to work after FMLA leave.

The Notice of Rights and Responsibilities shouldabeompanied by any required
certification form.

The Notice of Rights and Responsibilities will alsolude notice that employees on FMLA leave must
report their status and intention regarding retugrio work to the division at least every four week

If the information provided by the Notice of Riglasd Responsibilities changes, the division will,
within five business days of receipt of the emp#gdirst notice of need for leave subsequent todmange,
provide written notice referencing the prior notared setting forth any of the information in thetide of
Rights and Responsibilities that has changed.

Designation Notice

When the division has enough information to detaemwhether the leave is being taken for a FMLA-
gualifying reason, the division should give the é&ype written notice whether the leave will be dasied and
will be counted as FMLA leave within five busineksys. If the division determines that the leavié nat be
designated as FMLA-qualifying, the division mudbmm the employee of that determination. The doriswill
also notify the employee that paid leave must tbstsuted for unpaid FMLA leave or that paid leasken
under an existing leave plan be counted as FMLRded the time of designating the FMLA leave.
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If the division will require the employee to presarfitness-for-duty certification to be restored t
employment after taking leave for a continuousqekof time, the division will provide notice of the
requirement with the Designation Notice. If theision will require that the fithess-for-duty céitation
address the employee’s ability to perform the dsadnnctions of the employee’s position, the dign must
so indicate in the Designation Notice and mustudela list of the essential functions of the emgddy
position.

If the division has reasonable safety concernsrdéggthe ability of an employee who is returniog t
work after intermittent or reduced leave schedalpdrform his or her duties based on the serioakhe
condition for which the employee took leave, it mmaguire the employee to submit a fitness for duty
certification unless one has been submitted withénpast 30 days.

If the leave is not designated as FMLA leave beedugoes not meet the requirements of the FMLA,
the notice to the employee that the leave is nsigdated as FMLA leave may be in the form of a $mp
written statement.

If the information provided by the division to teeployee in the Designation Notice changes, the
division will provide, within five business days i&ceipt of the employee’s first notice of needlé&ave
subsequent to any change, written notice of thegda

The division will notify the employee of the amouwftleave counted against the employee’s FMLA
leave entitlement. If the amount of leave needddown at the time the employer designates theslaa
FMLA-qualifying, the division must notify the emplee of the number of hours, days, or weeks thatsil
counted against the employee’s FMLA leave entitlenie the Designation Notice. If it is not possithd
provide the hours, days, or weeks that will be tedmgainst the employee’s FMLA leave entitlemtren the
division must provide notice of the amount of leavented against the employee’s FMLA leave entiden
upon request by the employee but no more oftendhagr in a 30-day period and only if leave wasnakehat
period.

The division’s decision to designate leave as FMjualifying will be based only on information
received from the employee or the employee’s spgmkssn. If the division does not have sufficient
information about the reason for an employee’safideave, the division will inquire further of tleenployee or
the spokesperson to ascertain whether leave igfdte FMLA-qualifying. Once the division has kwtedge
that the leave is being taken for a FMLA-qualifyirggson, the division will provide the employee tiotice
described in this subsection.
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An employee giving notice of the need for FMLA leawnust explain the reasons for the needed leave so
as to allow the division to determine whether #evke is FMLA-qualifying. If the employee failséaplain the
reasons, leave may be denied.

Leave for the Birth, Adoption or Foster Placement fa Child

The employee’s entitlement to leave for a birtlg@ion or foster placement of a child expireshaténd
of the twelve month period beginning on the datthefbirth, adoption or foster placement. Leakenafor the
birth, adoption or foster placement of a child rbaytaken intermittently or on a reduced leave saleeiithe
superintendent agrees to such an arrangement.

If the necessity for leave for the birth, adoptarfoster placement of a child is foreseeable basean
expected birth or placement, the employee shalligecthe school division with not less than 30 dagsice,
before the date the leave is to begin, of the eyagls intention to take leave. If the date oftilmth or
placement requires leave to begin in less thana$8,dhe employee shall provide such notice asistipable.
The employee’s notice should be sufficient to middeedivision aware that the employee needs FMLA-
qualifying leave and of the anticipated timing ahadation of the leave.

Leave Because of a Serious Health Condition of Enpjee

Employees are entitled, when medically necessatgke such leave on an intermittent or reducadde
schedule except as provided below.

If the necessity for leave is foreseeable basgolammed medical treatment, the employee shall
(1) make a reasonable effort to schedule the trattso as not to disrupt unduly the operations
of the division; and
(2) provide the division with at least 30 days'icetbefore the date the leave is to begin, of the
employee's intention to take leave. If the dattheftreatment requires leave to begin in less than
30 days, the employee shall provide such notidge psacticable.

The employee’s notice should be sufficient to middeedivision aware that the employee needs FMLA-
qualifying leave and of the anticipated timing ahadation of the leave.

The School Board may require that a request torddoecause of the employee’s own serious health
condition be supported by a certification issuedhealth care provider of the employee. The dimisnay use
Form WH-380-E (Attachment 2) for this certificatiofhe division should request that the employeeir
certification when the employee gives notice ofrieed for leave or within five business days thigeeeor, in
the case of unforeseen leave, within five busidlegs after the leave begins. The division mayestu
certification at a later date if it later has reaso question the appropriateness of the leavis @uration. The
employee must provide a complete and sufficiertifation within 15 calendar days after the
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division’s request. When the division requestsifteation, it will advise the employee of the anpiated
consequences of the employee’s failure to provitijaate certification.

Certification will be sufficient if it states -
(1) the name, address, telephone number and fakewof the health care provider and the type
of medical practice/specialization;
(2) the approximate date on which the serious healhdition commenced and its probable
duration;
(3) a statement or description of appropriate nadacts regarding the employee’s health
condition for which FMLA leave is requested. Thedital facts must be sufficient to support
the need for leave; and
(4) information sufficient to establish that themayee is unable to perform the
essential functions of his or her position, theuirabf any other work restrictions, and the likely
duration of such inability.

If an employee requests leave on an intermittenéaduced leave schedule for planned medical treattm
of his or her serious health condition, the cexdifion shall include information sufficient to dstah the
medical necessity for such intermittent or redusgltedule leave and an estimate of the dates orhwhich
treatment is expected to be given and the duratiguich treatment and any period of recovery.

If an employee requests leave on an intermitten¢éduced leave schedule because of his or her own
serious health condition that may result in unfeeadble episodes of incapacity, the certificaticallshclude
information sufficient to establish the medical egsity for the intermittent leave or leave on aioedl leave
schedule, and an estimate of the frequency andioaref the episodes of incapacity.

If the employee submits a complete and sufficoamtification signed by the health care providee, t
division may not request additional informationnfréhe health care provider. However, the divisioay
contact the health care provider for purposesarifatation and authentication of the medical dedition. To
make such contact, the division must use a heatth grovider, a human resources professional va lea
administrator, or a management official. The erygéds direct supervisor may not contact the emm@sye
health care provider.

If the school division doubts the validity of artifécation, it may require, at its own expensettthe
employee obtain the opinion of a second health pareider designated or approved by the schoobuiwi
concerning any information certified. The healthecarovider designated or approved by the schatdidn
may not be employed by the school division on al@goasis.

If the second opinion differs from the originatdcation, the school division may require, & dwn

expense, that the employee obtain the opiniontbird health care provider designated or approwedly by
the school division and the employee concerningrmétion
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certified. The opinion of the third health careyader will be binding on both the school divisiand the
employee.

Leave Because of a Serious Health Condition of a @th, Spouse, or Parent of Employee

Family and medical leave shall be provided wheretnployee is needed to care for his/her spouse,
child or parent with a serious health conditiondeBned above. Employees are entitled, when radigic
necessary, to take such leave on an intermittergdarced leave schedule except as provided below.

If the necessity for leave is foreseeable basgolaimed medical treatment, the employee shall
(1) make a reasonable effort to schedule the trattso as not to disrupt unduly the operations
of the division; and
(2) provide the division with at least 30 days'icetbefore the date the leave is to begin, of the
employee's intention to take leave. If the dattheftreatment requires leave to begin in less than
30 days, the employee shall provide such notidge psacticable.

The employee’s notice should be sufficient to middeedivision aware that the employee needs FMLA-
gualifying leave and the anticipated timing andatian of the leave.

The School Board may require that a request torddo care for an employee’s spouse, parent,ilak ch
with a serious health condition be supported bgréfcation issued by a health care provider @f thmily
member in need of care. The division may use Pdi380-F (Attachment 3) for this medical certifiicat.
The division should ask the employee to furnishiftestion when the employee gives notice of thedéor
leave or within five business days thereafterjrothe case of unforeseen leave, within five bussrdays after
the leave begins. The division may request cedtifon at some later date if it has reason to qureste
appropriateness of the leave or its duration. Thpleyee must provide the requested certificatiothivwil5
calendar days after the division’s request. Wiendivision requests certification, it will advidee employee
of the anticipated consequences of the employaéigé to provide adequate certification.

Certification will be sufficient if it states -
(1) the name, address, telephone number, and fakewof the health care provider and type of
medical practice/specialization;
(2) the approximate date on which the serious healhdition commenced and_fisobable
duration;
(3) a statement or description of appropriate n@dacts regarding the patient’s
health condition for which FMLA leave is requestéithe medical facts must be
sufficient to support the need for leave; and
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(4) information sufficient to establish that thenidy member is in need of care
and an estimate of the frequency and duratiohefdave required to care for the
family member.

If an employee requests leave on an intermittenéduced leave schedule for planned medical tre@itm
of a family member’s serious health condition, ¢ceeification shall include information sufficietd establish
the medical necessity for such intermittent or pedluschedule leave and an estimate of the datethand
duration of such treatments and any periodzodvery.

If an employee requests leave on an intermittediced leave schedule in order to care for a family
member with a serious health condition, the ce#tfon shall include a statement that the empleyee’
intermittent leave or leave on a reduced leavedidbas medically necessary for the care of the danghter,
parent, or spouse who has a serious health condgrowill assist in their recovery, and the expdatiuration
and schedule of the intermittent leave or redueaud schedule.

If the employee submits a complete and sufficoemtification signed by the health care providee, t
division may not request additional informationnfréhe health care provider. However, the divisitay
contact the health care provider for purposesarifatation and authentication of the medical dedition. To
make such contact, the division must use a heatth grovider, a human resources professional va lea
administrator, or a management official. The erygéds direct supervisor may not contact the emm@isye
health care provider.

If the school division doubts the validity of a ttleation, it may require, at its own expense tttie
employee obtain the opinion of a second health pareider designated or approved by the schookutiwi
concerning any information certified. The healthecarovider designated or approved by the schatdidn
may not be employed by the school division on al@goasis.

If the second opinion differs from the originatfcation, the school division may require, & dwn
expense, that the employee obtain the opiniontbird health care provider designated or approvetdly by
the school division and the employee concerningrinétion certified. The opinion of the third héadare
provider will be binding on both the school divisiand the employee.

Leave to Care for a Covered Servicemember

If the necessity for leave is foreseeable basgolamed medical treatment for a serious injurilioess
of a covered servicemember, the employee shall

(1) make a reasonable effort to schedule the trattso as not to disrupt unduly the operationsief t

division; and

(2) provide the division with at least 30 days'icetbefore the date the leave is to begin, of the

employee's intention to take leave. If the dattheftreatment requires leave to begin in less 8@an

days, the employee shall provide such notice psaigticable.
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The employee’s notice should be sufficient to middeedivision aware that the employee needs
FMLA-qualifying leave and the anticipated timingdagiuration of the leave.

The School Board may require that a request Borddo care for a covered servicemember with a
serious injury or illness be supported by a cedtibn issued by a health care provider of the e
serviceperson. The certification may be completed bnited States Department of Defense (DOD) hezdlte
provider, a United States Department of Veterarfaiisf (VA) health care provider, a DOD TRICARE netk
authorized private health care provider, or a D@D-network TRICARE authorized health care providdre
employee shall provide, in a timely manner, a cofpyuch certification to the school division.

Certification will be sufficient if it states
(1) the name, address, and appropriate contactation (telephone number, fax number,
and/or email address) of the health care provitiertype of medical practice, the medical
specialty, and whether the health care providenesof the following: a (DOD) health care
provider, a United States Department of Veterarfaiisf (VA) health care provider, a DOD
TRICARE network authorized private health care mex;, or a DOD non-network TRICARE
authorized health care provider;
(2) whether the covered servicemember’s injuntioess was incurred in the line
of duty on active duty;
(3) the approximate date on which the serious healhdition or serious injury or illness
commenced and its probable duration;
(4) a statement or description of appropriate nadacts regarding the covered
servicemember’s health condition for which FMLAVeas requested. The medical facts must be
sufficient to support the need for leave; and
(5) information sufficient to establish that tt@vered servicemember is in need of care and
whether the covered servicemember will need cara &ngle continuous period of time,
including any time for treatment and recovery, andstimate as to the beginning and ending
dates for this period of time.

If an employee requests FMLA leave on an inteenitor reduced leave schedule for planned medical
treatment appointments for the covered servicenrettiee certification must state that there is a icedd
necessity for the covered servicemember to have gecodic care and must contain an estimate of the
treatment schedule of such appointments.

If an employee requests FMLA leave on an inteenitor reduced schedule basis to care for a covered
servicemember other than for planned medical treatnthe certification must contain a statement there is
a medical necessity for the covered servicementbleave such periodic care, and must contain amatsiof
the frequency and duration of the periodic care.

In addition to the information listed above, theision may also request that the certificationfegh the
information on Form WH-385 (Attachment 7.)
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In lieu of Form WH-385, the division will accepuitational travel orders (ITOs) or invitational e
authorizations (ITAs) issued to any family memlzejoin an injured or ill servicemember at his or hedside.
An ITO or ITA is sufficient certification for theudtation of time specified in the ITO or ITA. Dugrthat time
period, the employee may take leave to care foctivered servicemember in a continuous block oé timon
an intermittent basis.

The information on the certification must relatdyao the serious injury or illness for which tbarrent
need for leave exists. The division may seek anfiitetion or clarification of the certification, @, or ITA but
may not seek second or third opinions. The dinisi@ay require an employee to provide confirmatibn o
covered family relationship to the seriously ingi@ ill servicemember.

Leave Related to a Qualifying Exigency arising fromActive Duty or a Call to Active Duty

If the necessity for leave because of a qualifgrigency arising from the fact that a family memiser
on active duty or has been notified of an impendialgjto active duty is foreseeable, the employes! give
such notice to the school division as is reasonatkepracticablélhe employee’s notice should be sufficient to
make the division aware that the employee needsA=hlialifying leave and the anticipated timing and
duration of the leave.

The first time an employee requests leave beaafusejualifying exigency arising out of the actohaty
or call to active duty status of a covered militargmber, the division may require the employeetwide a
copy of the covered military member’s active dutgers or other documentation issued by the militanich
indicates that the covered military member is divaauty or call to active duty status in suppafra
contingency operation and the date of the coveriéthrg member’s active duty service. A copy ofanactive
duty orders or other documentation issued by thgamyi shall be provided to the division if the defer leave
because of a qualifying exigency arises out offf@mint active duty or call to active duty statdish®e same or a
different covered military member.

A request for leave because of a qualifying exiganust be supported by
1) a statement or description signed by the employappropriate facts regarding the qualifying
exigency for which FMLA leave is requested. Thetgamust be sufficient to support the need
for leave;
2) the approximate date on which the qualifyir@gency commenced or will
commence;
3) the beginning and ending dates of absence #itingloyee requests leave because of a
qualifying exigency for a single, continuous peraidime;
4) an estimate of the frequency and duration ofjthaifying exigency if the employee requests
leave because of a qualifying exigency on an initéent or reduced schedule basis; and
5) if the qualifying exigency involves meeting walthird party, appropriate contact information
for the individual or entity with whom the employsemeeting and a brief description of the
purpose of the meeting.
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The division may use Form WH-384 (Attachment 6)tfos certification.
Rules for Intermittent and Reduced Schedule Leave

When permitted by the FMLA, intermittent and reedschedule leave may be used until the aggregate
amount of such leave equals twelve weeks or 26 svié¢ke leave is taken to care for a covered seraember
in the employee’s rolling year. However, when éngployee requests intermittent or reduced schddale
that is foreseeable based on planned medical tezatiine school division may temporarily transfer th
employee to an available alternative position \etfjuivalent pay and benefits that better accommedhte
employee’s intermittent or reduced schedule leave.

When an eligible employee employed principallaminstructional capacity requests leave to cara fo
family member with a serious health condition, e&ecause of the employee’s own serious healthitoamd
or leave to care for a covered servicemember antetve is foreseeable based on planned mediesineat
and the employee would be on leave for greater 20gmercent of the total number of working daythe
period during which the leave would extend, theosthlivision may require the employee to electesith

1) to take leave for periods of a particular dunatinot to exceed the duration of the planned na¢dic

treatment; or

2) to transfer temporarily to an available alteiweposition offered by the school division for whithe

employee is qualified and that has equivalent paly a

benefits and better accommodates recurring peablisave than the employee’s regular employment

position.

The school division may require an employee toersalch an election when the employee has

1) made a reasonable effort to schedule the trewtsoeas not to disrupt unduly the operations ef th
division, subject to the approval of the healtregarmovider; and

2) has provided the division with not less tharda@s’ notice before the date the leave is to begithe
employee’s intention to take leave, except thtefdate of the treatment requires leave to begiess

than 30 days, the employee shall provide such @aiscs practicable.

Rules for Husband and Wife Employed by Buchanan Caaty School Division

A husband and wife who are both eligible for fansihd medical leave and are employed
by Buchanan County school division shall be grafaedily and medical leave only for a combined taifal
twelve weeks per year when the leave is takerfbtrth, foster placement, or adoption of a childo care
for the child after birth, adoption, or foster pdagent or to care for a parent with a serious healtidition.

A husband and wife who are both eligible for fagnaihd medical leave and are employed by Buchanan

County school division shall be granted family anedical leave only for a combined total of 26 woeeks
per year if the leave
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(1) is taken to care for a covered servicementrer;

(2) is taken as a combination of leave to carafoovered servicemember and leave for the birtitefo
placement, or adoption of a child or to care far ¢hild after birth, adoption, or foster placemento
care for a parent with a serious health conditislowever, if the leave taken by the husband and wif
includes leave for the birth, foster placementdoption of a child or to care for the child atbéth,
adoption, or foster placement or to care for amangth a serious health condition, the leave fatt
reason shall be limited to 12 workweeks per year.

Benefits During Family and Medical Leave

Employees on family and medical leave shall rexéie group health insurance plan coverage on the
same conditions as coverage would have been pbifitlee employee had been working during the medb
leave. Other benefits shall be provided accorthnguchanan County school division policy for pardunpaid
leave, whichever applies.

If the employee fails to return to work when tlegipd of leave to which he or she is entitled expiior
any reason other than the continuation, recurresroenset of a serious health condition that esgtithe
employee to leave, or other circumstances beyameértiployee’s control, the school division may recdhe
premium it paid for maintaining the employee’s aagge during the period of unpaid leave in accordamith
federal law.

Return to Work

An employee on family and medical leave shall pexthe division at least two work days’ noticetlod
intent to return to work. The employee shall denmged to the same or equivalent position at tliecdrihe
family and medical leave unless the division shtives the employee would not otherwise have beeri@mgp
at the time reinstatement is requested.

The following return to work provisions apply twstructional employees:

1. If an instructional employee begins family anedical leave more than five (5) weeks before the
end of an academic term, the employee may be egtjtorcontinue taking leave until the end of
the term if the leave is at least three (3) weakduration and the return to work would occur
during the last three (3) weeks of the academiu.ter

2. If an instructional employee begins family anddical leave a) because of the birth, adoption, or
foster care placement of a son or daughter of tin@@yee, b)
to care for a family member with a serious headthdition, or c) to care for a covered service
member during the five (5) week period before the ef an academic term, the employee may
be required to continue taking leave until the ehthe academic term if the leave is longer than
two (2) weeks in duration and the return to workulgdooccur during the last two (2) weeks of the
academic term.

© 2/09 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GCBE
Page 14

3. If an instructional employee begins family aneldical leave a) because of the birth, adoptiofpster
care placement of a son or daughter of the emp|dyee
to care for a family member with a serious heatindition, or c¢) to care for a covered service
member during the three (3) week period beforeetiteof an academic term, the employee may
be required to continue taking leave until the ehdn academic term if the leave is longer than
five (5) working days in duration.

If an instructional employee is required to conéreave until the end of an academic term, ordy th
period of leave until the employee is ready ane éblreturn to work shall be counted against thalfeand
medical leave entitlement. However, the divisiamstrcontinue the group health insurance coveraderuhe
same conditions as if the employee were working.

Outside Employment
An employee who is on family and medical leave matyengage in employment for any other employer

or self-employment while on leave. Falsificatidrrecords and failure to correct records knowneddise are
violations of this policy and will result in disdipe which may include termination from employment.

Adopted: July 30, 2009

Legal Ref.: 29 U.S.C. 8§ 207, 2611, 2612, 261342@618, 2619.

29 CFR 825.110, 825.115, 825.124, 825.200, 825228207, 825.300, 825.301, 825.302.
825.303, 825.305, 825.306, 825.307, 825.309, 8P5845.311, 825.312, 825.600, 825.602,
825.603, 825.800.

Cross Refs.: GCBD Professional Staff Leaves anskAbes

GDBD Support Staff Leaves and Absences
GCBEA Leave without Pay
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Attachment 1

Attachment 2

Attachment 3

Attachment 4

Attachment 5

Attachment 6

Attachment 7

ATTACHMENTS

Employee Rights and Responsibilities Under the Faryi and Medical Leave Act
(WHD Publication 1420)

Please note: a copy of this poster can be dowrdddtbm
http://www.dol.gov/whd/regs/compliance/posters/femadf

Certification of Health Care Provider for Employee’s Serious Health
Condition (Family and Medical Leave Act)(Form WH-380-E)
Please note: a copy of the certification form cadownloaded from
http://www.dol.gov/whd/forms/WH-380-E. pdf

Certification of Health Care Provider for Family Me mber’s Serious Health
Condition (Family and Medical Leave Act)(Form WH-380-F)

Please note: a copy of this form may be downlodiced
http://www.dol.gov/whd/forms/\WWH-380-F.pdf

Notice of Eligibility and Rights & Responsibilities (Family and Medical Leave Act)
(Form WH-381)

Please note: a copy of this form may be downlodied
http://www.dol.gov/whd/forms/WH-381.pdf

Designation Notice (Family and Medical Leave Act)
(Form WH-382)

Please note: a copy of this form may be downlodided
http://www.dol.gov/whd/forms/WH-382.pdf

Certification of Qualifying Exigency for Military F amily Leave (Family and Medica
Leave Act) (Form WH-384)

Please note: a copy of this form may be downlodicted
http://www.dol.gov/whd/forms/WH-384.pdf

Certification for Serious Injury or lliness of Covered Servicemember—for Military
Family Leave (Family and Medical Leave ActForm WH-385)

Please note: a copy of this form may be downlodied
http://www.dol.gov/whd/forms/WH-385.pdf
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GCBE-E

Your Rights

Under The

Family and Medical Leave Act of 1993

FMLA reguires covered employers o provids op do 17 weeky of
||1|[mt||,j|1|:- |:lr|1l|.'|."|.|.1| lezagres Ao ‘l:lif'_'l:-ll." |.-|n|_-||-:r:.-|:,ca~ hor certane
Tamily and medical reasons.

It‘rnplu:,-‘gug iy I:'E'@mll:! if |I||_ﬂ}' havee wirkal lor o covcrcd
erepiborver for il least ome veas, and for 1250 howrs ower the
previows 12 nwantls, and if theee anc at least 50 employees
within 75 miles.

Reasons For Taking Leave:

Vepald leave muat be granted Do aay of the Telkaing reasons:
* toeare for the employes’s child afier birth. or placcment for
atlopilinm ur loesler czare;,

= Ierwire for the ermpehoyes”s spouse, sum or danghler, or parend,
whio has & scriows Bealth conditiog o

+ for a serious bealth condition bat ovakes e coployec anable
1o petliam (he employee’s joh,

At the emplovee™s or cmplaver’s option, coriain kinde of paid
Beivwe oy b suledeluted Tur anpaid leiee

Advance Notice and Medical

Certification:

The -:-:rrrpln::yur.' ity b megired 1es 'l'm:rl.-ilhe athomos: leave nnlic:
and medical coification. Taking, of Lzewe may be denied if
m|_|.|i'r\r_'|1|u||['\; ire resl el

= The E'!1TI|'I|{!I'!.'I:E' rrdinarily sl pnwidn M '1“:‘"" iElvimee mslice
when the [eave iz “foresccable.”

# A employer may reguire mesic cedilication i sappoed a
request for lesve becanse of a serions health condibion, nod
miy reguing second or Eand apinscns {al the amployen s
cxpenseh and 2 fitness for duty report o et 1o work

Job Benefits and Protection:

+ Bor the dosation of FMLA loave, the cplorer mosl maingain
the: employae™s Dealth covemuae under oy "group Desdth plam,”

LLS. Departmant ol Labor
Emplzyment Slandards Adminstration
Wapge 2nd Hour Divigion

Wiashingron, NUC 202140

= Upoo rewre frony FAMLA lpave, most employess most be
reslomal o fheir onginal or ageivalenl posilions wilh
ceparvilcnt ey, Bawehing, and athae cimploymcnl eomes.

= The uze of FMLA leave conned tesult in the Loss of any
sinpluymcnl benelil hal accneed peasd Go the start of an
coployoe s I,

Unlawful Acts By Employers:

FRLA makes it wnleaful for any cmployer o

# interfiene with, resinin, or deny e cxercdse of any righl

provided noder FRMLA:
+ diecharge or discriminaic sgainst any persoa for opposing Aoy

pricaize mals unlavedu? by FRLA or lor invobsemenl inoany

procecding ueder ar elatiog o FRLA,
Enforcement:

= The U5, Diepartmcat of Labor i nuthorized o investicate und
festibve curmpliin s of vicladicns.

= fun pligible cmployee moy bricg o civil vetion pmins an
cinployar G viedations.

FMLA does ned sffec) iy Federml or Sty loe prohibiting
discrimivation. or supargeds any State o local law o enllective
birgnining sereement which provddes areater family o medical
leave righls.

For Additional Information:

Contact the nearest office of The Wage and Doar Dy inag
lisied in most telephope divectaries owder T8, Governmaent,
Leparimeenl nd b,

WH Publication 1420
June 1593
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Gerdfication of Hoakth U5, Department nf Latx

Gars Provide Fo il S0zt At
HE LI Lo o e L T U Bt g i Hoor Drazon
DH B 12715-0781
. Capires  OB-20-02
1. Employrrs Bame Yo Falinn's Mame JF difereed G enploues)

1 The atachesl sl gesorbas what s ruant by 2 "earious healmeondifion” undar the Famiy anc Medcal Lese & Lizaes ke pavienks
rorelilion’ qualfy under ary of the calegories desermans f s, ease check the apploabi: calegary.
mo &) 13} 144 ] (E) , e Mo al the garve

I, Deseribe the medical Backs wich SUpROT soor costilicalion, irchinng A brird slalement 35 1o v the rrerdcal Facs Mgt bhe criln s of ong
al TrEse Cakpnneire:

S kAl INE aparosinats date the mndiicn canmencad, ored ihe prubalie doratan of thr coreilion [@ng ateo be prehabl duation ot os
bl s prasent incapacity if difroeee]:

b Will it L necessery Tor the emmkipg: (o ke work orey Infanmitterttly or bo wark on A less than full scheduls as a resilt of the candiicn
(includivgg ther Lreaument cesmbad mbiem G Lolowd?

IF srss, qgers e proBable duration

o IF U condiion & @ chonle condition fcoadtan 45 or pregnancy, sals whether the patiert & prosenily ncepaciatad and the ek
shuralicn and requency of episodes of incapacity™

Ea. I zdditiore trestmonls wil be required tor tne condtinn, povide £n estimate of thi probails nuimber at sucn treatmesis

I ke pustivl il e absent trom werk or pthes (dily &2t tias because of traalment on an intermitant or part-time basis, siE0 proyvice an
astimentc ol U prolable umbes of and nirva between such weaamants. ackiml on eslimated detes of traatmes. iF krowe, and pericd recquimed
for repavary i ary

f IF are of these et el B2 pravided by another pravider of heatth services (2.0, physic: herapisn), pease stoba the ralune o Qe
traatments

2. Ha regirmen of comtinuing treatrent Lry i patien (5 requirss snder your supersicn, peowida & general dascriptan af st regimen
(e.q.. presomipticn drugs physical theapy soquring special equipment)

. 0P mentical lave s requicad for the emploves s absance from woers Lecause of the amployes’s own condition (it LGRg eomnses due o
pregraricy e A clvonie condition), s the emplopee unabla to perform work oF @1y Bnd™

In T ald 1o perfarm Some wark. 5 the Fmployer: unable to perform any one of mome of the essential functione of the smployes's job
(e erploygee O Lhe gmipkoyer should supply vouseith infnration about tha essentad joi furmlonsy® I yes. pleas: liss thiz
gsaprmtial fundicre ther erapoyes: i5 unakie 10 parom

" Heere and savehere an Mis T, te riformatian soaght rdaies only 1o the Zondrion for which e cpioges & Lking FRLA lecvs
“Incapacity.” for tha purpases of FLA. is defined 10 mean nobiity b work, atlend schanl or permarm other raguar daily sch itk e 1o e
sericns Daalth condivon, treabment tharafar or receovery theoelce,



¢ W resther o ren b applics. 15 Itru::uzss.an.'rcur'.hasrlrﬂm_ua-ar::ﬁmabamllrunwnrhhﬂmhmnﬂ' S

s IF e is ragaim: Lo cama for a Taemily mambar of (ha rrployes w8 cprits heath mndcian. doses the patisnt requirs assistancea fia

pasic Aedicnl o persanal needs m salety pr for transpeogtand - —

b 14 wiod bhe: praploywey s precEra: L0 pravidle peychological comfort bar berpebicial Lo T praledt b2 aesist In the patent’s TEC IRy

. IF the patiert will need care anly mieeitently or on & part-timi: oase, (EEGE rliizane the probanis guratien af this nea:

Signature ot Hessth Care Pravider) Ty o Prachie]

[hokdress) [ 1edrgihens i)
leted by the employee needing family ave bo can for a tamily membar:

SLame thi ciere yoU vk provice and & estimale aif thi perkr g which cana vill Le proviked, inchoding schesduire i e iz 10 e Lkt
inbarmitienthy o i L wll be neoessang Far you b weaik ez Uhan ol scheduh::

To b cornp

i_DnFantz Sigmt.lrl.{l |1 Taley




A “Sariaus Health Condibon” moare an fles, injury irgainmsnt. of pigscal or merkal cendiben the inucloes cnoo® he folice:ng
1. Hpidial G

inpatient came (fe., a0 cvernigls stayl in @ Nospital. hospice. o resitental medicd cone: Badlity, ivclucding any pariad of Incapactty® or subsan e
ST bmRCL i enemestm wiho consegaent b such inpatent cara

- . " I

el A openiad of incapacivy” ol mers than thres coneaculive cakndar days (nicholiog @ny subdequert eatmet of perizad of Incapaity”
resatirg L e same condition] that alsn irenbres:

(1] Treawmart two of Mo tmes by o health cne e Dy e oueecon plesician's 2ssisant under diract supenesicn of o bealth
Ciars paCeeckar, OF biy @ prosioer of haalth care services (., hosical Lherapisd;: odor arders of, o on referral By @ reath core
provirder: <

(% Ireserem iy & Fesalth cane praviden on at keast ofe occasion whch resutts n 2 regimen of continuing reabment” e e
supersisan af the hesith e pronideer.

3. Iregnancy

Ay perind of |n:,.c||:.a|;i::,l: due tn pregnancy, i v pronatal care.
4. Chrouic Conditions Bemiring T

A chronic sondition wlich:

(1) Kegquires peredic visis for resbmeent by o leaiibcare pravides, of Oy 8 nurse or physclan’s assietont undar drect
supervisinn of A heslih cas grawidie

(21 Cortimes oo an estended period of ime (ircluding reoaring 2psodes of 2 sigle ardanying eorditinn); ared
(3] My CoLEE BpIBoME rather 1har o conbnuirg periad af ingapecity’ fen, asthen, dabotes, opikepsy, e,
A pericd of mcapacity” ezl B permanent or long-term due 10 8 conditor forwhich traatment may oot ba effectar, Tha eonplies e farily

wreiber mus be under the conlinuing supsrviaion of, bul nead nat be recahving active traalmant by, a hoallh care provider. Exarphs
inchode Aldeinens, g severe sroke, o e Eominal staces of 3 diseasa.

* IreatmEnT MEUZET SXamIFUCE 1 CRGErTIng | 3 SErioLs Nealtn conmeian axsts and evalumions af (e Jonasian  |remeant dous rat msydy
rouine physical axaminalions, e exarisaloes, af dertal aaminalions.

i ragimen of continuryg reatrent includes, T ceEmpks 8 couve ol pesaiplion medication (e g & anibioie) oo ey requining speces
B pemET o resclve ar alleviate the health tondiden. & reqimen of treatment does pot mcude te 'I.Bkll'lg of aver-tha-colnter medcations suzh
i A prin. el Fistarnines, o sakees: ar bederest, drickong Sueads, seercese, arcl otber similar acbivitizs ok can be initened wilbend g vist e a
hanlt care groviser



G MRl gl Trestrsents TNOn-Cirenie Sondnions:

Ay prevakl ol alsirce Lo ragehes mulfiphe treatments (ncluding ar periad of recovery themelroen) by g bealth cane gravider o By a proeder o
hesakh e s vios arcke orders of, ar on oeferral by, B health cere provicer. edher for recstorative swngeny wflos an andident O GUED Njury, or
Ten o comdivinn Uhat would [Beely resull in & period of Incapacity” of mone than three consecutive calendar days in the abestice of medical
interveniion or treatrmend, such 23 cancer icemctherzpy, radiabon, ehe . s arthetis Qabepsical tecapyd. ane kidres disease (Hiatezs)

1his apgicne] form ey b wsed by cinplopess 1o 85087 & Mandatory reglirement to farmish a micical cenifeation Gebuer gtz Dan a
Pesabl ane prowider, includng second or thind cpinions and recertificatiors G248 GFR B26 306

Hie: Pecscers are not requered toraspond tothis coliection of informatior arlces il dapEays @ cumently salic QW comno numbss

Public Burden Statement

Wie mimiate bhat of will Bk An avenage of 10 mEulEs 0 cenplecs this collecton of smommatian, wckidng tha time e nioeing
imtructions, searding existing data sounces. gathenng aac maetaning i data reeded, ared coempdeting aed resigssing e coiect on ol
irforrmater. 17 wee B any comnenlz egading Uiz Suden, s2nd them w0 5e aam nsrston, Wade ans Hear Deisin, Coasirnen: af
Lo, Reom 3 3502 200 Dorstiion Syvenue. MW, Washingian, 10 LD

D0 HOT EEND THE COMPLETED FORM TO THIS OFFICE.
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Employer Response io Emploves U.5. Department of Labor
Requesl o Family or Medical Lo Empioyrment Standards Adranistration
{Options! Uize Form = See 20 CFR § 825307} Wiarpe and Hour Division

{Family and Medical Leave Act of 1983)

C#dB No. - 12150161
Cate Expiras | 3002

Tex :
FEmaloyme s Manm)!

Froim: . T B
frame af At St e Sanmsenindive)

Subject: REQUEST FOR FAMILYMEDICAL LEAVE

Cin i , you rclified s of your need o take famifimedical keave die to:
e
O  The birth of & child, or the placement of a chikd with you for adoption or fosker care; or
O A sercus health condition Eal makes you unabke o parlon the easential funclions 10F your job: or
O A sericus health conciticn affecting your [ soouse, O child, [ parent, for which you are needed to
proedide cans,
You nolficd us that you nesd this leave beginning on ) and 1hat you exg==:t

(Dt
leave o contnue unld on O Ak :

jdarc)

Eaceol 28 explained below, you have & fght under the FMLA for up o 12 weeks of unpaid ke ina 12-menth
period for the reasons listed anove. Also, your health benefits must be mainfained duwing any period of unpaid
lgave gnder the same conditions as if you continued to work, and you must be reinstated bo the same or an
equivalent job with the same pay, benefits. and tBrms and conditions of emaloymant on your reluem from leave. If
you do not redum 1o wok fallcaing FRLA leave Tor a reason clher tham: {1} the continualion. recurrence, o onsel
of 3 saricus health condilion which would entitls you fo FRILA keave: or [2) other circunmsiances beyond your
control, you may be required to reimburse us for our share of health insurance premiums paid on your behalf during
woUr FMLA IEave.

This is 1o inkorm wau 1hat: jcheoy approcnats S sk mhees Tadoedi)

1. youare [ esainle O not sligible for feave under the FRLS

2 The requested leave [ will D will not 5o counted against your annoal FRLA leae onbilfement

3, wou OO will O will not be required to fumesh medical cerifcation of @ senois health condition, [T requinesd,

wau must furnish certification by {imawt cinpag (MRS D2 Bt eBEl 15 days
after you are: nofifled of tis requiremant}, or we may defay the commencament of your lsawve unlil he reatifation
Is sLbmitisd.

4. You may elect i substitute acerucd pald leave for unpaid FMLA leave, We  Cdwie  Dlwill not  require that
wou substitube scered paid leave for unpaid FMLA [eave. I paid leave will e used, the following conditians wil
apply: Exvpiain

“oen WH 3
P, e 10807



5. (a) If you normelly pay a portion af the premiums for your health insurance, these paymoents wil continue during
the period of FMLA leave. Amangements for paymant have boen discussed with you, and it is agreed that
you will make premium payments as follows: [Set farth datee, 6.0, the T0h of sach month, or pay pedods,
ele. thal specificalyy cover M sgreameant with the smplayse. |

{b) ¥ou have a minimem 3d-day for, inoicate langer penad, ¥ appiceile) grace period in which 1o make premium
pawments. If payment is not made timehy, your group health insuranss may be cancelled, provided we notify
wol in writing at keast 15 cays before the date that your health coverage will lapse, or. al our option, we may
pay your share of the premiums during FMLA [eawvs, and mcover these paymeans rem wall upan your retum
bo work, We  will O will it pay vour share of haahh insurance pramivm:s while yow are on leave.

c) Wa O witt O will mat do the same with ather benefits (e.g., life insurance, disabilily nsusnce, ete)
while you are on FMLA leave. If we do pay your premivms fof ather benefits, when you return from keave you

Owil O wilrol be expected to reimburse us for the paymants mads on your behalf

. vou O wil O will not be required io present a fifness-for-duty cerificate grior to belng restored 1o
emplayment. If such centification is required bul nol received, your return o work may be delsyed undil
certificalion 5 providar.

7. (&) You L are Oerenat a “key employes” as described in § 325217 of e FMLA regulatons. if you are &
“kay mmployes” esloeaticn o employment may be denies fallowing FMLA leeve on the grounds that such
restoration will cause substantial and grisvows economic injury 1o us as discdissed in § 820215,

ibywe CDhave O ravenot determined that restoring yau 1o employment at the conclusion of FMLA leave
will cause substantial and griewous economic harm to us. (Expain [8) andior (b)) below, See 5825579 of
the FMLA requiations.)

& While on leave, you Tl will 1 will not  be requited to furnish us with periodic reports every

findicare miansel of penodic rapats, a5 approomate for e pardicokyr kave siltion)
of your status and indead fo redurn to work [see § 825,203 of the FUWLA regidationz). If the croumstances of
YAl k=ave changs and vl are able o return to work eartier then the date indicated on the everse sde of
this formm, wiou O will [ will nat be requirad to notify us at least two work days prior to e datsz you
irfend ko reparl o owork,

4. Wou [ will O will not  be required 1o furnish recerification relating to a serous health condition. (Explai
helow., i neceasany, including the infenvel between certificetions a5 prazcribed in 025 308 of the FMLA
reqirkafics |

Thiz aplisnal use torm may be vscd bo sobisty mandalory employess regurements o provide ompdoyaes lakdng MUY bamee wrh Wetlen noboes
chalailirg spasclic s li and olligali of tha amploves and eeplaning @y o@euencas of & lTalura o met Ihese cbligations.
2% CFR BZ5.3011b).)

Frrin, Pammares sea il esguicsd bk reapoeel ko fin colbsciion of inkneatie oedaes i digpsgs m comanlly walid OME cenlnd aombac

PFubllc Burden Statement

We csimate that @ wili lake an gezrge of & minnes & complete This collection o infcrmaton, including the Uma for resiewing imelnclions
searching exsling data sources, oathering and mainlaiirg e dala reeces, and comeeting and -eveving the mlbezion of infresicn. § oo
lavy any comesals regandng lhis buorddoan sstimale o my clhe spect ol P oodlacfoe of ialonestion, isdoding sogsslions for redierg
thia keedee aand 19am e Adminglralar, Wage and Hodar Divison Depardmenl of Lahar, Room 3-350% 200 Corsiiaon Svenos, M,
Washmgor, DG 20210,

DO NOT SEND THE COMPLETED FORM TD THE OFFICE SHOWN ABOVE.



File: GCBEA
LEAVE WITHOUT PAY
Employee’s Debilitating or Life-Threatening lllnessInjury

A leave of absence, without pay, may be grantesrtployees of the school division who
have a debilitating or life-threatening illnessmgury and who are not eligible for Family
Medical Leave as described in Policy GCBE becausg have not worked for the division for
12 months or have not worked at least 1250 howrsrdimg to the Fair Labor Standards Act, 29
U.S.C. § 201 et seq.

Employees with a debilitating or life-threateniiigess who are entitled to leave under
this policy may take up to thirty (30ays unpaid leave during their first year of ergpient
with the school division. Leave may be taken onlfull-day increments. Leave may be taken
only when the employee has no other leave (susickdeave) available.

Employees must submit medical documentation of tinegd for leave. Whenever
possible, documentation must be provided prioe&wé being taken.

Prior approval must be obtained prior to leave @péatken.

All rights under this policy expire at the endtloé employee’s first year of service.
Other Work During Leave

Employees who are on unpaid leave pursuant tgtilisy or any other policy, except
those on leave pursuant to the Uniformed Servicapl&ment and Reemployment Rights Act

of 1994 (USERRA) (see Policy GCBEB), may not engaggork for which they receive pay or
any other type of remuneration without the prioitten approval of the Superintendent.

Adopted: July 20, 2006

Legal Ref.:  Code of Virginia, 1950, as amended2 8 296.

Cross Refs.: GCBD Professional Staff Leaves angeAbes
GCBE Family and Medical Leave
GCBEB Military Leave and Benefits
GDBD Support Staff Leaves and Absences
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File: GCBEB
MILITARY LEAVE AND BENEFITS
Leave

All employees of Buchanan County School Board wiremembers of the state or
federal military reserves are entitled to leavealifence from their duties on all days during
which they are engaged in federally funded militduyy, including training duty, or when called
forth by the Governor.

Pay/Paid Leave

All employees on military leave will receive up16 days paid leave per federally funded
tour of duty.

In addition, full-time employees of the Buchanaru@ty School Division whose active
duty service with the regular armed forces of timetédl States or the National Guard or other
reserve component requires his or her absencedroptoyment will receive supplemental pay
in the amount of the difference of his/her conedgbay if the employee’s military compensation
is less than the regular salary paid to the empldwyethe school division.

The employee will be permitted, upon request, ®arsy vacation, annual, or similar
leave that had accrued at the time military leagsin.

Except as outlined above, military leave is unpaid.
Benefits
Health Benefits

If the employee so desires, the employee and thogee’s dependents may continue to
participate in the division’s group health plan fqrto 24 months while the employee is on
military leave. The employee must notify the DigisiSuperintendent or his/her desigriébe
or she wants to continue participation in the don&% group health plan. Employees who elect
to continue on the division’s health plan will leEsponsible for the following paymerits:

© 2/06 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GCBEB
Page 2

Retirement Benefits

An employee reemployed after military leave wel toeated as not having incurred a
break in service. The period of military leavelWwi considered service to the division for
purposes of vesting and benefit accrual. The idinigs responsible for its pension plan funding
obligation. The division is not required to matsedontribution until the employee is
reemployed.

The employee will be allowed, but not requiredimtake up his or her contributions to a
contributory plan. The employee may repay hisesrdmployee contributions for a period of up
to three times the period of military service, hat to exceed five years. If the employee’s
retirement plan is contributory and the employeesdaoot make up his or her contributions, he or
she will not receive the employer match or the @edrbenefit attributable to his or her
contribution because the employer is required tkem@@ntributions that are contingent on the
employee’s contributions.

The employer and employee contribution will be akdted on the rate of pay the
employee would have received but for the absensertige military duty.

Reemployment

An employee who is entitled to military leave leason of service in the federal military
reserves is entitled to be reemployed by the SdRoatd as long as he or she
* has given advance notice of the need for militaawe (unless notice is precluded by
military necessity or is otherwise impossible oraasonable);
* has not been absent from his or her job for maaa flve years; and
* returns to work as outlined below.

If the employee was absent from work for

» less than 31 days, he or she must report back tk yothe beginning of the next
regularly scheduled work period after a reasonabyleunt of time to arrive home, rest
and report to work;

* more than 30 days but less than 181 days, the gewwloust submit an application for
reemployment within 14 days after the completioseavice;

* more than 180 days, the employee must submit aicappn for reemployment within
90 days after the completion of service.

Employees who are entitled to military leave dusdrvice in the Virginia military
reserves must make written application for reemplent within five days of release from duty.

Upon returning from duty, an employee will be oestl to the same job he held before
leaving or to a comparable job. The School Boanboit obligated to reemploy persons returning
from military leave in certain unusual situatiopesified by state and federal law.
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Termination after Reemployment

A person who is reemployed after returning from enttian 30 days of military duty will
not be discharged except for cause

» within one year after the date of reemploymeritiéf person'’s period of military service
before the reemployment was more than 180 days; or

« within 180 days after the date of reemploymerityéf person'’s period of military service
before the reemployment was more than 30 daysbstthan 181 days.

Adopted: July 20, 2006

Legal Refs: 38 U.S.(88 4312, 4313, 4316, 4317.
20 C.F.R. 88 1002.259, 1002.261, 1002.262, 1002.26

Code of Virginia, 1950, as amended, 88§ 22.1-2881293.
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POSTING OF PROFESSIONAL STAFF VACANCIES
Notices of employment vacancies within the Buclma@aunty School Division shall be
posted in every school within the system and irettministration office. Where applicable,
notice shall be mailed to placement services dégek and universities and professional
publications.

Adopted:

Legal Refs.: Code of Virginia, 1950, as amended??38-70, 22.1-78

Cross Ref.:  GBN Application for Positions
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EMPLOYMENT OF FAMILY MEMBERS

The School Board may not employ or pay, and thesafendent may not recommend
for employment, any family member of the superident or of a School Board member. This
prohibition does not apply to the employment, praomg or transfer within the school division
of any family member who

» has been employed pursuant to a written contrabttve School Board or employed as a
substitute teacher or teacher’s aide by the SdBoatd prior to the taking of office of the
superintendent or any School Board member, or

» has been employed pursuant to a written contrabttve School Board or employed as a
substitute teacher or teacher’s aide by the SdBoald prior to the inception of the
family relationship, or

» was employed by the school board at any time poidune 10, 1994, and had been
employed at any time as a teacher or other emplolyaey Virginia school board prior to
the taking of office of any member of the schoahtabor division superintendent of
schools.

A family member employed as a substitute teachgrmoabe employed to any greater
extent than he was employed by the School Boatldeihast full school year prior to the taking
of office of such board member or division supantent or to the inception of such
relationship.

No family member of any employee may be employethbySchool Board if the family
member is to be employed in a direct supervisod/@radministrative relationship either
supervisory or subordinate to the employee. Thel@yment and assignment of family members
in the same organizational unit is discouraged.

Family members are defined as father, mother, bro#ister, spouse, son, daughter, son-
in-law, daughter-in-law, sister-in-law or brotheHaw.

Adopted: July 28, 2011

Legal Ref.:  Code of Virginia, 1950, as amended, 2&83119.

Cross Ref.:  BBFA School Board Members Conflictraérest
GCl Profiessml Staff Assignments and Transfers
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PROFESSIONANB SUPPORT STAFF HIRING

Applications for employment in the BUBNAN COUNTY School Division shall
be in writing and on the forms provided by the CalnDffice. Applications for all
professional and support staff positions will besieed and processed by the Central
Office. A personal interview is required as a pcgrisite to employment.

It shall be the responsibility of thgpicant to furnish accurate information and
Any falsification of either information or credeals shall be cause for dismissal or
refusal to employ.

Whenever any vacancy shall occur, tHleveng procedure shall be followed to fill the
position in the BUCHANAN COUNTY school system:

a. Announcement distributioratl schools (Special envelope, Principal
to notify designated persit the Central Office, when received).

b. Announcement posted in designated areas by theipain

c. During periods when school is not in sessioreasonable attempt will be made
to inform those employees who have expresseditmgian interest in the
position.

d. Employees will have 10 working days to responddsted positions by
Coming to the Central Office to up-date aggilons.

e. Interview interested personnel.

f. Transfer made by the Division Superintendent wghraval of full Board at the
next regular Board Meeting.

Whereas, if the positi@moot be filled by transfer the following procedure
Will be followed:

a. Advertise the position in the public media for 16riung days,

b. Applications and /or update forms and job des@igs)
Available at the Central Office,

c. Select candidates that are qualified and interview,

d. Interview committee makes a recommendation to Soigerdent,

e. Approval of recommended candidate by full SchochiBioat
The next regular board meeting.

Adopted: August 14, 2000
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EFFECT OF CRIMINAL CONVICTION OR FOUNDED
COMPLAINT OF CHILD ABUSE OR NEGLECT

Generally

The Board will not hire or continue the employmehany part-time, full-time,
temporary, or permanent personnel who are detedhtobe unsuited for service by reason of
criminal conviction or information appearing in ttegistry of founded complaints of child abuse
and neglect maintained by the Department of S&=avices.

I. APPLICANTS FOR EMPLOYMENT
A. Criminal Convictions

As a condition of employment for all of its pub&chool employees, whether full-time or
part-time, permanent, or temporary, the Buchanam@uoSchool Board shall require on its
application for employment certification (i) thaetapplicant has not been convicted of a felony
or any offense involving the sexual molestatiorygptal or sexual abuse or rape of a child; and
(i) whether the applicant has been convicted afime of moral turpitude.

The Buchanan County School Board shall also requirgs application for employment,
as a condition of employment requiring direct cohtgith students, whether full-time or part-
time, permanent, or temporary, certification thegt applicant has not been the subject of a
founded case of child abuse and negléaty person making a materially false statement
regarding a finding of child abuse and neglectldf@builty of a Class 1 misdemeanor and upon
conviction, the fact of said conviction shall begnds for the Board of Education to revoke such
person's license to teach.

As a condition of employment, any applicant whofiered or accepts employment,
whether full-time, part-time, permanent or tempypmaith the Buchanan County School Board
shall submit to fingerprinting and provide persotescriptive information. The information and
fingerprints shall be forwarded through the Cenflaminal Records Exchange to the Federal
Bureau of Investigationfer the purpose of obtaining criminal history recanformation on
applicants who are offered or accept employment.

To conserve the costs of conducting criminal histecord checks to applicants and
school boards, upon the written request of theiegmi, Buchanan County School Board shall
inform another school board with which reciprodigs been established and to which the
applicant also has applied for employment of tisellte of the criminal history record
information conducted within the previous ninetysléhat it obtained concerning the applicant.
Criminal history record information pertaining to applicant for employment by a school board
shall be exchanged only between school boardsitdmmonwealth in which a current
agreement of reciprocity for the exchange of saébrimation has been established and is in
effect. Reciprocity agreements shall provide far &pportionment of the costs of the
fingerprinting or criminal records check betweea #pplicant and Buchanan County School
Board as provided by statute.
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If an applicant is denied employment because a@rmétion appearing on his/her
criminal history record, the School Board shallyyde a copy of the information provided by the
Central Criminal Records Exchange to the applicant.

B. Founded Complaints of Child Abuse or Neglect

The School Board requires, as a condition of emmpkt, that any applicant who is
offered or accepts employment requiring direct aontvith students, whether full-time or part-
time, permanent or temporary, provide written cohseéd the necessary personal information
for the School Board to obtain a search of thestegof founded complaints of child abuse and
neglect. The registry is maintained by the Depantnoé Social Services. The School Board shall
ensure that all such searches are requested ioraterfice with the regulations of the Board of
Social Services. In addition, where the applica# tesided in another state within the last five
years, the School Board requires as a conditi@ngfloyment that such applicant provide
written consent and the necessary personal infesmétr the School Board to obtain
information from each relevant state as to whetthermpplicant was the subject of a founded
complaint of child abuse and neglect in such si#te.School Board shall take reasonable steps
to determine whether the applicant was the subjeatfounded complaint of child abuse and
neglect in the relevant state. The Department ofeb&ervices shall maintain a database of
central child abuse and neglect registries in cgkeges that provide access to out-of-state school
boards for use by local school boards. The applicey be required to pay the cost of any
search conducted pursuant to this subsection alishestion of the School Board. From such
funds as may be available for this purpose, howekierSchool Board may pay for the search.

If the information obtained pursuant to the prenggaragraph indicates that the
applicant is the subject of a founded case of diildse and neglect, such applicant shall be
denied employment, or the employment shall be meled.

If an applicant is denied employment because afrméation appearing on his record in
the registry, the School Board shall provide a cofphe information obtained from the registry
to the applicant. The information provided to tleh&l Board by the Department of Social
Services shall be confidential and shall not beatisnated by the School Board.

II. EMPLOYEE CHARGES AND CONVICTIONS
A. Criminal Proceedings

An employee who is charged by summons, warranictiment, or information with the
commission of a felony or a misdemeanor specifiedd. Code § 22.1-315 may be suspended in
accordance with Policy GCPF Suspension of Staff bl

If a current employee is suspended or dismissedusecof information appearing on
his/her criminal history record, the School Bodndlsprovide a copy of the information
provided by the Central Criminal Records Exchamgthé employee.

The superintendent shall inform the School Boardrf notification of arrest of a school
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board employee received pursuant to Virginia Cab®2&83.1. The School Board shall require
such employee, whether full-time or part-time, p@nent, or temporary, to submit to
fingerprinting and to provide personal descripiivirmation to be forwarded along with the
employee's fingerprints through the Central CrirhiRecords Exchange to the Federal Bureau of
Investigation for the purpose of obtaining crimihatory record information regarding such
employee. The contents of the employee’s crinmeedrd shall be used only to implement
dismissal, suspension or probation in accordante 8§22.1-307 and 22.1-315 of the Code of
Virginia.

B. Founded Complaints of Child Abuse or Neglect

Any employee of Buchanan County School Board walldismissed if he or she is or
becomes the subject of a founded complaint of cilase and neglect and after all rights to an
appeal provided by Va. Code § 63.2-1526 have beleausted. The fact of such finding, after all
rights to an appeal provided by Va. Code § 63.2611%e been exhausted, shall be grounds for
the local school division to recommend that therBad Education revoke such person's license
to teach.

lll. For purposes of this policy, a court’s placing adividual on probation pursuant to Va. Code
section 18.2-251 shall be treated as a convictimhas a finding of guilt.

IV. COSTS OF FINGERPRINTING, CRIMINAL RECORD AND ABUSEND NEGLECT
CHECKS

The School Board and the applicant or employe# share the costs of the
fingerprinting, criminal record check and abuse aedlect check conducted pursuant to
this policy. The School Board shall pay 50% arelapplicant or employee shall pay
50%.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, as amended, 88 1&2;29.2-83.1, 19.2-389, 22.1-78, 22.1-
296.1, 22.1-296.2, 22.1-296.4, 22.1-307, 22.1-8B5-1515.

Cross Refs.:  GCPF Suspension of Staff Members
GCPD Professional Staff Discipline
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FILLING ADMINISTRATIVE VACANCIES
Procedures shall be developed for filling admmaiste vacancies or new positions to

insure that all openings have been properly adsegttio give all interested parties the
opportunity to be considered.

Adopted: August 14, 2000

Legal Refs.: Code of Virginia, 1950, as amended2&§-70, 22.1-78.
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PART-TIME AND SUBSTITUTE PROFESSIONAL STAFF EMPLOYENT
Substitute Teachers

Substitute teachers shall:

ebe at least 18 years old, with preference givgretsons 21 years old or older;
epossess good moral character;

ehold a high school diploma or GED certificate, prable have college preparation
ehave background, work experience, and abilitieciviare appropriate

eattend orientation to school policies and proceslure

The Buchanan County School Board shall seek to @nlbstitute teachers, especially those
engaged as long-term substitutes, who exceed tegagements.

A substitute teacher, as used in this sectiofi) e who is employed to substitute for a
contracted teacher for a temporary period of tinmeng) the contracted teacher's absence, or (ii)
one who is employed to fill a teacher vacancy fpedod of time, but for no longer than 90
teaching days in such vacanayless otherwise approved by the Superintendetibfic
Instruction on a case-by-case basis, during onectglear.

Homebound Teachers

Homebound teachers shall be employed on a part-timely basis. They shall be
selected from the active file of applicants in Brexsonnel Office or from the approved substitute
teacher list and shall hold a valid teaching dedte.

Part-Time Teachers

An employee working less than 180 days or less $iva(6) hours per day or who is
restricted to temporary or interim employment iasidered part-time.

Part-time teachers shall meet the certificatiomiregnents of the State Board of
Education.

Summer School Teachers
Summer school teachers shall meet all certificatemuirements.
Interns

Arrangements for the utilization of interns in $@hool division should be initiated
through the superintendent.
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Student Teachers

The school division shall accept student teachelgfoom accredited institutions. Al
student teachers shall meet the same health retgnits as all other personnel. The
superintendent shall have the responsibility feraesignment and placement of student teachers
in the school system.

Student teachers shall not be used as substiadhdes.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended?288-70, 22.1-78, 22.1-302.

8 VAC 20-640-10.

Cross Ref.: GCB Professional Staff Contracts
GCPD Professional Staff Discipline
GCDF Suspension of Staff Members
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PROFESSIONAL STAFF PROBATIONARY TERM
AND CONTINUING CONTRACT

Teachers

Probationary Term

A probationary term of service of three years irclBanan County School Division shall
be required before a teacher is issued a contireongract. Service under a local teacher license
shall not count towards satisfying this probatignaquirement. A mentor teacher shall be
provided to every first year probationary teaclesigsist him or her in achieving excellence in
instruction. Probationary teachers with prior ®ssful teaching experience may be exempt from
this requirement with approval from the Superinentd Probationary teachers shall be
evaluated at least annually in accordance witlcp@diCN Evaluation of Professional Staff. The
Superintendent shall consider such evaluationsiagaxtor in making recommendations to the
School Board regarding the nonrenewal of such ex&bontract. If a probationary teacher’s
evaluation is not satisfactory, the School Boamllstot reemploy the teacher.

In order to achieve continuing contract statusryeteacher must successfully complete
training in instructional strategies and technigiaesntervention for or remediation of students
who fail or are at risk of failing the Standardd.efrning assessments. Buchanan County
School Division will provide said training at nostdo teachers it employs. If such training is
not offered in a timely manner, no teacher willdemied continuing contract status for failure to
obtain such training.

Once a continuing contract status has been attain@dchool division in this state,
another probationary period need not be servedsirslech probationary period, not to exceed
one year, is made a part of the contract of empémynif a teacher separates from service and
returns to teaching service in Virginia public salsoby the beginning of the third year, the
person shall be required to begin a new probatyopariod, not to exceed one year, if made part
of the contract.

If a teacher who has not achieved continuing cohstatus receives notice of re-
employment, he must accept or reject in writingwitl5 calendar days of receipt of the notice.
Unless a conference with the Superintendent isastigd as specified in the Code of Virginia, or
in the case of reduction in force, written notiéeonrenewal of the contract must be given by
the board on or before June 15 of each year.elféhcher requests a conference with the
Superintendent, then written notice of non-rendwyahe School Board must be given within
thirty days after the Superintendent notifies gecher of his intention with respect to the
recommendation.

Continuing Contract

Teachers employed after completing the probatioparyd shall be entitled to
continuing contracts during good behavior and cdergeservice and prior to the age at which
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they are eligible or required to retire. Writtertine of noncontinuation of the contract by either
party must be given by June 15 of each year; otiserthhe contract continues in effect for the
ensuing yeatr.

The School Board may reduce the number of teactviether or not such teachers have
reached continuing contract status, because oédserin enroliment or abolition of particular
subjects.

Furthermore, nothing in the continuing contractid& construed to authorize the School
Board to contract for any financial obligation begdhe period for which funds have been made
available.

As soon after June 15 as the school budget is ap@roy the appropriating body, the
school board shall furnish each teacher a stateooefirming continuation of employment,
setting forth assignment and salary.

Within two weeks of the approval of the school beidgy the appropriating body, but no
later than June 1, the school board will notify éagcher who may be subject to a reduction in
force due to a decrease in the school board’s hadgepproved by the appropriating body.

Principals, Assistant Principals, and Supervisors

A person employed as a principal, assistant prai@p supervisor, including a person
who has previously achieved continuing contradustas a teacher, shall serve three years in
such position in the same school division befoguatg continuing contract status as a
principal, assistant principal or supervisor.

Continuing contract status acquired by a princigssistant principal or supervisor shall
not be construed (i) as prohibiting the School Bdawm reassigning such principal, assistant
principal or supervisor to a teaching positionafioe of reassignment is given by the School
Board by April 15 of any year or (ii) as entitliagy such principal, assistant principal or
supervisor to the salary paid him as principaliséast principal or supervisor in the case of any
such reassignment to a teaching position. No salelnysreduction and reassignment, however,
shall be made without first providing such prindj@essistant principal or supervisor with written
notice of the reason for such reduction and reassgit and an opportunity to present his or her
position at an informal meeting with the superiniemt, the superintendent's designee or the
School Board. The principal, assistant principadupervisor shall elect whether such meeting
shall be with the superintendent, the superintetgldasignee or the School Board. The School
Board, superintendent or superintendent's desigimglédetermine what processes are to be
followed at the meeting. The decision to reassighr@duce salary shall be at the sole discretion
of the School Board.

The intent of this section is to provide an oppoitiufor a principal, assistant principal or
supervisor to discuss the reasons for such sadrction and reassignment with the
superintendent, his designee or the School Boadiftee provisions of this section are meant to
be procedural only. Nothing contained herein sbaltaken to require cause for the salary
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reduction and reassignment of a principal, asdiggancipal or supervisor.

As used in this policy, "Supervisor" means a pemsbo holds a supervisory provision as
specified in the regulations of the State Boar8ddication and who is required to hold a
certificate as prescribed by the State Board ofcation.

Adopted: July 26, 2012

Legal Refs.: Code of Virginia, 1950, as amended?&8-294, 22.1-303, 22.1-304.

Cross Refs.: GBM Professional Staff Grievances
GCA Local Licenses for Teachers
GCB Professional Staff Contracts
GCE Part-Time and Substitute Professional &afployment
GCN Evaluation of Professional Staff
GCPA Reduction in Professional Staff Work Force
GCPB Resignation of Staff Members
GCPD Professional Staff Discipline
GCPF Suspension of Staff Members
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PROFESSIONAL STAFF ASSIGNMENTS AND TRANSFERS

A. Assignment.

Every effort shall be made by the superintendeaissure that individuals are assigned to
positions that are consistent with their abilities.

1.

Administrators and supervisors other than [gpeds. Assignment of

administrative positions shall be based upon ledmerskills, scholarship,
character, special abilities or skills, and compete

Principals and Teachers. The division supanohitat shall have authority to
assign to their respective positions in the scdwrein they have been placed by
the School Board all teachers, principals and &sgiprincipals.

B. Reassignments/Transfers.

Adopted:

The division superintendent may reassign any semther, principal or assistant
principal for that school year to any school witkurch division provided no

change or reassignment during a school year dsifietit@ahe salary of such teacher,
principal or assistant principal for that schochiyel eachers may request a change
of assignment within the areas of their certifioatiThe administration shall
develop procedures for the handling of voluntaacher transfer requests.

As used in this policy, "supervisor" means a pemsbn holds a supervisory

position as specified in the regulations of thef8az Education and who is
required to hold a license as prescribed by thedohEducation.

July 23, 2008

Legal Refs.:

© 2/08 VSBA
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PROFESSIONAL STAFF DEVELOPMENT

The Buchanan County School Board will provide agpam of high-quality professional
development

0] in the use and documentation of performance stdsdard evaluation criteria
based on student academic progress and skilledchers and administrators to
clarify roles and performance expectations anaaedifate the successful
implementation of instructional programs that proenstudent achievement at the
school and classroom levels;

(i) as part of the license renewal process, to agsishers and principals in acquiring
the skills needed to work with gifted studentsdstuts with disabilities, and
students who have been identified as having limiedlish proficiency and to
increase student achievement and expand the kngeveatdl skills students
require to meet the standards for academic perfmceaet by the Board of
Education;

(i) in educational technology for all instructional gemnel which is designed to
facilitate integration of computer skills and reldtechnology into the curricula,
and

(iv)  for administrative personnel designed to increaséqgiency in instructional
leadership and management, including training énealuation and
documentation of teacher and administrator perfagedased on student
academic progress and the skills and knowledgadf mistructional or
administrative personnel.

In addition, the board will also provide teachand arincipals with high-quality
professional development programs each year in

(1) instructional content;

(i) the preparation of tests and other assessment resasu

(i)  methods for assessing the progress of individualestts, including Standards of
Learning assessment materials or other criteritereaced tests that match
locally developed objectives;

(iv)  instruction and remediation techniques in Engliehthematics, science, and
history and social science;

(v) interpreting test data for instructional purposes]

(vi)  technology applications to implement the Standafdsarning; and

(vii)  effective classroom management.

All instructional personnel are required to papgate each year in professional
development programs.

The board will annually review its professional dpment program for quality,
effectiveness, participation by instructional parsel, and relevancy to the instructional needs of
teachers and the academic achievement needs stiutthents in the school division.
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Adopted: June 26, 2007

Legal Ref.:  Code of Virginia, 1950, as amended?288-78, 22.1-253.13:5.E, 22.1-
253.13:5.G.

8VAC 20-450-10.
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EVALUATION OF PROFESSIONAL STAFF

Every employee of the Buchanan County School Bualibe evaluated on a regular
basis at least as frequently as required by law.

The superintendent shall assure that cooperatieigloped procedures for professional
staff evaluations are implemented throughout tkesidin and included in the division's policy
manual. The results of the evaluation shall beriting, dated and signed by the evaluator and
the person being evaluated, with one copy goirtheaentral office personnel file and one copy
to the person being evaluated.

The primary purposesf evaluation are:

* to optimize student learning and growth;

* to contribute to the successful achievement of the goals and objectives of the
division’s educational plan;

* toimprove the quality of instruction by ensuring accountability for classroom
performance and teacher effectiveness;

* to provide a basis for leadership improvement through productive
performance appraisal and professional growth;

* toimplement a performance evaluation system that promotes a positive
working environment and continuous communication between the employee
and the evaluator that promotes continuous professional growth, leadership
effectiveness, improvement of overall job performance and improved student
outcomes; and

* to promote self-growth, instructional effectiveness, and improvement of
overall professional performance.

The procedures will be consistent with the perfarocgeobjectives included in the
Guidelines for Uniform Performance Standards anaiation Criteria for Teachers and the
Guidelines for Uniform Performance Standards anadation Criteria for Principals.

Any teacher whose evaluation indicates deficienici@sanaging student conduct may be
required to attend professional development a@s/ilesigned to improve classroom
management and discipline skills.

If a teacher's performance evaluation during tledationary period is not satisfactory,
the School Board shall not reemploy the teacher.

Adopted: July 26, 2012
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Code of Virginia, 1950, as amended®?38-70, 22.1-78, 22.1-295, 22.1-3083,
22.1-313, 22.1-253.13:7.C.7 and 22.1-276.2.

Teachers (Virginia Board of Education April 2011)

Cross Ref.:

© 5/12 VSBA

(http://www.doe.virginia.gov/teaching/performancealenation/quidelines ups ev
al criteria teachers.pdf

Guidelines for Uniform Performance Standards anali&tion Criteria for
Principals (Virginia Board of Education Februaryl2)
(http://www.doe.virginia.gov/teaching/performancealenation/guidelines _ups_ev
al_criteria_principals.pdlf

CBG Evaluation of the Superintendent
GCG Professional Staff Probationary Term and @aiirtig Contract
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RESIGNATION OF STAFF MEMBERS

The superintendent is authorized to approve res@maof employees. Any resignation
must be in writing.

A teacher may resign after June 15 of any schcal weth the approval of the
superintendent. The teacher shall request releasedontract at least two weeks in advance of
the intended date of resignation. Such request lseah writing and state the cause of the
resignation. The teacher may, within one week, dvétv a request to resign. Upon the expiration
of the one week period, the superintendent shafyrthe School Board of the decision to accept
or reject the resignation. The School Board, witinno weeks, may reverse the decision of the
superintendent. In the event that the Board oditision superintendent declines to grant the
request for release on the grounds of insuffice@ntnjustifiable cause, and the teacher breaches
such contract, disciplinary action, which may img#uevocation of the teacher's license, may be
taken pursuant to regulations prescribed by thedohEducation.

Other employees who wish to terminate their emplkrynmust give notice at least ten
school days prior to their desired separation ditatice should be given to the employee’s
immediate supervisor, who will inform the superimdent. The superintendent will inform the
School Board of the resignation at its next regaiaeting.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended?2 8 B04.

8 VAC 20-440-160.

Cross Refs.: GCPD Professional Staff Discipline
GDB Support Staff Employment Status
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PROFESSIONAL STAFF DISCIPLINE
A. Probation and Dismissal

Teachers may be dismissed or placed on probatrandompetency, immorality, non-
compliance with school laws and regulations, diggbn accordance with State and federal law,
conviction of a felony or a crime of moral turpitudr other good and just cause. "Incompetency"
includes, but is not be limited to, consistentuiglto meet the endorsement requirements for the
position or performance that is documented thraagiluation to be consistently less than
satisfactory

A teacher shall be dismissed if such teacher Eeoomes the subject of a founded
complaint of child abuse and neglect, pursuantdoGbde § 63.2-1505, and after all rights to an
appeal provided by Va. Code § 63.2-1526 have beleausted. The fact of such finding, after all
rights to an appeal provided by Va. Code 8§ 63.261%#e been exhausted, shall be grounds for
the School Board to recommend that the Board otEiilon revoke such person's license to
teach.

In those instances when licensed personnel arastisthor resign due to a conviction of
any felony; any offense involving the sexual maésn, physical or sexual abuse or rape of a
child; any offense involving drugs; or due to haybbecome the subject of a founded case of
child abuse or neglect, the School Board shalfntie Board of Education within 10 business
days of such dismissal or the acceptance of swtnaion.

If a current employee is dismissed because of imédion appearing on his/her criminal
history record, the School Board shall provide jpycof the information obtained from the
Central Criminal Records Exchange to the employee.

Administrative regulations shall be developed fa tismissal or placing on probation of
continuing contract teachers and probationary &aatiuring the school year.

No teacher shall be dismissed or placed on prabatitely on the basis of the teachers'
refusal to submit to a polygraph examination retpeeby the School Board.

B. Suspension

Employees of Buchanan County School Board may bpesuled as provided in Policy
GCPF Suspension of Staff Members.

C. Failure to Perform Nonemergency Health-Related iSesv

With the exception of school administrative persgrand employees who have the specific
duty to deliver health-related services, no licensstructional employee, instructional aide, or
clerical employee shall be disciplined, placed ovbption, or dismissed on the basis of such
employee's refusal to (i) perform nonemergencythealated services for students or (ii) obtain
training in the administration of insulin and glgoa. However, instructional aides and clerical
employees may not refuse to dispense oral mediatio

"Health-related services" means those activitibly when performed in a health care
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facility, must be delivered by or under the supeon of a licensed or certified professional.
D. Effect of Probation Pursuant to Va. Code §18.2-251

For purposes of this policy, a court’s placing mdividual on probation pursuant to Va.
Code § 18.2-251 shall be treated as a convictidnaara finding of guilt.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amendedl188-251, 22.1-274, 22.1-296.2, 22.1-
303, 22.1-304, 22.1-307, 22.1-313, 22.1-315.

Cross Refs.: GCE Part-Time and Substitute Staff|Bynpent
GCG Professional Staff Probationary Term and Q@aiirtig Contract
GCDA Effect of Criminal Conviction or Founded Corapit of Child
Abuse or Neglect
GCPF Suspension of Staff Members

JHC Student Health Servimed Requirements
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SUSPENSION OF STAFF MEMBERS

Employees of Buchanan County School Board, whdtiietime or part-time, permanent
or temporary, may be suspended for good and justeca

» when the safety or welfare of the school divisioth@ students therein is
threatened or
» when the employee has been charged by summonsnuandictment or
information with the commission of
o a felony; or
0 a misdemeanor involving
» sexual assault as established in Artit(818.2-61et seq.pf Chapter 4
of Title 18.2, of the Code of Virginia,
» obscenity and related offenses as establishedtiolé\b (818.2-372 et
seq.) of Chapter 8 of Title 18.2, of the Code afgifia,
» drugs as established in Article 1 (818.2-247 et)safcChapter 7 of
Title 18.2, of the Code of Virginia,
* moral turpitude, or
» the physical or sexual abuse or neglect of a cbilégn equivalent
offense in another state.

Except when an employee is suspended becausengf tlerged by summons, warrant,
indictment or information with the commission ofyaof the above-listed offenses, the
superintendent or appropriate central office dessgshall not suspend an employee for longer
than sixty (60) days and shall not suspend an eapléor a period in excess of five (5) days
unless such employee is advised in writing of #eeson for the suspension and afforded an
opportunity for a hearing before the school boarddcordance with Va. Code 88 22.1-311 and
22.1-313, if applicable. Any employee so suspersiedl continue to receive his then applicable
salary unless and until the school board, aftexaaihg, determines otherwise. No employee shall
be suspended solely on the basis of the employedasal to submit to a polygraph examination
requested by the School Board.

Any employee suspended because of being chargednbnons, warrant, information or
indictment with any of the above-listed criminalesfses may be suspended with or without pay.
In the event an employee is suspended withoutgragymount equal to the employee's salary
while on suspended status shall be placed in areisttbearing demand escrow account. Upon
being found not guilty of one of the above-listenininal offenses or upon the dismissal or nolle
prosequi of the charge, such employee shall beteggd with all unpaid salary and accrued
interest from the escrow account, less any earnggsved by the employee during the period of
suspension, but in no event shall such paymeniexaee year's salary.

© 5/12 VSBA BUCHANAN COUNTY PUBLIC SCHOOLS



File: GCPF
Page 2

In the event an employee is found guilty by an appate court of any of the above-listed
criminal offenses and, after all available appéalge been exhausted and such conviction is
upheld, all funds in the escrow account shall Ipaictto the School Board.

If an employee is suspended because of informajpmearing on his/her criminal history
record, the School Board shall provide a copy efittfiormation obtained from the Central
Criminal Records Exchange to the employee.

No employee will have his insurance benefits sudpdror terminated because of
suspension in accordance with this policy.

The placing of a school employee on probationymmsto the terms and conditions of
Va. Code § 18.2-251 shall be deemed a finding df.gu

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended?228-78, 22.1-296.2, 22.1-315.

Cross Refs. GCDA Effect of Criminal Conviction avdhded Complaint of Child
Abuse or Neglect
GDG Support Staff Probationary Period
GBMA Support Staff Grievances
GBMA-R Procedure for Adjusting Grievances for Sup&iaff
GCPD Professional Stafédpline
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NONSCHOOL EMPLOYMENT BY PROFESSIONAL STAFF MEMBERS

Professional employees are encouraged not to engamitside employment.
Employment in a private business or outside agtiiuld detract from the employee's

effectiveness in his/her contractually assignededut

Adopted: August 14, 2000

Legal Refs.: Code of Virginia, 1950, as amended22§-70, 22.1-78.
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TUTORING FOR PAY

Staff members may not be paid by anyone otherttheBuchanan County School Board
for tutoring students enrolled in a class undeir ttheection.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended288-70, 22.1-78
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PROFESSIONAL STAFF RESEARCH AND PUBLISHING
Ownership of Materials

The Board adopts the "work for hire doctrine,” ahdll have the copyright of all
employees' work produced at the instance and erprtbe Board and/or any of its
administrative staff.

Works authored by employees on their own timeheuit expense to the Board, and
without instruction, direction, or control of thenployees' superiors are the copyright of the
employees.

Waiver and Assignment of Proprietary Rights

Copyrights of the Board may be waived in favoopassigned to the author by the Board
upon application submitted to the Board throughsiingerintendent.

The Board authorizes the superintendent to rematerials prepared by employees for
which the Board has no copyright, and to waivessign all or part of any interest or proprietary
rights therein which is alleged the Board may havéavor of the employees producing such
works.

Any materials copyrighted under this section shalmade available to Buchanan County
Public Schools at no charge to the system.

Work made for hire is defined as materials pregphéean employee in connection with
his or her job duties, and it includes instructideats, tests, answer sheets, and materials
specifically commissioned.

Adopted: August 14, 2000

Legal Ref.:  Title 17, Code (P.L. 94-552, 10/19/@&ppyright law), Code of Virginia, 1950,
as amended, § 22.1-78
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SUPPORT STAFF

Support staff personnel are those employees whi matehold a license issued by the
Virginia Board of Education in order to obtain thpositions. This category includes, but is not

limited to, non-licensed administrative, cleriqalaintenance, transportation, food services, and
paraprofessional positions.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended?28 28.

Cross Refs.: GCDA Effect of Criminal Convictionfeounded Complaint of Child
Abuse or Neglect
GCPB Resignation of Staff Members
GCPF Suspension of Staff Members
GDB Support Staff Employment Status
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SUPPORT STAFF EMPLOYMENT STATUS
Support staff are not issued written contractsssich contracts are required by law.

The school division employs three types of supptadf:

» Temporary employees who are hired for short-teredsen a daily basis; these
employees do not receive benefits and are paidfonlyours worked.

» Probationary employees who are fully qualified rewmployees assigned to
authorized positions; these employees are eliddrlsalary increases and receive
benefits.

* Regular employees who have successfully compléegrescribed probationary
period; regular employees receive all employmenebts available under School
Board policy.

The employment of support personnel may be terméhaith fifteen calendar days’
notice. Support personnel may also be subjechinddiate dismissal for just cause.

Support personnel who are removed from employnarjust cause shall be ineligible
thereafter for employment by Buchanan County ScBaoalrd.

Employees of Buchanan County School Board may bpeswded as provided in Policy
GCPF Suspension of Staff Members.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended? 8 Z8.

Cross Ref..  GCDA Effect of Criminal Conviction Bounded Complaint of Child
Abuse or Neglect
GDG Support Staff Probationary Period
GBMA Support Staff Grievances

GBMA-R Procedure for Adjusting Grievances for Sup&iaff
GCPF Suspension of Staff Members
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SUPPORT STAFF SALARY SCHEDULES

The School Board shall annually approve a salengdule for support staff personnel.

Adopted: August 14, 2000

Legal Ref.:  Code of Virginia, 1950, as amended28 28
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SUPPORT STAFF LEAVES AND ABSENCES
All support staff employee leaves and absencdsishaubject to school division policy

and regulations. The superintendent shall prowdéhfe interpretation and application of the
school division's policies and regulations regagdeaves and absences.

Adopted: August 14, 2000

Legal Refs.: Code of Virginia, 1950, as amende2R 8-78.

Cross Ref.: GCBE Family and Medical Leave
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PROFESSIONAL AND SUPPORT STAFF HIRING

Applications for employment in the BUCHANAN COUNTSchool Division shall
be in writing and on the forms provided by the CalnDffice. Applications for all professional
and support staff positions will be received amatcpssed by the Central Office. A personal
interview is a prerequisite to employment.

It shall be the responsibility of the applicanfuenish accurate information and any
falsification of either information or credentiaball be cause for dismissal or refusal to employ.

Whenever any vacancy shall occur, the followingcpdure shall be followed to fill the
position in the BUCHANAN COUNTY school system:

a. Announcement distribution to all schools (Specraledope, Principal
to notify designated person at the @ei@ffice, when received).

b. Announcement posted in designated areas by theipain

C. During periods when school is not in session, ageable attempt will be
made to inform those employees who have expressaditing an
interest in the position.

d. Employees will have 10 working days to responddsted positions by
coming to the Central Office to up-date application

e. Interview interested personnel.

f. Transfer made by the Division Superintendent wgpraval of full Board
at the next regular Board meeting.

Whereas, if the position cannot be filled by tranghe following procedure will
be followed:

a. Advertise the position in the public media for 16riing days

b. Applications and/or update forms and job descrifsp available at
the Central Office,

c. Select candidates that are qualified and interview,

d. Interview committee makes recommendation to Supendent,

e. Approval of recommended candidate by full SchochiBloat the next
regular board meeting.

Adopted: August 14, 2000
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SUPPORT STAFF PROBATIONARY PERIOD
The probationary period for all support staff piosis is twelve months.

Employees who have successfully completed the pimizay period for one position will
serve another probationary period if they movenmtlaer position.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended?288-78, 22.1-79.

Cross Ref.. GBMA Support Staff Grievances
GBMA-R Procedure for Adjusting Grievances for Sup&iaff
GD Support Staff
GDB Support Staff Employment Status
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SUPPORT STAFF ASSIGNMENTS AND TRANSFERS

Support staff shall be assigned to positions foictvkheir qualifications meet the needs
of the school division's operations.

Support staff personnel may request a transfeipiséion within their area of
competence and for which they are qualified. Supgtaff personnel may be transferred to
positions for which their qualifications best m#et needs of the school division.

Adopted: July 26, 2012

Legal Ref.:  Code of Virginia, 1950, as amended28§-70, 22.1-78.

Cross Ref.:  GA Personnel Policies Goals
GD Support Staff
GDB Support Staff Employment Status
GDG Support Staff Probationary Period
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RESIGNATION OF SUPPORT STAFF MEMBERS
Support staff personnel who wish to terminaterteaiployment shall give at least two
calendar weeks' (14 days) notice to their immediateervisor. The request will be forwarded to

the superintendent who in turn will notify the SohBoard at its next regularly scheduled
meeting.

Adopted: August 14, 2000

Legal Refs.: Code of Virginia, 1950, as amended &8-251, 22.1-70, 22.1-78
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SCHOOL BUS DRIVERS

The school division shall implement a drug analadg testing program for school bus
drivers and other employees who are required td aamommercial driver's license (CDL) by
U.S. Department of Transportation Regulations wéidgom safety-sensitive functions as
required by federal and state law and regulations.

Prohibited conduct

Drivers shall be prohibited from alcohol possessind/or use on the job, use during the
four hours before performing safety-sensitive fiord, having prohibited concentrations of
alcohol in their systems while on duty or perforggafety-sensitive functions, and use during
eight hours following an accident or until aftedengoing a post-accident alcohol test,
whichever occurs first.

No driver shall report for duty or remain on dutguiring the performance of safety-
sensitive functions when the driver uses any cdettcubstances except when the use is
pursuant to the instructions of a physician whoddhssed the driver that the substance does not
adversely affect his ability to safely operate aoneehicle.

Required testing

Drivers shall be subject to pre-employment/preydintig testing, reasonable suspicion
alcohol and drug testing, random alcohol and desgrg, post-accident alcohol and drug testing,
return-to-duty and follow-up alcohol and drug tegtpursuant to procedures set out in the
federal regulations. Pursuant to state law, drigbesl be subject to pre-employment alcohol
testing. Any employee who refuses to submit to st-pecident, random, reasonable suspicion or
follow up test shall not perform or continue tofpem safety-sensitive functions.

Notification

Each driver shall receive educational materiads &xplain the requirements of federal
law and regulations together with a copy of thasibn's policy and procedures for meeting these
requirements. Each driver shall sign a statematifyseg that he/she has received a copy of the
above materials and the division shall maintais gigned copy.

Before performing each alcohol or controlled sabses test, the division will notify the
driver that the test is required by federal lawegulation.

Consequences if testing indicates drug or alcohslise

If the testing confirms prohibited alcohol concatibn levels or the presence of a
controlled substance, the employee shall be remowetediately from safety-sensitive functions
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in accordance with the federal regulations. Alvdrs shall be advised of resources available and
before a driver is re-instated, if at all, the érighall undergo an evaluation by a substance abuse
professional, comply with any required rehabilgatand undergo a return-to-duty test with
negative urine sample.

Record retention

The division shall maintain records in compliamgth the federal regulations in a secure
location with controlled access. With the drivedsmsent, the division may obtain any of the
information concerning drug and alcohol testingrfrine driver's previous employer. A driver
shall be entitled upon written request to obtaipies of any records pertaining to the driver's use
of alcohol or controlled substances including infation pertaining to alcohol or drug tests.

Records shall be made available to a subsequepibgen upon receipt of a written
request from a driver. Disclosure by the subsegeeployer is permitted only as expressly
authorized by the terms of the driver's request.

Test procedure

The division shall administer controlled substatests in accordance with federal laws
governing test procedure and testing sites. Thisidivshall take steps to insure proper training
and testing procedures are provided.

Adopted: June 23, 2005

Legal Ref.: 49 U.S.C. § 31136
49 CFR 8§ 382.101 et seq.
Code of Virginia, 1950, as amended, § 22.1-178.
8 VAC 20-70-280.

Cross Ref.: GBEA Unlawful Manufacture, DistributidDispensing, Possession or
Use of a Controlled Substance
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