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MEMORANDUM OF UNDERSTANDING
The Augusta Education Association and Augusta USD 402 Board of Education have agreed
to the following expectation for 2017-2018.
1. Grade Prep Half Day: December 22, 2017 - Professional Employees are required to
submit grades to their building administrator by 10:00 AM, December 22, 2017.
Professional Employees are not required to be in their building on the morning of Friday,
December 22, 2017.

1

INTRODUCTION TO AGREEMENT
The Board of Education of Unified School District 402 (hereinafter referred to as the “BOE”) and the Augusta Education
Association (hereinafter referred to as the “Association”), as representative of the full and part-time Professional Employees
(as defined in K.S.A. 72-5413) of USD 402 (hereinafter referred to as “Professional Employees”), enter into this Agreement
covering the terms and conditions of professional service. The Association has been identified as the bargaining unit since
November 9, 1970.
This Agreement shall be in full force and effect for the 2017-2018 contract year.
Wherever appropriate in this Agreement, words used in the singular may be read in the plural, words used in the plural may
be read in the singular, and the masculine gender shall be deemed equally to refer to the female sex.
In the event any provision of the Agreement is finally ruled invalid under any appropriate state or federal law or regulation,
the balance of the Agreement not affected by such ruling shall remain in full force and effect.
All rights, powers or authority which the BOE had prior to the signing of this Agreement are retained by it, except those
which have been specifically abridged, delegated, or modified by the Agreement. It shall be understood and agreed that
nothing in this Agreement shall restrict or modify the rights and duties of the BOE as provided by law.

ARTICLE 1
SCHOOL YEAR
A.

B.

C.

D.

E.

F.

Hours/Days
The school year shall consist of at least one thousand one hundred sixteen (1116) student contact hours and a
maximum of one hundred eighty-four (184) working days. Professional Employees new to the district shall
participate in four (4) additional days for orientation/induction preceding regular contact days.
Calendar
The Board of Education (BOE) shall approve the calendar for the school year during or before its regular June
meeting.
It shall include up to one hundred eighty-four (184) days for student instruction, staff,
development/professional days, parent-teacher conferences, and a work day. Two (2) student contact days will be
designated inclement weather days. One (1) professional day and one (1) work day shall precede the first student
contact day. The calendar shall include a spring break consisting of Monday through Friday of one week.
Preparation Time
The calendar shall include two (2) half-days (½ days) for grade preparation per semester. An Administrator may
assign other professional tasks for the half-day grade preparation time to Professional Employees who do not have
regular classroom assignments.
Calendar Adjustments
The BOE shall have the right to adjust the calendar to make up school days missed due to weather or other
emergencies.
Additional Working Days
The BOE and any Professional Employee may mutually agree for additional working days, including the nature of
the services to be provided.
Weather Conditions
No Professional Employee shall be required to remain at school if school is dismissed for extreme conditions, nor
shall Professional Employees be expected to report to school if school is canceled due to weather conditions. See
the current school calendar for additional information regarding inclement weather days.

ARTICLE 2
HOURS AND AMOUNTS
OF WORK
A.

Professional Employee Normal Duty
The normal duty day for Professional Employees shall be seven (7) hours and forty (40) minutes, including a dutyfree lunch period of at least twenty (20) minutes. The normal starting time will be twenty (20) minutes before the
normal student day begins. When not scheduled for students, a Professional Employee may leave his assigned
campus during a normal workday for personal business upon obtaining the permission of the Building Administrator
2017-2018 Professional Employee Agreement
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or designee. This discretionary time away from the building will not be deducted from the Professional Employee’s
leave.
B.
Student Normal Day
The normal student day for grades 6-12 shall be seven (7) hours. The normal student day for grades K-5 shall be
seven (7) hours and fifteen (15) minutes.
C.
Daily Schedule
Upon recommendation of the principal, the Board shall establish the number and length of periods/day to be
included in the respective school’s daily schedule. Prior to recommending any change in the number of
periods/day, the appropriate principal will gain input from the respective faculty through a committee established
according to Article 25. An advisory vote of the respective faculty will be taken and reported to the Board with the
recommendation.
D.
Professional Days
Professional Employees will meet two (2) days per semester for teacher collaboration. A total of eight (8) hours will
be allotted throughout the year for individual professional learning. See Appendix VIII for suggested schedule and
acceptable professional activities.
E.
Before/After School Duties
During the time of the duty day before and after the normal student day, Professional Employees will use the time
for:
1.
Student monitoring and control. Specific duties shall be assigned by the Administrator on a rotating basis,
2.
Paper grading and class preparation,
3.
Student conferences and student detention supervision,
4.
Parent conferences, and
5.
Other professional activities.
F.
Open Houses/Conferences/Meetings
Open houses, parent-teacher conferences, and faculty meetings are important parts of the education of our
students. Except in emergencies, such meetings will be announced by the Administration at least one (1) week in
advance.
1. A short faculty meeting of twenty (20) minutes may be held any teaching day. Up to one (1) faculty meeting
each month may extend up to sixty (60) minutes beyond the normal duty day. Professional Employees will
participate in faculty meetings unless specifically excused by their building administrator.
2. Scheduling of special individual conferences does not require a week’s notice. The Professional Employee
will be consulted regarding their scheduling.
3. Professional Employees who attend open houses or student orientations outside the normal student contact
day shall be released a compensatory time during the grade preparation day.
G. Extra Duty Pay
Augusta Middle School and all elementary schools will be allocated one thousand five hundred dollars ($1,500) per
school each year for the purpose of compensating Professional Employees who are asked to attend curriculum
related school activities held outside of the normal contract day. Compensation shall be at the rate of no more than
fifteen dollars ($15) per hour. No Professional Employee shall receive more than one hundred ($100) per school
year. Compensation for extra duty will be given at the end of each school year. In the event that a school accrues
more than one hundred (100) person-hours of extra duty pay, the hourly rate will be adjusted in order to compensate
all Professional Employees for hours documented.
H.
Daily Planning Period
Each Professional Employee will have a daily planning period defined as follows:
1. A planning period shall be at least forty-five (45) consecutive minutes each school day in grades 6-12.
2.
K-5 elementary Professional Employees shall have a planning period of at least 50 consecutive minutes per
day.
3. Professional Employees of elementary vocal music, physical education, library, art, and computer shall have
a daily planning period. No less than two hundred ten (210) minutes per week shall be scheduled in a
manner that is convenient both to the Professional Employee and to the overall school schedule. In addition

4.

to planning time, all traveling Professional Employees shall have ten (10) minutes traveling time for each
change of attendance center.
When a Professional Employee’s assignments are split between elementary and secondary levels the
Professional Employee shall have no less than two hundred ten (210) minutes per week to be scheduled in a
manner that is convenient both to the Professional Employee and to the overall school district.
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I.

J.

K.

Substituting
When a Professional Employee is asked by an Administrator to substitute during his planning period, he will have
the option to accept or decline. If the Professional Employee accepts the offer, he will be paid that portion of his
daily salary (excluding supplemental contracts), which corresponds to the ratio of the amount of substitution time to
the normal student day.
Substitute Pay
In the event substitutes are not available and two (2) classes are to be combined for the day or a part thereof, the
Professional Employee shall be paid in addition to his regular salary the current rate of a substitute’s pay. If a class
is divided between two (2) or more Professional Employees, the Professional Employees teaching any part of such
split class shall divide the substitute teacher pay in proportion to the percentage of students in the divided class,
rounded to the nearest one-quarter (1/4). In all cases, substitute teacher pay shall be paid in one-half (½) day
increments.
Optimal Class Sizes
The BOE and the Association recognize that smaller class sizes generally promote more effective learning, but that
they result in higher per-pupil expenditures. The BOE will attempt to maintain educationally and fiscally acceptable
class sizes. For informational purposes only, the following table shows the Optimal Class Sizes as adopted by the
BOE in 2006:
Kindergarten
st
1 Grade
nd
2 Grade
rd
3 Grade
th
4 Grade
th
5 Grade

L.
M.

20
21
22
24
25
25

Parking Lot Supervision
Secondary Professional Employees will not be asked to supervise the school parking lots.
Professional Development
The Professional Development Committee (PDC) of at least one person from each building chaired by an
Administrator appointed by the BOE will review, evaluate and recommend quality professional development for the
district.

ARTICLE 3
ACADEMIC FREEDOM
A.

B.

C.

D.

E.

Resource Materials
Professional Employees are encouraged to develop, use, and maintain relevant and up-to-date resource materials
for use in their classrooms. Consistent with curriculum guidelines, academic freedom is encouraged.
Grievance Procedure
Disagreements over the enforcement of this article shall be resolved by using the Grievance Procedure outlined in
Article 18 and Appendix II.
Classroom Interruptions
The Administrator will attempt to keep all forms of classroom interruption to a minimum. This shall apply to
interruptions by public address systems and messengers. Except in an emergency, interruptions shall be at a
specified time during the day.
Classroom Visitors
Classroom visitors are welcome at most times. If visits from non-employees become disruptive or interfere with
instruction, the Professional Employee or Building Administrator shall have the right to deny access to the
classroom. If visitors are denied access, they have the right to ask for future admittance from the BOE or the
Superintendent.
Classroom Disruption
A Professional Employee may make the decision to have any student removed from the classroom who has failed
to meet reasonable requests and expectations and is disrupting the learning process of other students. Such
students will be referred to the Administrator of the school and will generally not be returned to the classroom that
class or subject period.
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F.

Special education students who create a disruption in the classroom and who cannot function without disturbing the
education of other students will be referred to the special education Professional Employee responsible for that
student.
Professional Initiative
Piloting new program and/or a professional initiative that would require a variation in the Negotiated Agreement will
be considered when:
1. The pilot is described in writing and includes specific starting and ending dates,
2. All of the Professional Employees affected by the pilot project vote (confidential vote) to participate (such as
the teaching faculty of a building or a specific grade level).
3. The pilot project has been approved through an abbreviated IBB process. Representatives of the project
would present to two AEA officers and two representatives of the BOE team. The reviewers would consider
whether the project is beneficial, workable, and affordable.
4. If approved no further action would be needed until the end of the project, then a report would be filed. If the
project is successful, then proper notice would be given for formal IBB considerations.

ARTICLE 4
EVALUATION
A.

B.

C.

D.

Pre-Evaluation Conference
A pre-evaluation conference will be held between the appropriate Administrator and Professional Employee, if it is
requested by either party, prior to each evaluation. Notice shall be given to the Professional Employee at least two
(2) days prior to the first evaluation session.
Procedure for Conducting Evaluations
1.
Professional Employees in the first and second year of employment shall have a minimum of two (2)
evaluations and post-evaluation conferences conducted at one (1) time per semester by not later than the
sixtieth (60) day of the semester.
2.
Professional Employees in their third and fourth years of employment shall be evaluated at least one (1) time
each school year no later than February 15. After the fourth year of employment, every Professional
Employee shall be evaluated at least once in every three years no later than February 15. A goal setting
conference may be conducted yearly.
3.
The Administrator shall make at least three (3) classroom visitations of twenty (20) minutes or longer in
duration prior to the completion of the evaluation form, Appendix III. In addition the Administrator may make
additional visitations of such frequency and duration as determined by the Administrator.
4.
The post-evaluation conference must be held within two (2) weeks after the final classroom visitation. If,
after the third classroom visitation is completed, the Administrator determines that he must conduct further
visitations before completing the evaluation report form, the evaluation form shall be so notified within three
(3) days. Any item marked novice requires a written explanation as to why it is so marked. The evaluation
form must be signed by the Administrator as the evaluator and by the Professional Employee acknowledging
that a post-evaluation conference was held, that the Professional Employee is aware of the contents of the
evaluation report and that it has been thoroughly discussed with the Professional Employee. The
Professional Employee shall be allowed to affix to the report a rebuttal of any portion of the report, which he
feels is inaccurate, unfair, or incomplete. This rebuttal must be completed within the two (2) weeks that
immediately follow the post-evaluation conference.
5.
Any Professional Employee who receives what he considers to be an unsatisfactory evaluation report may
submit it to the Superintendent for review and consideration.
6.
The evaluating Administrator shall provide a signed copy of the evaluation report for the Professional
Employee.
Post-Evaluation Assistance
Post-evaluation conferences may be scheduled by either party in order to provide the necessary assistance
and/or guidance in strengthening and improving the Professional Employee’s performance.
Release of Evaluation Report
Except by court order or written authorization of the Professional Employee, the evaluation report and responses
thereto will be made available only to the Professional Employee, the BOE, appropriate Administrative staff, the
BOE attorney, or the BOE and Administrative staff of any school to which the Professional Employee applies for
employment.
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E.

Evaluation Instrument
An Evaluation Instrument Committee shall be established and shall be responsible to review the evaluation criteria
of the current instrument and recommend any changes for the following year to the Board by the regular April Board
of Education meeting.
1.
The Administration shall use the e4E Evaluation System, Appendix III. The Administration shall provide time
for a discussion of professional development goals with each Professional Employee.
2.
The committee shall include one Professional Employee elected by each attendance center, plus one
elementary Administrator and one secondary Administrator selected by the Superintendent.
3.
The committee shall select its own chairperson. The committee will determine the contents of its
presentation to the BOE and will select the individual(s) to make the presentation.

ARTICLE 5
COMPLAINTS
A.

B.
C.

D.

E.

Complaints
A written complaint is any concern expressed in a letter, note, or email regarding a Professional Employee. A
specific form is not required to be completed.
Any written or oral complaint made to an Administrator regarding a Professional Employee shall be promptly called
to the Professional Employee’s attention within 15 days after the complaint is received or by June 15, whichever
comes first. The Administrator will provide a copy of the complaint to the Professional Employee. For complaints
presented orally, the Administrator shall encourage the complainant to write out, sign and date the complaint. If the
Administrator chooses to take action on an oral complaint, the Administrator will provide a record of the complaint to
the Professional Employee in a private meeting prior to taking any action on the complaint. The Professional
Employee may speak with the complainant, either in person or by telephone, and the Professional Employee shall
respond to the complaint in writing. The Administrator will deliver a copy of the response to the complainant with
content that is agreed upon by the Administrator and the Professional Employee so as not to violate any privacy
rights of students or other staff. If a written record of the complaint is kept, a copy of the response shall be attached.
No Professional Employee shall be disciplined without just cause.
Peer Representation
All parties shall have the right to have a peer representative present with them at each phase of the complaint
procedure.
Involuntary Leave
Employees who are placed on involuntary leave by the BOE will be notified in the workplace setting; i.e., their school
or the central office, unless such attempts have been exhausted; then they will be notified at such other place as is
reasonable under the circumstances. When given such notice the Professional Employee will be advised to have a
representative with them. When they are notified, they will be given a letter stating the specific reason(s) for the
leave and a list of those people (Administrators, parents, and students) who placed the complaint(s) against them.
Involuntary Leave Conference
A Professional Employee placed on involuntary leave may request an opportunity to have a conference, when such
conference would be appropriate as a first attempt to reach a compromise and mediate any misunderstandings that
might have occurred.

ARTICLE 6
THREATS, ASSAULTS, AND BATTERIES
A.

B.

Threats/Assault/Battery
Professional Employees shall immediately report cases of threatened or actual assault and/or battery suffered in
connection with their employment to their Administrator. Professional Employees are encouraged without
recrimination to report such incidents to the police and/or SRS officials. Such notification shall be forwarded
immediately to the Superintendent.
Compliance
The Superintendent shall comply with any reasonable request from the Professional Employee, the police, or the
courts for information relating to the incident so long as the release of information is not prohibited by any other
policy, agreement or law.
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ARTICLE 7
SALARY
A.

B.

C.

D.

Salary Range
Salary commitments as negotiated with the Association are subject to the availability of budgetary resources as
determined by the BOE.
Basic Salary Schedule
The attached salary schedule, Appendix V entitled “Professional Employee Salary Schedule,” shall be in effect for
the 2017-2018 school year.
Placement and Advancement
1.
New Professional Employees’ initial placement shall be determined by the Superintendent, subject to BOE
approval. The determination of the years of experience and education shall be made at the time of
employment.
2.
Professional Employees taking additional hours for movement on the salary schedule must comply with the
following:
a.
Take additional hours that are graduate level hours taken in pursuit of an accredited masters or
higher degree program
b.
Take additional hours that are other graduate level hours taken to (1) satisfy a government
requirement, and/or (2) improve the Professional Employee’s classroom instructional skill and
competency, and/or (3) license the Professional Employee for additional subject areas or grades,
and/or (4) satisfy a request of the Administration
c.
Take additional hours that are undergraduate hours taken after employment with USD 402 for the
purposes listed in Article 8.C.2.b. Half credit will be provided for up to twenty-four (24) such
undergraduate hours.
d.
Take additional hours that are graduate hours in the Professional Employee’s assigned area of
teaching.
e.
Upon obtaining a Masters degree the Professional Employee may apply the graduate hours earned
prior to being awarded the degree to advance horizontally on the salary schedule not to exceed thirty
(30) hours. These hours shall not be part of the Professional Employee’s Masters Program of study.
Professional Employees must notify the Superintendent on or before April 1, 2009 of their intent to
apply previously earned graduate hours under this section. Professional Employees must complete
their advancement with the use of graduate hours earned prior to their Masters degree by the 20112012 contract year.
f.
Work completed in accordance with the Augusta Professional Development Plan will qualify for
movement on the salary Schedule. Points from only Level 3- Impact may be used to move on the
salary schedule. See Appendix X for a chart describing this procedure.
g. Notify the Superintendent in writing on or before April 1 of the Professional Employee’s intent to move
horizontally on the salary schedule.
h.
Complete the noticed hours prior to September 1 and present official transcripts to the
Superintendent on or before September 10.
3. For purposes of licensure all college credit must be pre-approved by the Professional Development Council
(PDC) according to KAR 91-1-203; 91-1-205. Any classes taken after the 2006-07 school year must be
approved by PDC. Any classes taken during the 2006-07 school year or prior and during the employee’s
current re-licensure period will be grandfathered.
4.
The Professional Employee may advance horizontally on the salary schedule from the Bachelor Column to
the Master Column without restriction. The Professional Employee is required to notify the Superintendent of
his advancement as described in Article 7.C.2.g. The Professional Employee shall be limited to one
horizontal step per year for advancement beyond the Master Column.
Supplemental Contracts
1.
Supplemental Duty
a. The BOE may offer supplemental duty contracts for positions listed in Appendix VI, “Supplemental
Salary Directory”. The supplemental salaries will be paid according to Appendix VI.
b. Any elementary Professional Employee (grades K-5) who comes into the building for ten (10) hours or
more before his contract begins in the fall for the purpose of getting prepared for the beginning of
school and to receive students will be paid an additional one hundred dollars ($100) for that time.
2.
Supplemental positions listed in the Appendix VI entitled “Supplemental Salary Directory” will be paid
according to the number of years that specific supplemental contract was fulfilled.
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E.

F.

G.

H.

Salary Vouchers
Salary vouchers of payroll deposits will be sent using electronic mail throughout the contract year. Professional
Employees may request a paper copy of their salary voucher on a form provided by the payroll office. Professional
Employees must notify the payroll office of e-mail and home address changes.
Issuance of Paychecks
The September paycheck will be issued on the earliest date allowed by state law. The January paycheck will be
st
issued on the first business day after January 1 . All other paychecks will be issued on or before the first day of the
month.
Gross Compensation
A Professional Employee may elect for KPERS purposes only, three (3) years prior to retirement, in writing and
delivered to the BOE by May 1, to have included in his gross compensation for the following three (3) years the
Section 125 fringe benefit contribution amount or the BOE's contribution amount to health insurance. This election is
limited to one (1) three (3)-year period and may not be ceased and re-started. The employee understands that they
may have increased tax obligations based on this election and will seek their own advice as to the tax and overall
financial effect of the election and further that while KPERS has orally indicated acceptance of the higher gross
amount the District does not warrant that KPERS will ultimately accept this higher gross amount in computing
retirement benefits.
New Professional Employees
Professional Employees new to the district and required to work four (4) additional contract days (Article 1, A) shall
be compensated at the rate of $100 per day for the additional days for orientation and induction preceding the
regular contract days.

ARTICLE 8
FRINGE BENEFITS
A.
B.

C.

Group Insurance Selection
Benefits and carriers of group insurance programs offered by the district shall be selected by the BOE.
Fringe Benefit - IRS 125 Salary Reduction Cafeteria Plan
1.
The BOE shall furnish the Professional Employees the choice of receiving certain tax-free health insurance
benefits provided by the BOE in lieu of taxable compensation. This option shall qualify as a salary reduction
“Cafeteria Plan” within the meaning of Section 125 (d) of the Internal Revenue Code of 1954, as amended.
The benefits which a Professional Employee elects to receive under the plan shall be eligible for exclusion
from the Professional Employee’s income as amended. The options shall include health insurance.
2.
The sum of money to be used by the Professional Employee toward the purchase of non-taxable benefits
shall not exceed the amount stated in the Section 125 Plan Document. That amount to be used shall be
determined by the Professional Employee and shall be communicated to the Superintendent on forms
provided by the Superintendent once each year. Professional Employees must return the forms on or before
st
the first (1 ) student contact day.
3.
The benefit(s) or the amount of salary reduction may not be changed during the plan year unless both the
revocation and the new election are on account of and consistent with a change in family status or other
allowable events as determined by Section 125 of the Internal Revenue Code and the regulations hereunder.
Insurance Committee
An Insurance Committee shall be established annually and shall be responsible to review the current coverage,
survey various available plans, and recommend any changes for the following year to the BOE by the regular April
BOE meeting.
1.
The committee shall include one Professional Employee from each attendance center selected by the
Association, plus one Administrator selected by the Superintendent. The BOE may also appoint up to three
persons to represent classified employees, Professional Employees who do not belong to the Association,
and retirees eligible to participate in the district health insurance program. The committee shall select its
own chairperson.
2.
The committee shall have access to information regarding the current and proposed district health insurance
program(s) and usage rates. The committee shall not receive any individual claims information of any
participant.
3.
The committee shall select two (2) members who shall perform all communication regarding proposed
programs. The committee will determine the content of its presentation to the Board and will select the
individual(s) to make the presentation.
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D.

E.

F.

G.

H.

Resignation/Discharge
Upon resignation or discharge of a Professional Employee during the performance of his contract, all BOE support of
fringe benefits shall cease effective the last day of the month of termination.
Non-renewal/Resignation/Retirement
A Professional Employee who is non-renewed, resigns, or retires effective the end of the school year, will maintain
BOE support of fringe benefits until August 31.
Movement/Reassignment
A Professional employee who is required to move from one class/grade level to another will submit a request list of
supplies and material to his Building Administrator of up to two hundred fifty dollars ($250) to be provided during the
first semester of the school year.
Health Insurance/Fringe Benefit
1. The BOE will provide for Professional Employees hired on or before the 2000-2001 contract year and who do
not desire to participate in the district’s health insurance plan, a fringe benefit amount of one hundred forty
eight dollars ($148) per month to be paid as salary.
2. Professional Employees hired on or before the 2000-2001 contract year and who desire to participate in the
district’s health insurance plan, the BOE shall contribute up to five hundred and seven dollars and two cents
($507.02) per month (see G.4), to be used toward the cost of the employee’s health premium in the district’s
health insurance plan. Once an employee has elected to participate in the district’s health insurance plan he
may not elect to return to the one hundred forty eight dollars ($148) salary benefit.
3. All Professional Employees hired subsequent to the 2000-2001 contract year shall participate in the district’s
health insurance plan or not receive any fringe benefit amount.
4. Professional Employees hired after the 2000-2001 contract year who desire to participate in the district’s
health plan, the BOE shall provide a contribution of $507.02 per month for District sponsored health and
dental options.
This amount may be applied to those employees electing coverage for single,
employee/spouse, employee/and child or children, or family.
Professional Employees are required to complete the preventative health check-up (covered in the health
insurance plan) in order to receive the full BOE contribution. Employee preventive check-up includes the
following: (DO NOT report personal health results.)

Blood Pressure

Height Weight

A1c or blood sugar

Cholesterol

Triglycerides
Professional Employees who complete the check-up by December 31, of the current year or with proof of
annual routine wellness check-up between previous October 1 and September 30 will continue to have their
full single ($507.02) paid by the board. If the employee fails to submit a signed document (see Appendix XII)
to HR by December 31 indicating that the preventive services have been performed, he will be charged $20
per month. The amount to be charged would be retro back to October 1.
5. Only employees who have provided written notice of their intent to enroll in the district’s health insurance by
July 1, or those who are new hires subsequent to July 1 who enroll within thirty (30) days of the beginning of
their contract will receive the contribution towards the health insurance benefit.
Classroom Reimbursement
The BOE will reimburse any Professional Employee assigned to one (1) building up to two hundred dollars ($200)
and any Professional Employee assigned to two (2) or more buildings up to four hundred dollars ($400) from end of
the year monies if the following conditions are met:
1. Purchases are made for classroom use.
2. Purchases are approved by the Building Administrator.
3. The Professional Employee must present receipts for reimbursement by May 1 along with the “Professional
Employee Classroom Expense Reimbursement Form,” Appendix VII.
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ARTICLE 9
PAYROLL DEDUCTIONS
A.

B.

Payroll Deductions
The Board shall perform payroll deductions at no additional charge to the Professional Employee beginning within
thirty (30) days after receipt of written authorization from the Professional Employee during the enrollment period
defined in Article 10.B. The BOE shall deduct authorized amounts from the salary of the Professional Employee
and make the appropriate remittance(s). Such authorization shall continue in effect from contract year to contract
year.
Deductions
Items to be deducted:
1.

C.

Association dues: The BOE shall deduct one-twelfth (
) of the dues from the regular salary check of the
Professional Employee each month for twelve (12) months beginning in September and ending in August of
each year. The Association shall supply to the BOE the amount to be deducted through the schedule
established by the Association. The BOE shall transmit to the Association the total monthly deduction for the
professional dues within ten (10) school days following each regular pay period. If a Professional Employee
signs a release allowing his name to be used, it will be included in a listing of the Professional Employees for
whom the Association dues deduction was made. This list will be made available to the Association. These
dues shall be withheld until stopped in writing by the Professional Employee wishing to terminate his
continuing membership in the Association. The Association must notify the BOE by August 15 of any
change in the Association dues.
2.
Annuities: At least eight (8) employees per group. (All policies presently in effect remain in effect as of
September 1, 2006.)
3.
United Way
4.
Credit Union: At least four (4) employees per group.
5.
District Group Health Insurance
6.
Group Term Life Insurance
7.
Disability Income Insurance
8.
Dental Insurance
9.
Any other plans jointly approved by the Association and the Board.
Augusta Education Association
Any Professional Employee who wishes to join AEA (Augusta Education Association) may add this payroll
deduction. Professional Employees shall be allowed to change any other payroll programs, with the exception of
th
the Section 125 Plan, by the 15 of any month. A change is defined as a change in the carrier or in the amount of
the deduction. A Professional Employee may cancel a deduction at any time by providing written notice to the
Superintendent. The cancellation will go into effect the first day of the following month.

ARTICLE 10
PAID LEAVE
A.

Leave Credit
Each Professional Employee shall receive one (1) day of leave credit for each month he is in active full-time
employment, not to exceed a total of ten (10) days per school year. Leave shall be accrued beginning with one (1)
day in August and one (1) day each month thereafter through May to make up the ten (10) day total. The BOE
considers each Professional Employee to have ten (10) days sick leave at the beginning of the school year. If the
Professional Employee terminates during the year, he must reimburse the BOE for the number of days of sick leave
used in excess of those accrued. Unused days of leave credit will be allowed to accumulate to no more than one
hundred and thirty (130) days by the end of any school year. A Professional Employee who has the maximum one
hundred thirty (130) days accrued will in effect have a maximum of one hundred and forty (140) days usable in that
given year. All approved leave shall have one (1) day of leave credit deducted from the Professional Employee’s
accumulated leave total for each day of leave used. Professional Employees will receive their regular pay when
leave is approved under the above conditions. Absences shall be charged at a minimum of 1 hour.
a. Applicable to Professional Employees employed after July 1, 2010, “Any unused accumulated leave
above one hundred and thirty (130) days will be paid at the end of any school year, in June, at the rate of $50.00 per
day.”
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B.

C.

D.

E.

F.

G.

H.

I.

Workers Compensation
The BOE shall provide Workers Compensation coverage as required by Kansas law. For any day a Professional
Employee receives compensation for total disability under the Workers Compensation law for a compensable illness
or accident arising out of or in the course of employment, the Professional Employee’s salary shall be reduced by
100% of the amount of the Workers Compensation total disability payment received by the Professional Employee.
Sick leave shall be credited for the percentage of the daily salary paid by the Board after reduction by Workers
Compensation benefits received.
Accumulated Leave
Use of accumulated leave shall be approved to cover absences for the Professional Employee’s own illness or for
death or illness in the Professional Employee’s immediate family, which shall include father, mother, grandparents,
grandchildren, mother-in-law, father-in-law, brother, sister, wife, husband, children, son-in-law, daughter-in-law, and
members of the Professional Employee’s step family.
Personal Illness
Professional Employees absent because of personal illness may verbally report the illness to the Building
Administrator by a time determined by the Building Administrator.
Bereavement
Up to two (2) days of paid leave may be approved as bereavement leave for a Professional Employee to attend
funerals of friends or relatives not mentioned in Article 10.
Personal Business
Two (2) days of the paid leave may be approved each year for a Professional Employee to conduct personal
business. Professional Employees shall properly file a Leave Request form in advance for personal business.
Personal leave may be accumulated to five (5) days, but the additional three (3) days may not be taken concurrently
without approval of the Superintendent.
Leave Requests
All leave requests must be entered into the automated sub-calling system. Professional Employees are expected to
submit their requests for leave as early as possible in order to prevent any disruption in classroom instruction.
Jury Duty
Professional Employees called upon to serve on jury duty shall be compensated as follows:
Regular daily salary minus the stipend paid by the court, except that the mileage allowance shall be retained,
without penalty, by the Professional Employee to cover out-of-pocket expenses.
Additional Leave
Additional leave above and beyond all other types of leave besides disability may be in the best interest of the
Professional Employees and the district. This leave shall be used primarily for cases involving dread diseases or
catastrophic and life-threatening accidents or illnesses. Should days remain available in this one hundred (100) day
pool, Professional Employees may make requests for use of remaining days for all other cases not listed above.
The leave shall be available only to persons who have exhausted all other leave except disability and to whom no
other options for leave exist within the negotiated Agreement or BOE policy.
1. The AEA designee, the Superintendent, and the Assistant Superintendent or Director of Human
Resources will jointly approve requests on behalf of the Professional Employee for recommendation to
the BOE.
2. The BOE will annually establish a pool of one hundred (100) days to be used for this type of leave. No
single Professional Employee may use more than twenty (20) days from this pool at first request. During
the school year, an employee may be granted one (1) to twenty (20) days depending upon need and
application. At the end of the contract year, all requests to use the sick leave pool will be reevaluated.
The days remaining in the Board provided pool will be divided proportionately among all Professional
Employees who were approved to use the sick leave pool and requested more than twenty (20) days.
Should any days remain in the pool after this division, they may be distributed as described in Article
10.I.1.
3. The BOE will continue to pay the Professional Employee’s contracted salary, (excluding supplemental or
extended days which were not completed) to the Professional Employee using this leave provision until
all days approved under this provision have been exhausted. If additional days are approved at the end
of the year according to Article 10.I.2, the Professional Employee will be paid for the days approved at
that time. The BOE may request medical updates and/or require, at its own expense, another medical
opinion.
4. If it is determined that the one hundred (100) days provided by the BOE are going to be depleted prior to
the end of the contract year, the BOE will request a donation of sick leave from the Professional
Employees. The decision to request additional days will be based on the bank having fewer than 20
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days available to be used and on the remaining amount of time in the contract year. The committee
described in Article 10.I.1 will decide whether to request additional days.
a. Professional Employees will be asked to voluntarily donate one (1) day of sick leave to a surplus
bank.
b. Sick leave days that are donated and not used will not be returned to the Professional Employee.
c. Sick leave days donated to the surplus bank and not used by the end of the contract year will be
carried over as surplus for future use after the initial one hundred (100) days are used in the
contract year.
5. Sick Leave Bank Request to Participate Form (Appendix IX)

ARTICLE 11
RETIREMENT
A.

B.

C.

D.

E.

(Article 11 does not apply to Professional Employees starting in USD 402 after July 1, 2010).
Retiring Professional Employees who become eligible to receive KPERS benefits upon retirement from USD 402
and retire from USD 402 shall be paid at the rate of $150 salary per day for all of the average amount of sick leave
accumulated during the last five (5) years prior to retirement. The payment shall be limited to a maximum of
$10,000. Payment may be added to the retiree’s final check in a lump sum payment or divided among the last three
(3) monthly summer checks. Retiring Professional Employees shall notify the Board prior to May 1 of their last year
to designate which method they desire to receive payment. If notice is not received prior to May 1, the payment
may be denied. KPERS will be deducted as mandated by Kansas law or regulations.
Retired Professional Employees and their dependents shall be entitled to continued coverage under the districtsponsored group health insurance program, provided the retired Professional Employee makes written application
with the Clerk of the Board for such continued coverage within thirty (30) days following the retirement of the
Professional Employee. Retired Professional Employees electing continued coverage shall be required to make the
monthly premium payment for such continued coverage in advance of the due date of the premium to the carrier.
Such payment shall be made to the Board or directly to the insurance carrier as may be required by the Board.
Coverage under the group health care benefits will cease at such time as
1. The retired Professional Employee becomes eligible for Medicare.
2. The retired Professional Employee fails to make the required premium payments on a timely basis, or
3. The retired Professional Employee becomes covered or is eligible to be covered under a group plan of
another employer
Voluntary Retirement Plan
The Board of Education provides an early retirement plan in order to facilitate the voluntary early retirement of
certified employees of USD 402 who may find it necessary or desirable to retire. Any eligible employee may elect to
take early retirement under the terms and conditions set forth in this policy. Early retirement is entirely voluntary
and at the discretion of an eligible employee.
Eligibility
Any certified employee is eligible for early retirement if such employee meets the following requirements:
1.
The employee is currently a full-time employee of USD 402.
2.
The employee has fifteen (15) years or more of continuous employment with USD 402.
3.
The employee has twenty (20) years or more of service credit recognized by Kansas Public Employees
Retirement System (KPERS). In the case of those employees who were denied access to KPERS
participation due to part-time employment the 20 years of service requirement will be waived.
4.
The employee officially retires in KPERS.
Any employee applying for early retirement shall have the responsibility to provide all facts and information
necessary to prove eligibility for early retirement and to verify benefits to be paid. Eligibility will be determined by
the office of the superintendent.
Application
Any certified employee may apply for early retirement by giving written notice to the superintendent’s office on or
before May 1st of the year preceding the anticipated retirement date and shall include the following information:
1.
A statement of applicant’s desire to take early retirement
2.
The anticipated date of retirement
3.
The applicant’s birthday and age on the date of retirement.
4.
The number of years the applicant has been employed by USD 402.
5.
The total number of years of service credit recognized by KPERS.
6.
Applicant’s current annual salary and
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Whether the applicant desires to participate in the district’s health insurance program to normal social
security retirement age.
Following the final action on any application for early retirement, the superintendent’s office shall notify the
applicant, in writing, by April 1st of the amount of annual early retirement benefits to be paid. The May 1 notification
required by this section may be waived by the Board of Education.
Voluntary Early Retirement Benefits
The annual early retirement benefit shall be a sum of money equal to the product of the following:
1.
The number of years of service credit recognized by KPERS or the number of service years recognized by
KPERS plus the number of years the employee was denied participation in KPERS due to part-time
employment for such employee, multiplied by,
2. The largest base salary received during any one of the five (5) years immediately preceding planned
retirement, multiplied by, a factor of 0.005.
Terms and Conditions
The following terms and conditions shall apply to the early retirement plan:
1.
The annual early retirement benefit shall be paid annually to a Section 403(b) employer funded plan on the
September payroll date, but in all cases shall terminate either at the end of the payment of five (5) years of
early retirement benefits or at the end of the contract year in which the Professional Employee reaches the
age of eligibility for full Social Security, whichever occurs first.
2.
An employee taking early retirement shall have the option to participate in the district’s health insurance
program at the employee’s expense.
3.
All early retirement benefits, including the option to maintain health insurance, shall automatically terminate
at the end of the month in which the employee reaches (or would have reached) the age of eligibility for
being able to retire on a full social security benefit at normal social security retirement age. If the employee
should die prior to reaching the age of eligibility described in the prior sentence, all early retirement benefits,
other than the annual early retirement benefit, shall terminate at death. Any remaining payments of the
annual early retirement benefit due shall be paid in a lump sum to the primary or secondary beneficiary
designated by the employee in writing and on file with the District. If the employee fails to designate a
primary or secondary beneficiary for the annual early retirement benefit or the designated beneficiary dies
prior to full payment of the annual early retirement benefit, payments shall cease at death of the employee or
beneficiary. In no event shall any payments continue to the Section 403(b) employer funded plan after death
of the employee.
4.
The agreement for early retirement will remain in effect for the recipient according to the negotiated
agreement under which the employee retired.
5.
If any provision of this early retirement plan is determined to be in violation of federal or state laws or
regulations, then the entire plan shall immediately terminate and shall no longer be in force or effect unless
re-adopted by the Board and Association. In the event that Congress changes ages for retirement on a full
social security benefit, then this early retirement plan shall automatically be renegotiated by the parties. Any
change in normal age for retirement on a full social security benefit by Congress shall not serve to extend the
benefits for any person who has previously taken early retirement under this agreement. Anything to the
contrary herein notwithstanding, under no circumstance will benefits be paid under this program to any
individual for more than five (5) years.
6.
For information purposes only, the following table shows the normal Social Security retirement ages as
adopted by Congress and in effect as of July 8, 2000:
7.

F.

G.

Birth Year

1937 & prior
1938
1939
1940
1941
1942
1943-1954
1955
1956
1957
1958
1959
1960 and after

Normal Social Security Retirement Age

65
65 and 2 months
65 and 4 months
65 and 6 months
65 and 8 months
65 and 10 months
66
66 and 2 months
66 and 4 months
66 and 6 months
66 and 8 months
66 and 10 months
67
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ARTICLE 12
UNPAID LEAVE
A.

B.

C.

Medical (Including Maternity) Leave
After exhaustion of paid leave as set forth in the article entitled, ”Paid Leave,” unpaid leave will be granted to the
Professional Employee based upon eligibility for same under the Family Medical Leave Act. Leave will be granted
under the rules governing the Family Medical Leave Act for a period not to exceed six (6) calendar months. Any
request by a Professional Employee for additional unpaid medical leave beyond this period shall be subject to
approval by the BOE and the BOE in its discretion may consider and grant additional unpaid medical leave for
reasons other than those in the Family Medical Leave Act.
Military Leave
A Professional Employee required to fulfill military service obligations shall be granted a military leave of absence
without pay and shall be entitled to benefits provided under the Selective Service Act of 1940 as amended.
Sabbatical Leave
Sabbatical leave can be requested by Professional Employees with 3 or more years of consecutive employment in
the district. Sabbatical leave is available for pursuing advanced educational opportunities, educational experience
such as exchange teaching positions to experience a new culture, or for professional research and writing.
Sabbatical leave of up to one (1) calendar year may be granted by the BOE at its discretion. The Professional
Employee shall, in their request for leave, indicate the dates requested and the Professional Employee, if leave is
granted, will be required to report for duty on the first contractual duty day after the leave unless otherwise agreed in
writing between the BOE and the Professional Employee. While on sabbatical leave, the Professional Employee
shall have the option to remain on the district’s health insurance plan at the employee’s expense. If it becomes the
employee’s intent not to return to work for the next year, the employee must give notice of that intent to the BOE by
March 1 and if the employee resigns subsequent to that date or does not report for duty, he shall pay liquidated
damages. The BOE, in its discretion, may waive all or part of the liquidated damages.
The following is a schedule of damages:
March 2 through March 15
March 16 through March 31
April 1 through April 15
April 16 through May 1
May 2 through May 15.
After May 15

$200.00
$400.00
$600.00
$800.00
$1,000.00
$1,200.00

Upon return from sabbatical leave of one (1) year or less, the Professional Employee shall be placed in his original
teaching assignment or an equivalent position, or a pre-determined mutually agreed upon position. No movement
on the salary schedule shall be considered for the period of the leave time.

ARTICLE 13
IN-DISTRICT MILEAGE REIMBURSEMENT
A.

B.

C.
D.

Personal Transportation
Professional Employees required to provide their own transportation in the performance of their regular teaching
assignments shall be compensated at the Kansas state mileage rate.
Allowances
No allowance shall be made for going to the first attendance center nor for going home from the last. It shall be the
responsibility of the Professional Employee to initiate requests for payment.
After-School Activities Exclusion
This article does not apply to any performance of duties connected with after-school activities (coaching, etc.).
Elementary Instrumental Instructor
The elementary instrumental instructor shall receive a mileage reimbursement of five hundred dollars ($500) per
semester or the Kansas state mileage rate to be consistent for the year.
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ARTICLE 14
PHYSICAL EXAMINATION
A.

B.

C.

D.

Physical Examination Form
Each Professional Employee shall submit a completed physical examination form, signed by an appropriately
licensed physician, to the BOE at the time of beginning service to USD 402 and as often as required by state statute
for the position held.
The initial examination is a condition of employment and the cost of this examination is not reimbursed by the BOE.
Reimbursement
The BOE shall reimburse the Professional Employee the full cost of any subsequent physical the Board requires for
the performance of duties. The amount of reimbursement will be determined by the cost of an examination from the
district’s health care or workers compensation provider.
Cost of optional Exam
The BOE will reimburse any out-of-pocket expense up to ninety dollars ($90) toward the cost of an optional physical
examination every three (3) years. Such reimbursement would be made upon submission to the USD 402 business
office of a paid receipt not provided for by a third party.
Eligibility
The following criteria for eligibility must be met:
1.
The Professional Employee must have been employed by USD 402 for five (5) years.
2.
3.

Not more than one-third ( ) of those Professional Employees may participate each year.
Prior written notification to the USD 402 business office is mandatory and necessary to ensure the one-third (
) limit is not exceeded.

ARTICLE 15
EVALUATION OF STUDENTS
Each Professional Employee shall maintain the primary right and responsibility to determine grades for the students
enrolled in his classes. No grade shall be changed without approval of the Professional Employee except when
determined by the Administrator and the BOE to be clearly erroneous. When such action is to be considered by the
BOE, the affected Professional Employee will be notified by certified mail.

ARTICLE 16
REDUCTION OF STAFF
A.

B.

Composition of Professional Employees
The BOE has the authority to determine the composition of the Professional Employee staff necessary to implement
and maintain the district’s educational programs. The decision to reduce staff and the positions to be reduced shall
be determined by the BOE. If the BOE determines a reduction is necessary, the BOE will, as far as possible, achieve
such a reduction through the natural loss of non-returning personnel. When attrition alone does not bring about the
required net reduction in Professional Employees positions, the selection of the affected Professional Employee(s)
shall be as follows:
1.
Professional Employee formal evaluation/job performance.
2.
If Professional Employees’ evaluations and work performance are equal then the Professional Employee
who was last hired in the affected program(s).
Affected Professional Employees shall be notified by the date of notice determined by State Statute (currently the
third Friday in May) in the year of the proposed reduction in force.
The applicable statutory teacher due process requirements of Kansas, including written notice shall be followed by
the BOE in all non-renewal situations.
Discontinuing of a Position
The BOE shall implement the following options, in the order listed below, with respect to the Professional Employee
affected by the decision to discontinue a position:
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1.

Assign the Professional Employee to a vacant position if qualified to perform the duties and responsibilities of
said position.
2.
Assign the Professional Employee to a newly created position within the district, if qualified to perform the
duties and responsibilities of said position.
3.
Offer the affected Professional Employee severance pay equal to one (1) month’s salary multiplied by the
number of years of employment up to a maximum of nine (9) months’ salary. The provisions of this section
shall apply only to Professional Employees who have completed four (4) or more consecutive years of
employment as a teacher in the district.
C. Subcontracting
No certified personnel shall be dismissed in favor of sub-contracting from community colleges.
D. Recall
Professional Employees who have been terminated under the provisions of the policy shall be offered a recall to
employment in reverse order of the reduction should a position become vacant for which they are licensed to fill.
Recalled Professional Employees will return to at least the experience level at the time of reduction. For purposes of
early retirement, recalled Professional Employees shall receive credit for the consecutive years of experience
acquired prior to reduction. A list of vacant positions, if any, will be kept on file with the Clerk of the Board.
Professional Employees shall have recall rights for a period of twenty four (24) months.

ARTICLE 17
GRIEVANCE PROCEDURE
A.

B.

Definitions
1.
Grievance -- A complaint by a Professional Employee or a group of Professional Employees on regulations
or practices affecting conditions of employment.
2.
Administration -- All district licensed employees who are assigned administrative or supervisory
responsibilities by the BOE.
3.
Grievant -- The person or persons making the complaint. The term Grievant shall include a group of
Professional Employees who are similarly affected by the grievance.
4.
Days -- Except when otherwise noted, days shall mean weekdays, Sunday through Saturday.
Grievance Guidelines
Grievance of Professional Employees shall be handled as follows:
1.
Level One -- The Grievant shall request an informal conference with the Administrator of the school involved
within fifteen (15) days after the grievance occurs, (the day in which the specific behavior occurred which
resulted in a grievance) or by June 15, whichever comes first.
2.
Level Two -- If the Grievant has been unable to have a conference with the administrator within ten (10)
days of the above request, or if the grievance is not resolved through Level One, the Grievant may file the
grievance in writing with the Superintendent within fifteen (15) days of when the grievance was filed. The
acceptable form for filing the grievance may be obtained from the administration offices. See the Appendix II
entitled “Licensed Employee Grievance Report Form”: Grievances shall be deemed filed when delivered to
the Superintendent. One (1) copy of the grievance shall be delivered to the Superintendent and one (1) shall
be kept by the Grievant. The Superintendent will provide a copy of the grievance to the Association provided
that he is authorized by the Professional Employee having signed the waiver on the grievance form. The
Superintendent will review the grievance, together with any additional information or oral argument presented
by the Grievant. The Superintendent may also hear other information or oral argument. Within ten (10) days
after delivery of the grievance at his office, the Superintendent shall render his written decision. He shall
mail or deliver one copy of the decision to the Grievant and one to the Association provided that he is
authorized by the Professional Employee having signed the waiver on the grievance form.
3.
Level Three -- If a decision satisfactory to the Grievant has not been reached through the above procedures,
the Grievant may appeal the decision, on the acceptable form, to the BOE within ten (10) days after receipt
of the decision of the Superintendent. The BOE at the next regular BOE meeting, or earlier, will review the
grievance and the record of the above procedures and will hear the matter in dispute. Any pertinent
evidence or argument which the Grievant desires to submit or which the BOE deems necessary will be
presented at such hearing. The parties shall have the right to question witnesses who are called to testify.
4.
Within five (5) days of the hearing, the Clerk of the Board shall mail or deliver one copy of the BOE’s decision
to the Grievant, one to the Superintendent, and one to the Association provided that the Professional
Employee has signed the waiver on the grievance form.
5.
No reprisals will be taken against any participant in the grievance procedure by reason of such participation.
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C.

D.

6.
It shall also be prohibited to place any record of such grievance within the Grievant’s personnel file.
Rules
Grievance shall proceed according to the following rules:
1.
If at any stage of the grievance procedure, the Grievant does not take the next step within the time allotted,
the grievance shall be settled in the manner recommended or decided by the administration at the last step.
2.
In the event a grievance is not filed or processed in the manner and within the times set forth above; it shall
be forever barred.
3.
Grievances shall be processed as rapidly as possible. The number of days indicated at each level shall be
considered a maximum and every effort shall be made to expedite the process in a shorter period of time.
The parties may mutually agree in writing to extend any of such time periods.
4.
It is agreed that the Grievant may request and receive information in the possession of the BOE necessary
for the processing of said grievance and to which the Grievant is entitled by law.
5.
The Grievant may withdraw the grievance at any level.
6.
All parties shall have the right to have counsel or a representative present with them at each phase in the
formal grievance procedure.
7.
It is agreed that nothing in the above procedures be interpreted in such a way as to modify or reduce the
rights guaranteed under the Constitutions and laws of the United States and the State of Kansas.
Grievance Form
A copy of the Grievance Form is included in this Agreement as the Appendix II entitled “Licensed Employee
Grievance Report Form”.

ARTICLE 18
ASSOCIATION RIGHTS AND RESPONSIBILITIES
A.

B.

C.

D.

E.

F.

Association Business
Duly authorized representatives of the Association shall be permitted to conduct official Association business on
school property provided that said Association business shall not be conducted during the hours established for the
Professional Employees to be on duty at their respective buildings. Any exception to this rule must be by prior
written agreement with the Superintendent.
Use of Facilities
The Association may be allowed the use of school facilities, equipment and materials for usual and routine
Association business when such is not otherwise in use. The Association will inform the Administrator in writing of
the time, place and purpose under which the facilities will be used. The usage fees shall be waived. At the end of
each school year, the Association will reimburse the BOE for the cost of materials used by the Association during
said school year.
Distribution of Materials
The Association may use the school bulletin boards in Professional Employees’ lounges for dissemination of
information and notices, circulars and other similar information pertaining to legitimate Association business. The
Association shall give a copy of each notice to the Building Administrator.
Association Leave
At the beginning of each school year, the Association will be granted ten (10) days paid leave to be used for
organizational purposes such as engaging in professional negotiating and partaking of instructional programs
properly relating to the representation of the Association.
Ratification of Contract
The Association shall meet with the BOE to discuss and verify a printed copy of the contract before the Association
votes to ratify any BOE/AEA contract.
Monthly Board Packet
The BOE shall provide the designated representative of the Association with a copy of the monthly board packet, at
the time copies are presented to the BOE members. Items relating to executive session will have been removed
from the Association’s copy.

ARTICLE 19
ADMINISTERING MEDICATIONS
A.

Examinations/Administer Medicine
Professional Employees (see the Article 21 for exception) shall not be required to examine students for contagious
conditions or administer medication to pupils, or be required to permit students to leave the classroom to take
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B.

medication without previous permission or approval from the office having been given to the Professional
Employee.
Physical Impairments
Professional Employees shall not be expected to provide medical care for students with physical impairments.
Such services as changing diapers, irrigating tubes or other specific personal and medical needs will not be
considered part of the Professional Employee’s responsibility. Such services will be referred to an Administrator,
Nurse, or other trained individual, to be performed. A substitute aide shall be requested if the aide is absent.

ARTICLE 20
SCHOOL NURSE
The School Nurse(s) shall come under the full terms and provisions of this Agreement with the following exceptions:
A.
Article 2 -- Hours and Amounts of Work
1.
In the case of the School Nurse(s), the definition of the planning period shall include office work in place of
planning period, but with the understanding that emergencies have precedence over all other duties and
responsibilities.
2.
The School Nurse(s) shall not be asked to cover classes for regular classroom Professional Employees.
3.
The School Nurse(s) shall be on call at all times during the day and shall not be assigned lunchroom duty.
B.
Article 16 -- Evaluation of Students
The School Nurse(s) shall be charged with maintaining health records of students but shall not be responsible for
direct grading of students.
C.
Article 20 -- Administering Medication
The School Nurse(s) shall be specifically excluded from the terms of this article.
D.
Salary Placement and Advancement
1.
Initial placement
New professional employees: initial placement shall be determined by the superintendent, subject to BOE
approval. Recognize that they may be RN or BSN (BSN will be placed at BA+24).
Placement decision includes years of service as a nurse.
Number of times the nurse has had to recertify to maintain her license. The required CEUs are figured as 20
CEUs=1 graduate hour.
2.
Advancement once employed
Treat graduate hours the same as graduate hours for teachers.
If RN moves to BSN apply Article 8.C.2.c. Permit advancement with undergraduate hours, up to 24 hours
apply.
CEUs continue as 20=1 graduate hour and can apply for advancement.
Advanced Certificates can be used to apply for impact points.

ARTICLE 21
NOTICE OF PROFESSIONAL VACANCIES
The Superintendent shall post a notice in each school building and in a prominent place at the Administration Office of all
professional vacancies. Professional vacancies which occur after school is out for the summer will be posted at the
Administration Office and on the U.S.D. 402 website as well as any other appropriate site. Current Professional Employees
shall be given consideration and granted an interview whenever their qualifications are equal to or superior to those of other
applicants.

ARTICLE 22
EMPLOYEE FILES
There shall be only one official personnel file for each licensed employee.
A. Inspection of File
This file shall be open to inspection by the employee or his representative. The employee shall have the right to
respond to all material contained in his file, and such response shall be attached to the item to which it pertains. A
notification of response will be mailed by the employee to the originator of the material.
B. Representation
The employee, or his representative, shall have the right to make copies of any of the contents of the personnel file.
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C.

D.

E.

F.
G.

Punitive Action
No punitive action nor action related to compensation or job status shall be taken based on material not contained in
the file, except in an emergency.
Official Personnel Files
Official personnel files shall be kept in the Administrative Office. Any information will be placed in the file by June 30
of the school year it was written.
Removal Request
Any employee may follow the steps of the grievance procedure to request material be removed from his file. A letter
of reprimand, personnel conference summary, or other document not pertaining to an evaluation or a plan of
improvement may be removed from the personnel file at the written request of the teacher at the conclusion of a five
(5) year period or longer from the date of the document. The request for removal shall go to the superintendent,
who will approve or deny the request. If the request is denied and an appeal is desired, it must be made within ten
(10) calendar days to the USD 402 Board of Education. The Board’s decision will be final. If this is denied , it is not
subject to the grievance procedure.
Removal of Material
Material placed in a licensed employee’s file shall not be removed without the knowledge of the licensed employee.
Confidential Medical Information
Any confidential medical information will be placed in the employee file inside a sealed envelope. The sealed
envelope will state that the information contained in the envelope is available to only the Superintendent and/or the
employee.

ARTICLE 23
LIQUIDATED DAMAGES
In the event a Professional Employee resigns or otherwise fails to honor the terms of the Professional Employee’s present
employment contract, the Professional Employee shall pay the district, liquidated damages in the amount of seven
hundred fifty dollars ($750). In the event a Professional Employee has accepted a position for the next school year, and
has not resigned by the deadline provided in the continuing contract law, the Professional Employee shall pay the district
liquidated damages according to the following schedule:
Resignations submitted:
14 calendar days from the date of
rd
notice (3 Friday in May) through
June 15
June 16 through June 30
July 1 through July 31
after July 31

$300.00

$450.00
$600.00
$750.00

Liquidated damages must be paid at the time the resignation is submitted. The BOE, in its discretion, may waive all or
part of the liquidated damages.

ARTICLE 24
COMMITTEES
A.

USD 402 Committee Guidelines
1. For all existing committees and before any new committee is formed, there shall be a written description
detailing the purpose of the committee, the anticipated number of meetings it will take to fulfill the purpose of
the committee, and the criteria for eligibility to serve on the committee if one is needed. This information shall
be posted in the faculty work room of all affected buildings and sent to all eligible staff by global e-mail.
2. All committees formed are on a voluntary basis. (Exception: It is an expectation that all licensed employees
serves on at least one school improvement subcommittee in the school to which they are assigned.)
3. All committees formed in a school are open to all staff members of that school to apply for a position on that
committee.
4. Building Administrators shall select the committee members from the pool of applicants for each committee.
After the committee members are selected the names of all committee members shall be posted in the same
manner as stated in Article 25.A.1.
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5.

B.

Committee members serving on the following district level committees shall be paid at the rate of fifteen
dollars ($15) per hour for time served beyond the normal work day: District School Improvement Team,
Professional Development Council, Professional Day Building Committee and District Technology Committee.
All Professional Employees are responsible for submitting individual time sheets to the district payroll office.
Supplemental Committee
The Supplemental Committee composed of the Athletic Director, an elementary principal, a high school
representative, a middle school representative and an elementary representative will meet annually to review the
supplemental schedule and report back to the IBB team at the beginning of the contract negotiations. The building
representatives will be selected by the Association.
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AUGUSTA USD 402
Butler County, Augusta Kansas

PROFESSIONAL EMPLOYEE CONTRACT
This contract, made and entered into on, DATE, by and between The Board of Education of Unified School District No. 402, Butler
County, State of Kansas, hereinafter called “Board”, and _________________ hereinafter called “Professional Employee.”
The Parties hereto agree that the Professional Employee shall be employed by the Board as an employee in Unified School District
No. 402 for the school year 2017-2018 as, defined and scheduled by Board, at the salary of
payable in accordance
with Article 8 of the Negotiated Agreement, subject to the following terms and conditions agreed to by the parties:
1.

2.

3.

4.

5.
6.

The reasonable professional services to be performed by Professional Employee hereunder shall be determined and assigned by
the Superintendent of schools and shall be subject to the order, rules, regulations, and policies of Board; and Board through the
Superintendent reserves the right to transfer or reassign Professional Employee to any other school in the School District.
This contract is contingent upon Professional Employee being and remaining licensed during the term of employment hereunder
with respect to the position for which Professional Employee is employed. In the event Professional Employee shall be unable to
furnish and maintain with Board an applicable Kansas License in full force and effect during the term of employment hereunder,
this contract shall be voidable or subject to termination or canceled by the Board.
As a condition to entering employment as provided by law, Professional Employee is required to submit a certification of health
signed by a licensed physician in accordance with K.S.A. 72-5213, the expense thereof to be borne by Professional Employee
unless otherwise agreed to by the Board. Notwithstanding any other provision to the contrary, this contract is subject to
termination by Board of Education if the result of the criminal history records check reveals employee has been convicted of any
offense, or of any attempt to commit any offense, specified in K.S.A. 72-1397, and amendments thereto.
All agreements made and entered into between the Board of Education of Unified School District No. 402 and the Augusta
Education Association, and ratified by the Board of Education and Professional Employees of Unified School District No. 402,
resulting from professional negotiations, pursuant to K.S.A. 72-5413 et seq., are hereby incorporated into this contract by
reference, and become a part hereof as if fully set out in the agreement.
This contract is subject to the terms and provisions of the Kansas Cash Basis Law and the Kansas Budget Act, and amendments
thereof or supplements thereto respectively.
Professional Employee shall receive sick/personal days as stated in Article 11 of the Negotiated Agreement.

EFFECTIVE DATE

ENDING DATE

% OF TIME

NUMBER OF WORK DAYS

DAILY RATE

TOTAL COMPENSATION

NUMBER OF INSTALLMENTS

FIRST INSTALLMENT

LAST INSTALLMENT

STEP:

COLUMN:

EXPERIENCE

BASE SALARY

EXTRA DAYS BEFORE CONTRACT: ________ AFTER CONTRACT: _______EXTRA DAY SALARY: ______________
TENTATIVE ASSIGNMENT: Building (s):

Gr. Level:

Subject:

Account #: ____________________________
Account#: ____________________________
Account #:

Cash in Lieu of:
Cell Phone:
Mileage:

Witness our hands on the day and year first above written.
ATTEST:

THE BOARD OF EDUCATION
USD NO. 402, BUTLER COUNTY
STATE OF KANSAS
By ___________________________________, President

____________________________________________, Clerk

________________________________, Professional
Employee
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APPENDIX II
LICENSED EMPLOYEE
GRIEVANCE REPORT FORM
Procedure 2

Date Filed __________________________

___________________________

___________________________

Name of Grievant

___________________________

Building

Assignment

A.

Date cause of grievance occurred: ________________________________________________________

B.

Relevant contract provisions: ___________________________________________________________

C.

Statement of grievant’s claim (statement of facts upon which grievance is based - use additional pages if
necessary):
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
___________________________________________________________________________________

D. Relief desired:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
___________________________________

_____________________________

Signature of Grievant

Date

_____________________________
Date Received

F. Disposition by the appropriate administrator (attach additional pages if necessary):
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
__________________________________
Signature of Administrator

_______________________________
Date

I hereby authorize the District to provide a copy of the Grievance and Decisions to the Association.
__________________________________________________
Signature of Grievant

Augusta, Kansas

_____________________________________________
Date

Ratified: September 21, 2017
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APPENDIX III

Professional Evaluation
1.

Teacher Evaluation – Page 24

2.

Counselor Evaluation – Page 25

3.

Library Media Specialist Evaluation – Page 26

Self-evaluation is an integral part of the evaluation procedure. Professional Employees shall evaluate
themselves on the research-based components of professional practice. This evaluation may be
submitted using the evaluation instrument in Appendix III. However, if the Administrator and the
Professional Employee agree this self-evaluation may be submitted in the form of a diary of reflections, in
the form of a portfolio, or in any form as agreed upon. This document shall be used by the employee and
be submitted during the evaluation conference. The self-evaluation may be included in the evaluation
document at the option of the Professional Employee.
Professional Employees may complete their self-evaluation on paper or they may save it off the shared
server/drive, make their indicated marks and email it to the principal, and also can save it on their
desktop.
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Element 1 - The Learner: The effective Educator has high expectations for students and develops lessons that will engage and
challenge students. The Educator understands diverse student learning needs, how learning develops, and plans instruction that is
appropriate and individualized. The effective Educator creates a safe, respectful, and academically challenging classroom.
Standard 1.1 - Learner Development: The Educator understands how students grow and develop, and uses that knowledge to
create developmentally appropriate instruction. The Educator regularly assesses individual and group performance in order to
design and modify instruction. The Educator collaborates with colleagues, families, the community, and other stakeholders to
promote student growth and development.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator rarely
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
assesses student performance assesses student performance assesses student performance assesses student performance
on an individual basis and/or
on an individual basis and/or
on an individual basis and/or
on an individual basis and/or
in group work. Instruction is
in group work. Instruction is
in group work. Instruction is
in group work. Instruction is
rarely designed to match
sometimes designed to match regularly designed to match
almost always designed to
learner development.
learner development.
learner development.
match learner development.
□ The Educator rarely exhibits
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
knowledge of developmentally exhibits knowledge of
exhibits knowledge of
exhibits knowledge of
appropriate instruction, and
developmentally appropriate
developmentally appropriate
developmentally appropriate
rarely uses that information to instruction, and sometimes
instruction, and regularly uses instruction, and almost always
plan appropriate learning
uses that information to plan
that information to plan
uses that information to plan
experiences.
appropriate learning
appropriate learning
appropriate learning
experiences.
experiences.
experiences.
□ The Educator rarely
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
collaborates with colleagues
collaborates with colleagues
collaborates with colleagues
collaborates with colleagues
and stakeholders to deliver
and stakeholders to deliver
and stakeholders to deliver
and stakeholders to deliver
developmentally appropriate
developmentally appropriate
developmentally appropriate
developmentally appropriate
instruction. Information
instruction. Information
instruction. Information
instruction. Information
gained is rarely used to
gained is sometimes used to
gained is regularly used to
gained is almost always used
individualize learning
individualize learning
individualize learning
to individualize learning
experiences.
experiences..
experiences.
experiences.
Comments:

What is Demonstrated?
Creating developmentally appropriate instruction

Adapting instruction to meet student needs

Collaboration with stakeholders

Other

Possible sources of evidence provided by the Educator, but not
limited to:
Learning organized in groups or teams
Lesson plans reflect understanding of student prerequisite
knowledge/skill
Lesson plans reflect educator familiarity with wide range of
pedagogical techniques
Lesson plans reflect variety of developmentally appropriate
instructional approaches
Educator reflections on individual learner development
Learning Styles Inventories
Student work samples
Lesson plans with adaptations identified
Conference notes with colleagues
Parent-teacher conference schedule
Parent-teacher conference notes/summary
Community/stakeholder input
Specify:

Element 1 - The Learner: The effective Educator has high expectations for students and develops lessons that will engage and
challenge students. The Educator understands diverse student learning needs, how learning develops, and plans instruction that is
appropriate and individualized. The effective Educator creates a safe, respectful, and academically challenging classroom.
Standard 1.2 - Learning Differences: The Educator designs, adapts, and delivers instruction to address diverse learning strengths
and needs, and creates opportunities for students to demonstrate learning in various ways. The Educator finds techniques to build
on prior knowledge of students.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator rarely displays □ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
understanding of diverse
displays understanding of
displays understanding of
displays understanding of
student skills and learning
diverse student skills and
diverse student skills and
diverse student skills and
needs, and rarely uses this
learning needs, and
learning needs, and regularly
learning needs, and almost
knowledge to address student sometimes uses this
uses this knowledge to
always uses this knowledge to
needs.
knowledge to address student address student needs.
address student needs.
needs.
□ The Educator rarely reflects
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
on how prior knowledge of
reflects on how prior
reflects on how prior
reflects on how prior
students can be important to
knowledge of students can be
knowledge of students can be
knowledge of students can be
new learning. No practices are important to new learning.
important to new learning.
important to new learning.
in place to build on prior
Some practices are in place to
Practices are in place, and are
Practices are in place, and are
knowledge.
build on prior knowledge.
used, to build on prior
almost always used, to build
knowledge.
on prior knowledge.
Comments:

What is Demonstrated?
Learning Differences

Methods to build on prior knowledge

Other

Possible sources of evidence provided by the Educator, but not
limited to:
Student and/or parent surveys
Student writing
Attendance data
Student reflection/writing
Classroom rules and procedures established collaboratively
Learning organized in groups or teams
MTSS utilized
Meetings with Special Education and/or ESOL Educators for
additional student support
Participation in IEP, Individual Learning Plans, and SIT meetings
Lesson plans reflect familiarity with wide range of pedagogical
techniques
Student developed rubrics
Models of recent student work posted in either classrooms or
hallways
Feedback to students
Student work samples
Pre-tests and/or post-tests
Specify:

Element 1 - The Learner: The effective Educator has high expectations for students and develops lessons that will engage and
challenge students. The Educator understands diverse student learning needs, how learning develops, and plans instruction that is
appropriate and individualized. The effective Educator creates a safe, respectful, and academically challenging classroom.
Standard 1.3 - Learning Environment: The Educator works to create an environment that supports learning and encourages
positive social interaction, active engagement, and self-motivation. The Educator manages student behavior and maintains a safe,
respectful, and academically challenging classroom.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator rarely
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always

collaborates to develop a
positive learning climate. The
Educator rarely enables
students to develop positive
social interactions and active
engagement in learning.

collaborates to develop a
positive learning climate. The
Educator sometimes enables
students to develop positive
social interactions and active
engagement in learning.

collaborates to develop a
positive learning climate. The
Educator regularly enables
students to develop positive
social interactions and active
engagement in learning.

□ The Educator rarely creates
a classroom that is safe and
one in which learning is
accessible to students.
□ The Educator is rarely aware
of student behavior. Students
are rarely expected to
monitor personal and peer
behaviors.
Comments:

□ The Educator sometimes
creates a classroom that is
safe and one in which learning
is accessible to students.
□ The Educator is sometimes
aware of student behavior.
Students are sometimes
expected to monitor personal
and peer behaviors.

□ The Educator regularly
creates a classroom that is
safe and one in which learning
is accessible to all students.
□ The Educator is regularly
aware of student behavior.
Students are regularly
expected to monitor personal
and peer behaviors.

What is Demonstrated?
Managing student behavior

Positive learning climate

Safe environment

Other

collaborates to develop a
positive learning climate. The
Educator almost always
enables students to develop
positive social interactions
and active engagement in
learning.
□ The Educator almost always
creates a classroom that is
safe and one in which learning
is accessible to students.
□ The Educator is almost
always aware of student
behavior. Students are almost
always expected to monitor
personal and peer behaviors.

Possible sources of evidence provided by the Educator, but
not limited to:
Discipline policy is clear and posted
Immediate response to student issues
Discipline referrals to office
Meets with parents
Responses to parent concerns are handled with professionalism
and cultural sensitivity
Classroom rules and procedures established collaboratively
Electronic communication with students, parents, and families
Conducts home visits
Student work is displayed and current
Provides classroom rituals and routines which promote positive
student interactions
System for non-instructional duties is in place and students
assume responsibility for completion
Transitions occur smoothly during the instruction
Physical space can be re-arranged to support student learning
Participates in safety drills
Behavior/office referrals
Provide psychological support and physical space to enhance
student learning
Specify:

Element 2 - The Knowledge: The Educator comprehends the major concepts of the discipline taught and the appropriate tools of
inquiry related to that discipline. The Educator translates that knowledge into relevant learning objectives for students. Learning
experiences are created that make this knowledge accessible, relevant, and meaningful.
Standard 2.1 - Knowledge of Content: The Educator demonstrates a thorough knowledge of the content. The Educator guides
students through learning progressions and achievement of content standards. The Educator encourages students to question and
analyze ideas from diverse perspectives. The Educator encourages students to reflect on prior knowledge and skills, and link
familiar concepts to new concepts.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator displays
□ The Educator displays some
□ The Educator regularly
□ The Educator almost always
limited knowledge of the
knowledge of the discipline
displays knowledge of the
displays knowledge of the
discipline and rarely corrects
and sometimes corrects
discipline and regularly
discipline and almost always
misconceptions of students.
misconceptions of students.
corrects misconceptions of
corrects misconceptions of

□ The Educator rarely utilizes
content standards to guide
students through logical
learning progressions.
□ The Educator rarely engages
students in learning
experiences that suggest
higher cognitive levels of
thinking.

□ The Educator sometimes
utilizes content standards to
guide students through logical
learning progressions.
□ The Educator sometimes
engages students in learning
experiences that suggest
higher cognitive levels of
thinking. Analysis of diverse
viewpoints is sometimes
included.

students.
□ The Educator regularly
utilizes content standards to
guide students through logical
learning progressions.
□ The Educator regularly
engages students in learning
experiences that suggest
higher cognitive levels of
thinking. Analysis of diverse
viewpoints is regularly
included.

□ The Educator rarely requires
students to reflect,
demonstrate new learning,
and/or link it to prior
knowledge. The Educator
rarely provides instruction
that is relevant to student
experiences.
Comments:

□ The Educator sometimes
requires students to reflect,
demonstrate new learning,
and/or link it to prior
knowledge. The Educator
sometimes provides
instruction that is relevant to
student experiences.

□ The Educator regularly
requires students to reflect,
demonstrate new learning,
and/or link it to prior
knowledge. The Educator
regularly provides instruction
that is relevant to student
experiences.

What is Demonstrated?
Demonstrate content knowledge

Utilize content standards

Link new learning to prior knowledge

Higher order
thinking

Other

students.
□ The Educator almost always
utilizes content standards to
guide students through logical
learning progressions.
□ The Educator almost always
engages students in learning
experiences that require
higher cognitive levels of
thinking. Analysis of diverse
viewpoints is almost always
included and students may
justify the results.
□ The Educator almost always
requires students to reflect,
demonstrate new learning,
and/or link it to prior
knowledge. The Educator
almost always provides
instruction that is relevant to
student experiences.

Possible sources of evidence provided by the Educator, but not
limited to:
Curriculum committee work documentation
Educator developed assessments and rubrics
Student writing across the content areas
Feedback to students
List of readings/research
Lesson plans aligned to content standards (local, state, national
levels) and are followed
Written and/or posted objectives and standards
Curriculum alignment documents (educator, building and/or
district)
Lesson plans reflect understanding of prerequisite knowledge
Student work samples
Data from pre and post tests
Student involvement in classroom developed activities
Educator questioning at higher levels
Projects including analysis, evaluation, synthesis, and creation
Student reflection
Student work exhibits higher cognitive level of thinking
Specify:

Element 2 - The Knowledge: The Educator comprehends the major concepts of the discipline taught and the appropriate tools of
inquiry related to that discipline. The Educator translates that knowledge into relevant learning objectives for students. Learning
experiences are created that make this knowledge accessible, relevant, and meaningful.
Standard 2.2 - Content Application: The Educator understands how to connect concepts and uses various perspectives to engage
students in critical thinking, creativity, and collaborative problem solving related to real world issues. The Educator engages
students in the following areas: applying content knowledge in real world problems; questioning and challenging assumptions;
applying higher order cognitive skills for problem solving; generating and evaluating new ideas and approaches; and developing
original work. The Educator develops projects that guide students in analyzing the complexities of an issue or in applying cross

disciplinary skills.
Novice Educator
□ The Educator rarely
attempts to show how
interdisciplinary themes
connect to core subjects, and
rarely develops meaningful
learning experiences for
students that show the
connection.
□ The Educator rarely
develops a project/problem
related to real-world issues.
Students are rarely required to
resolve the problem and
evaluate the effectiveness of
the solution and/or generate
and evaluate new ideas.

Developing Educator
□ The Educator sometimes
attempts to show how
interdisciplinary themes
connect to core subjects, and
sometimes develops
meaningful learning
experiences for students that
show the connections.

Proficient Educator
□ The Educator regularly
attempts to show how
interdisciplinary themes
connect to core subjects, and
regularly develops meaningful
learning experiences for
students that show the
connections.

Distinguished Educator
□ The Educator almost always
attempts to show how
interdisciplinary themes
connect to core subjects, and
almost always develops
meaningful learning
experiences for students that
show the connections.

□ The Educator sometimes
develops a project/problem
related to real-world issues.
Students are sometimes
required to resolve the
problem and evaluate the
effectiveness of the solution
and/or generate and evaluate
new ideas.

□ The Educator regularly
develops a project/problem
related to real-world issues.
Students are regularly
required to resolve the
problem and evaluate the
effectiveness of the solution
and/or generate and evaluate
new ideas.

□ The Educator almost always
develops a project/problem
related to real-world issues.
Students are almost always
required to resolve the
problem and evaluate the
effectiveness of the solution
and/or generate and evaluate
new ideas.

Comments:

What is Demonstrated?
Interdisciplinary connections

Real-world issues with critical thinking and problem solving

Other

Possible sources of evidence provided by the Educator, but not
limited to:
Lesson plans reflect a familiarity of wide range of
interdisciplinary techniques
Educator meetings to design cross curricular projects
Student projects reflect cross curricular involvement
Co-curricular performances tied to subject area
Educator uses wait time to allow students to respond to
questions
Students engaged in classroom discussions and questioning
Student created videos
Problem-solving assignments with student responses
Learning target or student objective is posted and
communicated
Portfolio of projects showing real world applications to topics
Educator questions using higher levels of cognitive thinking
Technology use by students and teachers to increase
participation/engagement
Specify:

Element 3 - The Instruction: The effective Educator understands the need for planning instruction that is developmentally
appropriate, engaging, and challenging for students. The effective Educator utilizes a variety of instructional methods and
strategies to engage students in learning. The Educator also designs multiple assessments to gauge student achievement and then
uses the data to modify and improve instruction.
Standard 3.1 - Planning: The Educator individually and collaboratively plans learning experiences that are appropriate for
curriculum goals and content standards. The Educator plans how to achieve student learning goals by choosing appropriate
accommodations and resources, and by differentiating instruction as needed.. The Educator plans multiple methods for students
to demonstrate knowledge and skill.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator rarely plans
□ The Educator sometimes
□ The Educator regularly plans □ The Educator almost always
instruction aligned to learning plans instruction aligned to
instruction aligned to learning plans instruction aligned to

goals and content standards.
□The Educator rarely plans
appropriate accommodations
and resources to meet
learning targets, and rarely
differentiates instruction, as
needed.
□ The Educator rarely plans
multiple methods for students
to demonstrate knowledge
and standard achievement.

learning goals and content
standards.
□ The Educator sometimes
plans appropriate
accommodations and
resources to meet learning
targets, and sometimes
differentiates instruction, as
needed.
□ The Educator sometimes
plans multiple methods for
students to demonstrate
knowledge and standard
achievement.

goals and content standards.
□ The Educator regularly plans
appropriate accommodations
and resources to meet
learning targets, and regularly
differentiates instruction, as
needed.
□ The Educator regularly plans
multiple methods for students
to demonstrate knowledge
and standard achievement.

learning goals and content
standards.
□ The Educator almost always
plans appropriate
accommodations and
resources to meet learning
targets, and almost always
differentiates instruction, as
needed.
□ The Educator almost always
plans multiple methods for
students to demonstrate
knowledge and standard
achievement.

Comments:

What is Demonstrated?
Multiple methods to demonstrate mastery/standard
achievement

Standards-based instruction

Appropriate resources and accommodations

Other

Possible sources of evidence provided by the Educator, but not
limited to:
Educator directions and procedures are clear to students
Classroom observations
Educator reflections
Assessment data (classroom, local, state and national levels)
Student objectives are posted and communicated
Lesson plans are complete with standard, objective, and
assessments noted
Educator and student reflections
Lesson plans show relevant standards for lesson taught
Student work links directly to standard(s) of the lesson
Learning activities are differentiated for individual learners
Technology utilized to deliver and enhance instruction
Educator spoken and written language is correct and conforms
to standard English
Review of student IEP or Individual Learning Plans and makes
accommodations
Lesson structure is clear and allows for various pathways
according to the student needs
Collaborates with support personnel to make modifications
Specify:

Element 3 - The Instruction: The effective Educator understands the need for planning instruction that is developmentally
appropriate, engaging, and challenging for students. The effective Educator utilizes a variety of instructional methods and
strategies to engage students in learning. The Educator also designs multiple assessments to gauge student achievement and then
uses the data to modify and improve instruction.
Standard 3.2 - Assessment: Multiple methods of assessment are used to monitor student progress, and to guide Educator and
learner decision making. The effective Educator engages learners in understanding and identifying quality work, provides feedback
to guide progress toward that work, and modifies instruction, as needed.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator rarely utilizes
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
multiple methods of
utilizes multiple methods of
utilizes multiple methods of
utilizes multiple methods of
assessment to monitor
assessment to monitor
assessment to monitor
assessment to monitor
progress and guide decision
progress and guide decision
progress and guide decision
progress and guide decision
making.
making.
making.
making.
□ The Educator rarely ensures □ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
that students are aware of the ensures that students are
ensures that students are
ensures that students are

criteria and standards on
which work will be assessed,
and students are rarely
involved in development of
the criteria for the lesson.
□ The Educator rarely uses
feedback to help guide the
student through the learning
process.
Comments:

aware of the criteria and
standards on which work will
be assessed, and students are
sometimes involved in
development of the criteria for
the lesson.
□ The Educator sometimes
uses feedback to help guide
the student through the
learning process.

What is Demonstrated?
Standards, assessment, and feedback

Other

aware of the criteria and
standards on which work will
be assessed, and students are
regularly involved in
development of the criteria
for the lesson.
□ The Educator regularly uses
feedback to help guide the
student through the learning
process.

aware of the criteria and
standards on which work will
be assessed, and students are
almost always involved in
development of the criteria for
the lesson.
□ The Educator almost always
uses feedback to help guide
the student through the
learning process.

Possible sources of evidence provided by the Educator, but not
limited to:
Lesson structure is clear and allows for various pathways
according to the student needs
Educator provides frequent information to parents regarding
student progress
Students understand how work will be assessed
Rubrics and standards are posted before work begins
Educator performs progress monitoring for all students
Consistent, timely, and appropriate feedback is provided
Formative and summative assessments are used
Student presentations
Lesson plans link student activities to assessment results
Written feedback on student work
Educator/student conferences
Specify:

Element 3 - The Instruction: The effective Educator understands the need for planning instruction that is developmentally
appropriate, engaging, and challenging for students. The effective Educator utilizes a variety of instructional methods and
strategies to engage students in learning. The Educator also designs multiple assessments to gauge student achievement and then
uses the data to modify and improve instruction.
Standard 3.3 - Strategies: The Educator uses appropriate strategies to adapt instruction to the needs of the individual student and
groups of students. The Educator provides multiple models and representations of concepts and skills. The Educator uses a variety
of methods to engage learners. The Educator facilitates the use of current tools, resources, and technology to maximize content
learning in varied contexts. Technology is integrated and utilized in instruction and learning.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator rarely selects
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
strategies that directly address selects strategies that directly
selects strategies that directly
selects strategies that directly
the learning styles of students. address the learning styles of
address the learning styles of
address the learning styles of
students.
students.
students.
□ The Educator rarely utilizes
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
multiple models and
utilizes multiple models and
utilizes multiple models and
utilizes multiple models and
representations to provide
representations to provide
representations to provide
representations to provide
instruction. Students are
instruction. Students are
instruction. Students are
instruction. Students are
rarely cognitively engaged.
sometimes cognitively
regularly cognitively engaged.
almost always cognitively
engaged.
engaged.
□ The Educator rarely uses a
□ The Educator sometimes
□ The Educator regularly uses
□ The Educator almost always
variety of tools and technology uses a variety of tools and
a variety of tools and
uses a variety of tools and
to maximize learning in varied technology to maximize
technology to maximize
technology to maximize
contexts and 21st Century
learning in varied contexts and learning in varied contexts and learning in varied contexts and
learning is rarely modeled.
21st Century learning is
21st Century learning is
21st Century learning is almost
sometimes modeled.
regularly modeled.
always modeled.
Comments:

What is Demonstrated?
Strategies and multiple methods; 21st Century model

Other

Possible sources of evidence provided by the Educator, but not
limited to:
Students take the initiative in planning or adapting activity or
project to enhance learning.
Student led classroom discussions
Lesson plans outline instructional strategies
Lesson plans show how strategies are used for
scaffolding/differentiation
Educator reflection
Student work reflects use of higher level thinking skills
Examples of a process or product
Graphic organizers for understanding
Non-linguistics representations
Summarizing activities
Reward or praise for effort and/or accomplishments at targeted
levels of performance
Student growth log
Technology integration plan
21st Century instructional model
Specify:

Element 4 - The Professional: The effective Educator engages in ongoing professional learning and uses that knowledge to
continually reflect on and modify practice. The Educator takes an active role on the instructional team by giving and receiving
feedback from all stakeholders (students, parents, colleagues, and administrators). The professional Educator displays honesty
and integrity in interactions with students, parents, colleagues, and the public.
Standard 4.1 - Professionalism and Professional Learning: The Educator engages in ongoing learning opportunities to develop
knowledge and skills in order to provide learners with engaging curriculum and learning experiences based on local, state, and
national standards. A variety of data is used to evaluate outcomes of teaching and learning, and to adapt planning and practice.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator rarely engages □ The Educator sometimes
□ The Educator regularly seeks □ The Educator almost always
in professional learning. The
engages in professional
professional learning to
seeks professional learning to
professional learning is rarely
learning. The professional
enhance his/her knowledge
enhance his/her knowledge
aligned with the needs of the
learning may be aligned with
base or pedagogy skills. The
base or pedagogy skills, and
school and/or district.
the needs of the school and/or professional learning is aligned makes a systematic effort to
district.
with school and/or district
align learning with school and
needs.
district needs. The Educator
initiates individual
professional learning and, at
times, will give presentations
to colleagues.
□ The Educator relies on one
□ The Educator relies on one
□ The Educator regularly relies □ The Educator almost always
or two forms of data to
or two forms of data to
on several forms of data to
relies on multiple forms of
evaluate teaching. Reflection
evaluate teaching. Reflection
evaluate teaching. Reflection
data to evaluate teaching.
is rarely utilized and new
is sometimes utilized but only
is regularly utilized and a few,
Reflection with colleagues is
knowledge rarely applied.
a few, general suggestions to
specific concepts are applied
almost always utilized and
improve are applied.
to improve instruction.
specific suggestions are
applied to improve instruction.
Comments:
What is Demonstrated?
Engages in meaningful professional development

Possible sources of evidence provided by the Educator, but not
limited to:
Participation in district professional development
Participates in and support of district initiatives
Share information gained from professional development with

Relies on variety of data to reflect on practice

Other

staff members
Written evaluation of a professional learning experience
Video recording of teaching with feedback from a colleague or
administrator
Professional development aligned with goals
Professional portfolio
Educator reflection
Student assessment scores
Student evaluations
Parent surveys
Videotapes of lessons
Analyzing student formative and summative assessment data to
see impact on student growth
Specify:

Element 4 - The Professional: The effective Educator engages in ongoing professional learning and uses that knowledge to
continually reflect on and modify practice. The Educator takes an active role on the instructional team by giving and receiving
feedback from all stakeholders (students, parents, colleagues, and administrators). The professional Educator displays honesty
and integrity in interactions with students, parents, colleagues, and the public.
Standard 4.2 - Leadership: The Educator takes an active role on the instructional team, giving and receiving feedback on practice.
The Educator displays honesty and integrity in interactions with students, parents, colleagues, and the community. The Educator
complies with school and district regulations. The Educator works with colleagues and district personnel to build ongoing
connections with community resources to enhance student learning and well-being.
Novice Educator
Developing Educator
Proficient Educator
Distinguished Educator
□ The Educator rarely makes
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
an effort to share knowledge
meets with the instructional
meets with the instructional
initiates discussions with
with colleagues and rarely
team and receives feedback,
team, receives feedback, and
members of the instructional
assumes any responsibility for but makes limited changes to
makes notable changes to
team and acts on feedback
professional learning. The
practice. The Educator
practice. The Educator
received. Changes to practice
Educator rarely gets involved
participates in school and
regularly participates in school almost always occur. The
with school and district
district activities when asked.
and district activities.
Educator almost always
activities.
volunteers and participates in
school and district activities
and takes on a leadership role.
□ The Educator interactions
□ The Educator interactions
□ The Educator regularly
□ The Educator almost always
are rarely appropriate, and
are sometimes appropriate,
interacts in a caring and
interacts in a positive,
show favoritism or disregard
but sometimes show
respectful manner. Students
supportive manner and
for the culture of the student.
favoritism or disregard for the regularly exhibit respect for
displays respect. Students
Confidential information is
culture of the student.
the educator. Confidential
almost always trust the
shared.
Confidential information is
information is not shared.
Educator with personal
sometimes shared.
information. Confidential
information is not shared.
□ The Educator rarely
□ The Educator sometimes has □ The Educator regularly
□ The Educator almost always
complies with local, state, and to be reminded to comply
complies with local, state, and complies with local, state, and
national regulations.
with local, state, and national
national regulations.
national regulations. The
regulations.
Educator will also conduct
research on policy to
determine impact the
classroom.
□ The Educator rarely
□ The Educator sometimes
□ The Educator regularly
□ The Educator almost always
attempts to engage
attempts to engage
works with stakeholders in the works with stakeholders in the
community stakeholders in
community stakeholders and
community to enlist support
community to enlist support
the instructional program.
use community stakeholder
for improving the instructional for improving the instructional
resources to improve the
program.
program. Students contribute
instructional program.
ideas for projects that are

used in the lessons.
Comments:
What is Demonstrated?
Takes active role on instructional team and with community

Displays honesty and integrity

Possible sources of evidence provided by the Educator, but not
limited to:
Supervises and effectively utilizes para-educators
Attends school events
Volunteers and serves on committees and school projects
Notes from meeting with mentors/mentees
Minutes of meetings (IEP, PLC, SIT, Title I, etc.,)
Participates in PLCs and/or school and district committees
Portfolio of leadership activities
Participation in Educator Leader teams
Earning a Educator Leader endorsement on teaching license
Agendas created by the educator in a team leadership role
Parent contact information (log of phone calls, emails, etc.)
Maintains confidentiality regarding student and personnel
issues
Written communications are clearly written, no errors, and
convey information in positive manner
Emails are sent in a timely manner, content is appropriate, and
the Educator answers the questions
Copies of emails, letters, and newsletters.

Complies with regulations

Other

Willingly complies with school and district regulations
Punctual to school
Punctual and attends faculty meetings
Reports are completed accurately and on time
Grades are current in student management system
Student records are completed in a timely manner
Specify:

25

e4E Counselor Evaluation Tool
Element 1 - The Student: The effective Counselor assesses and understands the diverse academic, career, and personal/social
development of individuals throughout the life span and the stages of human development. The Counselor can identify skills and
techniques to address these needs. The effective Counselor can also assess the environment of the student including cultural
diversity and family dynamics, and how these variables impact counseling strategies. The Counselor collaborates with colleagues
and stakeholders to deliver developmentally appropriate practice.
Standard 1.1: Student Development: The effective Counselor understands the diverse needs of individuals throughout the life
span and the stages of human development. The effective Counselor assesses the student to determine need for academic, career,
and personal/social counseling services and collaborates to design developmentally appropriate experiences.
Novice Counselor
□ The Counselor rarely
assesses the individual
student to determine
the need for counseling
services.

Developing Counselor
□ The Counselor
sometimes assesses the
individual student to
determine the need for
counseling services.

Proficient Counselor
□ The Counselor
regularly assesses the
individual student to
determine the need for
counseling services.

Distinguished Counselor
□ The Counselor almost always assesses the
individual student to determine the need for
counseling services. The Counselor maintains a
systematic database to track student service
needs.

□ The Counselor rarely
displays understanding
of diverse, individual
student and life cycle
development.

□ The Counselor
sometimes displays
understanding of
diverse, individual
student and life cycle
development.

□ The Counselor
regularly displays
understanding of
diverse, individual
student and life cycle
development.

□ The Counselor almost always displays
understanding of diverse, individual student
and life cycle development. The Counselor
maintains a systematic database to track
student demographics.

□ The Counselor rarely
collaborates with
colleagues and
stakeholders to deliver
developmentally
appropriate practice.

□ The Counselor
sometimes collaborates
with colleagues and
stakeholders to deliver
developmentally
appropriate practice.

□ The Counselor
regularly collaborates
with colleagues and
stakeholders to deliver
developmentally
appropriate practice.

□ The Counselor almost always collaborates
with colleagues and stakeholders to deliver
developmentally appropriate practice. The
Counselor uses information gained to
individualize experiences.

Comments:

What is
Demonstrated?
Assessment of
student need for
counseling services

Understanding of
student development
Collaboration with
colleagues and
stakeholders
Other

Possible sources of evidence provided by the Counselor, but not limited to:
Needs assessments
Counselor reflections on individual learner development
Learning organized in groups or teams
Lesson plans reflect understanding of student prerequisite knowledge/skill
Lesson plans reflect Counselor familiarity with wide range of pedagogical techniques
Learning Styles Inventories
Student work samples
Lesson plans with adaptations identified
Developmentally appropriate lesson plans and activities
Conference notes with colleagues
Parent-teacher conference schedule
Parent-teacher conference notes/summary
Community/stakeholder input
Specify:

Element 1 - The Student: The effective Counselor assesses and understands the diverse academic, career, and personal/social
development of individuals throughout the life span and the stages of human development. The Counselor can identify skills and
techniques to address these needs. The effective Counselor can also assess the environment of the student including cultural
diversity and family dynamics, and how these variables impact counseling strategies. The Counselor collaborates with colleagues
and stakeholders to deliver developmentally appropriate practice.
Standard 1.2 - Student Differences: The Counselor can identify and match appropriate counseling skills and techniques to the
diverse academic, career, and personal/social of students across the life span. The Counselor reflects on practice and modifies as
appropriate.
Novice Counselor
□ The Counselor rarely
identifies and matches
appropriate counseling
skills and techniques to
the diverse needs of
students across the life
span.
□ The Counselor rarely
reflects on practice
related to student
differences.

Developing Counselor
□ The Counselor
sometimes identifies
and matches
appropriate counseling
skills and techniques to
the diverse needs of
students across the life
span.
□ The Counselor
sometimes reflects on
practice related to
student differences.

Proficient Counselor
□ The Counselor
regularly identifies and
matches appropriate
counseling skills and
techniques to the
diverse needs of
students across the life
span.
□ The Counselor
regularly reflects on
practice related to
student differences.

Distinguished Counselor
□ The Counselor almost always identifies and
matches appropriate counseling skills and
techniques to the diverse needs of students
across the life span. The Counselor stays
abreast of research and best practice in
counseling.

□ The Counselor almost always reflects on
practice related to student differences. The
Counselor stays abreast of research on how
student differences affect instruction.

Comments:

What is
Demonstrated?

Appropriate
counseling skills and
techniques

Reflection on practice
Other

Possible sources of evidence provided by the Counselor, but not limited to:
Schedules of classroom guidance and small group counseling topics
Student progress monitoring
Student and/or parent surveys
Counseling rules and procedures established collaboratively
Learning organized in groups or teams
Meetings with Special Education and/or ESOL Counselors for additional student support
Participation in IEP, Individual Learning Plans, and SIT meetings
Lesson plans reflect familiarity with wide range of pedagogical techniques
Models of recent student work posted in either classrooms or hallways
Feedback to students
Student work samples
Pre-tests and/or post-tests
Specify:

Element 1 - The Student: The effective Counselor assesses and understands the diverse academic, career, and personal/social
development of individuals throughout the life span and the stages of human development. The Counselor can identify skills and
techniques to address these needs. The effective Counselor can also assess the environment of the student including cultural
diversity and family dynamics, and how these variables impact counseling strategies. The Counselor collaborates with colleagues
and stakeholders to deliver developmentally appropriate practice.
Standard 1.3 – Student Environment: The effective Counselor can also assess the environment of the student including cultural
diversity and family dynamics, and how these variables impact counseling strategies.
Novice Counselor
□ The Counselor rarely
assesses the student
environment including
cultural diversity and
family dynamics.

Developing Counselor
□ The Counselor
sometimes assesses the
student environment
including cultural
diversity and family
dynamics.

Proficient Counselor
□ The Counselor
regularly assesses the
student environment
including cultural
diversity and family
dynamics.

Distinguished Counselor
□ The Counselor almost always assesses the
student environment including cultural
diversity and family dynamics. The Counselor
utilizes the results to impact counseling
strategies.

□ The Counselor rarely
collaborates to develop
a positive counseling
climate that is safe and
accessible to students.

□ The Counselor
sometimes collaborates
to develop a positive
counseling climate that
is safe and accessible to
students.

□ The Counselor
regularly collaborates to
develop a positive
counseling climate that
is safe and accessible to
students.

□ The Counselor almost always collaborates to
develop a positive counseling climate that is
safe and accessible to students. The Counselor
enables students to actively engage in the
counseling process.

□ The Counselor rarely
monitors of the effect of
counseling services on
student behavior in the
school environment.

□ The Counselor
sometimes monitors of
the effect of counseling
services on student
behavior in the school
environment.

□ The Counselor
regularly monitors of
the effect of counseling
services on student
behavior in the school
environment.

□ The Counselor almost always monitors of the
effect of counseling services on student
behavior in the school environment. The
Counselor guides students to monitor personal
and peer behaviors.

Comments:

What is
Demonstrated?

Assessment of student
environment

Positive counseling
climate

Effect of counseling
services
Other

Possible sources of evidence provided by the Counselor, but not limited to:
Electronic communication with students, parents, and families
Conducts home visits
Meets with parents
Responses to parent concerns are handled with professionalism and cultural sensitivity
Needs assessment
Surveys
Rules and procedures established collaboratively
Provides rituals and routines which promote positive student interactions
System for non-instructional duties is in place and students assume responsibility for completion
Needs assessment
Surveys
Pre and Post-tests
Student self-assessments
Teacher assessments of students
Physical space can be re-arranged to support student learning
Provide psychological support and physical space to enhance student learning
Specify:

Element 2 - The Knowledge: The effective Counselor possesses the content knowledge and skills to design a comprehensive school
counseling program which supports student achievement. The effective Counselor applies this knowledge to execute a bestpractice, data-driven, comprehensive school counseling program aligned to counseling standards that support district mission,
vision, and goals.
Standard 2.1 - Knowledge of Content: The effective Counselor possesses the content knowledge and skills to design a
comprehensive school counseling program which supports student achievement.
Novice Counselor
□ The Counselor rarely
displays knowledge of
the philosophical,
historical, and social
foundations of
counseling practice.

Developing Counselor
□ The Counselor
sometimes displays
knowledge of the
philosophical, historical,
and social foundations of
counseling practice.

Proficient Counselor
□ The Counselor
regularly displays
knowledge of the
philosophical, historical,
and social foundations of
counseling practice.

Distinguished Counselor
□ The Counselor almost always displays
knowledge of the philosophical, historical,
and social foundations of counseling
practice. The Counselor disseminates this
information regarding the counseling
program to other school personnel.

□ The Counselor rarely
uses the knowledge of
local/district needs and
best practice to plan the
counseling program.

□ The Counselor
sometimes uses the
knowledge of local/district
needs and best practice to
plan the counseling
program.

□ The Counselor
regularly uses the
knowledge of
local/district needs and
best practice to plan the
counseling program.

□ The Counselor almost always uses the
knowledge of local/district needs and best
practice to plan the counseling program. The
Counselor conducts an annual needs
assessment.

□ The Counselor rarely
refers to professional
counseling standards to
guide students through
the counseling program
and to support student
achievement.

□ The Counselor
sometimes refers to
professional counseling
standards to guide
students through the
counseling program and
to support student
achievement.
□

□ The Counselor
regularly refers to
professional counseling
standards to guide
students through the
counseling program and
to support student
achievement.
□

□ The Counselor almost always refers to
professional counseling standards to guide
students through the counseling program
and to support student achievement. The
Counselor makes counseling standards
available for access by students and other
school personnel.

□

Comments:
What is
Demonstrated?
Content knowledge
demonstrated
Counseling program
design
Reference to
counseling
curriculum and
standards
Other

□

Possible sources of evidence provided by the Counselor, but not limited to:
Curriculum committee work documentation
Counselor developed assessments and rubrics
Feedback to students
List of readings/research
Written documentation of counseling program and services
Daily schedule or calendar
Analysis of daily time spent to highlight direct/indirect service
Group and classroom guidance topic list
Lesson plans reflect understanding of prerequisite knowledge
Student work samples
Data from pre and post tests
Student involvement in classroom developed activities
Specify:

Element 2 - The Knowledge: The effective Counselor possesses the content knowledge and skills to design a comprehensive school
counseling program which supports student achievement. The effective Counselor applies this knowledge to execute a bestpractice, data-driven, comprehensive school counseling program aligned to counseling standards that support district mission,
vision, and goals.
Standard 2.2 - Content Application: The effective Counselor applies this knowledge to execute a best-practice, data-driven,
comprehensive school counseling program aligned to counseling standards that support district mission, vision, and goals.
Novice Counselor
□ The Counselor rarely
aligns the
comprehensive
counseling program to
counseling standards.

Developing Counselor
□ The Counselor
sometimes aligns the
comprehensive counseling
program to counseling
standards.

Proficient Counselor
□ The Counselor regularly
aligns the comprehensive
counseling program to
counseling standards.

Distinguished Counselor
□ The Counselor almost always aligns
the comprehensive counseling
program to counseling standards. The
Counselor maintains a standards
alignment document.

□ The Counselor rarely
applies district mission,
vision, and goals when
developing the
comprehensive
counseling program.

□ The Counselor
sometimes applies district
mission, vision, and goals
when developing the
comprehensive counseling
program.

□ The Counselor regularly
applies district mission, vision,
and goals when developing the
comprehensive counseling
program.

□ The Counselor almost always applies
district mission, vision, and goals when
developing the comprehensive
counseling program. The Counselor
collaborates with colleagues to
maintain a cross-curricular
perspective.

Comments:

What is
Demonstrated?
Program alignment
to standards

Possible sources of evidence provided by the Counselor, but not limited to:
Standards alignment document
National and state counseling standards document

Application of
district mission,
vision, and goals

Outline of district comprehensive counseling program
Needs assessment
Mission, vision, goal document
Counselor meetings to design cross curricular projects

Other

Specify:

Element 3 - The Implementation: The effective Counselor plans for the implementation of a theory based counseling program and
st
demonstrates appropriate skills and techniques, as well as plans for integration of a 21 Century model. The effective Counselor
implements individual and group programs utilizing strategies to promote academic, career, and personal/social development. The
effective Counselor evaluates the culturally competent counseling curriculum.
Standard 3.1 - Planning: The effective Counselor plans for the implementation of a theory based counseling program and
demonstrates appropriate skills and techniques.
Novice Counselor
□ The Counselor rarely
plans for the
implementation of a
theory based counseling
program.

Developing Counselor
□ The Counselor
sometimes plans for the
implementation of a
theory based counseling
program.

Proficient Counselor
□ The Counselor regularly plans
for the implementation of a
theory based counseling program.

Distinguished Counselor
□ The Counselor almost always
plans for the implementation of a
theory based counseling program.
The Counselor utilizes input from
the building/district leadership
team.

□The Counselor rarely
plans for the delivery of
the counseling program
utilizing appropriate
skills and techniques.

□ The Counselor
sometimes plans for the
delivery of the counseling
program utilizing
appropriate skills and
techniques.

□ The Counselor regularly plans
for the delivery of the counseling
program utilizing appropriate skills
and techniques.

□ The Counselor almost always
plans for the delivery of the
counseling program utilizing
appropriate skills and techniques.
The Counselor maintains a
comprehensive planning
document.

□

□

□

□

Comments:

What is
Demonstrated?
Implementation of a
theory based
counseling program

Utilization of
appropriate
techniques
Other

Possible sources of evidence provided by the Counselor, but not limited to:
Counselor statement of theoretical orientation
Artifacts in office
Counselor directions and procedures are clear to students
Classroom observations
Counselor reflections
Assessment data (classroom, local, state and national levels)
Comprehensive planning document
Student objectives are posted and communicated
Lesson plans are complete with standard, objective, and assessments noted
Counselor and student reflections
Student work links directly to standard(s) of the lesson
Specify:

Element 3 - The Implementation: The effective Counselor plans for the implementation of a theory based counseling program and
st
demonstrates appropriate skills and techniques, as well as plans for integration of a 21 Century model. The effective Counselor
implements individual and group programs utilizing strategies to promote academic, career, and personal/social development. The
effective Counselor evaluates the culturally competent counseling curriculum.
Standard 3.2 - Assessment: The effective Counselor implements and assesses a culturally competent counseling curriculum
focused on diverse academic, career, and personal/social development.
Novice Counselor
□ The Counselor rarely
assesses the
effectiveness of the
comprehensive
counseling program by
analyzing its impact on
social/emotional status
and academic
achievement.

Developing Counselor
□ The Counselor sometimes
assesses the effectiveness of
the comprehensive counseling
program by analyzing its
impact on social/emotional
status and academic
achievement.

Proficient Counselor
□ The Counselor regularly
assesses the effectiveness of
the comprehensive counseling
program by analyzing its
impact on social/emotional
status and academic
achievement.

□ The Counselor rarely
adjusts the assessment
of the counseling
program to meet the
needs of a culturally
diverse population.

□ The Counselor sometimes
adjusts the assessment of the
counseling program to meet
the needs of a culturally
diverse population.

□ The Counselor regularly
adjusts the assessment of the
counseling program to meet
the needs of a culturally
diverse population.

□ The Counselor rarely
uses student feedback to
guide the
implementation of the
counseling program.

□ The Counselor sometimes
uses student feedback to guide
the implementation of the
counseling program.

□ The Counselor regularly uses
student feedback to guide the
implementation of the
counseling program.

Comments:
What is
Demonstrated?

Assessment of
comprehensive
counseling program

Program adjustment
for cultural diversity

Use of student
feedback
Other

Distinguished Counselor
□ The Counselor almost always
assesses the effectiveness of the
comprehensive counseling
program by analyzing its impact
on social/emotional status and
academic achievement. The
Counselor utilizes multiple
methods of assessment to
monitor progress and guide
decision- making.
□ The Counselor almost always
adjusts the assessment of the
counseling program to meet the
needs of a culturally diverse
population. The Counselor
monitors the current demographic
information of the student
population.
□ The Counselor almost always
uses student feedback to guide
the implementation of the
counseling program. The
Counselor conducts a student
satisfaction survey.

Possible sources of evidence provided by the Counselor, but not limited to:
Lesson structure is clear and allows for various pathways according to the student needs
Counselor provides information as needed to parents regarding student progress
Rubrics and standards are posted
Consistent, timely, and appropriate feedback is provided
Counselor/student conferences
Group counseling schedule
Classroom guidance schedule
Lesson plans reflect awareness of diversity of student population
Group counseling topics
Counselor language is inclusive and reflects awareness of diversity of student population
Learning activities are differentiated for individual learners
Student presentations
Needs assessments and/or surveys
Pre-tests and/or post-tests
Counselor/student conferences

Element 3 - The Implementation: The effective Counselor plans for the implementation of a theory based counseling program and
st
demonstrates appropriate skills and techniques, as well as plans for integration of a 21 Century model. The effective Counselor
implements individual and group programs utilizing strategies to promote academic, career, and personal/social development. The
effective Counselor evaluates the culturally competent counseling curriculum.
Standard 3.3 - Strategies: The effective Counselor implements individual and group programs to promote academic, career, and
st
personal/social development utilizing a 21 Century model.
Novice Counselor
□ The Counselor rarely
st
implements a 21
Century model
throughout the
counseling program.

Developing Counselor
□ The Counselor sometimes
st
implements a 21 Century
model throughout the
counseling program.

Proficient Counselor
□ The Counselor regularly
st
implements a 21 Century
model throughout the
counseling program.

Distinguished Counselor
□ The Counselor almost always
st
implements a 21 Century model
throughout the counseling
program. The Counselor mentors
st
colleagues in developing a 21
Century model.

□ The Counselor rarely
utilizes multiple
strategies to provide
counseling services
(Examples: multi-tiered
approaches, peer helper,
individual plans of study,
career mentoring,
healthy decision-making
models, etc.)
□ The Counselor rarely
uses a variety of
technology tools to
maximize learning in
varied contexts.

□ The Counselor sometimes
utilizes multiple strategies to
provide counseling services
(Examples: multi-tiered
approaches, peer helper,
individual plans of study,
career mentoring, healthy
decision-making models, etc.)

□ The Counselor regularly
utilizes multiple strategies to
provide counseling services
(Examples: multi-tiered
approaches, peer helper,
individual plans of study,
career mentoring, healthy
decision-making models, etc.)

□ The Counselor sometimes
uses a variety of technology
tools to maximize learning in
varied contexts.

□ The Counselor regularly uses
a variety of technology tools to
maximize learning in varied
contexts.

□ The Counselor almost always
utilizes multiple strategies to
provide counseling services
(Examples: multi-tiered
approaches, peer helper,
individual plans of study, career
mentoring, healthy decisionmaking models, etc.) The
Counselor differentiates strategies
on an individual basis.
□ The Counselor almost always
uses a variety of technology tools
to maximize learning in varied
contexts. The Counselor remains
updated on available technology.

Comments:
What is
Demonstrated?

Implementatio
st
n of a 21
Century model

Utilization of
multiple
strategies

Variation of
technology
tools
Other

Possible sources of evidence provided by the Counselor, but not limited to:
Student led discussions
Counselor reflection
Student work reflects use of higher level thinking skills
Examples of a process or product
Graphic organizers for understanding
Non-linguistics representations
Summarizing activities
Reward or praise for effort and/or accomplishments at targeted levels of performance
Student growth log
Technology integration plan
st
21 Century instructional model
Group counseling schedule
Classroom guidance schedule
Individual counseling available
Observation of classroom guidance lessons
Time/task analysis showing time spent in direct/indirect service to students
Lesson plans show how strategies are used for scaffolding/differentiation
Consultation logs
Classroom guidance lessons that use available technology
Use of technology to communicate with parents and other stakeholders
Counselor presence on website (e.g. Counselor “corner”, posting important information, etc)
Technology integration plan
Specify:

Element 4 - The Professional: The effective Counselor engages in ongoing professional learning and uses that knowledge to
continually reflect and modify practice. The Counselor takes an active role on the instructional team by giving and receiving
feedback from all stakeholders (students, parents, colleagues, and administrators). The professional Counselor displays honesty
and integrity in interactions with students, parents, colleagues, and the public.
Standard 4.1 - Professionalism and Professional Learning: The Counselor engages in ongoing learning opportunities to develop
knowledge and skills in order to provide students with engaging curriculum and learning experiences based on local, state, and
national standards. A variety of data is used to evaluate outcomes of a comprehensive counseling program, and to adapt planning
and practice.
Novice Counselor
Developing Counselor
Proficient Counselor
Distinguished Counselor
□ The Counselor rarely
□ The Counselor sometimes
□ The Counselor regularly
□ The Counselor almost always
engages in professional
engages in professional
seeks professional learning to
seeks professional learning to
learning. The
learning. The professional
enhance his/her knowledge
enhance his/her knowledge base
professional learning is
learning may be aligned with
base or pedagogy skills. The
or pedagogy skills, and makes a
rarely aligned with the
the needs of the school and/or professional learning is aligned systematic effort to align learning
needs of the school
district.
with school and/or district
with school and district needs.
and/or district.
needs.
The Counselor initiates individual
professional learning and gives
presentations to colleagues.
□ The Counselor relies on □ The Counselor relies on one
□ The Counselor regularly
□ The Counselor almost always
one or two forms of data or two forms of data to
relies on several forms of data
relies on multiple forms of data to
to evaluate counseling
evaluate counseling practices.
to evaluate counseling
evaluate counseling practices.
practices. Reflection is
Reflection is sometimes
practices. Reflection is
Reflection with colleagues is
rarely utilized and new
utilized but only a few, general regularly utilized and a few,
almost always utilized and specific
knowledge rarely
suggestions to improve are
specific concepts are applied
suggestions are applied to
applied.
applied.
to improve practice.
improve practice.
Comments:
What is
Demonstrated
?
Engages in
meaningful
professional
learning

Relies on
variety of data
to reflect on
practice
Other

Possible sources of evidence provided by the Counselor, but not limited to:
Participation in district professional development
Participates in and support of district initiatives
Share information gained from professional development with staff members
Written evaluation of a professional learning experience
Video recording of teaching with feedback from a colleague or administrator
Professional development aligned with goals
Professional portfolio
Counselor reflection
Student assessment scores
Student evaluations
Parent surveys
Videotapes of lessons
Analyzing student formative and summative assessment data to see impact on student growth
Specify:

Element 4 - The Professional: The effective Counselor engages in ongoing professional learning and uses that knowledge to
continually reflect and modify practice. The Counselor takes an active role on the instructional team by giving and receiving
feedback from all stakeholders (students, parents, colleagues, and administrators). The professional Counselor displays honesty
and integrity in interactions with students, parents, colleagues, and the public.
Standard 4.2 - Leadership: The Counselor takes an active role on the instructional team, giving and receiving feedback on practice.
The Counselor displays honesty and integrity in interactions with students, parents, colleagues, and the community. The Counselor
complies with school and district regulations. The Counselor works with colleagues and district personnel to build ongoing
connections with community resources to enhance student learning and well-being.
Novice Counselor
Developing Counselor
Proficient Counselor
Distinguished Counselor
□ The Counselor rarely
□ The Counselor sometimes
□ The Counselor regularly meets
□ The Counselor almost
makes an effort to share meets with the instructional
with the instructional team,
always initiates discussions
knowledge with
team and receives feedback,
receives feedback, and makes
with members of the
colleagues and rarely
but makes limited changes to
notable changes to practice. The
instructional team and acts on
assumes any
practice. The Counselor
Counselor regularly participates in
feedback received. Changes to
responsibility for
participates in school and
school and district activities.
practice almost always occur.
professional learning.
district activities when asked.
The Counselor participates in
The Counselor rarely
school and district activities
gets involved with
and takes on a leadership role.
school and district
activities.
□ The Counselor
□ The Counselor interactions
□ The Counselor regularly interacts □ The Counselor almost
interactions are rarely
are sometimes appropriate,
in a caring and respectful manner.
always interacts in a positive,
appropriate, and show
but sometimes show favoritism Students regularly exhibit respect
supportive manner and
favoritism or disregard
or disregard for the culture of
for the Counselor. Confidential
displays respect. Students
for the culture of the
the student. Confidential
information is not shared.
trust the Counselor with
student. Confidential
information is sometimes
personal information.
information is shared.
shared.
Confidential information is not
shared.
□ The Counselor rarely
□ The Counselor sometimes
□ The Counselor regularly complies □ The Counselor almost
complies with local,
has to be reminded to comply
with local, state, and national
always complies with local,
state, and national
with local, state, and national
regulations.
state, and national
regulations.
regulations.
regulations. The Counselor
will also conduct research on
policy to determine impact on
the counseling program.
□ The Counselor rarely
□ The Counselor sometimes
□ The Counselor regularly works
□ The Counselor almost
attempts to engage
attempts to engage community with stakeholders in the
always works with
community stakeholders stakeholders and use
community to enlist support for
stakeholders in the
in the counseling
community stakeholder
improving the counseling program. community to enlist support
program.
resources to improve the
for improving the counseling
counseling program.
program. Students contribute
ideas to enhance the
counseling program.
Comments:
What is
Possible sources of evidence provided by the Counselor, but not limited to:
Demonstrated?
Supervises and effectively utilizes para-educators
Attends school events
Volunteers and serves on committees and school projects
Takes active role on
Notes from meeting with mentors/mentees
instructional team and
Minutes of meetings (IEP, PLC, SIT, Title I, etc.,)
with community
Participates in PLCs and/or school and district committees
Portfolio of leadership activities
Participation in Counselor Leader teams
Earning a Counselor Leader endorsement on teaching license

Stakeholder
Involvement

Agendas created by the Counselor in a team leadership role
Parent contact information (log of phone calls, emails, etc.)
Maintains confidentiality regarding student and personnel issues
Written communications are clearly written, no errors, and convey information in positive manner
Emails are sent in a timely manner, content is appropriate, and the Counselor answers the questions
Copies of emails, letters, and newsletters.
Willingly complies with school and district regulations
Punctual to school
Punctual and attends faculty meetings
Reports are completed accurately and on time
Grades are current in student management system
Student records are completed in a timely manner
Assessment coordination documentation
Counselor posts or otherwise shares counseling department goals and mission statement
Involvement of community partners in counseling program (speakers, incentives, mentors, partners)
Copies of newsletters, emails, letters

Other

Specify:

Displays honesty and
integrity

Complies with
regulations
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E4E Library Media Specialist Evaluation Tool

Element 1 - The Student: The effective Library Media Specialist understands student abilities and needs, as well as human
growth and development, while considering the student as an individual and as a member in the school community. Student
differences guide the practice of the effective Library Media Specialist as individual learning needs are matched with library
media services. The effective Library Media Specialist is uniquely positioned to interact with and influence many students across
the curriculum, and can positively impact the achievement of all students. The effective Library Media Specialist collaborates
with colleagues and stakeholders to promote student growth and development.
Standard 1.1 - Student Development: The effective Library Media Specialist understands student abilities and needs, as well as
human growth and development. The effective Library Media Specialist collaborates with colleagues and stakeholders to promote
student growth and development.
Novice Library Media
Specialist
□ The Library Media
Specialist rarely assesses
student abilities and
needs on an individual
basis and/or in group
settings.

Developing Library
Media Specialist
□ The Library Media
Specialist sometimes
assesses student
abilities and needs on an
individual basis and/or
in group settings.

Proficient Library Media
Specialist
□ The Library Media
Specialist regularly
assesses student
abilities and needs on an
individual basis and/or
in group settings.

Distinguished Library Media Specialist
□ The Library Media Specialist almost always
assesses student abilities and needs on an
individual basis and/or in group settings. The
Library Media Specialist has a systematic
process to assess student abilities and needs.

□ The Library Media
□ The Library Media
□ The Library Media
□ The Library Media Specialist almost always
Specialist rarely exhibits
Specialist sometimes
Specialist regularly
exhibits knowledge of developmentally
knowledge of
exhibits knowledge of
exhibits knowledge of
appropriate instruction by using that
developmentally
developmentally
developmentally
information to create appropriate learning
appropriate instruction
appropriate instruction
appropriate instruction
experiences. The Library Media Specialist
by using that
by using that
by using that
monitors student development.
information to create
information to create
information to create
appropriate learning
appropriate learning
appropriate learning
experiences.
experiences.
experiences.
□ The Library Media
□ The Library Media
□ The Library Media
□ The Library Media Specialist almost always
Specialist rarely
Specialist sometimes
Specialist regularly
collaborates with groups such as students,
collaborates with groups collaborates with groups collaborates with groups colleagues, and community stakeholders to
such as students,
such as students,
such as students,
promote student growth and development.
colleagues, and
colleagues, and
colleagues, and
Information gained is used to further
community stakeholders community stakeholders community stakeholders understand the development of individual
to promote student
to promote student
to promote student
students.
growth and
growth and
growth and
development.
development.
development.
Comments:
What is
Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Demonstrated?
Learning Styles Inventories
Assessment of
Accelerated Reader (AR)
student abilities and
STAR Reading Skills checklist
needs
Student needs survey
Lesson plans reflect understanding of student prerequisite knowledge/skill
Understanding of
Lesson plans reflect variety of developmentally appropriate instructional approaches
student development Reflections on individual learner development
Learning organized in groups or teams
Conference notes with colleagues
PLC and/or team time
Collaboration with
Parent-teacher conference schedule
colleagues and
Website-School Library page
stakeholders
Newsletter
Community/stakeholder input – surveys, site council meetings, advisory councils, etc.

Other
Specify:
Element 1 - The Student: The effective Library Media Specialist understands student abilities and needs, as well as human growth
and development, while considering the student as an individual and as a member in the school community. Student differences
guide the practice of the effective Library Media Specialist as individual learning needs are matched with library media services.
The effective Library Media Specialist is uniquely positioned to interact with and influence many students across the curriculum,
and can positively impact the achievement of all students. The effective Library Media Specialist collaborates with colleagues and
stakeholders to promote student growth and development.
Standard 1.2 – Student Differences: The effective Library Media Specialist focuses on student differences to guide practice and
ensure individual learning needs are matched with library media services.
Novice Library Media
Specialist
□ The Library Media
Specialist rarely
identifies and matches
appropriate library
media services to the
diverse needs of
students across the life
span.
□ The Library Media
Specialist rarely reflects
on practice related to
student differences.

Developing Library
Media Specialist
□ The Library Media
Specialist sometimes
identifies and matches
appropriate library
media services to the
diverse needs of
students across the life
span.
□ The Library Media
Specialist sometimes
reflects on practice
related to student
differences.

Proficient Library Media
Specialist
□ The Library Media
Specialist regularly
identifies and matches
appropriate library
media services to the
diverse needs of
students across the life
span.
□ The Library Media
Specialist regularly
reflects on practice
related to student
differences.

Distinguished Library Media Specialist
□ The Library Media Specialist almost always
identifies and matches appropriate library
media services to the diverse needs of students
across the life span. The Library Media
Specialist stays abreast of research and best
practice related to diversity.

□ The Library Media Specialist almost always
reflects on practice related to student
differences. The Library Media Specialist
maintains records to monitor the match
between student diversity and library services.

Comments:

What is
Demonstrated?
Diverse needs of
students
Reflection on practice
related to student
differences
Other

Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Student and/or parent questionnaire
Circulation data
MTSS utilized
Special Education and/or ESOL Library Media Specialists collaboration for additional student support
SIT meetings
Professional conversations with colleagues/administration
Models of recent student work posted in either classrooms or hallways
Feedback to students
Specify:

Element 1 - The Student: The effective Library Media Specialist understands student abilities and needs, as well as human growth
and development, while considering the student as an individual and as a member in the school community. Student differences
guide the practice of the effective Library Media Specialist as individual learning needs are matched with library media services.
The effective Library Media Specialist is uniquely positioned to interact with and influence many students across the curriculum,
and can positively impact the achievement of all students. The effective Library Media Specialist collaborates with colleagues and
stakeholders to promote student growth and development.
Standard 1.3 – Learning Environment: The effective Library Media Specialist considers the student as an individual and as a
member in the school community. The effective Library Media Specialist is uniquely positioned to interact with and influence
many students across the curriculum, and can positively impact the achievement of all students.
Novice Library Media
Specialist
□ The Library Media
Specialist rarely
collaborates to develop
a learning climate that
enables students to
develop positive social
interactions and actively
engage in learning.
□ The Library Media
Specialist rarely creates
an environment that is
safe and accessible to all
students.

Developing Library
Media Specialist
□ The Library Media
Specialist sometimes
collaborates to develop
a learning climate that
enables students to
develop positive social
interactions and actively
engage in learning.
□ The Library Media
Specialist sometimes
creates an environment
that is safe and
accessible to all
students.

Proficient Library
Media Specialist
□ The Library Media
Specialist regularly
collaborates to develop
a learning climate that
enables students to
develop positive social
interactions and actively
engage in learning.
□ The Library Media
Specialist regularly
creates an environment
that is safe and
accessible to all
students.

□ The Library Media
Specialist is rarely aware
of student behavior
while expecting students
to monitor personal and
peer behaviors.

□ The Library Media
Specialist is sometimes
aware of student
behavior while
expecting students to
monitor personal and
peer behaviors.

□ The Library Media
Specialist is regularly
aware of student
behavior while
expecting students to
monitor personal and
peer behaviors.

Distinguished Library Media Specialist
□ The Library Media Specialist almost always
collaborates to develop a learning climate that
enables students to develop positive social
interactions and actively engage in learning.
Students are involved with creating a
collaborative culture in the library.

□ The Library Media Specialist almost always
creates an environment that is safe and
accessible to all students. Colleagues are
involved with creating a safe and accessible
library environment.

□ The Library Media Specialist is almost always
aware of student behavior while expecting
students to monitor personal and peer
behaviors. Student input is utilized when
designing guidelines for library behavior
expectations.

Comments:

What is
Demonstrated?
Positive learning
climate

Safe/accessible
environment

Student behavior
Other

Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Classroom rules and procedures established collaboratively
Responses to parent concerns are professional and culturally sensitive
Physical space arranged to support student learning
Electronic communication with students, parents, and families
Student work displayed and current
Classroom rituals and routines which promote positive student interactions
System for non-instructional duties and students assume responsibility for completion
Transitions occur smoothly
Safety drills
Discipline policy is clear and posted
Immediate response to student issues
Discipline referrals to office
Provide psychological support and physical space to enhance student learning
Specify:

Element 2 - The Knowledge: The effective Library Media Specialist possesses the content knowledge and skills to design an
integrated library media program which supports student achievement. The effective Library Media Specialist applies this
knowledge to execute a best-practice, data-driven, integrated library media program aligned to library media standards that
support district mission, vision, and goals.
Standard 2.1 - Knowledge of Content: The Library Media Specialist possesses the content knowledge and skills to design an
integrated library media program which supports student achievement.
Novice Library Media
Specialist
□ The Library Media
Specialist rarely utilizes
knowledge including
collections, effective
organization/practice,
and ethical use of
technology for
information
seeking/retrieval within
the library media
program.

Developing Library Media
Specialist
□ The Library Media
Specialist sometimes
utilizes knowledge
including collections,
effective
organization/practice, and
ethical use of technology
for information
seeking/retrieval within
the library media
program.

□ The Library Media
Specialist rarely utilizes
knowledge of
local/district needs and
best practice when
designing an integrated
library program.
□ The Library Media
Specialist rarely
inventories and
monitors library
collections and
resources.

□ The Library Media
Specialist sometimes
utilizes knowledge of
local/district needs and
best practice when
designing an integrated
library program.
□ The Library Media
Specialist sometimes
inventories and monitors
library collections and
resources.

Comments:
What is
Demonstrated?
Content knowledge
demonstrated

Local/district needs

Resources

Other

Proficient Library Media
Specialist
□ The Library Media
Specialist regularly
utilizes knowledge
including collections,
effective
organization/practice,
and ethical use of
technology for
information
seeking/retrieval within
the library media
program.
□ The Library Media
Specialist regularly
utilizes knowledge of
local/district needs and
best practice when
designing an integrated
library program.
□ The Library Media
Specialist regularly
inventories and monitors
library collections and
resources.

Distinguished Library Media Specialist
□ The Library Media Specialist almost always
utilizes knowledge including collections,
effective organization/practice, and ethical
use of technology for information
seeking/retrieval within the library media
program. The Library Media Specialist stays
current on collections and information
seeking/retrieval methods.

□ The Library Media Specialist almost always
utilizes knowledge of local/district needs and
best practice when designing an integrated
library program. The Library Media Specialist
conducts an annual needs assessment.

□ The Library Media Specialist almost always
inventories and monitors library collections
and resources. The Library Media Specialist
maintains a database outlining current
resources.

Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Technology use guidelines
Organized library services plan
Library standards document
Curriculum alignment documents
Technology usage guidelines – ethics and access
Student interest inventories
Lesson plans coordinated to local/district needs
Local/regional news periodicals
Needs assessment
Collection inventories
Database of library resources
Library catalog
Accelerated Reader (AR)
STAR Reading test
Specify:

Element 2 - The Knowledge: The effective Library Media Specialist possesses the content knowledge and skills to design an
integrated library media program which supports student achievement. The effective Library Media Specialist applies this
knowledge to execute a best-practice, data-driven, integrated library media program aligned to library media standards that
support district mission, vision, and goals.
Standard 2.2 - Content Application: The effective Library Media Specialist applies this knowledge to execute a best-practice, datadriven, integrated library media program aligned to library media standards that support district mission, vision, and goals.
Novice Library Media
Specialist
□ The Library Media
Specialist rarely aligns
the integrated library
media program to library
standards to support
district mission, vision,
and goals.
□ The Library Media
Specialist rarely guides
students through the
standards based library
media program to
support student
achievement.

Developing Library Media
Specialist
□ The Library Media
Specialist sometimes
aligns the integrated
library media program to
library standards to
support district mission,
vision, and goals.
□ The Library Media
Specialist sometimes
guides students through
the standards based
library media program to
support student
achievement achievement.

Proficient Library Media
Specialist
□ The Library Media Specialist
regularly aligns the integrated
library media program to
library standards to support
district mission, vision, and
goals.
□ The Library Media Specialist
regularly guides students
through the standards based
library media program to
support student achievement.

Distinguished Library Media Specialist
□ The Library Media Specialist almost
always aligns the integrated library
media program to library standards to
support district mission, vision, and
goals. The Library Media Specialist
maintains a standards alignment
document.
□ The Library Media Specialist almost
always guides students through the
standards based library media
program to support student
achievement. The Library Media
Specialist makes library media
standards accessible to students and
other school personnel.

Comments:

What is
Demonstrated?
Program alignment
to standards

Application of
content knowledge

Other

Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Library collections aligned to content standards
Program standards alignment document
Library Media Specialist meetings to design cross curricular projects
Student projects reflect cross curricular involvement
Co-curricular performances tied to subject area
Learning target or student objective is posted and communicated
Portfolio of projects showing real world applications to topics
Questions using higher levels of cognitive thinking
Technology use by students and teachers to increase participation/engagement
Students engaged in learning discussions and questioning
Students utilize technology to develop products such as videos, posters, spreadsheets, etc.
Problem-solving assignments with student responses
Specify:

Element 3 - The Implementation: The effective Library Media Specialist plans for the implementation of an integrated library
media program based on learning theory and demonstrates the necessary skills and techniques. The effective Library Media
Specialist implements and assesses the library media program promoting access, diversity, and equity. The effective Library Media
Specialist engages in reflective practice to improve student learning. The effective Library Media Specialist implements individual
st
and group programs utilizing a variety of strategies within a 21 Century model.
Standard 3.1 – Planning: The effective Library Media Specialist plans for the implementation of an integrated library media
program based on learning theory including the necessary skills and techniques.
Novice Library Media
Specialist
□ The Library Media
Specialist rarely focuses
on learning theory when
planning for the
implementation of an
integrated library media
program.
□The Library Media
Specialist rarely refers to
a comprehensive plan
for the delivery of the
library media program.

Developing Library Media
Specialist
□ The Library Media
Specialist sometimes
focuses on learning theory
when planning for the
implementation of an
integrated library media
program.
□ The Library Media
Specialist sometimes
refers to a comprehensive
plan for the delivery of the
library media program.

Proficient Library Media
Specialist
□ The Library Media Specialist
regularly focuses on learning
theory when planning for the
implementation of an integrated
library media program.

□

□

□

□ The Library Media Specialist
regularly refers to a
comprehensive plan for the
delivery of the library media
program.

Distinguished Library Media
Specialist
□ The Library Media Specialist
almost always focuses on learning
theory when planning for the
implementation of an integrated
library media program. The Library
Media Specialist keeps current on
learning theory research.
□ The Library Media Specialist
almost always refers to a
comprehensive plan for the
delivery of the library media
program. The Library Media
Specialist maintains a current and
comprehensive library media plan.
□

Comments:

What is
Demonstrated?
Learning theory

Comprehensive
library media
plan/resources
Other

Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Research based, best practice
Learning styles inventories
Classroom observations
Reflections on practice
Comprehensive list of library services and resources
Student objectives posted and communicated
Lesson plans complete with standard, objective, and assessments noted
Student reflections
Student work links directly to standard(s) of the lesson
Specify:

Element 3 - The Implementation: The effective Library Media Specialist plans for the implementation of an integrated library
media program based on learning theory and demonstrates the necessary skills and techniques. The effective Library Media
Specialist implements and assesses the library media program promoting access, diversity, and equity. The effective Library Media
Specialist engages in reflective practice to improve student learning. The effective Library Media Specialist implements individual
st
and group programs utilizing a variety of strategies within a 21 Century model.
Standard 3.2 - Assessment: The effective Library Media Specialist implements and assesses the library media program promoting
access, diversity, and equity. The effective Library Media Specialist engages in reflective practice to improve student learning.
Novice Library Media
Specialist
□ The Library Media
Specialist rarely assesses
the effectiveness of the
comprehensive library
media program by
analyzing its impact on
student learning.

Developing Library Media
Specialist
□ The Library Media Specialist
sometimes assesses the
effectiveness of the
comprehensive library media
program by analyzing its
impact on student learning.

Proficient Library Media
Specialist
□ The Library Media Specialist
regularly assesses the
effectiveness of the
comprehensive library media
program by analyzing its
impact on student learning.

□ The Library Media
Specialist rarely
monitors the needs of a
culturally diverse
population by engaging
in reflective practice.

□ The Library Media Specialist
sometimes monitors the needs
of a culturally diverse
population by engaging in
reflective practice.

□ The Library Media Specialist
regularly monitors the needs of
a culturally diverse population
by engaging in reflective
practice.

□ The Library Media
Specialist rarely uses
student feedback to
guide implementation of
the library media
program.

□ The Library Media Specialist
sometimes uses student
feedback to guide
implementation of the library
media program.

□ The Library Media Specialist
regularly uses student
feedback to guide
implementation of the library
media program.

Distinguished Library Media
Specialist
□ The Library Media Specialist
almost always assesses the
effectiveness of the
comprehensive library media
program by analyzing its impact
on student learning. The Library
Media Specialist utilizes multiple
methods of assessment to
monitor progress and guide
decision- making.
□ The Library Media Specialist
almost always monitors the needs
of a culturally diverse population
by engaging in reflective practice.
The Library Media Specialist tracks
demographics of the student
population.
□ The Library Media Specialist
almost always uses student
feedback to guide implementation
of the library media program. The
Library Media Specialist conducts
a student satisfaction survey.

Comments:
What is
Demonstrated?

Assessment of
integrated program

Cultural diversity
Use of student
feedback
Other

Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Lesson structure is clear and allows for various pathways according to the student needs
Students understand how work will be assessed
Rubrics and standards are posted before work begins
Progress monitoring for all students
Consistent, timely, and appropriate feedback
Formative and summative assessments
Student presentations
Lesson plans link student activities to assessment results
Written feedback on student work
Library Media Specialist/student conferences
Demographic data
Diverse resources in response to demographics
Students engage in discussion regarding media services
Student surveys

Element 3 - The Implementation: The effective Library Media Specialist plans for the implementation of an integrated library
media program based on learning theory and demonstrates the necessary skills and techniques. The effective Library Media
Specialist implements and assesses the library media program promoting access, diversity, and equity. The effective Library Media
Specialist engages in reflective practice to improve student learning. The effective Library Media Specialist implements individual
st
and group programs utilizing a variety of strategies within a 21 Century model.
Standard 3.3 - Strategies: The effective Library Media Specialist implements individual and group programs utilizing a variety of
st
strategies within a 21 Century model.
Novice Library Media
Specialist
□ The Library Media
Specialist rarely
st
implements a 21
Century model
throughout the library
media program.

Developing Library Media
Specialist
□ The Library Media Specialist
st
sometimes implements a 21
Century model throughout the
library media program.

Proficient Library Media
Specialist
□ The Library Media Specialist
st
regularly implements a 21
Century model throughout the
library media program.

□ The Library Media
Specialist rarely utilizes
multiple strategies to
provide library media
services (Examples:
individual and group
instruction, cooperative
learning, role play,
multimedia, etc.).

□ The Library Media Specialist
sometimes utilizes multiple
strategies to provide library
media services (Examples:
individual and group
instruction, cooperative
learning, role play, multimedia,
etc.).

□ The Library Media Specialist
regularly utilizes multiple
strategies to provide library
media services (Examples:
individual and group
instruction, cooperative
learning, role play, multimedia,
etc.).

□ The Library Media
Specialist rarely uses a
variety of technology
tools to maximize
learning in varied
contexts.

□ The Library Media Specialist
sometimes uses a variety of
technology tools to maximize
learning in varied contexts.

□ The Library Media Specialist
regularly uses a variety of
technology tools to maximize
learning in varied contexts.

Comments:
What is
Demonstrated?

Implementatio
st
n of a 21
Century model

Utilization of
multiple
strategies
Technology
tools

Distinguished Library Media
Specialist
□ The Library Media Specialist
st
almost always implements a 21
Century model throughout the
library media program. The
Library Media Specialist facilitates
cross- curricular, collaborative
strategies.
□ The Library Media Specialist
almost utilizes multiple strategies
to provide library media services
(Examples: individual and group
instruction, cooperative learning,
role play, multimedia, etc.). The
Library Media Specialist models
cutting edge strategies, such as
co-teaching, student-led
instruction, and flipped
classrooms.
□ The Library Media Specialist
almost uses a variety of
technology tools to maximize
learning in varied contexts. The
Library Media Specialist
collaborates with colleagues
(other media specialists, IT, etc.)
to maximize technology
integration.

Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Technology integration plan
st
21 Century instructional model: collaboration, communication, creativity, critical thinking
Students take initiative in planning or adapting learning activities, as well as student-led discussions
Lesson plans show how strategies are used for scaffolding/differentiation
Student work reflects use of higher level thinking skills
Examples of a process or product
Graphic organizers for understanding or non-linguistics representations
Summarizing activities
Reward or praise for effort and/or accomplishments at targeted levels of performance
Individual and group work
Cooperative learning
Role play
Multimedia
Alignment to 5 R’s: rigor, relevance, relationships, responsive culture, results
Electronic database for resources
Variety of technology (software and hardware)
Presentation tools
Internet

Other

Specify:

Element 4 - The Professional: The effective Library Media Specialist engages in ongoing professional learning and uses that
knowledge to continually reflect and modify services. The Library Media Specialist takes an active role on the instructional team by
giving and receiving feedback from all stakeholders (students, parents, colleagues, and administrators). The professional Library
Media Specialist displays honesty and integrity in interactions with students, parents, colleagues, and the public.
Standard 4.1 - Professionalism and Professional Learning: The Library Media Specialist engages in ongoing learning opportunities
to develop knowledge and skills in order to provide students with engaging curriculum and learning experiences based on local,
state, and national standards. A variety of data is used to evaluate outcomes of the integrated library media program, and to
adapt planning and practice.
Novice Library Media
Developing Library Media
Proficient Library Media
Distinguished Library Media
Specialist
Specialist
Specialist
Specialist
□ The Library Media
□ The Library Media Specialist
□ The Library Media Specialist
□ The Library Media Specialist
Specialist rarely engages
sometimes engages in
regularly seeks professional
almost always seeks professional
in professional learning.
professional learning. The
learning to enhance his/her
learning to enhance his/her
The professional learning professional learning is
knowledge base or pedagogy
knowledge base or pedagogy
is rarely aligned with the
sometimes aligned with the
skills. The professional
skills, and makes a systematic
needs of the school
needs of the school and/or
learning is regularly aligned
effort to align learning with school
and/or district needs and district needs and standards.
with school and/or district
and district needs and standards.
standards.
needs and standards.
The Library Media Specialist
initiates individual professional
learning and gives presentations
to colleagues.
□ The Library Media
□ The Library Media Specialist
□ The Library Media Specialist
□ The Library Media Specialist
Specialist rarely relies on
sometimes relies on one or
regularly relies on several
almost always relies on multiple
data to evaluate library
two forms of data to evaluate
forms of data to evaluate
forms of data to evaluate library
media services.
library media services.
library media services.
media services. Reflection with
Reflection is rarely
Reflection is sometimes
Reflection is regularly utilized
colleagues is almost always
utilized and new
utilized but only a few, general and a few, specific concepts
utilized and specific suggestions
knowledge rarely
suggestions to improve are
are applied to improve
are applied to improve practice.
applied.
applied.
practice.
Comments:
What is
Demonstrated
?
Engages in
meaningful
professional
learning

Relies on
variety of data
to reflect on
practice
Other

Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Participation in district professional learning
Participates in and support of district initiatives
Share information gained from professional learning with staff members
Written evaluation of a professional learning experience
Video recording of teaching with feedback from a colleague or administrator
Professional learning aligned with goals
Professional portfolio
Individual reflection
Student assessment scores
Student evaluations
Parent surveys
Videotapes of lessons
Analyzing student formative and summative assessment data to determine impact on student growth
Specify:

Element 4 - The Professional: The effective Library Media Specialist engages in ongoing professional learning and uses that
knowledge to continually reflect and modify practice. The Library Media Specialist takes an active role on the instructional team by
giving and receiving feedback from all stakeholders (students, parents, colleagues, and administrators). The professional Library
Media Specialist displays honesty and integrity in interactions with students, parents, colleagues, and the public.
Standard 4.2 - Leadership: The Library Media Specialist takes an active role on the instructional team, giving and receiving
feedback on practice. The Library Media Specialist displays honesty and integrity in interactions with students, parents, colleagues,
and the community. The Library Media Specialist complies with school and district regulations. The Library Media Specialist works
with colleagues and district personnel to build ongoing connections with community resources to enhance student learning and
well-being.
Novice Library Media
Developing Library Media
Proficient Library Media Specialist
Distinguished Library Media
Specialist
Specialist
Specialist
□ The Library Media
□ The Library Media Specialist
□ The Library Media Specialist
□ The Library Media Specialist
Specialist rarely makes
sometimes meets with the
regularly meets with the
almost always initiates
an effort to share
instructional team and receives instructional team, receives
discussions with members of
knowledge with
feedback, but makes limited
feedback, and makes notable
the instructional team and
colleagues and rarely
changes to practice. The
changes to practice. The Library
acts on feedback received.
assumes any
Library Media Specialist
Media Specialist regularly
Changes to practice almost
responsibility for
participates in school and
participates in school and district
always occur. The Library
professional learning.
district activities when asked.
activities.
Media Specialist participates
The Library Media
in school and district activities
Specialist rarely gets
and takes on a leadership role.
involved with school and
district activities.
□ The Library Media
□ The Library Media Specialist
□ The Library Media Specialist
□ The Library Media Specialist
Specialist interactions
interactions are sometimes
regularly interacts in a caring and
almost always interacts in a
are rarely appropriate,
appropriate, but sometimes
respectful manner. Students
positive, supportive manner
and show favoritism or
show favoritism or disregard
regularly exhibit respect for the
and displays respect. Students
disregard for the culture for the culture of the student.
Library Media Specialist.
trust the Library Media
of the student.
Confidential information is
Confidential information is not
Specialist with personal
Confidential information sometimes shared.
shared.
information. Confidential
is shared.
information is not shared.
□ The Library Media
□ The Library Media Specialist
□ The Library Media Specialist
□ The Library Media Specialist
Specialist rarely
sometimes has to be reminded regularly complies with local, state, almost always complies with
complies with local,
to comply with local, state, and and national regulations, including
local, state, and national
state, and national
national regulations, including
budgets and reports.
regulations, including budgets
regulations, including
budgets and reports.
and reports. The Library
budgets and reports.
Media Specialist will also
conduct research on policy to
determine impact on the
integrated library media
program.
□ The Library Media
□ The Library Media Specialist
□ The Library Media Specialist
□ The Library Media Specialist
Specialist rarely works
sometimes works with
regularly works with stakeholders
almost always works with
with stakeholders in the
stakeholders in the community in the community to enlist support
stakeholders in the
community to enlist
to enlist support for improving
for improving the integrated library community to enlist support
support for improving
the integrated library media
media program.
for improving the integrated
the integrated library
program.
library media program.
media program.
Students contribute ideas to
enhance the integrated library
media program.
Comments:
What is
Possible sources of evidence provided by the Library Media Specialist, but not limited to:
Demonstrated?
Takes active role on
Supervises and effectively utilizes paras/aides
instructional team and
Attends school events

with community

Displays honesty and
integrity

Complies with
regulations

Stakeholder
Involvement
Other

Volunteers and serves on committees and school projects
Notes from meetings with mentors/mentees
Minutes of meetings (IEP, PLC, SIT, Title I, etc.,)
Participates in PLCs and/or school and district committees
Portfolio of leadership activities
Participation in Library Media Specialist Leader teams
Library Media Specialist Leader endorsement on teaching license
Agendas created by Library Media Specialist in a team leadership role
Parent contact information (log of phone calls, emails, etc.)
Maintains confidentiality regarding student and personnel issues
Written communications clearly written, no errors, and convey information in positive manner
Emails sent in a timely manner, content is appropriate, and answers to questions/concerns are provided
Copies of emails, letters, and newsletters
Compliance with school and district regulations
Punctuality to school/school events
Faculty meetings and/or PLCs
Reports completed accurately and on time
Grades are current in student management system
Student records completed in a timely manner
Open house
Library event
Book fair
Advisory board
Specify:
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APPENDIX IV
CRITERIA FOR PROFESSIONAL REGISTERED NURSE EVALUATION
AND

SELF-EVALUATION
This evaluation instrument is based upon and adapted from the research-based components of professional practice.

1. Performance Responsibilities
a.

Administer first aid or nursing care for accidents, seizures, preventative medicine and other educationally
related medical problems.

2.

b.

Provide CPR and first aid to students and school employees as needed

c.

Conduct height, weight, vision, hearing, dental and other health screening per state mandated requirements.

d.

Provide screening for head lice and observe students on a regular basis to detect health needs.

Essential Job Functions
a.

Refer students to appropriate personnel, resources, or clinics and follow-up as necessary.

b.

Maintain health records, medication, and medical logs as needed.

c.

Update immunization and student records, prepare and submit yearly immunization reports to the state.
Submit monthly articles for use in the nurse section of the Communicator.

d.

Dispense and retain medication and perform medical treatments in accordance with the physician’s
instructions within district guidelines.

3.

Nurse Office Administration
a.

Communicate with various community health agencies and civic organizations to exchange information,
coordinate activities and obtain student needs such as medication, glasses, hearing aids dental care, and
clothing as needed.

b.

Provide information, care plan, and recommendations to principals, substitutes, teachers, and parents
regarding health issues of students and school health program needs. Develop programs to meet school
health needs.

c.

Maintain stock of first aid supplies. Check to see that medical equipment is in proper working condition.
Order supplies and equipment as needed.

d.

Maintain current knowledge of medical advances and information plus public health issues and treatment.

4. Professional Responsibilities
a.

Nurses participate and contribute in faculty and or district committees as required to maintain a good health
program for USD 402.

b.

Nurses grow and develop professionally.

c.

Nurses reflect on what went right or wrong in the administration of the health programs and duties and
determine how to refine or do the process differently the next time the occasion arises.

d.

Nurses participate in continuing educational growth opportunities for personal improvement in the
performance of the professional nurse duties.

Administration/Registered Nurse Evaluation Form
Summary of Observation and Documentation
(To be completed by both building administrator and nurse)

Name

School Year

Attendance Center(s)

Position
Dates of Observations

1st

2nd

3rd

The performance standards for this instrument are as follows:
❖ Meets District Expectations
Evidence indicates competency has been consistently demonstrated in an effective and appropriate manner.
❖ Does Not Meet District Expectations
Evidence indicates the competency has been inconsistently demonstrated.

Domain 1: Performance Responsibilities
Meets District Expectations ______ Does Not Meet District Expectations ______

Strengths

Suggestions for Growth

Domain 2: Essential Job Functions
Meets District Expectations ______ Does Not Meet District Expectations ______

Strengths

Suggestions for Growth

Augusta, Kansas

Ratified: September 21, 2017

Domain 3: Nurse Office Administration
Meets District Expectations ______ Does Not Meet District Expectations ______

Strengths

Suggestions for Growth

Domain 4: Professional Responsibilities
Meets District Expectations ______ Does Not Meet District Expectations ______

Strengths

Suggestions for Growth

Augusta, Kansas

Ratified: September 21, 2017

Summary Statement of Evaluator

Evaluator

Date

Nurse

Date

Signature on this form signifies knowledge of its content, not necessarily agreement.

Yes

No

Response from nurse is attached
Supporting evidence attached
Self-evaluation was completed and discussed
Self-evaluation is attached
Profile completed
Profile attached

Augusta, Kansas

Ratified: September 21, 2017

Nurse – Student Profile
(This page is a required part of the evaluation process and must be completed by the nurse before the Evaluation
conference. This information will be provided to the Administrator prior to the Evaluation conference.)

Nurse ____________________________________

Date ___________________________

Grade Levels ______________________School(s)

Directions to the Nurse: Complete these questions with respect to the students you provide with care.
Nurses with more than one school must fill out this Nurse – Student Profile for each school.

1.

How many students are in your building? ________________________
Female students’ _____________Male students’ __________________
Approximate age range of your students’ ________________________

2.

Approximately how many students have been identified as having the following special
needs?

_____ADD/ADHD
__________Blindness or visual impairment
__________Deafness or hard of hearing
__________Development Impairment
__________Giftedness
__________Learning Disability
__________Medical
3.

__________Emotional disability
__________English Proficiency Limited
__________Physical Disability
__________504 Plan
__________Student Improvement Plan
__________English Proficiency Non-English
__________Other? Please specify ____________

Describe how students’ special needs (behavioral, academic, medical, and physical) are
met in your class.
(e.g. utilization of teaching aides, volunteers, paraprofessionals
modifications)
List the accommodations that will be implemented for your students (e.g.
IEP, 504, SIP, other.)
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
____________________________________________________________________________

Augusta, Kansas

Ratified: September 21, 2017

APPENDIX V
PROFESSIONAL EMPLOYEE SALARY SCHEDULE
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2017-2018

“Steps do not equal years of experience”
⤺ Step 4 in the 2016-2017 Agreement = Step 1 in the 2017-18 Agreement.
BS

BS+12

BS+24

BS +36

MS

MS+15

MS+30

MS+45

BS+57

BS+78

BS+99

BS+120

4

1

34908

35882

37095

38351

39650

40995

42385

43824

5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27

2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24

35536
36175
36825

36531
37192
37865
38551

37767
38451
39147
39857
40579

39046
39753
40474
41208
41956
42717
43492
44282
45087
45906
46740

40369
41101
41847
42606
43380
44167
44970
45787
46619
47467
48330

41738
42496
43267
44053
44853
45668
46498
47343
48204
49081
49975

43155
43938
44736
45549
46377
47220
48079
48954
49845
50752
51676
52617

44620
45431
46257
47098
47954
48826
49715
50620
51541
52480
53436
54410
55402
56412
57441
58489
59556
60643
61750
62878
64026
65196
66316

APPENDIX
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VI

USD 402 Supplemental Salary Directory
2017-2018

Supplemental

Level

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66

HS Football Head
HS Football V-Assistant
HS Football V-Assistant
HS Football V-Assistant
HS Football V-Assistant
HS Football V-Assistant
HS Football Freshman
HS Football Freshman
MS Football Coordinator
MS Football Assistant
MS Football Assistant
MS Football Assistant
MS Football Assistant
HS Volleyball Head
HS Volleyball JV
HS Volleyball Freshman
MS Volleyball Coordinator
MS Volleyball Assistant
MS Volleyball Assistant
MS Volleyball Assistant
HS Cross Country Head
MS Cross Country Coordinator
HS Soccer Boys Head
HS Soccer Boys Assistant
HS Soccer Girls Head
HS Soccer Girls Assistant
HS Basketball Boys Head
HS Basketball Boys JV
HS Basketball Boys Freshman
MS Basketball Boys Coordinator
MS Basketball Boys Assistant
MS Basketball Boys Assistant
HS Basketball Girls Head
HS Basketball Girls JV
HS Basketball Girls Freshman
MS Basketball Girls Coordinator
MS Basketball Girls Assistant
MS Basketball Girls Assistant
HS Wrestling Head
HS Wrestling Assistant
HS Wrestling Assistant
MS Wrestling Coordinator
MS Wrestling Assistant
HS Bowling Head
HS Bowling Assistant
HS Track Head
HS Track Assistant
HS Track Assistant
HS Track Assistant
MS Track Coordinator
MS Track Assistant
MS Track Assistant
MS Track Assistant
MS Track Assistant
HS Tennis Boys Head
HS Tennis Boys Assistant
HS Tennis Girls Head
HS Tennis Girls Assistant
HS Golf Boys Head
HS Golf Boys Assistant
HS Golf Girls Head
HS Golf Girls Assistant
MS Golf Coordinator
HS Baseball Head
HS Baseball Assistant
HS Baseball Assistant

1
4
4
4
4
4
4
4
3
5
5
5
5
1
4
4
3
5
5
5
3
5
2
4
2
4
1
4
4
3
5
5
1
4
4
3
5
5
1
4
4
3
5
3
5
2
4
4
4
3
5
5
5
5
3
5
3
5
3
5
3
5
4
2
4
4

68
69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
91
92
93
94
95
96
97
98
99
100
101
102
103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133

67

HS Baseball Assistant

4

134

Supplemental

Level

HS Softball Head
HS Softball Assistant
HS Softball Assistant
HS Softball Assistant
HS/MS Summer Strength & Conditioning
HS/MS Summer Strength & Conditioning
HS Cheerleader
HS Cheerleader
MS Cheerleader
MS Cheerleader
HS Intramurals
MS Intramurals
HS Music Instrumental
HS Music Instrumental Assistant
HS Music Instrumental Percussion
HS Music Instmentl Flag Supvsr
MS Music Instrumental
HS Music Vocal
MS Music Vocal
MS Music Vocal
EL Music Honor Choir
EL Music Program Coordinator
EL Music Program Coordinator
EL Art
MS Art
HS Art
HS Fine Arts Debate Head
HS Fine Arts Debate Assistant
HS Fine Arts Forensics Head
HS Fine Arts Forensics Assistant
HS Fine Arts Drama
HS Fine Arts Drama Assistant
HS Science Olympiad
MS Science Olympiad
MS Science Olympiad Assistant
HS Yearbook
MS Yearbook
MS Yearbook Assistant
HS Newspaper
HS Scholar's Bowl
HS Scholar's Bowl Assistant
MS Scholar's Bowl
MS Math Relays
HS STUCO
HS STUCO
HS/MS STUCO
MS STUCO
MS STUCO
EL STUCO
EL STUCO
EL STUCO
EL STUCO
HS Dance Team
HS Dance Team Assistant
HS Class Senior
HS Class Junior
HS Class Junior Assistant
HS Club FCCLA
HS Club VICA
HS Club National Honor Society
MS National Jr. Honor Society
MS Spelling Bee
HS Renaissance
EL Odyssey of the Mind
HS Future Educators Association
HS Future Business Leaders
HS Boosting, Engineering, Science &
Technology

2
4
4
4
5
5
4
4
6
6
7
7
1
5
6
6
6
1
7
7
9
9
9
7
7
7
3
7
2
7
3
6
5
5
7
5
6
8
7
5
7
7
9
6
6
7
7
7
8
8
8
8
4
6
9
6
8
7
7
8
9
9
7
8
7
7
7

Supplemental Salary Schedule
Computed from $34,908 Base
Level
10+ Yrs
Step 4
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l

ll

lll

lV

V

Vl

Vll

VllI

IX

5,277

4,909

4,395

3,769

3,051

2,251

1,376

914

436

7-9 Yrs
Step 3

4,916

4,573

4,095

3,513

2,845

2,100

1,287

856

411

4-6 Yrs
Step 2

4,527

4,213

3,773

3,238

2,623

1,938

1,190

795

385

0-3 Yrs
Step 1

4,124

3,837

3,437

2,952

2,393

1,770

1,090

731

358

Supplemental Salary Schedule Index
Level

l

ll

lll

lV

V

Vl

Vll

VIII

IX

10+ Yrs
Step 4

0.15117

0.14064

0.12589

0.10798

0.08739

0.06447

0.03943

0.02618

0.01248

7-9 Yrs
Step 3

0.14082

0.13099

0.11731

0.10065

0.0815

0.06016

0.03688

0.02452

0.01178

4-6 Yrs
Step 2

0.12969

0.12069

0.10808

0.09277

0.07514

0.05552

0.03409

0.02278

0.01104

0-3 Yrs
Step 1

0.11814

0.10993

0.09847

0.08456

0.06856

0.0507

0.03122

0.02094

0.01025
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APPENDIX VII
USD 402, Augusta, Kansas

Professional Employee Classroom Expense Reimbursement Form
Name

____________________________

Building

__________________________

The BOE will reimburse any Professional Employee assigned to one (1) building up to two hundred dollars ($200) and
any Professional Employee assigned to two (2) or more buildings up to four hundred dollars ($400) from end of the year
monies if the following conditions are met:
1. Purchases are made for classroom use.
2. Purchases are approved by the Building Administrator.
3. The Professional Employee must present receipts for reimbursement by May 1

This report and receipts are to be turned into the building administrator during the month of April and no later
than May 1 of this contract year. Administrators may initial approvals and prior approvals at the time of
purchase. Reimbursements will occur after May 1 of this contract year.

❧❧
Date

Item Description

How Used in Classroom

Cost

Administrator
Approval

Totals

________________________________
Administrator Approval
Augusta, Kansas

_______________
Date
Ratified: September 21, 2017
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Appendix VIII
Professional Days
Professional employees will meet two (2) days per semester for teacher collaboration across
departments, disciplines, and grade levels. Each activity for Professional Days must be used to
create and maintain a system for continuous improvement of instruction.
The structure of each Professional Day will be determined by the Building Administrators and
Assistant Superintendent at least one month prior to the scheduled professional day. The
Professional Day Duty Schedule is 8:00-3:20.
It is recognized that professional employees need time to practice what they learn and to delve
deeper into topics of professional interest. Therefore, a portion of the total available will be
allotted to individual professional learning. However, in an effort to maximize the time available
given the professional learning needs in the district, this time might not occur during each of the
four professional days. A total of eight (8) hours will be allotted throughout the year for
individual professional learning.
Building Time


Building administrators are expected to include the building level team in making
recommendations for consideration during the planning phase.
 An agenda will be created by the building level team and submitted the Assistant
Superintendent two (2) weeks prior to the Professional Day. Minutes will be submitted
following the meeting day.
 If the first scheduled Professional Day occurs prior to the beginning of the school year,
administrators will work collaboratively with the Assistant Superintendent to establish
the structure and schedule for the day.
Professional Learning Communities




Elementary: Pk-5 PLC Agendas will be created collaboratively between the Assistant
Superintendent, building principals, and grade level or content area teams. Meeting
minutes/reflection must be submitted to the Assistant Superintendent and building
principals following the meeting.
Secondary: PLC agendas will be created collaboratively between the Assistant
Superintendent, building principals, and grade level or content area teams. Meeting
minutes/reflection must be submitted to the Assistant Superintendent and building
principals following the meeting.

Personal Learning Time



It is recognized that professional employees need time to practice what they learn and
to delve deeper into topics of professional interest. A total of eight (8) hours will be
allotted throughout the year for individual professional learning.
In an effort to maximize the time available given the professional learning needs in the
district, this time might not occur during each of the four (4) professional days.

Each activity for Professional Days must be used to create and maintain a system for continuous
improvement of instruction.
Examples of acceptable activities for Professional Days:
 Building Level Meetings
 Professional Learning Communities
o Content Area
o Department
o Grade Level
• Career and Technical Education (CTE) Advisory meetings
• Use of outside presenters and/or consultants
• School visitations
• Review of professional literature (no required outside assignments beyond contract time)
• Accreditation/School improvement
• Individual Professional Learning
Building Level Teams:
Building level teams will be established in each building to develop the agenda for each
Professional Day.
Professional Day Building Committee Representation:
• Elementary: Two (2) K-2 representatives, two (2) 3-5 representatives, one (1) SPED, and
one (1) special area representative (representatives selected by members of each group).
• AMS: At least one (1) representative from the ELA, math, social studies, and science
departments and at least two (2) elective area representatives (representatives selected by
members of each department/group).
• AHS: At least one (1) representative from the ELA, math, social studies, and science
departments and at least three (3) elective area representatives (representatives selected
by members of each department/group).

Augusta, Kansas

Ratified: September 21, 2017
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Appendix IX

USD 402, Augusta, Kansas

Sick Leave Bank
Request to Participate
Name: _____________________________ Building: _______________________
A. Brief statement of need:

B. How many days do you plan to draw from the sick leave bank (1 to 20 days)?
____________ days
C. Have you attached a physician’s statement? YES

NO

D. Do you believe you will need more than the maximum 20 days? YES

NO

Signature of Professional Employee: ____________________________
Date: ____________________________
Committee decision

Approved

__________

Number of days:_______________

Not Approved

__________

Reason: _____________________

Committee Representative Signature: ____________________________________________
Distribution of days above the maximum
Consider in May

Yes

No

Additional days approved __________________ Date _________________________
Committee Representative Signature: _________________________________________

Augusta, Kansas

Ratified: September 21, 2017
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APPENDIX X
APPLYING PROFESSIONAL DEVELOPMENT POINTS TO SALARY
ADVANCEMENT

The description listed below describes how Professional Development points are applied
to the salary schedule.
Movement on the salary schedule for certified staff members with a Bachelors degree
must consist of one of the seven following options for advancement to Bachelors 12, 24
and 36 columns:
12 graduate hours and 0 level 3 impact points
11 graduate hours and 20 level 3 impact points
10 graduate hours and 40 level 3 impact points
9 graduate hours and 60 level 3 impact points
8 graduate hours and 80 level 3 impact points
7 graduate hours and 100 level 3 impact points
6 graduate hours and 120 level 3 impact points
Professional employees with a Masters degree may move on the pay schedule by using
up to 300 Impact/Level 3 points or 15 graduate hours or a combination of both that are
approved by the superintendent and Professional Development Council.
Professional Employees pursuing the Bachelors-Only track may advance beyond
Bachelors+36 with one of the following options:
21 graduate hours and 0 level 3 impact points
18 graduate hours and 60 level 3 impact points
15 graduate hours and 120 level 3 impact points
12 graduate hours and 180 level 3 impact points
9 graduate hours and 240 level 3 impact points
6 graduate hours and 300 level 3 impact points
Level III – Impact Points awarded based on demonstrated impact of the knowledge and
skills acquired and for which 3 X’s the knowledge level points are awarded. Impact
points are awarded for student learning.
Student Learning (per Local Plan):
● Show evidence of impact on student achievement.
o Samples of positive changes in students’ behaviors, such as:
▪ Student work samples, rubrics/assessments
▪ Observation by peer/administration of lesson
▪ Student data, plans, project
▪ Reflection writings
▪ Student products via technology
Presenting at workshops/conferences
Augusta, KS

Ratified: September 21, 2017
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APPENDIX XI
TEACHER COMPENSATION (OTHER)
o The purpose is to identify other teacher compensation that is not included on the
Supplemental Salary Directory (Appendix VI).
o The appendix would include teacher compensation that is currently addressed in the
Agreement and in the future new “other” compensation. For example:

Extra Duty (Elem./MS)
Substituting
Beginning of the year
New employee
Movement/reassignment
Classroom reimbursement
District Level Committees

$15/hr. not exceed $100

Required Professional
Development (off contract)
ELL Teacher Facilitator
AHS Academic Success
Detention (AHS/AMS)
PLTW
(Project Lead the Way)
Bright Futures Coordinator

$100/day
(minimum 6 hours session)
$20/hr.
$15/hr.
$15/hr. (Office referrals only)
$1,000

Augusta, KS

$100(10 hrs.)
$100/day (4 days)
$250
$200/$400
$15/hr.

Article 2. F.
Article 2. H. and I.
Article 8. D.1.b.
Article 8. H.
Article 9. F.
Article 9. H.
Article 25. 5.

$4,000

Ratified: September 21, 2017

USD #402-Augusta Public Schools
Please have this form completed and signed by your healthcare provider to verify that you completed
these preventive services.  Return to the HR Department by mail, fax or by email to USD#402-Augusta,
2345 Greyhound Dr., Augusta, KS 67010 / 316-775-5035 / chummel@usd402.com

SECTION A: MEMBER INFORMATION – PLEASE PRINT
FIRST NAME:

LAST NAME:

MEMBER SIGNATURE:

DATE (MM/DD/YYYY):

SECTION B: PROVIDER INFORMATION – PLEASE PRINT
DOCTOR/PRACTICE/FACILITY NAME:
ADDRESS:
PHONE NUMBER:

SECTION C: CATEGORIES SCREENED – CHECK THE BOX OF THE PREVENTIVE SERVICES PERFORMED – DO NOT
INCLUDE RESULTS
Date of Exam (MM/DD/YYYY):
Height                      □
Weight                     □

Triglycerides            □

Blood Pressure    □
Cholesterol           □

A1C / Blood Sugar   □

SECTION E: CERTIFICATION OF RESULTS – PLEASE PRINT

I certify that this member has had the preventive services as indicated in section C.
FIRST NAME:                                                                             LAST NAME:
TITLE:
PROVIDER SIGNATURE:

DATE (MM/DD/YYYY):

