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The Nelson County School Board does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities and provides equal access to the Boy Scouts and other designated youth groups. For the address and phone number of the office that serves your area call 1-800-421-3481.



Notice: This handbook is provided as an easy reference to assist employees in understanding the policies and practices of Nelson County Public Schools. For more information, employees should refer to the Nelson County School Board Policy Manual and Regulations. Copies are maintained in each school library and school principal's office, in the Nelson County public libraries, and in the superintendent's office at the Central Office. If there are questions concerning the contents of this handbook or in understanding policies or procedures, feel welcome to consult with your school principal or immediate supervisor. This handbook does not constitute a contract. Nelson County Public Schools, as the employer, reserves the right at any time to adjust or make modifications regarding procedures at its sole discretion.



Vision, Mission, Beliefs Vision Empowering generations through excellence in education...



Mission Statement We educate students to become skilled, responsible, productive, and enlightened citizens who contribute to society.



Beliefs We are committed to: Learning for all. Maintaining an environment that is conducive to learning. Supporting communication, collaboration and teamwork. Using the growth and learning process as a critical component of our organization. Teaching the importance of mutual respect, character development and diversity. Including the community and businesses as key partners in the educational process. Maintaining positive and proactive public relations. Learning as a lifelong process.



Nelson County Public Schools 84 Courthouse Square P.O. Box 276 Lovingston, Virginia 22949 (434) 260-7646 FAX: (434) 263-7115 website: http://www.nelson.k12.va.us



Directory of School Administration Dr. Jeff Comer Dr. Jo Ann Wagner Shannon Irvin Abby Thompson Kelly Hughes Sandra McKenzie Shannon Abatecola Joe Dan Johnson Tim Rutherford David Johnson Christina Connell Janell Stinnett Dr. Roger Dunnick Martha Bradt Kim Candler



Election District North Central South East West



(434) 260-7646 (434) 260-7646 (434) 260-7646 (434) 260-7646 (434) 260-7646 (434) 260-7646 (434) 263-8317 (434) 263-7152 (434) 263-5095 (434) 263-5095 (434) 263-6851 (434) 263-8317 (434) 263-4801 (434) 263-8960 (434) 361-1791



Superintendent Assistant Superintendent for Instruction Assistant Superintendent for Administration Director of Testing & Assessment Director of Special Education & Student Services Director of Federal Programs/Intervention, CTE, ABE School Psychologist Director of Technology Director of Maintenance Director of Transportation Director of Child Nutrition Services Principal, Nelson County High School Principal, Nelson County Middle School Principal, Tye River Elementary School Principal, Rockfish River Elementary School



NELSON COUNTY SCHOOL BOARD Janet Turner-Giles Dave Francis, Vice Chair Cesar Perkins Debbie Harvey, Chair David Parr



35 Crawford Knob Lane, Afton, Va. 22920 180 Blue Ridge Lane, Faber, Va. 22938 374 High Peak Lane, Shipman, Va. 22971 80 Simpsons Lane, Lovingston, Va. 22949 P.O. Box 598, Piney River, VA 22964



School Directory Nelson County High School



Nelson County Middle School



6919 Thomas Nelson Highway Lovingston, VA 22949 Phone: 434-263-8317 FAX: 434-263-5987 Principal: Ms. Janell Stinnett Assistant: Abbott Keesee Assistant: Brantley Shields



6925 Thomas Nelson Highway Lovingston, VA 22949 Phone: 434-263-4801 FAX: 434-263-4483 Principal: Dr. Roger Dunnick Assistant: Brandon Garrett



Tye River Elementary School



Rockfish River Elementary School



5198 Thomas Nelson Highway Arrington, VA 22922 Phone: 434-263-8960 FAX: 434-263-8964 Principal: Martha Bradt Assistant: Carolyn Ware



200 Chapel Hollow Rd. Afton, Virginia 22920 Phone: 434-361-1791 FAX: 434-361-1795 Principal: Ms. Kim Candler Assistant: Ms. Crystal Choate



School Calendar 2016-17 Nelson County Public Schools 2016-17 Division Calendar July 27-28



New Teacher Work Day



August 1-9 August 4 August 10 August 25



Staff Development – Teacher Work Day Open House – 1:00pm – 7:00pm First Day of School for students Non Student Day Staff Development – Teacher Work Day



September 5



Non Student Day Division Holiday – Labor Day Interim Reports



September 9 October 13



October 14



Division Early Dismissal End of Grading Period – 45 days Parent / Teacher Conferences – 1:00pm – 7:00pm Non Student Day Staff Development – Teacher Work Day



November 15 November 23-25



Interim Reports Non Student Days - Thanksgiving Break



December 20 December 21-30



End of Grading Period – 44 days Non Student Days - Winter Break



January 2



Non Student Day Staff Development – Teacher Work Day Non Student Day Division Holiday – Martin Luther King Day



January 16 February 3



Interim Reports



March 9



Division Early Dismissal End of Grading Period – 47 days Parent / Teacher Conferences – 1:00pm – 7:00pm Non Student Day Staff Development – Teacher Work Day Non Student Days - Spring Break



March 10 March 27-31 April 14 April 21 May 26



May 30-31



Non Student Day Division Holiday Interim Reports Last Day of School End of Grading Period – 49 days Graduation – 7:00pm Non Student Days Staff Development – Teacher Work Day



Approved by School Board – February 11, 2016



Snow Make-Up Days 1st – 5th Day Built In 6th Day March 10 7th Day April 14 8th Day May 30 th 9 Day May 31 10th Day May 29



PROFESSIONAL EMPLOYEES 200 DAY TEACHERS: Report on August 1, 2016, follow school calendar, and complete contract obligation on May 31, 2017 or as amended for make-up. Newly hired teachers report on July 28, 2016. Teachers must account for unassigned days.



220 DAY TEACHERS AND ADMINISTRATORS: Must account for 220 days of work obligation by June 30, 2016. The schedule must include all days students are in attendance and teachers are required on site. Remaining days to be scheduled as mutually agreed upon with supervisor.



12-MONTH ADMINISTRATORS AND SUPERVISORS: Report on July 1, 2016 and complete contract obligation on June 30, 2017.



12-month employees have holidays established as follows: July 4, 2016 September 5, 2016 – Labor Day November 24-25, 2016 – Thanksgiving December 23 & 26, 2016 - Christmas



January 16, 2017 – Martin Luther King, Jr. March 27 – 31, 2017 – Spring Break April 14, 2017 – Good Friday May 29, 2017 – Memorial Day



12-month, full-time employees shall be entitled to paid vacation days based upon the number of years service credited with the Virginia Retirement System:



Service Credit Annual Vacation Credit 0-4 years credit 5 – 9 years credit 10-14 years credit 15+ years credit



12 days 15 days 18 days 21 days



Up to 36 vacation days may be carried over at year end. All days over 36 are transferred to the employee’s Sick Leave balance



CLASSIFIED EMPLOYEES 180-DAY EMPLOYEES (BUS DRIVERS & INSTRUCTIONAL ASSISTANTS): Work 180 days which will follow the schedule students are in school unless the work schedule is amended due to changes in days school is in session.



SCHOOL NUTRITION EMPLOYEES: Work every day students attend school. Managers report two additional days before school starts and two days after school is closed. Workers report two additional days before school starts and one day after school is closed. The annual work schedule may be adjusted due to school schedule changes caused by inclement weather.



200-DAY EMPLOYEES: Work 200 days, reporting to work on August 1, 2016 and working same assigned days as 200-Day teachers. Complete contract obligation on May 31, 2017 or as amended for make-up.



12-MONTH EMPLOYEES: Report on July 1, 2016, and work every day the central office is open except scheduled vacation days. Complete contract obligation on June 30, 2017.



General Information Equal Employment Opportunities The Nelson County School Board does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities and provides equal access to the Boy Scouts and other designated youth groups. The following person has been designated to handle inquiries regarding the non-discrimination policies: Students who have questions or concerns regarding compliance with the School Division's nondiscrimination policies (including protection under IDEA, ADA, Section 504 and Title IX) should contact: Kelly Hughes, Director of Special Education and Student Services (Student/Parent) Employees who have questions or concerns regarding compliance with the School Division's nondiscrimination policies (including protection under the Equal Opportunity Employment (EOE) Act, ADA, Section 504 and Title IX) should contact: Shannon Irvin, Assistant Superintendent for Administration (Employee/Applicant) Nelson County School Board Office 84 Courthouse Square P.O. Box 276 Lovingston, VA 22949 (434) 260-7646 For further information on notice of non-discrimination, visit http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm for the address and phone number of the office that serves your area, or call 1-800-421-3481. Reference: School Board Policy - GBA



Credit for Prior Experience: Teachers Teachers will be credited year for year experience for full-time teaching experience in an accredited K-12 school in or outside of Virginia.



Administrators Administrators will be given full credit for prior experience (no partial years) according to the following: - Principals/Assistant Principals will be given credit for years of experience as Principal or Assistant Principal. - Central Office Administrators will be given credit for prior experience in a similar position. The Board may make exceptions in cases where the employee’s salary would be reduced as a result of this policy.



Support Staff



Support Staff will be awarded credit on a year for year basis up to year 12 on the Support Staff Salary Scale for work done in a like position.



Coaching Staff -



Coaches will be allowed credit on the salary scale for coaching experience in the same VHSL covered sport. Salaries are figured as a percentage of the seniority based 10 Month Teacher Salary Scale according to the schedule below:



NELSON COUNTY PUBLIC SCHOOLS ATHLETIC COACHING POSITIONS DESCRIPTION



PERCENT



Head Football Coach Head Asst Football Coach Asst Football Coach Head JV Football Coach Asst JV Football Coach



10% 8% 6% 7% 6%



Head Varsity Volleyball Coach Asst Varsity Volleyball Coach Head JV Volleyball Coach



8% 6% 6%



Head Cross Country Coach Asst Cross Country Coach



7% 6%



Golf Weight Room Supervisor Cheerleading



7% 6% 5%



Head Varsity Boys Basketball Asst Varsity Boys Basketball Head JV Boys Basketball Head Varsity Girls Basketball Asst Varsity Girls Basketball Head JV Girls Basketball



10% 6% 6% 10% 6% 6%



Head Indoor Track Coach Asst Indoor Track Coach Asst Indoor Track Coach



7% 6% 6%



DESCRIPTION Head Varsity Baseball Coach Asst Varsity Baseball Coach Head JV Baseball Coach Asst JV Baseball Coach



PERCENT 7% 6% 6% 5%



Head Varsity Softball Coach Asst Varsity Softball Coach Head JV Softball Coach Asst JV Softball Coach



7% 6% 6% 5%



Head Varsity Boys Soccer Coach Asst Varsity Boys Soccer Coach Head JV Boys Soccer Coach



7% 6% 6%



Head Varsity Girls Soccer Coach Asst Varsity Girls Soccer Coach Head JV Girls Soccer Coach



7% 6% 6%



Head Outdoor Track Coach Asst Outdoor Track Coach Asst Outdoor Track Coach



7% 6% 6%



Tennis



7%



Salary Credits for College Degrees Salaries for teachers will be increased to the Master’s scale upon presentation of credentials to upgrade their teaching license to a Post Graduate Professional License after attainment of the graduate degree. Supplements will be prorated based on the number of days remaining in the school year. Undergraduate degree supplements will be awarded to Support Staff as long as the degree is not a minimum requirement for the position held. Current Degree Supplement is $2,626.50.



School Employee Conflict of Interests Policy GAH A.



Purpose



The State and Local Government Conflict of Interests Act (the Act), applies to public school employees and officials. The Act creates uniform standards of conduct for all public employees and officials. The Act also defines and prohibits inappropriate conflicts of interest and requires disclosure of economic interests in some circumstances. The purpose of this policy is to provide an introduction to the Act for employees. Additional information regarding the Act may be obtained from Policy BBFA Conflict of Interests and Disclosure of Economic Interests and from the Virginia Conflict of Interest and Ethics Advisory Council (the Ethics Council) which assists with compliance with the Act. B.



Compliance



School board employees are required to read and be familiar with the Act. The superintendent provides employees with information regarding how to access the Act and how to contact the Ethics Council. The Act’s provisions are complex and their application is fact-specific. A violation of the Act could result in civil or criminal penalties. Therefore, if an employee has any question whether an interest the employee has in a contract or transaction involving the school division is prohibited under the Act, the employee should contact the superintendent’s office or the Ethics Council for assistance. C. Areas of Regulation The Act prohibits school employees from having a “personal interest,” as that term is defined by the Act, in certain contracts and transactions that involve the division and from engaging in other specified conduct related to the schools. The prohibited personal interest also may be that of the school employee’s immediate family (a spouse or any other person who resides in the same household as the employee and who is a dependent of the employee). Under the Act, an employee may be considered to have a prohibited conflict arising from:  a personal interest in a contract;  a personal interest in a transaction;  business opportunities tied to official acts;  misuse of confidential information; or  receipt or solicitation of certain gifts. Examples of prohibited conduct include:  soliciting or accepting money or other thing of value for services performed within the scope of the employee’s official duties, except for the employee’s compensation, expenses or other remuneration paid by the division;







 



 







D.



using for the employee’s own economic benefit or that of another party, confidential information that the employee has acquired by reason of the employee’s public position and which is not available to the public; accepting any money, loan, gift, favor, service or business or professional opportunity that reasonably tends to influence the employee in the performance of the employee’s official duties; accepting any business or professional opportunity when the employee knows that there is a reasonable likelihood that the opportunity is being afforded to influence the employee in the performance of the employee’s official duties; entering into contracts with the school division under certain circumstances; accepting a gift from a person who has interests that may be substantially affected by the performance of the employee’s official duties under circumstances where the timing and nature of the gift would cause a reasonable person to question the employee’s impartiality in the matter affecting the donor; and accepting gifts from sources on a basis so frequent as to raise an appearance of the use of the employee’s position for private gain. Advisory Opinions



Employees may seek written opinions regarding application of the Act from the local Commonwealth’s Attorney, the local county attorney or the Ethics Council. Good faith reliance on a written opinion of the Commonwealth’s Attorney or the Ethics Council bars prosecution for a knowing violation of the Act provided the opinion was made after a full disclosure of the facts. An opinion of the local county attorney may be introduced at trial as evidence that the employee did not knowingly violate the Act. Adopted: April 13, 2017 ______________________________________________________________________________________________ Legal Refs.:



Code of Virginia, 1950, as amended, §§ 2.2-3101, 2.2-3102, 2.2-3103, 2.2-3103.2, 2.2-3104.4, 2.23109, 2.2-3110, 2.2-3112, 2.2-3119, 2.2-3120 and 2.2-3124.



Cross Ref.:



BBFA CBCA DJG GCCB GCQA KGA KJ



Conflict of Interests and Disclosure Requirements Disclosure Statement Required of Superintendent Vendor Relations Employment of Family Members Nonschool Employment by Staff Members Sales and Solicitations in Schools Advertising in the Schools



Sexual Harassment It is the policy of the Nelson County School Board to maintain a working and learning environment for all its employees and students that provides for fair and equitable treatment, including freedom from sexual harassment. It is prohibited for any employee or student, male or female, to harass another employee or student by making unwelcome sexual advances or requests for sexual favors, or engaging in other verbal or physical conduct of a sexual nature when: (1) submission to or rejection of such conduct is used as a basis for employment or academic decision affecting the employee or student; (2) such conduct creates an intimidating, hostile or offensive working or learning environment; or, (3) submission to such conduct is made either explicitly or implicitly a term or condition of the individual's employment or participation in school programs.



Reference: School Board Policy - GBA



Drug-Free Work Force The Nelson County School Board is committed to maintaining a Drug-Free Work Force. The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance (including alcohol or anabolic steroids) by any employee on school property, at any school activity, or on any school-sponsored trip is prohibited. Any employee charged with any drug related crime occurring under the circumstances described above shall notify the superintendent within five (5) days after such charges are placed. Compliance with this provision is a condition of employment. Any employee charged shall be submitted to random drug testing. Reference: School Board Policy – GBEA



Tobacco-Free School for Staff Smoking, chewing, or any other use of any tobacco products or electronic cigarettes by staff is prohibited on school property. For the purposes of this policy, school property shall mean all property, including vehicles, owned, leased, rented or otherwise used by the school division. Staff found to be in violation of this policy shall be subject to appropriate disciplinary action. Reference: School Board Policy – GBEC



Alcohol Abuse by Staff It is the policy of the Commonwealth of Virginia, this locality, and the Nelson County School Board, that the abuse of alcohol shall not be tolerated. Staff and employees are expected to set an example for their students in this regard. The safety and welfare of students is of prime importance to the School Board. Any employee, who is charged with two or more offenses of driving while intoxicated, based on events that occurred within three years of each other, shall notify the superintendent within forty-eight (48) hours of such charge. Such convictions shall be grounds for dismissal or other disciplinary action. If such employee is not dismissed, he or she may be required to submit to regular alcohol testing as a condition to further employment. In addition, such employee may be required to participate in alcohol treatment and/or counseling. Reference: School Board Policy - GBEBB



Fraud Prevention Leading by example, Nelson County Public Schools will:  introduce appropriate measures to minimize the risk of fraud;  adopt formal procedures to investigate fraud when it is suspected;  provide appropriate mechanisms for employees to voice their genuine concerns and protect those who do so;  deter employees from making malicious or unfounded accusations;  have no hesitation referring cases of suspected financial irregularity to the attention of the police;  work closely with the police and other appropriate external agencies to combat fraud;  support national and local initiatives against fraud.



Definition Fraud is the intentional deception perpetrated by an individual or individuals or an organization or organizations, either internal or external to Nelson County Public Schools, state government, and federal government, which could result in a tangible or intangible benefit to themselves, others, or the school division or could cause detriment to others or the division. Fraud includes false representation of a matter of fact, whether by words or by conduct, by false or misleading statements, or by concealment of that which should have been disclosed, which deceives and is intended to deceive.



Measures to Minimize the Risk of Fraud In order to maintain NCPS's high standards, procedures and controls have been established to provide an environment which will minimize the opportunity for fraud. These procedures and controls help NCPS to conduct its business in a manner beyond reproach. It is the responsibility of the administrative team to operate internal systems to ensure that high standards are applied and brought to the attention of their employees. Procedures are operated throughout NCPS to ensure:   



an adequate separation of duties (more than one employee is involved in key tasks); proper authorization procedures (transactions must be approved); independent monitoring and checking of data and documentation (checks and balances).



NCPS has a rigorous audit process which monitors compliance with regulations and undertakes a rolling program of checks to detect, deter and prevent fraud and corruption. NCPS is dedicated to work closely with individuals who monitor their systems and procedures, to ensure compliance to local, state, and federal mandates.



Procedures when a Fraud is Suspected NCPS requires suspected irregularities to be referred to the division superintendent. All reported irregularities will be thoroughly investigated. The normal sequence of events, should an irregularity be suspected, will be as follows:  



If employees suspect an irregularity has occurred, or is likely to occur, they shall report this to their immediate supervisor who shall in turn inform the division superintendent. Where substantial evidence of financial impropriety is found, members of law enforcement shall be informed.



Mechanisms for Employees to Voice Concerns: Employees are vital to the successful implementation of measures against fraud. NCPS therefore, encourages employees to report any concerns they have, without fear of being penalized. Normally, employees should raise such concerns with their immediate supervisor, who has a responsibility to investigate and notify the division superintendent. However, if the incident involves the direct supervisor or the division superintendent, other routes are available and employees are free to discuss the matter with any of the following:  



Assistant Superintendent for Administration Assistant Superintendent for Instruction



Ethical Conduct for Employees All employees of the Nelson County Public School System are expected to make every effort to create an atmosphere that nurtures the educational process and provides a safe environment for employees and students. All employees shall demonstrate responsible and ethical conduct toward students, fellow employees, parents, and the community. These standards are intended to define ethical conduct for all employees of the Nelson County Public School System and to provide guidelines for professional conduct expected by the School Board and the community it serves. Employees should understand that not all inappropriate, improper, or unethical conduct may be included in this publication. Employees are expected to use best judgment in all practices of their employment relationship with the Nelson County Public School Division. Employee Ethical Conduct The employee shall maintain the highest ethical standards by respecting and obeying the applicable laws of the Commonwealth of Virginia, demonstrating personal integrity, and displaying absolute honesty toward fellow employees, students, parents, and the community. 1. Employees shall not misrepresent themselves or their position. 2. All employees will exercise fiscal responsibility with public funds entrusted to their care. 3. No employee shall use his/her institutional or professional position for personal or partisan gain in communications, interactions, or exchanges with fellow employees, subordinates, or any member of the public. 4. All employees shall adhere to all School Board policies, school system procedures, and legal standards of the Commonwealth of Virginia. 5. All employees have the right and responsibility to recognize illegal or improper situations and seek their resolution. School Division employees have the responsibility to report such behavior to their supervisor. 6. No employee shall discriminate on the basis of race, sex, age, national origin, religion, disability, sexual orientation, or familial status. Ethical Conduct toward Colleagues 1. All employees will treat colleagues in a dignified and just manner and ensure equitable treatment for all employees. 2. No employee shall disclose confidential information concerning colleagues unless disclosure is for professional purposes or required by law. 3. While performing professional duties, no employee shall make a false statement concerning a colleague or the colleague’s actions.



Ethical Conduct toward Students 1. All employees shall make every reasonable effort to deal considerately with each student and shall seek to resolve all matters in a fair and just manner. 2. No employee shall disclose confidential information concerning students unless disclosure is for professional purposes consented to by the student's parents or the student, if the student is at least 18, or required by law. 3. Employees shall exhibit professional and appropriate relationships with students. 4. Employees must not fraternize or socialize with students on a one-to-one basis after school hours and off school grounds, including phone calls, written communications (letters, notes, emails, text messages), social or visual media of an intimate or sexual nature, except as provided by Board Policy or Administrative Regulation. 5. No employee of Nelson County Public Schools shall exclude a student from participating in any program, deny benefits or grant an advantage to any student on the basis of race, sex, age, national origin, religion, disability, sexual orientation, or familial status. 6. Employees must comply with Board Policy and Administration Regulations concerning employee and student interaction and confidential student records. Ethical Conduct toward Parents and Community 1. All employees will make every effort to understand community standards and recognize cultural influences and how they affect the educational process. 2. No employee shall interfere with a student or parent in the exercise of their political and citizenship rights and responsibilities. 3. In the normal course of their activities, all employees shall present a positive image of the school system to the community. Standards Test Whenever employees are confronted with a matter of right and wrong that requires a decision concerning personal behavior, the following questions should be used to guide their actions: • Are my actions illegal? • Do my actions violate school board policy or procedures? • Do my actions violate the community standards for proper behavior? • Do my actions interfere with the proper image of a professional employee of the school system and/or reflect upon my fitness to perform my assigned duties? If the answer to any one of these questions is “YES” do not engage in the behavior!



Under no circumstances may an employee of the Nelson County School Board be involved in any of the following activities or behavior: • Immorality • Misconduct in office, which includes knowing failure to report suspected child abuse or neglect • Insubordination • Willful neglect of duty



Staff Weapons in School The Nelson County School Board is committed to maintaining a safe and secure working and learning environment. Staff are prohibited from carrying, bringing, using or possessing any weapon, as defined below, in any school building, on school grounds, in any school vehicle or at any school-sponsored activity without the authorization of the school or the school division. Such weapons include, but are not limited to:  Any pistol, shotgun, stun gun, taser, revolver, other firearm listed in section 22.1-277.01(D), of the Code of Virginia, designed or intended to propel a projectile of any kind, including a rifle,  Toy guns and look-alike guns,  Any dagger, knife, or razor,  Slingshots,  Spring sticks,  Brass or metal knuckles, blackjacks,  Any flailing instrument which may be known as a nunchahka, nunchuck, nunchaku, shuriken, or fighting chain,  Any disk of whatever configuration, having at least two points or pointed blade, and which is designed to be thrown known as a throwing star or oriental dart,  Explosives, and  Destructive devices as defined in section 22.1-277.01(D), of the Code of Virginia, or other dangerous articles. Reference: School Board Policy – GBEB



Political Activities for Staff The Nelson County School Board recognizes the right of its employees to engage in political activities. Such political activity must occur outside regular work hours and off school property. It is the responsibility of the employees to make it clear that their actions are made as individuals and that they do not represent the views of the school division. Reference: School Board Policy – GBG



Tutoring for Pay Professional employees may not be paid for tutoring students enrolled in a class under their direction. Reference: GCQAB



Gifts and Solicitations The Nelson County School Board prohibits the solicitation of gifts between students and staff. Reference: School Board Policy - GBI



Outside Employment Professional employees are encouraged not to engage in outside employment. Such outside employment could distract or interfere with the employee’s job performance for the school division. School principals are specifically prohibited from outside employment without prior individual approval by the school board. Reference: School Board Policy - GCQA



Employee Benefits NELSON COUNTY PUBLIC SCHOOLS BENEFITS During the 2015-16 year, the Nelson County School Board is pleased to provide the following benefits for its regular full-time employees:



Retirement Plan All regular full-time employees are members of the Virginia Retirement.



Group Life Insurance Plan VIRGINIA RETIREMENT SYSTEM PREMIUM RATES FOR EMPLOYEE AND SPOUSE Monthly Premiums per $1,000 of Insurance Age of Insured



Rate Effective



Member or Spouse



July 1, 2015 $.05 .06 .09 .14 .20 .33 .65 1.15 2.06



Under 34 35-39 40-44 45-49 50-54 55-59 60-64 65-69 70 & Over



MONTHLY PREMIUM RATES FOR DEPENDENT CHILD INSURANCE



Option



Member Coverage



Child Benefit



Monthly Rate



1 2 3 4



1 x salary 2 x salary 3 x salary 4 x salary



$ 10,000 10,000 20,000 30,000



$ 0.80 0.80 1.60 2.40



All members of the Virginia Retirement System also have Group Life Insurance which is fully paid by the School Board through Minnesota Life Insurance. Additional coverage is available at the employee’s expense.



Group Health Insurance Plan – including Dental and Vision coverage



ANTHEM RATE CHART Monthly Premiums 2016-2017 Key Advantage 250 - Comprehensive Dental



Key Advantage 500 Comprehensive Dental



High Deductible Health Plan Comprehensive Dental



EMPLOYER



EMPLOYEE



TOTAL



EMPLOYER



EMPLOYEE



TOTAL



EMPLOYER



EMPLOYEE



TOTAL



Employee



561.72



26.28



588.00



514.91



24.09



539.00



404.09



18.91



423.00



Employee + 1



793.18



294.82



1,088.00



726.84



270.16



997.00



570.83



212.17



783.00



1,157.42



430.58



1,588.00



1,060.48



394.52



1,455.00



832.35



309.65



1,142.00



Family



Key Advantage 250 - Diagnostic & Preventive Dental



Key Advantage 500 - Diagnostic & Preventive Dental



High Deductible Health Plan Diagnostic & Preventive Dental



EMPLOYER



EMPLOYEE



TOTAL



EMPLOYER



EMPLOYEE



TOTAL



EMPLOYER



EMPLOYEE



TOTAL



Employee



551.30



25.70



577.00



504.49



23.51



528.00



393.67



18.33



412.00



Employee + 1



778.68



288.32



1,067.00



713.34



263.66



977.00



556.33



205.67



762.00



1,136.91



421.09



1,558.00



1,040.97



385.03



1,426.00



811.84



300.16



1,112.00



KA250Comp



KA250-Diag & Prev



KA500Comp



KA500Diag & Prev



Adv 65



TOTAL



TOTAL



TOTAL



TOTAL



TOTAL



Family



Retiree



588.00



577.00



539.00



528.00



Retiree + 1



1,088.00



1,067.00



997.00



977.00



Retiree Family



1,588.00



1,558.00



1,455.00



1,426.00



201.00



The Nelson County School Board pays the majority of the employee only cost for coverage. Costs for plans including dependents are also subsidized in some part by the Nelson County School Board. The current provider is Anthem through The Local Choice Program.



Direct Deposit All new full-time employees will receive their paychecks through direct deposit to their participating financial institution unless alternate arrangements are made. Salary payments will be distributed electronically to Automated Clearing House (ACH) accounts in financial institutions which have been selected by the individual employee. All employees must complete an Authorization Agreement for Direct Deposit of Payment form. If the employee fails to select a bank in time for his/her first deposit, the payroll office will be unable to pay the employee by direct deposit. To assure that direct deposits are credited to the employee’s account in a timely manner, the direct payroll deposit shall be transmitted (3) banking days prior to the scheduled pay date. Employees will have funds credited to their account at the beginning of business on payday.



Pay installments



All full-time employees will receive their salaries in twelve equal installments if they begin work at the typical start of the year.



Payroll Deduction Arrangements may be made to have the following voluntary deductions: Credit Union payments Nelson County Education Association Dues Tax Deferred Annuities (403B) Optional Insurance Plans (Disability, Accident, Cancer, Intensive Care, etc) Flexible Spending Accounts are available for Dependent Care and Unreimbursed Medical Expenses as allowable under Section 125 of the Internal Revenue Code.



Sick Leave Benefits With approval, sick leave may be used for personal illness, or for illness or death of an immediate family member requiring the attendance of an employee. Physician certification of need for leave and/or clearance for return to work may be required from the employee. All full-time employees earn one (1) day of sick leave per month of contract per year, except as otherwise provided herein. 10 month employees earn 10 months per year; 11 month employees earn 11 months per year; 12 month employees earn 12 months per year. Contracted employees will continue to earn additional sick leave during absences as long as they have accumulated leave to cover the absence. Once accumulated leave is depleted, an employee will only earn the one (1) day of sick leave for a month in which he/she is actually on duty for one-half or more of the available work days in that month. However, should an employee use more sick leave than he/she has accrued, the employee will be permitted to borrow sick leave days not yet earned for that contract year before having pay penalized. In the event the employee does not then earn the borrowed sick leave days, an appropriate deduction from the employee’s pay shall be made to reimburse Nelson County Public Schools for the unearned time. Unused sick leave may be accumulated from year to year. There is no limit to the number of days that may be accumulated. Unused sick leave is paid at the rate of 1/4 value up to $5,000 at the time of retirement or death in service. No compensation will be paid if an employee resigns or terminates employment for other reasons. Sick leave may be used for the purpose of illness of the employee or an immediate family member. For the purposes of this policy, immediate family members may be defined as follows: spouse, parent (natural, step, adoptive, foster, or in-law), child (natural, step, adoptive, foster, or in-law), sibling (natural, step, adoptive, foster, or in-law) , grandparent or grandchild or any other person living in the employee’s immediate household. The maximum amount of leave to be taken in any one case shall be consistent with the allowances of the Family Medical Leave Act. In addition, up to five additional days of Sick Leave may be used in the instance of a death of an immediate family member. The relationship to the employee of the ill or deceased family member must be included on the LEAVE REQUEST AND ABSENCE FORM if the absence is not for the employee’s own illness. This form should be completed in advance if possible, if not, then immediately upon return to work. The definition of illness shall include visits to the employee’s physician, dentist, optometrist, chiropractor, etc. for the employee or an immediate family member. Employees who are absent from work for six consecutive work days or longer due to personal illness or injury shall be required to submit a physician’s statement as documentation that the employee is physically able to return to work.



The physician’s statement should indicate whether any accommodations or modifications to current work duties are required. Employees who perform safety sensitive positions must have a physician’s full clearance for the employee’s job responsibility in order to be allowed to return to their regular duties. Reference: School Board Policy – GCBD & GCBD Sick Leave Request Form can be found at: http://nelson.k12.va.us/Personnel/Forms/Leave%20Form.pdf



Family and Medical Leave Any eligible employee is entitled, pursuant to the Family Medical Leave Act (FMLA), to job protected, unpaid leave for a combined total of twelve (12) weeks per year for the following situations: 1. 2. 3. 4.



The birth and care of a newborn child; The adoption or foster placement of a child; To care for an employee’s spouse, parent, or child with a serious health condition; and Because of a serious health condition that makes the employee unable to perform the essential functions of the employee’s job.



To be eligible for leave under this policy, the employee must have at least twelve (12) months of service with Nelson County Public Schools and have worked at least 1250 hours in the preceding twelve (12) months prior to commencement of the leave. Reference: School Board Policy – GCBE



Sick Leave Bank (available to VRS Plan 1 and Plan 2 members only) The Nelson County School Board has established a voluntary sick leave bank to be used when a bank member becomes incapacitated by long-term illness or injury. For the purposes of this policy, pregnancy or maternity leave are not considered a long-term illness or injury unless unusual complications arise to prevent an employee from returning to work within a reasonable time. The sick leave bank will remain operative as long as one-third of the eligible members agree to participate in accordance with the terms contained herein. Membership in the sick leave bank is voluntary and is open to all full-time employees. In order to become a member the employee must agree to donate two days of sick leave upon joining the bank and one day thereafter whenever an assessment is required. An assessment is required whenever the bank balance falls below 200 days. Requests for leave time from the bank must be made in writing by the employee or his/her representative in advance of the absence for which the extra days are to be granted. Requests cannot be made retroactively. Requests must be supported by a medical doctor’s certificate that indicates the nature of the illness and the probable duration of the incapacity. The Assistant Superintendent for Administration is designated as the administrator of the Sick Leave Bank.



Sick Leave Bank Regulations A. Enrollment Procedures An eligible employee may enroll within the first thirty (30) contract days of employment. An employee who does not enroll when first eligible may do so between any subsequent September 1 to October 1 period by making application and providing satisfactory evidence of good health to the Nelson County School Board. Enrollment the first year the bank is in existence will be for any eligible employee who fills out the appropriate form and submits this form to the Nelson County School Board within the initial enrollment period. Membership in the bank may be earned by contributing two (2) days of sick leave upon joining and one (1) day thereafter whenever an assessment is required. The donated days of leave will be deducted from the donor’s accumulated days of sick leave. The Finance Office shall send out notification to all non-members that the Nelson County School Board maintains a sick leave bank for employees. Without any solicitation for membership, the notification shall provide explanation of the policy and regulations that govern the plan.



B. Rules for Use 1. The first twenty (20) consecutive contract days of illness or disability will not be covered by the bank, but must be covered by the bank member’s own accumulated leave or leave without pay. This requirement may be met in cases in which twenty (20) contract days of absence, although not consecutive, for the same illness/injury occur within thirty (30) contract days. 2. A member of the bank will not be able to use sick leave bank benefits until the employee’s sick leave declines to zero. 3. Requests for use of the sick leave bank must be made in writing by the employee or designee prior to the absence for which the leave days are to be used. 4. A maximum of fifty (50) contract days each school year can be drawn by any one member. Exceptions may be made by the superintendent. 5. Days drawn from the bank for any one period of eligibility must be consecutive, except that additional periods of disability resulting from recurrence or relapse of the original illness will be covered fully on a continuing basis up to the annual maximum of fifty (50) days. Otherwise, members must return to work and must meet the requirements of items B.1 and B.2 before becoming eligible to utilize sick leave bank benefits again. 6. The superintendent shall have the authority to grant up to fifty (50) additional days from the bank, at his/her sole discretion, to individuals who have exhausted both their sick leave and sick leave bank benefits. 7. Members of the bank will be assessed additional days of sick leave at such time as the bank is depleted to two hundred (200) days. Members will be notified of additional assessments within thirty (30) days of the assessment being made. Members who have no sick leave to contribute at the time of assessment will be assessed this day by October 1 of the following year. 8. Members utilizing sick leave days from the bank will not have to replace these days except as a regular contributing member of the bank. Upon termination of employment or membership in the sick leave bank, a participating employee may not withdraw the days he/she has contributed to the bank. Adopted by School Board: May 28, 1987 Reference: School Board Policy – GCBD-R



Holidays: 12 month employees are awarded holidays each fiscal year on dates to be determined each year by the Superintendent of Schools. The number of days to be awarded shall be sufficient to reduce the number of scheduled work days for an employee on a 260 day contract to 247 days. Employees shall be notified of these dates as soon as possible upon the adoption of the student calendar for the next school year.



Annual Leave: 12-month employees are awarded annual leave on the basis of their seniority in the Virginia Retirement System. The schedule for the earnings of annual leave is as follows: Years of Experience Annual Leave Days Earned 0-4 12 5-9 15 10 - 14 18 15 & above 21 Annual leave days must be requested in advance on the LEAVE REQUEST & ABSENCE FORM and approved by the employee’s immediate supervisor. Every effort will be made to approve such requests, but requests may be denied at the supervisor’s discretion if it is in the best interests of the school division to do so. Annual Leave Days are awarded at the beginning of the fiscal year. In the event the employee does not work the entire year, the days unearned will be deducted from their available leave balances. Employees will be paid their per diem rate for Annual Leave Days remaining on the books up to 36 at the next payday past termination of employment. In the event the employee does not have sufficient leave balances to cover days taken, the employee’s final paycheck will be docked for the difference.



Personal Leave: Employees are granted 3 days per contract year of personal leave. In order to use such leave, the employee must file a LEAVE REQUEST AND ABSENCE FORM in advance or as soon thereafter as practicable with their immediate supervisor requesting an approved leave from work. Every effort will be made to approve such requests, but requests may be denied at the supervisor’s discretion if it is in the best interests of the school division to do so. Employees are advanced the year’s allotment of leave days upon the beginning of their employment contract. Should the employee separate from service during the contract year, an adjustment to leave balance and any required corresponding adjustment to gross pay will be made to reconcile the compensation owed to the employee. An employee earns personal leave at the rate of 1/4 day per month. Personal Leave may accrue from year to year to a maximum of 5 days. Any days in excess of 5 as of June 30th of each year will be transferred to the employee’s Sick Leave Balance. Any unused Personal Leave Days will be added to sick leave and paid at 1/4 daily rate up to $5,000 at the time of retirement or death in service. No compensation will be paid if an employee resigns or terminates employment for other reasons.



Professional Leave: The School Board encourages employees to broaden their knowledge base by attending professional conferences and meetings. (SEE GCL) The School Board has not set a limit of allowable days that can be requested during the school year. Professional leave may be granted for purposes of instructional improvement SOL related and meetings that are educational and/or community-oriented. Supervisors, principals, teachers, or other employees may be granted time away from employment to attend conferences/workshops, to make classroom visitations, or to accompany students in a supervisory capacity. The attendance of such shall not result in loss of either personal or sick leave days. Employees should request approval from their immediate supervisor on the LEAVE REQUEST & ABSENCE FORM. Every effort will be made to approve such requests, but requests may be denied at the supervisor’s discretion if it is in the best interests of the school division to do so. Guidelines There will be a limit of two teachers from each school in attendance at any conference (Exception: summer and weekends). Exceptions may be granted upon administrative approval. 1. A teacher who attends a conference/workshop shall share the knowledge gained with his/her colleagues at the school and/or the division. Exceptions may be granted upon administrative approval. 2. There will be a limit of one conference for each teacher in any school year (not including requests related to student activities or the train-the-trainers) unless exception is granted. 3. A teacher shall be a program presenter to qualify for participation in an out-of-state conference, excluding Washington, D.C. unless exception is granted. 4. Transportation and overnight lodging expenses shall be shared wherever possible. 5. A professional employee shall have an approved Professional leave Request form signed by the principal or immediate supervisor, the assistant superintendent for instruction and/or the division superintendent before taking professional leave. a. The request shall be submitted at least five working days prior to the date of the conference/workshop or meeting. b. This request shall be accompanied by a program brochure of the conference/workshop and complete details including nature, educational benefit, and times of conference, or a written note from the principal if such is not available at the time of the request. All requests must be approved before attending the conference/workshop or meeting. 6. Mileage may be reimbursed at the IRS approved rate depending upon available funds. 7. Reimbursement for expenses is subject to the availability of funds.



Forms can be found at: https://sites.google.com/a/nelson.k12.va.us/ncps/home/district-information/forms



Leave Without Pay: Occasionally an employee may request leave for which there is no appropriate paid leave available. In such instances, the employee may request that the absence be allowed as “Leave Without Pay”. Requests for such leave must be made in advance whenever possible and be approved by the individual’s supervisor(s). This type of leave may be used only when all applicable earned leave has been exhausted. Requests for Leave Without Pay shall be considered on a case by case basis and will be reviewed in terms of merit. Excessive use of Leave Without Pay shall be a disciplinary offense with appropriate personnel action up to and including termination of the employment contract.



Jury Duty & Subpoenaed Witness: Employees are granted paid leave to attend court functions which they are required to attend for official school related or civic related duty. In order to be awarded paid leave, the employee shall attach to the Leave Request and Absence Form a copy of the subpoena or other official notification that their attendance is required in the judicial process. Should the court appearance be related to personal issues, the employee will be required to use either personal leave, annual leave, or take the leave without pay.



Travel Reimbursement Policy: Employees will be reimbursed at the IRS approved rate per mile for use of their personal vehicles for business travel within a 60 mile radius of Nelson County. Documentation must be provided to substantiate mileage claimed. (mileage should agree with approved mileage charts, Map-quest or similar GPS program). Claims for reimbursement should be made on a monthly basis with the June travel reimbursement request being made on or before June 25th of the fiscal year. Reimbursement requests should not cross fiscal years with the exception of claim of expenses incurred in the last week of June. For travel beyond a 60 mile radius, employees should secure a rental vehicle and use the Corporate Account set up through Enterprise Rental. To make a reservation: Book online at: http://www.enterprise.com/car_rental/deeplinkmap.do?bid=002&cust=CVNEL01&referedPage=multiDivOffer At the Nelson County Public Schools Enterprise Account site you will be prompted to enter the location and dates you need a rental. You should select the Enterprise location closest in proximity to you (Madison Heights, Waynesboro or Charlottesville). Follow the prompts and you will be provided a confirmation number for your reservation. Or… you can make your reservation by phone by calling 1-800-RENT-A-CAR using our account number CVNEL01. Enterprise Rental will provide pickup and delivery of vehicles from your home or place of business. Cars should be filled with gas prior to pick-up. If the car is returned during normal work hours, you may take the vehicle to the bus garage and have it filled up. If you return after work hours and must purchase gasoline at a store, you will be reimbursed the purchase price upon submission of a sales receipt on the next Accounts Payable check processing date. Cars are rented at a corporate discounted rate per day for a Standard or Intermediate Car. If your trip includes for multiple days, you may drive your personal vehicle and be reimbursed mileage if it is more economical to do so. A calculation to document this fact must be submitted with the request for reimbursement. Employees who opt to drive their personal vehicles in lieu of using a rental car when it is more economical to rent, will be limited to the amount of reimbursement that the division would have paid had the rental car been used assuming that the rental vehicle gets 25 mpg. For example if a person drives 200 miles the reimbursement to the employee would be limited to the normal rental car charge + (200 miles/25mpg X current rate for unleaded regular gasoline per gallon).



Workers Compensation: All employees are covered by the school division’s workers compensation policy. Accidents involving injuries should be reported to the employee’s supervisor immediately. Supervisors are required to file a report of injury within 10 days after the injury occurrence, or knowledge of injury, in accordance with Section 65.2-900 of the Virginia Workers’ Compensation Act. This form should be submitted to the Central Office for filing with our Insurance Administrator. The injured employee must select a physician from our approved panel of physicians. The approved panel of physicians can be accessed online at http://online.compmgmt.com/occunet/ . In emergencies, the employee many be treated at the nearest medical facility or emergency room. Follow up care should be addressed by the physician chosen from the approved panel of physicians listed on the consent form. Wages lost by being temporarily unable to perform any work, an employee is entitled to 2/3 of his her gross average weekly wage up to a set maximum weekly limit. There must be seven (7) days of disability before benefits are payable. However, if disabled for more than three weeks, the employee received payment for the first seven days. An employee may use their accumulated sick leave to cover the 7 initial days as well as the 1/3 of wages that is not covered by Workers Compensation.



Tuition Assistance Program (TAP) Current teachers and administrators of the school division may apply for tuition assistance funded at the rate of a maximum of $375 per class upon satisfactory completion with a grade of “C” or better for one class per year if not in a degree program. If the employee is in a degree program, they may apply for funding for up to 3 classes per year at the rate of $375 per class upon satisfactory completion of a Grade “C” or better. An employee that takes a class for a grade Pass/Satisfactory will only be reimbursed if the class is taken as a requirement in a degree program which is only offered in this manner. A person enrolled in a Doctoral Program may apply for funding for 1 extra class per year with the same pass restrictions as mentioned above. This is a two-step process: 1) The course must be approved; and 2) The class must be passed and copy of the receipt of payment and transcript or grade report must be submitted for reimbursement. Requests should be made to the Assistant Superintendent for Administration. Course Approval Request and Course Reimbursement Request form can be found at https://sites.google.com/a/nelson.k12.va.us/ncps/home/district-information/forms.



Employee Work Schedules Work Schedules The workday for full-time licensed and professional staff will be a minimum of seven hours and thirty minutes and will continue until professional responsibilities to the student and school are completed. Administrative meetings, curriculum development, pupil supervision, assigned duties, parent conferences, group or individual planning and extra-curricular activities may require hours beyond the stated minimum. Work schedules for other employees will be defined by the superintendent or his/her designee, consistent with the Fair Labor Standards Act and the provisions of this policy.



Workweek Defined Working hours for all employees not exempted under the Fair Labor Standards Act, including secretaries, bus drivers, cafeteria, janitorial and maintenance personnel will conform to federal and state regulations. The superintendent will ensure that job positions are classified as exempt or non-exempt and that employees are made aware of such classifications. Supervisors will make every effort to avoid circumstances which will require non-exempt employees to work more than 40 hours each week. For purposes of compliance with the Fair Labor Standards Act, the workweek for school district employees will be 12:00 a.m. Sunday until 11:59 p.m. Saturday.



Overtime and Compensatory Time The Nelson County School Board discourages overtime work by non-exempt employees. A non-exempt employee will not work overtime without the express approval of his/her supervisor. All overtime work must be expressly approved in writing by the superintendent or his/her designee. All supervisory personnel must monitor overtime on a weekly basis and report such time to the superintendent or his/her designee. Principals and supervisors will monitor employees’ work, will ensure that overtime provisions of this policy and the Fair Labor Standards Act are followed and will ensure that all employees are compensated for any overtime worked. Principals or supervisors may need to adjust daily schedules to prevent non-exempt employees from working more than 40 hours in a workweek. Accurate and complete time sheets of actual hours worked during the workweek will be signed by each employee and submitted to the finance officer. The compensation clerk will review work records of employees on a regular basis to make an assessment of overtime use. In lieu of overtime compensation, non-exempt employees may receive compensatory time off at a rate of not less than one and one-half (1.5) hours for each one hour of overtime worked, if such compensatory time 1. is pursuant to an agreement between the employer and employee reached before overtime work is performed, and 2. is authorized by the immediate supervisor. Employees will be allowed to use compensatory time within a reasonable period after requesting such use if the requested use of the compensatory time does not unduly disrupt the operation of the school division. Employees may accrue a maximum of 240 compensatory time hours before they will be provided overtime pay at the rate earned by the employee at the time the employee receives such payment. In addition, upon leaving the school division, an employee must be paid for any unused compensatory time at the rate of not less than the higher of 1. the average regular rate received by the employee during his/her last three years of employment, or 2. the final regular rate received by the employee. Non-exempt employees whose workweek is less than 40 hours will be paid at the regular rate of pay for time worked up to 40 hours. Such employees will be provided overtime pay or compensatory time as provided above for working more than 40 hours in a workweek. Employee timesheets can be found at http://nelson.k12.va.us/Personnel/Forms/Timesheet.pdf Employees will be provided with a copy of this policy and will be required to sign this policy to acknowledge their understanding of overtime and compensatory time provisions. Such signed policy will constitute the written agreement required in this section.



Attendance Expectations All employees are expected to be present during all work hours. Absence without prior approval, chronic absences, habitual tardiness or abuses of designated working hours are all considered neglect of duty and will result in disciplinary action up to and including dismissal. Reference: School Board Policy – GAA



Grievance Procedures for Professional Employees The School Board encourages communication to interchange ideas and viewpoints between employees and their school principals or immediate supervisors. The superintendent, as the chief administrative officer, is also available to communicate with employees and the School Board welcomes input from employees at its public meetings. Employee concerns or problems should be discussed openly with the immediate supervisor to bring about resolution of the issue. When disputes of teachers or other professional staff cannot be resolved, the grievance procedures adopted by the Virginia Board of Education may be implemented, if appropriate. Inquiries for information and copies of the grievance procedures are available by contacting our office of Human Resources. For a teacher or professional staff member, “Grievance” means, for the purpose of Part II, a complaint or a dispute by a teacher relating to his or her employment, including but not necessarily limited to disciplinary actions other than dismissal or placing on probation; the application or interpretation of personnel policies, procedures, rules, and regulations, ordinances, and statutes; acts of reprisal against a teacher for filing or processing a grievance, participating as a witness in any step, meeting or hearing relating to a grievance, or serving as a member of a factfinding panel; and complaints of discrimination on the basis of race, color, creed, political affiliation, handicap, age, national origin, or sex. “Grievance” means, for the purpose of Part III, a complaint or a dispute by a teacher relating to his or her employment involving dismissal or placing on probation. The term “grievance” shall not include a complaint or dispute by a teacher relating to the establishment and revision of wages or salaries, position classifications, or general benefits; suspension of a teacher or nonrenewal of the contract of a teacher who has not achieved continuing contract status; the establishment, decrease in enrollment or abolition of a particular subject or insufficient funding; hiring, transfer, assignment, and retention of teachers within the school division; suspension from duties in emergencies; or the methods, means, and personnel by which the school division’s operations are to be carried on. While these management rights are reserved to the school board, failure to apply, where applicable, these rules, regulations, policies, or procedures as written or established by the school board is grieve able. For unresolved disputes of support staff regarding dismissal, suspension, or other disciplinary actions, the School Board has established a procedure for adjusting grievances that is similar to the Virginia Board of Education procedures for teachers, except the procedure for a hearing before a fact-finding panel is not included. Reference: School Board Policy – GBM, GBMA, GBMA-R



Student Loan Forgiveness for Teachers With the enactment of the “Taxpayer-Teacher Protection Act of 2004”, Congress established the Teacher Loan Forgiveness Program. The purpose of this program is to encourage teachers to enter and continue in the teaching profession in elementary and secondary schools that serve low-income families. Teachers who have borrowed funds through the Federal Stafford Loan or the Federal Direct Loan programs and have taught for five consecutive years at an eligible school may qualify to have a portion of their student loan balances forgiven. Loan forgiveness can be granted for up to $5,000 for teachers meeting the criteria and for up to $17,500 for certain highly qualified secondary math teachers, secondary science teachers, and special education teachers. The federal listing of eligible schools is



updated periodically. If you think you may qualify for student loan forgiveness under this program, you may contact Shannon Irvin at the School Board Office for more information. You can learn more about this program by visiting www.FederalStudentAid.ed.gov/tc For more details about other student aid programs for which you may be eligible: Visit the Federal Student Aid Web site at www.FederalStudentAid.ed.gov or Call the Federal Student Aid Information Center at 1-800-4-FED-AID



ERIP Nelson County Public Schools Employee Retirement Transition Plan



Employees of the Nelson County Public School System who meet the requirements to retire under the regulations of the Virginia Retirement System may apply to the Nelson County Public School Early Retirement Incentive Plan provided that the employee:



1. Has completed a 6 month break in service, 2. Has completed at least 15 years of service in a VRS covered position, of which 5 years must have been full-time and consecutive in the Nelson County Public School System immediately preceding retirement, 3. The sum of the years of service the employee has rendered and years of eligibility in the ERIP program must not exceed 35, 4. The employee must not be eligible for disability retirement benefits under VRS, 5. The employee must apply for and collect a retirement benefit from the Virginia Retirement System (VRS) and/or the Federal Social Security System (Federal Insurance Contributions Act) with said retirement effective the first day after the last workday. Furthermore, if the funding necessary for the number of participants for any contractual year exceeds the funds available for the plan, no new applications will be approved, and available funds under the plan will be paid to participants with the highest total years of service to the Board. Each employee electing early retirement under this program shall be paid on a per diem basis based upon his/her final daily rate while full-time employed. The maximum amount of days to be worked per year shall be twenty (20) and payment will be rendered on the mid-month payroll following the month in which the work was completed. In addition, the participating retiree will be entitled to continue participation in the School Board’s Group Health Insurance Program with the School Board continuing its matching contribution for a maximum of five years at the same dollar value as when the participant was employed on a full-time basis. Payment of this benefit will be made directly to the employee on a 1/20th yearly value per day of completed work of the new 20 day contract. Failure to fulfill the contractual obligations of the plan will lead to a forfeiture of this benefit. The eligibility to continue in the program shall cease when the following occurs: (i) the sum of the years of service in VRS plus the number of years in the Employee Retirement Transition Plan equals 35 or (ii) receipt by the retired employee of payment for five years. To be eligible the individual must apply, in writing on the prescribed form to the Personnel Office, before March 1st of the school year at the end of which the individual wishes to retire. Eligibility is not retroactive to individuals who retired prior to the adoption date of this policy. Failure to apply for participation in the program prior to the deadline will result in forfeiture of this benefit. Each employee retiring under the program will undertake a contractual obligation to perform services for a period of not in excess of twenty days per school year at such assignments as approved by the Superintendent or



designee and which are in the best interests of the school system. The retiree will submit a time-sheet to his/her immediate supervisor which will indicate the number of days worked during the month. The length of day will be equivalent to the length of day the employee was contracted to work while on a full-time basis. The supervisor will approve and send the time sheet to the Payroll Office on or before the third working day of the month after the work has been performed. The retiree will be paid on or around the fifteenth of the month after the work was actually performed. All mandatory deductions will be made from payments rendered to retirees under this plan. The School Board will pay the matching share of Social Security and Medicare taxes. It is imperative that all prospective participants consult with the Social Security Administration for advice on the plan’s impact upon Social Security benefits. The Superintendent as needed may develop rules, regulations, and procedures for proper implementation of this program. This includes eligibility requirements for participation in this program to maintain appropriate skills and expertise in the work force. Such requirements should include, but not limited to, the applicant’s subject assignment, availability of a replacement teacher and the need for the teacher’s expertise in the Transition Program. Continuation of the program is subject to annual funding. Should the program not be sufficiently funded to operate the program, written notification will be made as soon as practicable to all participants of any proposed plan modifications. Continuation in the program and selection of future applicants are also considered on an annual basis. An annual application is required of each individual for continuation in the program. In addition, an individual must complete the 20 day contract for continuation in the program unless approval is granted by the superintendent to allow such continuation due to the existence of extraordinary circumstances. If a person is unable to fulfill his/her obligations the contract will cease.



Teacher License, Probationary Period, Continuing Contract All regularly employed, full-time teachers of Nelson County Public Schools will hold a license or provisional license issued by the Virginia Board of Education. For a teacher holding a provisional license, all requirements for full licensure must be met by the end of the third year of employment or License expiration, whichever occurs first. Should coursework be the cause for the deficiency in attaining full licensure, teachers are required to take a minimum of 6 semester hours each year towards licensure requirements. It is the responsibility of the teacher to maintain a valid teaching license. All license renewal documentation must be forwarded to the Office of Human Resources after January 1st but before June 1st of the final year of the current license validity period. A probationary term of full-time employment under an annual contract for three years is required prior to the issuance of a continuing contract. When continuing contract status has been attained in another school division in the state, a probationary period not exceeding one year is made a part of the contract of employment. For the purpose of calculating the three years of service required to attain continuing contract status, at least 160 contractual teaching days during the school year shall be deemed the equivalent of one year in the first year of service by the teacher.



A person employed as a principal or supervisor, including a person who has previously achieved continuing contract status as a teacher, shall serve three years in such position in the same school division before acquiring continuing contract status as a principal or supervisor. If a teacher, principal, or supervisor separates from service during his probationary period and does not return to service in the same school division by the beginning of the year following the year of separation, such person shall be required to begin a new probationary period.



Teacher Evaluation The teacher evaluation system is a comprehensive process that includes teacher document logs, teacher selfevaluations, informal evaluations, formal evaluations, methods showing student achievement, and a summative performance report. Definitions: Teacher Document Log: The document log includes information that the administrator would not be able to observe in a classroom visit. The list should include: professional development activities, committees served on during the year, school activities led or organized, student survey information (optional), special achievements or successes of your students, etc… The log will be kept electronically by the teacher throughout the year and submitted to the administrator before the end of the school year. Teacher Self-Evaluation: This is an electronic form that teachers will complete at the end of the school year. Nontenured teachers will complete this every year and tenured teachers will complete this every other year. Teachers will reflect on their effectiveness and adequacy of their practice based on each of the seven performance standards. Methods to Show Student Achievement: Each year the teacher and administrator will determine the methods the teacher will use to show student achievement for that year. An electronic form will be completed by the teacher and signed by both teacher and administrator by September 30th each year. The teacher should have 2-4 components each year. Each of the components will be reviewed by the administrator and teacher at the end of the school year. Goal Setting for Student Progress Form (SMART Goals): This is an electronic form that will be used to compose SMART goals. The teacher will complete this form and discuss the SMART goals with an administrator as part of the methods to show student achievement. Formal Evaluations: A specific number of formal evaluations are required depending on whether it is for a tenured or non-tenured teacher. These formal evaluations will consist of a pre-observation conference, the observation, and a post-observation conference. These will be planned between the teacher and administrator. More than the required amount of observations may be completed at the administrator’s discretion. Informal Evaluations: A certain number of informal evaluations are required depending on whether it is for a tenured or non-tenured teacher. These informal evaluations will happen at the administrator’s discretion. More than the required amount of observations may be completed at the administrator’s discretion. Summative Performance Report: This is an electronic form that will be completed at the end of the school year by an administrator to provide a summative evaluation of the teacher’s performance using the observations, document log, teacher self-evaluation, and student achievement information. This will be completed for non-tenured teachers every year and will be completed for tenured teachers every other year. The steps in the evaluation process are listed on the “Teacher Evaluation Process” document.



Nelson County Public Schools Teacher Evaluation Process The Evaluation Process will consist of:      



Teacher Document Log Teacher Self Evaluation Methods to show Student Achievement Formal Teacher Evaluations – pre-conference, observation, and post-conference with administrator Informal Evaluations Summative Performance Report



Non-tenured Teacher Evaluations (Years 1, 2 & 3 or new teachers to the division) will at a minimum consist of:  Annual Teacher Document Log – completed before the end of the year  Annual Teacher Self Evaluation – completed before the end of the year  Annual Methods to Show Student Achievement – Beginning and End of the Year  2 Formal Evaluations – pre-conference, observation, post-conference  2 Informal Evaluations  Annual Summative Performance Report – Completed at the End of the Year



Tenured Teacher Evaluations at a minimum will consist of:  Annual Teacher Document Log – completed before the end of the year  Annual Methods to Show Student Achievement – Beginning and End of the Year  Teacher Self Evaluation during the odd number years in the evaluation cycle (Year 5, 7, 9, 11,13,15,17, etc…) – completed before the end of the year  Alternate evaluations every other year: Two Informal Evaluations (Year 4, 6, 8, 10, 12, 14, 16, etc…) One Formal Evaluation (Year 5, 7, 9, 11,13,15,17, etc…)  Summative Performance Report during the odd number years in the evaluation cycle (Year 5, 7, 9, 11,13,15,17, etc…) – completed at the end of the year (Any teacher whose performance does not meet division expectations may be placed on a Plan of Improvement and would automatically revert to the evaluation process of a non-tenured teacher.)



Timelines: All Formal and Informal Evaluations will be completed for non-tenured teachers and teachers on a Plan of Improvement by February 1. All Formal and Informal Evaluations will be completed for tenured teachers by June 30.



Teacher Document Log The items listed in this document would include information an administrator would not be able to observe in a classroom visit, but are evidence of activities that contribute to your professionalism. Examples of items to list on this document would be:     



Professional development attended during the year – workshops, trainings, coursework, presentations, publications Summary of student survey information gathered (if you choose to do so) School/division/state committees served on during the year School activities led or organized (Ex. Destination Imagination, After School Tutoring, After School Clubs, Coaching, Science Fair, Contests, etc...) Special Achievements or Successes of your students (Ex. Band Performance Awards, District, Regional, State Awards, etc...)



Please document the activity and date with a very brief description. You may attach items to the document.



Activity Name and Date



Brief Description



Teacher Self-Evaluation Form Directions: Teachers should use this form to reflect on the effectiveness and adequacy of their practice based on each performance standard. Please refer to the performance indicators for examples of behaviors exemplifying each standard. Teacher’s Name: ________________________________________



1.



Date: ____________________________



Professional Knowledge The teacher demonstrates an understanding of the curriculum, subject content, and the developmental needs of students by providing relevant learning experiences.



Areas of strength:



Areas needing work/strategies for improving performances:



2.



Instructional Planning The teacher plans using the Virginia Standards of Learning, the school’s curriculum, effective strategies, resources, and data to meet the needs of all students.



Areas of strength:



Areas needing work/strategies for improving performances:



3.



Instructional Delivery The teacher effectively engages students in learning by using a variety of instructional strategies in order to meet individual learning needs.



Areas of strength:



Areas needing work/strategies for improving performances:



4.



Assessment of and for Student Learning The teacher systematically gathers, analyzes, and uses all relevant data to measure student academic progress, guide instructional content and delivery methods, and provide timely feedback to both students and parents throughout the school year.



Areas of strength:



Areas needing work/strategies for improving performances:



5.



Learning Environment The teacher uses resources, routines, and procedures to provide a respectful, positive, safe, student-centered environment that is conducive to learning.



Areas of strength:



Areas needing work/strategies for improving performances:



6.



Professionalism The teacher maintains a commitment to professional ethics, communicates effectively, and takes responsibility for and participates in professional growth that results in enhanced student learning.



Areas of strength:



Areas needing work/strategies for improving performances:



7.



Student Academic Progress The work of the teacher results in acceptable, measurable, and appropriate student academic progress.



Areas of strength:



Areas needing work/strategies for improving performances:



Methods to Show Student Achievement Teacher’s Name: ____________________________



School Year:__________



Teaching Assignment: ________________________________ Directions: Teachers must have 2 – 4 components to specifically show student achievement for the year. All teachers must write at least one SMART goal as one method to show student achievement. SOLs will be used as one method if you are teaching in an SOL tested subject. Please mark the components that will be used for this year. Administrator must agree with the items chosen. _______ 1. SMART (Specific, Measurable, Appropriate, Realistic, Time Limited) Goal How many? __________ Must complete a “Goal Setting for Student Progress Form” for each SMART Goal ________2. Results from the Standards of Learning Test State the specific test(s) ____________________________________ ____________________________________ ________3. Student Growth Measure in: Reading and/or Math



________4. Other _________________________________________________________________________________ _________________________________________________________________________________ _________________________________________________________________________________



Teacher’s Signature: ____________________________________ Date: _______________ Administrator’s Signature: _______________________________ Date: _______________



Goal Setting for Student Progress Form SMART (Specific, Measurable, Appropriate, Realistic, Time Limited) Goal Teacher’s Name: ________________________



School Year: _________________



Subject/Grade Level: __________________________________ Directions: This form is a tool to assist teachers in setting a goal that results in measurable learner progress. Learner achievement should be the focus of the goal. I. Setting (Describe the population and special learning circumstances)



II. Content/Subject/Field Area (The area/topic addressed based on learner achievement, data analysis, or observational data)



III. Baseline Data (What is shown by the current data?)



IV. Goal Statement (Describe what you want learners/ program to accomplish.)



V. Means for Attaining Goal (Strategies used to accomplish the goal) Strategy



Evidence



Target Date



Teacher’s Signature _____________________________________Date: ______________ Administrator’s Signature _______________________________ Date: ______________



Formal Teacher Observation Teacher’s Name:



Date of Observation:



School:



Grade/Subject:



Evaluator:



School Year:



Duration of Observation:



Conference Date:



Directions: Evaluators use this form for formal teacher observations. This form should be maintained by the evaluator during the course of the evaluation cycle. This report is shared at a meeting with the teacher held within appropriate timelines. The following rubric will be used for this teacher observation: 



Exemplary = Consistently Exceeds Standard







Proficient = Consistently Meets Standard







Developing/Needs Improvement = Inconsistently Meets Standard







Unacceptable = Inadequately Meets Standard



Note: Regarding Performance Standard 7: If a teacher effectively fulfills all previous standards, it is likely that the results of teaching (as documented in Standard 7 concerning Student Academic Progress) would be positive. The Virginia teacher evaluation system includes the documentation of student growth as indicated within Standard 7 and recommends that the evidence of progress be reviewed and considered throughout the year. 1. PROFESSIONAL KNOWLEDGE The teacher demonstrates an understanding of the curriculum, subject content, and the developmental needs of students by providing relevant learning experiences.



□



 Effectively addresses appropriate curriculum standards.  Integrates key content elements and facilitates students’ use of higher level thinking skills in instruction.  Demonstrates ability to link present content with past and future learning experiences, other subject areas, and real world experiences and applications.  Demonstrates an accurate knowledge of the subject areas(s) taught.  Demonstrates skills relevant to the subject area(s) taught.  Bases instruction on goals that reflect high expectations and an understanding of the subject.  Demonstrates an understanding of the intellectual, emotional, and physical development of the age group.  Communicates clearly and checks for understanding. Exemplary



□



Proficient



Evaluator comments:



2. INSTRUCTIONAL PLANNING



□



Developing/Needs Improvement



□



Unacceptable



The teacher plans using the Virginia Standards of Learning, the school’s curriculum, effective strategies, resources, and data to meet the needs of all students.    



□



Uses student learning data to guide planning. Plans time realistically for pacing, content mastery, and transitions Aligns lesson objectives to the school’s curriculum and student learning needs. Develops appropriate long and short range plans and adapts plans when needed



Exemplary



□



Proficient



□



Developing/Needs Improvement



□



Unacceptable



Evaluator comments:



3. INSTRUCTIONAL DELIVERY The teacher effectively engages students in learning by using a variety of instructional strategies in order to meet individual learning needs.



□



      



Engages and maintains students in active learning. Builds upon students’ existing knowledge and skills. Differentiates instruction to meet the students’ needs. Reinforces learning goals consistently throughout lessons. Uses a variety of effective instructional strategies and resources. Uses instructional technology to enhance student learning. Communicates clearly and checks for understanding.



Exemplary



□



Evaluator comments:



Proficient



□



Developing/Needs Improvement



□



Unacceptable



4. ASSESSMENT OF & FOR STUDENT LEARNING The teacher systematically gathers, analyzes, and uses all relevant data to measure student academic progress, guide instructional content and delivery methods, and provide timely feedback to both students and parents throughout the school year.



□



 Uses pre-assessment data to develop expectations for students, to differentiate instruction, and to document learning.  Involves students in setting learning goals and monitoring their own progress.  Uses a variety of assessments strategies and instruments that are valid and appropriate for the content and for the student population.  Aligns student assessment with established curriculum standards and benchmarks.  Uses assessment tools for both formative and summative purposes and uses grading practices that report final mastery in relationship to content goals and objectives.  Uses assessment tools for both formative and summative purposes to inform, guide, and adjust students’ learning.  Gives constructive and frequent feedback to students on their learning. Exemplary



□



Proficient



□



Developing/Needs Improvement



□



Unacceptable



Evaluator comments:



5. LEARNING ENVIRONMENT The teacher uses resources, routines, and procedures to provide a respectful, positive, safe, student-centered environment that is conducive to learning.



□



 Arranges the classroom to maximize learning while providing a safe environment.  Establishes clear expectations, with student input, for classroom rules and procedures early in the school year, and enforces them consistently and fairly.  Maximizes instructional time and minimizes disruptions.  Establishes a climate of trust and teamwork by being fair, caring, respectful, and enthusiastic.  Promotes cultural sensitivity.  Respects students’ diversity, including language, culture, race, gender, and special needs.  Actively listens and pays attention to students’ needs and responses.  Maximizes instructional learning time by working with students individually as well as in small groups or whole groups. Exemplary



□



Evaluator comments:



Proficient



□



Developing/Needs Improvement



□



Unacceptable



6. PROFESSIONALISM The teacher maintains a commitment to professional ethics, communicates effectively, and takes responsibility for and participates in professional growth that results in enhanced student learning.  Collaborates and communicates effectively within the school community to promote students’ wellbeing and success.  Adheres to federal and state laws, school policies, and ethical guidelines.  Incorporates learning from professional growth opportunities into instructional practice.  Sets goals for improvement of knowledge and skills.  Engages in activities outside the classroom intended for school and student enhancement.  Works in a collegial and collaborative manner with administrators, other school personnel, and the community.  Builds positive and professional relationships with parents/guardians through frequent and effective communication concerning students’ progress.  Serves as a contributing member of the school’s professional learning community through collaboration with teaching colleagues.  Demonstrates consistent mastery of standard oral and written English in all communication.



□



□



Exemplary



Proficient



□



Developing/Needs Improvement



□



Unacceptable



Evaluator comments:



7. STUDENT ACADEMIC PROGRESS The work of the teacher results in acceptable, measurable, and appropriate student academic progress.  Sets acceptable, measurable, and appropriate achievement goals for student learning progress based on baseline data.  Documents the progress of each student throughout the year.  Provides evidence that achievement goals have been met, including the state-provided growth measure when available as well as other multiple measures of student academic progress.  Uses available performance outcome data to continually document and communicate student academic progress and develop interim learning targets.



□



Exemplary



□



Evaluator comments:



Proficient



□



Developing/Needs Improvement



□



Unacceptable



Teacher Observation Form STRENGTHS:



AREAS OF IMPROVEMENT:



TEACHER COMMENTS:



Teacher’s Name: ______________________________________ Teacher’s Signature: __________________________________ Date: _______________ Evaluator’s Name: ____________________________________ Evaluator’s Signature: _________________________________ Date: ________________



(Signature verifies that a follow-up conference was held and does not imply agreement.)



Informal Classroom Observation Form Directions: This form can be used by the evaluator to document during informal classroom observation. One form should be given to the teacher and one copy should be maintained by the evaluator for the entire evaluation cycle to document growth and development. NOTE: It is unlikely that all teacher performance standards would be documented in a single classroom visit. In fact, an observation might focus on a specific standard. TEACHER OBSERVED: _______________________________________ ARRIVAL TIME: _____________



DATE: ___________



DEPARTURE TIME: _____________



1. PROFESSIONAL KNOWLEDGE: The teacher demonstrates an understanding of the curriculum, subject content, and the developmental needs of students by providing relevant learning experiences.



       



Addresses appropriate curriculum standards Integrates key content elements and facilitates students’ use of higher level thinking skills Demonstrates ability to link present content with past and future learning Demonstrates an accurate knowledge of the subject areas(s) taught Demonstrates skills relevant to the subject area(s) taught Bases instruction on goals that reflect high expectations Demonstrates an understanding of the knowledge of development Communicates clearly



Specific Examples/Comments:



2. INSTRUCTIONAL PLANNING: The teacher plans using the Virginia Standards of Learning, the school’s curriculum, effective strategies, resources, and data to meet the needs of all students.



    



Uses student learning data to guide planning Plans time realistically for pacing Plans for differentiated instruction Aligns lesson objectives to curriculum and student needs Develops appropriate long and short range plans and adapts plans



Specific Examples/Comments:



3. INSTRUCTIONAL DELIVERY: The teacher effectively engages students in learning by using a variety of instructional strategies in order to meet individual learning needs.



      



Engages students Builds on prior knowledge Differentiates instruction Reinforces learning goals Uses a variety of strategies and resources Uses instructional technology Communicates clearly



Specific Examples/Comments:



4. ASSESSMENT OF & FOR STUDENT LEARNING: The teacher systematically gathers, analyzes, and uses all relevant data to measure student academic progress, guide instructional content and delivery methods, and provide timely feedback to both students and parents throughout the school year.



      



Uses pre-assessment data Involves students in setting learning goals Uses valid, appropriate assessments Aligns assessments with standards Uses a variety of assessment standards Uses assessment tools for formative/summative purposes Gives constructive feedback



Specific Examples/Comments:



5. LEARNING ENVIRONMENT: The teacher uses resources, routines, and procedures to provide a respectful, positive, safe, student-centered environment that is conducive to learning.



      



Arranges the classroom to maximize learning and provides a safe environment Establishes clear expectations Maximizes instruction/minimizes disruptions Establishes a climate of trust/teamwork Promotes cultural sensitivity/respects diversity Listens and pays attention to students’ needs and responses. Maximizes instructional learning time by working with students individually and in groups



Specific Examples/Comments:



6. PROFESSIONALISM: The teacher maintains a commitment to professional ethics, communicates effectively, and takes responsibility for and participates in professional growth that results in enhanced student learning.



        



Collaborates/communicates effectively Adheres to laws/policies/ethics Incorporates professional development learning Incorporates learning from professional growth activities Sets goals for improvement Activities outside classroom Builds positive relationship with parents Contributes to professional learning community Demonstrates mastery of standard oral and written English



Specific Examples/Comments:



7. STUDENT ACADEMIC PROGRESS: The work of the teacher results in acceptable, measurable, and appropriate student academic progress.



   



Sets student achievement goals Documents progress Provides evidence of goal attainment Develops interim learning targets



Specific Examples/Comments:



Additional Comments: _______________________________________________________ _________________________________________________________________________ _________________________________________________________________________ Observer’s Signature: _________________________________________ Date: _______________



 



Conference Requested by Administrator Conference Requested by Teacher



Teacher’s Signature: __________________________________________ Date: ________________



Teacher Summative Performance Report Teacher’s Name: Grade/Subject: Contract Status:



School: School Year:



Directions: Evaluators use this form at the end of the school year to provide probationary teachers and continuing contract teachers in their summative year with an assessment of performance. The teacher should receive a copy of the form.



1. Observations: Number of Informals: ________ Number of Formals: ________ Comments: ______________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________



2. Document Log: Comments: _______________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________



3. Teacher Self-Evaluation: Comments: _______________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________



4. Student Achievement: Methods Used to Show Student Achievement: ____________________________________________________ ___________________________________________________________________________________________ ___________________________________________________________________________________________ ___________________________________________________________________________________________ Performance Standard 1: Professional Knowledge    



Exemplary: In addition to meeting the standard, the teacher consistently demonstrates extensive knowledge of the subject matter and continually enriches the curriculum. Proficient: The teacher demonstrates an understanding of the curriculum, subject content, and the developmental needs of students by providing relevant learning experiences. Developing/Needs Improvement: The teacher inconsistently demonstrates understanding of the curriculum, content, and student development or lacks fluidity in using the knowledge in practice. Unacceptable: The teacher bases instruction on material that is inaccurate or out-of-date and/or inadequately addresses the developmental needs of students.



Performance Standard 2: Instructional Planning  Exemplary: In addition to meeting the standard, the teacher actively seeks and uses alternative data and resources and consistently differentiates plans to meet the needs of all students.  Proficient: The teacher plans using the Virginia Standards of Learning, the school’s curriculum, effective strategies, resources, and data to meet the needs of all students.  Developing/Needs Improvement: The teacher inconsistently demonstrates uses the school’s curriculum, effective strategies, resources, and data in planning to meet the needs of all students.  Unacceptable: The teacher does not plan, or plans without adequately using the school’s curriculum, effective strategies, resources, and data.



Performance Standard 3: Instructional Delivery



 Exemplary: In addition to meeting the standard, the teacher optimizes students’ opportunity to learn by engaging them in higher order thinking and/or enhanced skills.  Proficient: The teacher effectively engages students in learning by using a variety of instructional strategies in order to meet individual learning needs.  Developing/Needs Improvement: The teacher inconsistently uses instructional strategies that meet individual learning needs.  Unacceptable: The teacher’s instruction inadequately addresses students’ learning needs. Performance Standard 4: Assessment of and for Student Learning  Exemplary: In addition to meeting the standard, the teacher uses a variety of informal and formal assessments based on intended learning outcomes to assess student learning and teaches students how to monitor their own academic progress.  Proficient: The teacher systematically gathers, analyzes, and uses all relevant data to measure student academic progress, guide instructional content and delivery methods, and provide timely feedback to both students and parents throughout the school year.  Developing/Needs Improvement: The teacher uses limited selection of assessment strategies, inconsistently links assessment to intended learning outcomes, and/or does not use assessment to plan/modify instruction.  Unacceptable: The teacher uses an inadequate variety of assessment sources, assesses infrequently, does not use baseline or feedback data to make instructional decisions and/or does not report on student academic progress in a timely manner. Performance Standard 5: Learning Environment  Exemplary: In addition to meeting the standard, the teacher creates a dynamic learning environment that maximizes learning opportunities and minimizes disruptions within an environment in which students’ self-monitor behavior.  Proficient: The teacher uses resources, routines, and procedures to provide a respectful, positive, safe student-centered environment that is conducive to learning.  Developing/Needs Improvement: The teacher is inconsistent in using resources, routines, and procedures and in providing a respectful, positive, safe, student-centered environment.  Unacceptable: The teacher inadequately addresses student behavior, displays a harmful attitude with students, and/or ignores safety standards. Performance Standard 6: Professionalism  Exemplary: In addition to meeting the standard, the teacher continually engages in high level personal/professional growth and application of skills, and contributes to the development of others and the well-being of the school.  Proficient: The teacher maintains a commitment to professional ethics, communicates effectively, and takes responsibility for and participates in professional growth that results in enhanced student learning.  Developing/Needs Improvement: The teacher inconsistently practices or attends professional growth opportunities with occasional application in the classroom.  Unacceptable: The teacher demonstrates inflexibility, a reluctance and/or disregard toward school policy, and rarely takes advantage of professional growth opportunities. Performance Standard 7: Student Academic Progress  Exemplary: In addition to meeting the standard, the work of the teacher results in a high level of student achievement with all populations of learners.  Proficient: The work of the teacher results in acceptable, measurable, and appropriate student academic progress.  Developing/Needs Improvement: The work of the teacher results in student academic progress that does not meet the standard and/or is not achieved with all populations taught by the teacher.  Unacceptable: The work of the teacher does not achieve acceptable academic progress.



Overall Commendations: __________________________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________ Overall Areas Noted for Improvement: __________________________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________ __________________________________________________________________________________________________



Quantified Performance Rating Rubric: Exemplary = 4; Proficient = 3; Developing/Needs Improvement = 2; Unacceptable = 1 Calculations for Teacher Performance Evaluation: Teacher Performance Standard



Performance Rating



Quantified Performance Rating



Percentage Contribution to the Summative Rating



Standard 1



10%



Standard 2



10%



Standard 3



10%



Standard 4



10%



Standard 5



10%



Standard 6



10%



Standard 7



Weighted Contribution = (Quantified Performance Rating * Percentage Contribution



40% Summative Rating (Sum of Weighted Contributions)



OVERALL EVALUATION SUMMARY CRITERIA







EXEMPLARY (3.6-4.0)







PROFICIENT ( 2.8-3.5)







DEVELOPING/NEEDS IMPROVEMENT (2.0-2.7)



EVALUATION SUMMARY



  



Recommended for continued employment Recommended for placement on a Performance Improvement Plan Recommended for Dismissal/Non-renewal



Teacher’s Name: ______________________________________ Teacher’s Signature: __________________________________



Date: _______________



Evaluator’s Name: ____________________________________ Evaluator’s Signature: _________________________________



Date: ________________







UNACCEPTABLE (1.0-1.9)



Classified (Support) Staff Evaluation of Classified Employees Classified employees or support staff personnel are those employees whose duties support the primary, instructional mission of the school division. These classified employees are not required to have a license issued by the state Board of Education to hold their positions of employment. The job performance evaluation process will assist in identifying performance areas needing improvement. This process of employee monitoring and feedback will help these employees to perform their jobs in a satisfactory manner to support the mission of the school division. All classified (support) staff are probationary employees for the first ninety (90) days of employment. During the first week of employment, the classified employee will receive orientation to the evaluation process. The job performance evaluation may be a continuing process with informal observations and data collection as well as formal, written evaluation throughout the period of employment. If there is a need for improvement in job performance, a plan for improvement may be developed us. The decision to place an employee on a plan for improvement will be made after deliberate review and consensus by a group, including the immediate supervisor, Assistant Superintendent, and other central office staff, as appropriate. While working on a plan for improvement, the employee will be ineligible for salary step advancement if the School Board approves compensation increases. The school principal or immediate supervisor will formally evaluate all classified employees at least annually. For classified employees based at a school, the school principal is responsible for assuring that this process is completed. This summative process will allow for administrative decisions on employment status, promotion, and termination. The written evaluation will be shared with the employee, who will be asked to sign the evaluation form. The employee will have the option to make written comments. A copy of the evaluation will be provided to the employee and another copy will be placed in the employee's personnel file. A time frame outline of the job performance evaluation process for classified employees is shown below:



July 1 – First Friday in April  Employee orientation to evaluation process during first week of employment.  Observe and collect data on employee performance.  Classified employee evaluation completed and conference held with employee.



Second Friday of April  Copies of evaluation and summative forms for all support staff to be forwarded to the Personnel Office.  A copy of a sample of the classified employee performance evaluation form is included on the following page. Separate evaluation forms are available for all major categories of employees depending upon the nature of the job assignment. Copies of specific evaluations can be found at the Personnel Office.



ANNUAL EVALUATION OFFICE SUPPORT PERSONNEL The chief objective of this position is to provide clerical and secretarial support to the supervising administrator(s). Support includes, but is not limited to, facilitating and executing all forms of communication, performing recordkeeping, bookkeeping, and data tracking duties, positive and courteous interaction with employees and the public, coordinating the administrator(s) calendars, and managing special projects/assignments as well as non-routine requests. Employee: _________________________________________________ Position: _________________________________________________ Location: _________________________________________________ Evaluator: _________________________________________________ Date: ____________________________________________ A. Preparation of typed/word processed documents (correspondence, reports, etc.) B. Establishment and maintenance of office files C. Performance of record-keeping, bookkeeping & data tracking duties D. Communications with visitors/callers E. Overall quality, quantity, timeliness in performance of duties F. Attendance & punctuality G. Cooperativeness (e.g., receptive to suggestions, new assignments, constructive criticism) H. Use of time I. Keeps supervisor informed of pertinent information (e.g., messages, appointments, etc.) J. Manages/handles special projects/assignments & non-routine requests K. Observance of working hours L. Sick Leave Record M. Courtesy towards others



Satisfactory



Needs Improvement



Not Satisfactory



Employee Resignation An employee that wishes to terminate employment with the Nelson County School System must submit a formal letter of resignation to their immediate supervisor and to the Personnel Office. Requests to be released from Contract will be sent to the School Board for Action. The School Division follows the Code of Virginia §22.1-304. Classified Employees must follow the notice requirement found in their employment contract.



§ 22.1-304. Reemployment of teacher who has not achieved continuing contract status; effect of continuing contract; resignation of teacher; reduction in number of teachers. A. If a teacher who has not achieved continuing contract status receives notice of reemployment, he must accept or reject in writing within 15 days of receipt of such notice. Except as provided in § 22.1-305 and except in the case of a reduction in force as provided in subsection F, written notice of nonrenewal of the probationary contract must be given by the school board on or before June 15 of each year. If no such notice is given a teacher by June 15, the teacher shall be entitled to a contract for the ensuing year in accordance with local salary stipulations including increments. B. Teachers employed after completing the probationary period shall be entitled to continuing contracts during good behavior and competent service. Written notice of noncontinuation of the contract by either party must be given by June 15 of each year; otherwise the contract continues in effect for the ensuing year in conformity with local salary stipulations including increments. C. A teacher may resign after June 15 of any school year with the approval of the local school board or, upon authorization by the school board, with the approval of the division superintendent. The teacher shall request release from contract at least two weeks in advance of intended date of resignation. Such request shall be in writing and shall set forth the cause of resignation. If the division superintendent has been authorized to approve resignations, a teacher may, within one week, withdraw a request to resign. Upon the expiration of the one-week period, the division superintendent shall notify the school board of his decision to accept or reject the resignation. The school board, within two weeks, may reverse the decision of the division superintendent. In the event that the board or the division superintendent declines to grant the request for release on the grounds of insufficient or unjustifiable cause, and the teacher breaches such contract, disciplinary action, which may include revocation of the teacher's license, may be taken pursuant to regulations prescribed by the Board of Education. D. As soon after June 15 as the school budget shall have been approved by the appropriating body, the school board shall furnish each teacher a statement confirming continuation of employment, setting forth assignment and salary. Nothing in the continuing contract shall be construed to authorize the school board to contract for any financial obligation beyond the period for which funds have been made available with which to meet such obligation. E. A school board may reduce the number of teachers, whether or not such teachers have reached continuing contract status, because of decrease in enrollment or abolition of particular subjects. F. Within two weeks of the approval of the school budget by the appropriating body, but no later than July 1, school boards shall notify all teachers who may be subject to a reduction in force due to a decrease in the school board's budget as approved by the appropriating body. G. If a school board implements a reduction in workforce pursuant to this section, such reduction shall not be made solely on the basis of seniority but must include consideration of, among other things, the performance evaluations of the teachers potentially affected by the reduction in workforce.



Code 1950, § 22-217.4; 1968, c. 691; 1978, c. 147; 1979, c. 98; 1980, c. 559; 1992, c. 132; 1993, c. 294; 1996, c.840; 2000, c. 709; 2001, c. 540; 2002, c. 714; 2003, c. 706; 2012, cc. 106, 687; 2013, cc. 588, 650.
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