Article VII- LCTA DRAFT PROPOSAL #1 8/29/18

PROFESSIONAL ASSIGNMENTS AND WORKING CONDITIONS

7.01 Employee Workday and Workweek.

A. Employee Workday - Standard and Extended.

1.

Standard Workday. The beginning and ending time of the employee workday may be
varied to meet Jecal individual school needs. All assigned duties shall be completed
within the standard workday. The standard workday for employees shall be seven (7)
consecutive hours and thirty (30) minutes.

Extended Workday. The School Board may adopt a written plan for an extended
workday consisting of no more than eight (8) hours and thirty (30) minutes at one or
more instructional sites. This plan shall include the educational purpose to be achieved
by the extension of the workday. LCTA shall be provided with the proposed plan as
soon as practicable. Implementation of the plan shall not occur prior to a discussion
with LCTA about the impacts on teacher’s working conditions, wages and terms.
Employees at a school where such extended workday is to be implemented shall be

- provided with written notice that the District plans to implement an extended workday

at their school. Employees’ pay shall be increased proportionally consistent with the
extended wdrkday (see Section 21.03). A permanent employee assigned to a school
that is to have an extended workday who desires to transfer to a school on a standard
workday shall be provided with such an opportunity.

The workday shall include:

a. Lunch Period. Employees shall have a duty-free lunch period equal to the student
lunch period in that building. For employees who volunteer or who are assigned to
serve lunch duty, duty-free time equal to the duty-free lunch period shall be
granted. Every effort shall be made to provide the equal duty-free time
immediately before or immediately after the lunch duties. On planning days the
lunch period shall be one hour.

b. Planning/Preparation Period.

(1)  All elementary school employees in the District shall have at least five (5)
hours per week during the workday for the purpose of planning—Every
effortwill be-madeto-ensure-that a-At least 4 out of 5 planning periods will
be reserved for individual planning time weekly. Site administrators shall
make reasonable efforts, consistent with staffing and program needs, to
maximize and protect teacher planning time and to provide such employees
with at least forty (40) consecutive minutes of duty-free planning time
during the workday; a minimum of thirty (30) consecutive minutes of duty-
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free planning time shall be provided. Site administrators shall provide
employees at the same school with equal planning time to the extent
possible consistent with program and staffing needs. Activities such as, but
not limited to, team or department planning, and professional development
related to the delivery of instruction are appropriate activities to be carried
out during planning time and are not to be considered “duty” or “individual
planning”. Individual planning for at least 4 out of 5 planning periods shall
be for related to the delivery of instruction of the employee’s classes.
Planning for secondary teachers is covered in Section 8.02.

(2) Elementary teachers may use the time during which their students are in
special classes such as art, music, or physical education as
planning/preparation/conference periods except for those unusual
circumstances when a teacher is assigned to supervise students during such

time.

Directing teachers to substitute for another employee’s classroom duties
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shall not be permitted.

¢. Teaching Periods and Time for Other Duties. All duty time shall be considered
contact time and shall not be part of the employee’s planning/preparation period.

B. Employee Workweek. The workweek shall not exceed five (5) consecutive working days,
Monday through Friday, in a seven-day week, and includes those professional duties as
prescribed in Section 7.02. This shall in no way prohibit assigning employees to
nonconsecutive work hours if agreed to by the employee and the site administrator. The
total amount of time in the employee’s workweek shall consist of the number of minutes in
the employee’s scheduled workday times five (5) days.

7.02 Employee Assignments.
A. General.

1.  All professional duties shall be assigned to employees in a fair and equitable manner.



When an employee received prior permission to miss an assigned duty, the site
administrator shall take no punitive action related to employee discipline or employee
evaluation ratings.

The site administrator will provide employees on a regular basis through daily
announcements and monthly school calendars with information regarding scheduled
school events, District events, or other events of professional interest. Such
information shall not constitute assignment of the employee to perform additional
duties and shall not preclude the site administrator from scheduling additional duties
or activities as the need arises.

Employees whose assignments require travel between two (2) or more locations in the
District are authorized to be reimbursed for the mileage associated with such travel
under the provisions of Board Policy 6550—Travel and Per Diem, and Administrative
Procedure 6550—Travel Guidelines. Travel to and from an employee’s home shall not

be reimbursed.

Employees will not be required or assigned to collect or transport money for programs
outside of their area responsibility.

B. Assignments within the Workday.

1.

5.

Employee activity/duty assignments within the workday shall be determined by the site
administrator, in cooperation with the Shared Decision-Making Council if such exists at
the school.

Employees shall at all times during the school year have input into developing their
teaching schedules.

Every effort shall be made to give all employees notice of their assignments for the
forthcoming semester as soon as possible. Teachers will be given the opportunity to
indicate their preference of grade level, teaching assignment, and schedule.
Assignment of teachers shall take into consideration of race, gender, certification,
previous academic success, student’s academic achievement levels and behavior
accommodations to ensure academically appropriate distribution of students.

Assignments at the beginning of the school year shall be made in writing no later than
the beginning of the preplanning period; such writing may be in the form of a duty
roster or schedule. All other assignments shall be made in writing two weeks in
advance of the scheduled duty. Assignments may be made later than these dates due
to unforeseen circumstances.

Assignments may be revised as needed.

. Assignments beyond the Employee’s Workday and Workweek.



No employee shall be required to stay beyond their scheduled workday or to
participate in activities outside their scheduled workweek without being assigned a
specific professional duty. Professional duties may include school and district level
assignments such as job-related meetings, committees, conferences, PTA/PTO
meetings, and supervisory assignments. and

Job-related meetings, professional duties, or supervisory assignments shall be limited

to once a month.

These assignments shall not be used to assign employees to professional duties for
which compensation is provided by supplement or extra pay for extra duty.

Extracurricular Activities. Employee participation in extracurricular activities after the
workday for which compensation is not provided shall be strictly voluntary. The site
administrator shall take no punitive action related to employee discipline or employee

evaluation ratings.

D. Compensated Assignments Beyond the Standard Work Schedule (Workday, Workweek, or Work

‘Year).

1.

Assignments in addition to the employee’s work schedule during or beyond the school
year for which compensation is provided including evening school, extra pay for extra
duty assignments, and summer school shall not be obligatory but shall be with the
consent of the employee, with the following exceptions:

a. Anemployee may be appointed to an extended work year under the provisions of
Section 23.01.

b. An employee may be appointed to an extended workday under the provisions of
Section 7.01A2.

c. The District also may require employees to perform additional compensated
assignments beyond the work year under the following conditions: (a) Such
assignments are incident to implementation of, or compliance with, state or federal
mandates; (b) The assignments do not extend beyond five days; and (c) Written
notice is provided to employees no fewer than twenty (20) days prior to the final
instructional day of the employee work year. LCTA shall be notified of such
proposed assignments at least thirty (30) days prior to the final instructional day of
the work year and shall be provided the opportunity to review such proposed
assignment with the principal, Division Director, and Director of Labor Relations to
ensure compliance with these conditions. Additionally, an employee may be
exempted from participating in such assignments upon submitting a timely request
for such exemption.



E. Leon County Schools Virtual Schools Program

1.  The Leon County Virtual Schools Program (LCSVSP) Calendar Year will be August through
the following July. The Daily Program Work Schedule will be August through the
following May after regular teaching day (4-8pm daily)

2. Teachers working with LCSVSP during summer school will work June —July 11 amto 3
pm, Monday thru Thursday)

3.  Teachers working with LCSVSP must hold a valid Florida teaching certificate in the field
appropriate to the class being taught. Preference will be given to current Leon County
School District teachers with experience, training, and/or demonstrated ability in
instruction in virtual programs.

4.  Program Staffing and Special Employment Conditions
a. General Employment Conditions.

(1) Emp‘Iéyee Selection. Employees will be selected by, and serve at the
pleasure of, the Leon County Schools Virtual Schools Program. Employees
will be appointed in a “supplement” status.

(2) Employee Attendance. Regular, consistent attendance is a condition of
employment in this program. An employee who must be absent due to
illness or an emergency shall notify the Leon County Schools Virtual Schools
Program Coordinator as soon as possible

b. Special Employment Conditions
(1) Position Responsibilities.
(i)  Teachers will be assigned a “Virtual Class” or “Virtual Classes”.

(i) Teachers must provide, at their own expense, a computer capable of
maintaining a high speed internet connection for their entire virtual
class.

(iii) Teachers must be “virtually” available each school day from 4-8 pm.
During summer hours the time may be modified by the teacher, but
must be four hours a day.

(iv) Teachers must have access to a phone for calling/responding to
students during the teachers scheduled time.



(v)  Teachers will use the tracking and monitoring system integrated into
the student’s assigned virtual course. The system provides for
continual monitoring of the student’s progress and their scheduled
benchmarked progress status.

(vi) Teachers will be responsible for all virtual school required
recordkeeping and reporting.

(2) Compensation.

Leon County Virtual School Teachers will be paid a supplement in the amount of five thousand dollars
($5,000.00) for a year-long virtual course or two thousand five hundred dollars ($2,500.00) for a one
semester virtual course.

(3) Training.
Teachers are required to attend a training session not to exceed ten (10) hours. Compensation will be
provided for such training at the rate of twenty dollars (520.00) per hour.
.

(4) Wofksites.

Classes will be held virtually. Teachers may work from home. Students will attend class on line.

7.03 In-Service Activities.

A. In-service activities are designed to improve the professional growth of all employees. In-service
attendance shall be voluntary unless it is:

- Mandated by the District, State government, or Federal government;

- Required by the site administrator to meet a need for professional growth as documented
in the Individual Professional Development Plan, the School Improvement Plan, or in other
appropriate documents; or

- Mandated as a condition of employment.

eEmployees shall be paid $20 per hour stipend for attending mandated in-service training
beyond the contractual teaching day. The District shall provide required in-service training
through the Training and Education Center at no cost to the employee.

C. In-service funds shall be placed in each cost center’s budget to support individual employee
training requests and other school-based in-service.



D. No more than two (2) half days of District-wide in-service, as authorized by the Superintendent,
shall be held on designated planning days.

7.04 Compensatory Time. Compensatory time shall be granted when the following provisions are met.

A. Earning of Compensatory Time.

1.

Compensatory time shall be earned only for duties assigned specifically in advance by
the site administrator beyond the contractual teaching day as required or essential to
the stated objectives of a course or program.

Compensatory time shall not be accrued and available for use until the assignment for
which the time is provided has been completed.

The nature of employee assignments beyond the scheduled workday, for which
compensatory time will be granted, shall be determined by the site administrator in
cooperation with the Shared Decision-Making Council if such exists at the school,
consistent with the provisions of this Contract. Assignments may be revised as needed.

Compensatory time shall not be earned for activities for which additional
compensation is provided (e.g., supplements for coaching or cheerleading) or for those

. that are ordinarily encompassed within an employee’s responsibilities as a salaried

professional such as faculty meetings, parent-teacher organization meetings and
activities, and school open houses.

B. Use of Compensatory Time.

1. Previously earned compensatory time may only be used with the prior
approval of the site administrator on planning days, including pre- and post-
planning nonstudent days, at the end of the regular school day after student
hours for purposes such as voting or to provide an employee the ability to
leave the site on the day immediately preceding an employee holiday, or at
such other times when an employee is not assigned student instruction or
supervision. An employee may also request the use of personal leave for
such purposes under the provisions of Section 16.09.

2. All unused compensatory time will lapse at the end of the annual employee
contract year or upon the resignation of the employee.

3. No monetary reimbursement shall be awarded for compensatory time.

. Within the first thirty (30) days of the employee contract year, each site administrator shall
provide to employees at the site a copy of the plan for implementing compensatory time at
that site that is consistent with the provisions of this section. Such plan shall be developed in



cooperation with the Shared Decision-Making Council if such exists at the site and a copy of
the plan shall be forwarded to the District’s supervisors.

7.05 Meetings.
A. Faculty Meetings.

1.  Faculty meetings shall be limited to one per month scheduled in advance; however, the
Shared Decision-Making Council, if such exists at the site, may call additional meetings.
Additional meetings also may be called at the discretion of the site administrator to
meet the critical needs of the school or District, but shall be limited to once a month.

In order to minimize the need for additional faculty meetings, the site administrator
shall make efficient use of electronic communication to timely disseminate information
as well as items requiring employee action.

2.  Teachers shall notify administration when a previously scheduled appointment will

prevent attendance at the faculty meeting. Absences from a faculty meeting due to a

previously scheduled appointment shall not be used in a disciplinary or punitive

manner or used in a teacher’s evaluation ratings. .
‘ []

2. A 72-hour notice shall be provided for any required faculty meeting which extends beyond the
standard or extended workday by more than one-half hour, but any required meeting for which the 72
hour notice has not been provided may be extended beyond the additional one-half hour by majority
vote of the employees in attendance. Employees who are unable to accommodate a meeting extension
beyond one-half hour for which the 72 hour notice has not been provided shall be excused--without the
absence being used in a disciplinary or punitive manner, or used in a teacher’s evaluation ratings.

3. A site administrator may require attendance at such meetings up to these limits. B. District
Meetings. No required District-level meeting may extend more than two and one-half (2%) hours
beyond the student day.

7.06 Rules and Policies.

A. Employees shall comply with rules and policies adopted by the Board or the Superintendent and
perform all professional duties assigned by their immediate administrative supervisor,
subject to the provisions of Section 7.08D.

B. Rules or policies adopted, prescribed, or formulated by the Board or Superintendent shall be
made available to employees through the District website. Employees shall be notified by
the site administrator or immediate supervisor of school policies and access to such policies
shall be made available to employees in a central location.

7.07 School Facilities.



7.08

. A private room shall be made available in each school for necessary employee conferences after

proper arrangements have been made.

. Telephone facilities will be available to employees in each school and facility for school and/or

personal use. When an employee needs to make a telephone call relating to school business
during which confidential information will be discussed, the site administrator will make

efforts to ensure the privacy of the call.

. The Board agrees to make a lounge available for employees in each school.

. The Board agrees to make private restroom facilities available for the use of the faculty and staff

where possible.

. The District shall provide regular daily cleaning, maintenance and inspection of classrooms,

restrooms, and other learning areas of each school or site to maintain such facilities in a
clean condition and in compliance with applicable safety and health laws, rules, and
regulations.

. Classrooms in which classes are being held shall be free of unnecessary interruptions by

maintenance, custodial, or construction workers. Disruptions through the
intercommunication system and other disturbances shall be kept to a minimum.

. When making an assignment for vacant, constantly assigned work areas, priority consideration

shall first be given to an employee who has worked at the site for one or more years without
having constantly assigned space. This assignment shall not have a negative impact on
specific programs.

. Employees shall be given all keys or other access devices necessary to perform their teaching

duties; however, the employees shall accept the responsibility for possession of such keys
and their operation of security systems in keeping with the procedures as outlined in policy
or regulation.

. Employees may request that the site administrator issue keys and other access devices prior to

the official pre-planning week of each school year to prepare their classrooms for the start of
school.

Health and Safety.

A. The District shall provide, in all appropriate classrooms, safety equipment and materials

required by state standards.

B. The site administrator shall make his/her building and grounds as safe as possible and shall be

responsible for enforcing all state statutes and rules adopted by the Board. An employee
whose physical safety is threatened, either orally or in writing, shall report the occurrence in



7.09

7.10

7.11

7.12

7.13

writing to the site administrator or his/her supervisor within twenty-four (24) hours. The site
administrator or supervisor shall take appropriate action.

¢. Employees shall promptly report potentially unsafe facility conditions in the classroom or other
school facility to their site administrator on appropriate forms as provided. The site
administrator will promptly investigate and attempt to have corrected conditions that s/he
determines to be hazardous or potentially dangerous. The site administrator shall reply to
the concern in writing if the employee’s concern is communicated in writing. LCTA may
schedule a meeting with site and District representatives under the provisions of Section 2.02
if significant safety and health issues at a site have not been addressed to the satisfaction of
employees within a reasonable time after being reported in writing to the site administrator.

D. Employees shall not be required to perform tasks that would endanger their health or safety. In
an emergency, employees shall take necessary action to provide for the safety of themselves
and their students and, as soon as possible, advise the site administrator of the situation.

E. Employees shall not be required to search students but shall promptly report suspicious
circumstances to the site administrator for prompt investigation and appropriate response.

Classroom Observations. Observations of an employee’s class by persons other than school
personnel shall be allowed only after consent has been granted by the site administrator and the
employee has either consented or been informed at least twenty-four (24) hours in advance.

Employees will be expected to exercise reasonable control, under the direction of the site
administrator, of textbooks, supplies, or equipment assigned to them.

Supervisory duties for employees who serve two (2) or more schools shall be prorated to the
fractional equivalent of employment in each school.

Teachers shall have a minimum of two (2) working days at the end of each grading period to
submit grades. The final grading period of the year shall be excluded from the above provision.

A student’s IEP/Accommodation Plan shall be taken into consideration in making decisions
regarding placement of a student with a disability into a classroom. Individual school sites shall
have the flexibility to make site-based decisions regarding implementation of an inclusion model,
provided that the implementation is consistent with the student’s IEP/Accommodation Plan. It
shall be the joint responsibility of the school site and the District to determine and provide for the
training needs of employees assigned to teach in an inclusion model. Employees who have
medically fragile students in their classroom should have appropriately trained personnel
accessible at all times. Site administrators should make a reasonable effort to allow employees
who prefer working in the inclusive environment to have the first opportunity for the assignment.
Site administrators shall keep utilize FTE funding generated by IEP matrixes to meet the needs of
the students who generate the funds by keeping class size in an inclusion model as small as
possible consistent with staffing and program needs.
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7.14 Site administrators shall make a reasonable effort, consistent with staffing and program needs, to

7.15

7.16

7.17

use FTE funding generated by IEP matrixes to meet the needs of the students who generate the
funds to accommodate any significant increase in an employee’s workload eceasiened by paying
ESE teachers an extended day rate for the preparation, implementation, and maintenance of IEPs
or IAPs: beyond the regular school day, or other interventions and supports consistent with
staffing and program needs. These accommodations may include securing a substitute to enable

the employee to prepare these documents during the workday.

Whenever possible, Individual Education Plans meetings should not be scheduled during a student
contact time.

Pre-Planning and Post-Planning. Pre-planning shall ordinarily commence five (5) working days
prior to the return of students to facilitate classroom preparation and planning for instruction and
evaluation. Site administrators shall maximize employee time during pre-planning for the purpose
of individual and team preparation and planning. Although it may be appropriate to use some
portion of pre-planning or post-planning to accommodate a school’s program needs or District,
State, and Federal mandates.; the amount of Pre-planning time taken for non-individual or team
planning, and classroom setup may not exceed 10 total hours of the pre-planning week. tThe
school may also choose to extend these periods with pay under the provisions in Section 23.01 or,
when appropriate, to compensate employees for staff training and developﬁwent under Sections
7.03B or 21.06.

Professional Courtesy

A. The parties are committed to a work atmosphere characterized by “professional courtesy” and

believe that it is the responsibility of all District employees to treat everyone involved in our education
environment with dignity and respect. No derogatory communications, verbal or nonverbal, shall be
made by any employee to any employee, especially in the presence of other District employees,
students, parents or other visitors. Critical counseling shall be conducted in a manner and in a location
that will maintain professional courtesy and avoid undue embarrassment to the members of the

bargaining unit.

B. No employee shall receive adverse comments from the site administrator, especially in the presence
of students or faculty members regarding performance evaluation. All comments regarding an
employee’s professional performance shall be communicated directly to the employee.
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ARTICLE XIII- LCTA DRAFT PROPOSAL #1 8/29/18

EMPLOYEE EVALUATION

D.

Observations of a teacher’s performance shall be made in accordance with the following

procedural provisions:

1.

During preplanning, or at commencement of employment, all employees will be provided a copy
of or directions for obtaining access to a copy of the LEADS document posted on the LSC website
which contains the evaluation criteria and the form(s) to be used. An explanation and
discussion of the evaluation process shall accompany this distribution. All new hires to the
District shall be provided training on the evaluation system as part of the district’s new
employee orientation.

There shall be two types of observations: informal and formal. The number of observations
each teacher shall receive is determined by the category in which they are placed. The
evaluator shall follow the procedures as outlined in the LEADS manual.

The number and length of formal and informal observations shall be determined by LEADS.
Formal classroom observations shall occur after the Pre-Observation Conference followed by
the Classroom Observation after having identified the weeks within which the observation will
take place. Informal observations shall be any other observation of an employee’s performance
during work or assigned duty hours. Where an administrator observes during an informal
observation that the employee’s performance needs to improve, the employee shall be notified
of the observed behavior, observed and instructed on how to improve, and documented using
the LEADS platform and/or other LCS procedures.

All observations of employees for the purpose of evaluation shall be conducted openly and with
the full knowledge of the employee.

Any observation resulting in a rating of Developing, Beginning, or Not Using shall result in
specific written feedback from the observer on the observation system for the purpose of
developing instructional practices.

The administrator and the employee shall schedule a Post Observation Conference to discuss
the administrator’s observations as soon as practicable after the observation and within ten (10)
days if problems or difficulties are noted.

Pursuant to the requirements detailed in LEADS, the administrator shall conduct a summary
evaluation conference with each employee at least once a year. This annual conference shall
take place at any time during the school year other than during the post school planning period.



10.

11.

12.

13.

14.

Pursuant to the requirements detailed in LEADS, at the conclusion of the evaluation process the
administrator shall assign an overall evaluation performance score (summative score) on the
summary evaluation form, sign the form and obtain the signature of the employee. The
employee’s signature shall indicate only that the employee has read the summary evaluation
and does not necessarily indicate agreement with the content. The employee shall receive a
copy of the summary evaluation that shall also be placed in the employee’s personnel file. A
teacher shall not be requested nor required to sign a blank or incomplete evaluation form.

Summary Evaluation Results shall determine an overall teacher rating of highly effective,
effective, needs improvement (or developing within the first three (3) years of employment) or
unsatisfactory.

Pursuant to LEADS, the overall teacher ratings shall be used to inform employee individual
professional development.

The parties acknowledge that LEADS, developed collaboratively by the District and LCTA and
approved by the Leon County School Board, will be implemented each school year

Unless required by Florida Statute modifications to LEADS shall not be made without majority
approval by the Teacher Evaluation Review Committee. LCTA and the District tentatively agree
to support the ratification of TERC LEADS modifications before the members of the LCTA
bargaining Unit and the Leon County School Board.

The procedural provisions of LEADS are subject to the grievance procedure.

Procedural violations of the evaluation protocol by administration or absolute fidelity of the
process shall result in a teacher’s evaluation results being a Highly Effective (4.0) on any portion

of the teacher appraisal system.




Article IX- LCTA PROPOSAL #1 8/29/18

CURRICULUM AND INSTRUCTION

9.01

9.02

9.03

9.04

9.05

9.06

9.07

9.08

9.09

For each school in the District; the Board shall provide funding for approved material. The

determination of material to be purchased shall be made by the district and/or site
administrator after consultation with the faculty. The Board agrees to continue to improve and
make reference and other materials in the District office media center available to employees.
A list with such materials shall be available in each school.

-

There shall be a fulltime, functioning, and state certified media center instructor in each school’s
media center to supplement and complement the required curriculum.

The Board agrees to make word processing and reproduction capabilities to aid employees in
their preparation of instructional materials available in each school.

In. schools where duplicating services are provided for duplication of instructional materials,
such services shall be provided on a first-come, first-served basis.

A student having academic or behavioral challenges may be recommended to the intervention

team.

Employees will be provided with supplies, textbooks, and teaching materials to teach the
courses assigned. Employees shall not be required to purchase supplies, textbooks, materials,

or equipment from their personal funds.
Audio-visual equipment shall be available in each school for classroom use.

Providing that the Legislature appropriates the necessary funding, the Board agrees to
participate in a Teacher Education Center. The Teacher Education Center Council shall be
responsible for all pre-service and in-service as prescribed by law.

Members of the TEC Council shall be granted release time if their responsibilities to the Council
require them to attend meetings of the Council during the day, but only one such day of release
time may occur on a student attendance day during any given school year. Additional days may

be approved by the building administrator.

TEC representatives shall be elected by the faculty at their site. The TEC chair at the District level shall
rotate among the elementary, middle, high, and other sites. Should there be a lack of interest at any
level for their rotation year, the rotation would move to the next level.






