


Application/Employment 5.1061

Support Employees
No person shall be employed:

1. Who has any contagious or communicable disease in such form that might endanger the health of
the children; *

2. Who has not complied with the Immigration Reform and Control Act of 1986;° or

3. Who fails to make a full disclosure of any prior criminal record and any prior dismissals from
employment for cause; or

4. Who does not receive a satisfactory background check.’

EMPLOYMENT

Professional Employees

After checking references and receiving written recommendations, the director of schools shall hire and
assign qualified applicants.’

Initial Employment

Upon initial employment, the director of schools shall notify such person, in writing, of the offer and
conditions of employment. Upon receipt of employment notification, such person shall have fourteen (14)
days to accept or reject, in writing, the offered employment. From the date of the written acceptance, such
person is considered to be under employment with the Board and is subject to all rights, privileges and
duties.?

Support Employees
After checking references and receiving written recommendations from principals and/or supervisors, the

director of schools shall hire and assign qualified applicants. The contract of each support employee shall
contain a statement regarding the required ninety (90) day probationary period.

Legal Reference: Cross References:

. TCA 49-5-406 . Orientation and Probation 5.107
. TCA 49-5-406(a); TCA 49-5-413(b) Compensation Guides & Contracts 5.110
. TCA 49-5-403; TCA 49-5-101

. TCA 48-5-404; TRR/MS 0520-1-3-.08(2)(f)

. TCA 49-5-405

. Immigration Reform and Control Act of 1986

. TCA 49-2-301(b)(V)(J)(L)(EE); TCA 49-2-303(b)(3)
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a Board tion

Monitoring: Descriptor Term: Descriptor Code: {ssued Date:
onitoring:
_ . _ 5107 | 1211/03
Review: Annually, Orientation and Probation —— —
in February 5.108 08/05/96
ORIENTATION

All staff members, including administrative and supervisory personnel, new to the school system will
be engaged in an orientation program prior to the beginning of the academic school year.

PROBATION OF SUPPORT PERSONNEL

A probationary period is defined as the first ninety (90) days of employment for a new employee or for
an employee who has been rehired following a break in service.

Purpose - The probationary period shall be used to allow the immediate supervisor to closely observe
and evaluate the employee, and to encourage effective adjustment to the position.

Evaluation - Newly hired non-licensed support personnel shall be evaluated once durin g the probation-
ary period to aid in improving the employee's performance.

Conditions of Employment - The following shall apply during the probationary period:
Accumulation of and use of sick leave and vacation days

L. Probationary employees will be allowed to accumulate sick leave and vacation days in
accordance with the appropriate Board policies during the probationary period.

2. Holidays for probationary employees will follow the same procedures as for regular
employees.

Retirement

Newly hired employees are eligible for membership in the Tennessee Consolidated Retirement
System.

Transfer

A probationary employee shall not be allowed to submit a request for voluntary transfer during
the probationary period.

Cross Reference:
Evaluation 5.109
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Waye ounty Board of Education

Monitoring:

Review: Annually,
in February

Descriptor Term:

Descriptor Code: [Issued Date:
5.108 | 12/11/03
Vi iOn Rescinds: Issued:
Super > 5.109 08/05/96

by the Board.!

Legal Reference:

L. TCA 49-6-3004(c)(2)

Cross References:

Nepotism 1.108

Line and Staff Relations 5.101
Job Descriptions 5.103

Staff Positions 5.116

Supervision of administrative and supervisory personnel shall be provided by the director of schools.

Apprentice teachers shall be assisted by supervising teachers in the development of competencies required

Support personnel shall be supervised by the person designated on the approved job description.

The immediate supervisor and director of schools' office share the responsibility for providing desirable
orientation experience for newly hired employees. Periodic training sessions may be provided for
employees or employee groups as deemed necessary.

The immediate supervisor has the responsibility of assigning specific duties and for giving guidance to
the employee for the satisfactory performance of those duties.
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Wayne County Board of Education

Monitoring: Descriptor Term: Descriptor Code: Revised Date:
Review: Annualily, Evaluation 5.1091 02/09/12
in Feb
in February Rescinds: Issued:
5.109 12/11/03

The evaluation of performance and its effectiveness must be a cooperative and shared endeavor on
the part of the director of schools and administrative and supervisory personnel.

The Board shall use a state-approved model for evaluating administrative and supervisory personnel
and shall approve standard forms to be used in evaluation support personnel.

The director of schools is responsible for ensuring that all administrative and supervisory personnel
are evaluated annually.

LICENSED TEACHING PERSONNEL

The Board adopts the State evaluation model. The director shall draft procedures to ensure that the
model is implemented throughout the school system. Additionally, the director shall provide
information to all licensed teaching personnel regarding the nature of the evaluation and the
grievance procedures prescribed by the Tennessee State Board of Education.?

Local Level Grievance Procedure

The director of schools shall develop procedures, consistent with State law, for processing evaluation
grievences.?

NON-LICENSED PERSONNEL

Newly hired non-licensed administrative/support personnel shall be evaluated once during the
evaluation period (up to 90 days) and at least one (1) additional time following successful completion
of the evaluation period during the first year of employment. Support personnel employed for more
than one (1) year shall be evaluated at least once a year.

Evaluations shall be used as an aid in improving an employee’s performance and as a basis for
continuing employment. Evaluation reports shall be discussed with the evaluated employee. Each
employee shall be given a copy of the evaluation and shall sign the supervisor’s copy as evidence it
has been discussed.

Legal References: Cross References:
1. TRR/MS 0520-2-.1-.01 Job Descriptions 5.103
2. TRR/MS 0520-2-.02 Orientation and Probation 5.107

3. Tennessee State Board of Education Teacher and Principal Evaluation Policy
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Wayne County Board of Education

Monitorng. Descriptor Term: Descriptor Code: | |ssued Date:
Rev.iew: Annually, 5.1101 9/9/10
in November Rescirids: | .
Compensation Guides & Contracts 5.110 Ssued'12,11,03

All personnel must make a written contract with the Board at a fixed salary per month before entering their
duties. '

The director of schools shall establish the salary rating of each person employed and shall recommend
such salary rating to the Board for its approval.?

Salaries of all employees, including substitute and supplemental pay, shall be paid by the Board. No
payment to any employee for service performed on behalf of the school system shall be made from any
source other than the Board.®

Contracts for administrators and system-wide professional personnel shall include two-hundred (200)
days of responsibility, plus twenty (20) days for each additional month assigned by the Board. Each
contract shall provide;*

A minimum of one hundred and eighty (180) working days;

A minimum of five (5) days for in-service education;

Ten (10) vacation days; and

Five (5) days as designated by the Board (teachers shall use at least one (1) day for parent-
teacher conferences.)*

howpn=

The school calendar adopted by the Board each year shall become part of each employee’s contract.

Salaries and supplements may be paid from revenue derived from sources other than taxes, provided
the revenue is deposited with and salaries paid through the Board. This includes donations or
contributions from individual, civic or other non-school related sources of funds from individual school
activity funds, such as gate receipts and concessions."®

Legal Reference Cross References:
1. TCA 49-2-203(a)(1); TCA 48-5-408 School Calendar 1.8000
2. TCA 49-5-402 Revenues 2.400

3. - TCA49-3-306; TCA 49-5-708; TCA 48-2-203 (a)(1) Payroll Procedures 2.802
4.  TCA49-6-3004 Salary Deductions 2.803
5. TCA 49-6-2006: Tennessee Internal School Financial Management Manual, Section 5, Title 6
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County Board of Education

Monitoring: Descriptor Term: Descriptor Code: Issued Date:
, Utilization of Career 5111 | 12/11/03
Review: Annually, — —
H N ssued:
in February Level Educators s11a 1"0805/96

The director of schools shall be responsible for developing a plan for utilizing Career Level educators
beyond their regular responsibilities,! and to ensure that local responsibilities are exercised.

All Career Level employees shall perform the duties approved by the Board and consistent with state law
and state policy.? Responsibilities of Career Level educators who are working additional months shall
be over and above the responsibilities which they ordinarily have under a ten (10) month contract.

Each employee assigned additional work under the Career Ladder program will work under the supervi-
sion of a person designated by the Board. If more than one employee is working on the project, one may
be designated by the Board as project director responsible for supervising the other employees in the
program.

Current 11- or 12-month teachers who become Level II or III educators or administrators and supervisors
who become Level II or III educators shall be eligible for the meritorious portion of the supplement
provided through the Comprehensive Education Reform Act.

The Board considers ten (10) days away from regular duties for evaluative purposes to be a maximum
for Career Level Il personnel. However, the Board will cooperate with the state and will consider requests
for use of Career Level III personnel for more than ten (10) days a year on a case-to-case basis.3 Such
requests will be approved by the Board upon recommendation of the director of schools. The director of
schools is empowered to grant such permission if time does not permit Board consideration. However,
the director of schools will report each request for use of a Career Level III employee for more than ten
(10) days to the Board at its next regular meeting.

Legal References:

1. TCA 49-5-5209(b)}1)Y(H)
2. TCA 49-5-5206; TCA 49-5-5207; TCA 49-5-5208; TCA 49-5-5209; TCA 49-5-5304; TCA 49-5-5305; TCA 49-5-5306
3. TCA 49-5-5208; TCA 49-5-5306; TCA 49-5-5406
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~Wayne County Board of Education

Monitoring: Descriptor Term: Descriptor Code: {lgsued Date:
5.112 12/11/03
Review: Annually,
in February EXtended Contra(:ts Rescinds: Issued:

Annually, the director of schools shall be responsible for conducting a needs assessment to determine the
focus of extended contract activities. The needs assessment shall be conducted by an extended contract
committee, which shall advise on or certify to the need for specific programs served through extended
contracts. The committees shall consist of teachers and administrators, Career Level III and II teachers
where possible, as determined by the Board.!

Extended contract opportunities shall be available to all educators, provided Career Level III and II
educators are given priority of opportunity.!

The director of schools shall be responsible for devising a plan for Board approval consistent with the
needs assessment. The plan shall include as a minimum:

1. A description of each program and a discussion of the benefits of the program as required by state

faw;!

SR

Legal Reference:

I TCA 49-5-3209

Time frames within which the program(s) will be operated;!
The number of students who will benefit from the program;
A list of additional duties which may be assigned to Career Level educators at each Career Level;
The number and special qualifications of employees desired for each program; and
Local costs to be involved in the program.

Cross References:

Summer School 4.204
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‘Wayne County Board of Education

Monitoring: Descriptor Term: Descriptor Code: issaed Dgtq:
. In-Service and Staff 5113 1 12/11/03

Review: Annually, L — —
in February Development Opportunities LTI L

IN-SERVICE EDUCATION

In-service education is a program of planned activities designed to increase the competencies needed by
all personnel in the performance of their responsibilities. Competencies are defined as the knowledge,
skills, and attitudes which enable personnel to perform their tasks with maximum effectiveness.!

Administrative and Supervisory Employees
These employees shall show evidence of continual professional growth by attendance at in-service
programs and institutes, studying professional literature, meeting with other professionals for discussion,

and otherwise keeping abreast of research in methodology, curriculum, and student growth and development.

Each principal and administrator shall be required to attend the principal-administrator academy for
instruction at least once every five (5) years.2

Professional Employees
A system-wide in-service committee, composed of membership from a cross-section of other personnel,
shall assess system-wide needs, establish priorities, develop objectives, design activities, and evaluate the

in-service program.!

In-service credit shall not be given while performing duties which are required as part of regular teaching
assignments,

Support Personnel

The immediate supervisor shall be responsible for providing in-service trainings. Absences to attend
meetings relating to the employee's job description may be granted by the director of schools without loss
of pay to the employee.

STAFF DEVELOPMENT PROGRAM

Staff development programs and activities shall reflect the National Standards for Staff Development and
shall reflect the needs identified in school improvement plans.

The Board may pay expenses of selected personnel who participate in the training sessions conducted by
the State Department of Education. ‘
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