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PERSONNEL -- CERTIFIED & NON-CERTIFIED SERIES 4000

Contract
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0. Concept and Roles in Personnel
A, TIHE DX 4000.1 P

1. Certified Personnel
A. Permanent Personnel

(1)  Recruitment and Selection ..........ccccoceeveneiererenennn 4111 P
€)) Affirmative Action:
Equal Employment Opportunity ................. 41111 P
(b) Increasing Educator Diversity Plan...........4111.3 P
(2)  Appointment and Conditions of Employment.......... 4112 P
@ Certification..........ccccceeveveeeveiesecee e 41122 P
(b) Health Examinations............ccoeevnncininne. 41124 P
(© Security/Credit ChecK..........cccoevevvrerverrnnnne. 41125 P
(d) Reference Checks.........ccccoveiivnciinncinnie, 411251 P/IR
@) Criminal History Record Information
(CHRID)....vieiieiiie e, 411252 P
® Personnel Records.........cccovvevveeieeseievenen, 41126 P T
(9) Use and Disclosure of Employee
Medical Information (HIPAA) ................... 411261 P
(h) Orentation..........ccveeereenreeesees e 41127 P
0] Nepotism; Employment of Relatives........... 41128 P
(3)  ASSIGNMENT ... s 4113 T
@ Load/Scheduling/Hours of
Employment..........cccoviinniinnicce 41131 T
(b) WOTK YEar.......ccoovieieiseececeee e 4113.3 T
(4)  Transfer/Reassignment...........cccoveerneiinenerenenreens 4114 P T
(5)  Evaluation SUPEervision ............cccccovverveesieiesesieneenes 4115 P
(6)  Probationary/Tenure Status...........ccocerveereervrereeennnn 4116 P
(7)  Separation/Disciplinary Action
(@) Retirement/Separation ...........c.cccccvveeirnnen. 41171 P
(b) Purchase of Health Insurance ...................... 411712 P
(c) RESIGNAtION........ccvrirriireecee e 4117.2 T
d) Personnel Reduction ............ccccccevvviviennenne. 4117.3 T
(e) Non-renewal/Suspension ............cccoeeeereene. 4117.4 T
()] Termination of Employment...........c..cce..... 41175 T
(9) Exit Survey/Interviews........................ 41176 P
(8) Rights, Responsibilities and Duties
(@) Civil and Legal Rights
Q) Nondiscrimination ..........c.cccceevevenne. 4118.11 P/R
(i)  Harassment........ccoeoevveerrecnerienens 4118.113 P
(iti)  Pregnant Women in the Workplace.4118.114 P
(iv)  Conflict of Interest.........ccccoevrvrnnen. 411813 P
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(V)  Disabilities........ccoeveveivrerinesieesieas 411814 P
(b) Professional Responsibilities
0] Academic Freedom............ccocevveveneee 411821 P
(i)  Retaliation and Whistle Blowing.....4118.211 P
(iii)  Code of EthiCS.......cocevvvevieiiierrienes 411822 P
(iv)  Conduct and Dress........ccccoevrueeruenas 411823 P
@ Alcohol, Drugs and
Tobacco......ccovvveereieee 4118.231 P
(b)  Weapons and Dangerous
Instruments..........c.cceeeveennne 4118.233 P
(© Prohibition on Recommendations
For Psychotropic Drugs ....... 4118.234 P
(v)  Staff/Student Relations..................... 411824 P
(© Acceptable Computer Network Use............ 41185 P/IR
(d) Staff Conduct .........ccoevveeieiceccee 4119 P
B.  Temporary and Part-Time Personnel ............ccccccoevinnvennns 4120 P T
(1)  Substitute TEAChErS.......cccovverieeeeecec e 4121 P T
(2)  Student Teachers/INternships .........ccccccovvnrrienenns 4122 P/R
(3)  Summer School Teachers..........ccccovverveercieseriene, 4124 T
C.  Activities
1) Staff Development ..o 4131 P T
(2)  Publication or Creation of Materials..............c.cc..... 4132 P
(3)  Travel; Reimbursement..........cccoceovveieevciesesieenes 4133 P
(4)  TULOIING .o s 4134 P
(5)  Organizations/UNits..........cccevvvrereieierneeseieseseeenes 4135 T
(@) AGreemMeNt........oovvivrircieeesees s 41351 P T
0] Recognition .........ccccceeeveveeecveeenne 4135.11 T
(i) Personnel Covered.........ccccoevernnnen. 4135.12 T
(iii)  Board/School System Rights........... 4135.13 T
(iv)  Savings Clause........ccccooeoerreinnrinnnn. 4135.15 T
(b) Negotiations/Consultation ................cc.c....... 4135.3 T
(© Grievances/Complaints..........ccocceveevrererenns 41354 T
(6) MEELINGS ..ot 4136 T
(7)  Non-School Employment..........ccccoovveinnenenneene 4138 P
D. Compensation and Related Benefits...........cccccccvevvviiiennnnne. 4140 P T
(1)  Compensation and Related Benefits of Non-
Bargaining Unit EmpIOYees ..........cceevvvveveienennne, 41402 P
(2)  Salary Guides 4141........ccooeiiiiiiireeeeees T
(3)  Salary Checks and Deductions.............cccceevvrerennenne. 4142 T
(4)  ExtraPay for Extra WOork.........ccccooeovneinneinneenn 4143 T
(5) Insurance/Health & Welfare Benefits....................... 4144 T
(6)  Employee-Related Accommodations.............c.cce..... 4146 T
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€)) Employee AMenities........ccocevveeveivvereerenen, 4146.3 T
(7) Employee Safety...........covviiiiiiiiiiii 4147 P
€)) Occupational Exposure to Bloodborne
PatNOgeNS ..o 41471 P
(8)  Employee ProteCtion ...........ccccecvvevvrervsesecinserieenns 4148 P
E.  Leaves and VacationS........ccccveerernenieieneneesie s 4150 T
(1)  Short-Term Leaves........ccccocevvvereiesereseseresesieenens 4151 T
(@) Personal Illness and Injury..........ccoeevneee. 4151.1 T
(1) Worker’s Compensation.................. 415111 P
(b) Family lliness/Quaranting.............c.ccccevrveee. 4151.2 T
(© Bereavement...........ccccovveevveveecceceseee 4151.3 T
(d) Professional PUrPOSES .........ccccoveiirriierine. 4151.4 T
@) Legal and Civic Duties..........cccceeveevvereenennen. 41515 T
0] Religious Observance...........cccceoeevriiinnne. 4151.6 T
(9) Emergency/Personal.........c..ccccceeeevrenienennen. 4151.7 T
(h) MIlITArY ..o 4151.9 T
2 LONG-TErm LEAVES ......c.covvvevereiieesieieie e 4152 T
(@) Sabbatical ... 4152.1 T
(b) Maternity; Adoptive; Child Care/
Paternity .....ccoveirreiirceeee e 4152.3 T
(© Personal/Family and Medical Leave ........... 41526 P
() JuryDuty.....coiviiiiii 4158 P T

2. Non-Certificated Personnel
A.  Permanent Personnel *
(1)  Recruitment and Selection
@ Affirmative Action: Equal Employment

OPPOITUNILY ... 42111 P*
(b) VACANCIES ....oveveveieeeesieee e 4211.2 N
(2)  Appointment and Conditions of Employment.......... 4212 P N
@ Health Examinations............cccccceceevverienennen. 42124  PIR
0] Drug and Alcohol Testing for
School Bus Drivers.........ccccoceveeuennee. 421242 P
(b) Security/Credit Check..........cccoovevniciinnns 42125 P*
(© Reference Checks..............cooeeiiinni, 4212.51 PIR*
d) Criminal History Record Information
(CHRID)..ooviiiiiii e, 421252 P*
(e) Personnel ReCOrds.........ccoveivneienneenienns 42126  P* N
(9] Use and Disclosure of Employee Medical
INfOrmMation.........ccccoovevveierenee e 4212.61 P*
(9) Nepotism; Employment of Relatives........... 42128 P*

(3)  Assignment
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€)) Work Year.........ccoooviiiiiiiiiiiin 4213.3 N
(4)  Transfer/Reassignment..........ccocoveererenereeeseenenenenns 4214 p*
(5)  Evaluation SUPEervision .........c.ccocevvvervsesreresereeennnns 4215 P
(6) Probationary/Continuing Contract Status.................. 4216 N
(7)  Separation/Disciplinary ACtion..........cc.cceceevververenen. 4217 P N
@ Retirement.........cccoevveneineeecee e 42171 P
(b) ReSIgNAtioN........cccooveveeereeceee e 4217.2 N
(© Purchase of Health Insurance ...................... 421712 P*
(d) Layoff/RENITe ..o 4217.3 N
@) Dismissal/Suspension ..........ccccccecevverierennen. 42174  PIR

(8)  Rights, Responsibilities and Duties
@ Civil and Legal Rights

0] Nondiscrimination .........c.c.ccccevveeeee. 4218.11 P/R*
(i)  Harassment.........ccccoceivveririeicinsiennas 4218.113 P*
(i) Pregnant Women in the Workplace.4218.114 P*
(iv)  Conflict of Interest.........cccceeeevrneneee 4218.13 P*
(V) Disabilities.......ccovvirreinririne, 4218.14 P*

(b) Professional Responsibilities
0] Retaliation/Whistle Blowing .........4218.211 P*

(i)  Conduct and Dress........cccccceevevrreneee 4218.23 P*
(@  Alcohol, Drugs and
TobacCo ..o 4218.231 P*
(i) WEAPONS.....ccovveeiieeeeceeeene 4218.233 P*
(iv)  Staff/Student Relations..................... 4218.24 P*
(© Duties
0] Computer USe ......cccevvvevveeieieiee, 42185 P/R*
(d) Staff Conduct ..........cooeviiiiiiiin 4219 p*
B.  Temporary and Part-Time Personnel
(1)  Teacher Aides/Paraprofessionals.............c.ccccevrruennne. 4222 P
C.  Activities
(1)  Travel; Reimbursement.................ccoiviiiininn. 4233 p* N
(2)  Organizations/UNItS.........ccccveveiereeecececesece e 4234 N
(@) AGreemMeNnt......ccoovveiiircreee s 42341  P* N
Q) Recognition ...........cccceeveveveceneenne, 4234.11 N
(i) Personnel Covered.........ccccoveerinnen. 4234.12 N
(iii)  Board/School System Rights........... 4234.13 N
(iv) SavingsClause........................ 4234.15 N
(V)  Work Stoppages.......cccceevveeevnrennenne 4234.16 N
(b) Negotiations/Consultation ............c..ccccevnee. 4234.3 N
(© Grievances/Complaints...........ccceevevveernnnne. 4234.4 N
(4)  MEEBLINGS ... 4235 N
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(5)  Non-School Employment
D. Compensation and Related Benefits
(1)  Non-Bargaining Units

(2)  Salary GUIdES.......ccccevvreeirieirienns
(3)  Salary Checks and Deductions
(4)  Overtime Pay.......ccoceeevereennreniennas

(5)  Employment-Related Accommodations

(@) Employee Amenities

(b) Protective Clothing/Devices

........................... 4247 pP*
@ Occupational Exposure to Bloodborne

Pathogens .........ccccoveinines

(6) Employee Safety.......c..ccceevrervrnnas
(7)  Employee Protection
E. Leavesand Vacations..........cccocervrvrieennnne.

(1)  Short-Term Leaves

(@) Personal IlIness and Injury

(M Worker’s Compensation
(b) Family Iliness/Quarantine
(© Bereavement
d) Occupational Purposes
@) Legal and Civic Duties
0] Religious Observance
(9) Emergency/Personal

@) Long-Term Leaves

@ Personal/Family and Medical Leave

(3)  Vacations/Holidays
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LEGEND

P/R Policy/Regulation

* The policy and/or regulation is the same for Certified and Non-Certified Personnel.
Refer to the Certified Personnel section of this manual for the policy or regulation
covering this issue.

T Contract between the Andover Board of Education and the Andover Education
Association.
N Collective Bargaining Agreement between the Andover School District Board of

Education and CSEA Local 2001 SEIU in behalf of the Andover Non-Certified
Personnel.
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