SCHOOL CODE

The Standards of Practice covering 5000 Series, certificated personnel, are still
in review. In the meantime, the personnel procedures, regulations and
guidelines for certificated employees (teachers and educational officers) can be
found in the School Code, 5000 Series (Certificated Personnel), which can be
accessed in this document or, for current employees, on the Office of Human
Resources intranet.

Please note that the linked materials include relevant Board of Education
policies, although some policies and numbers may have changed as a result of
the Board's update of its policies.
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Insert page 5300-14a (Yellow) in the 5300 section.

Place this memorandum in the front part of the 5000 Series to indicate that the revision
has been inserted in the binder.

RT: di

. Attachments

AN AFFIRMATIVE ACTION AND EQUAL OPPORTUNITY EMPLOYER

PATRICIA HAMAMOTO

SUPERINTENDENT

RS 02-0817



PATRICIA HAMAMOTO

BENJAMIN J, CAYETAND'
. GOVERNCR INTERIM SUPERINTENDENT

.

STATE OF HAWAII

DEPARTMENT OF EDUCATION
P.Q. BOX 2350
HONOLULLY, HAWAI| 56604

DIVISION OF ADMINISTRATIVE SERVICES
Personnel Sarvicea Branch

October 30, 2001

MEMO TO:  RECIPIENTS OF THE SCHOOL CODE, CERTIFICATED PERSONNEL POLICIES
AND REGULATIONS (5000 SERIES)

/‘J (. ‘L; (L' QL,\.;.‘ N
FROM: Alfred Suga, Assistant Superintendent
Division of Administrative Services

SUBJECT: REVISION OF SCHOOL CODE, CERTIFICATED PERSONNEL POLICIES AND
. REGULATIONS (5000 SERIES)
Please revise your School Code, Certificated Personnel Policies and Regulations (5000 Series), in the

blue binder, as follows:

Remove page 5500-49 Regulation #5506 (white) and replace with
attached pages 5500-49 and 5500-50.

Place this memorandum in the front part of the 5000 Series to indicate that the revision has been
inserted in the binder.

Attachment

AN AFFIRMATIVE ACTION AND EQUAL OPPORTUNITY EMPLOYER RS 02-0665




* SCHOOL CODE

Certificated Personnel
Policies and Regulations
(5000 Series)

Office of Human Resources » Department of Education » State of Hawaii « RS 03-0938 (Revision of RS 91-1050} « January 2003



12/6/02

The Honorable Linda Lingle
Governor, State of Hawai‘i

BOARD OF EDUCATION

Herbert 5. Watanabe, Chairperson
Karan Knudsen, First Vice-Chairpersen
Breene Y. Harimoto, Second Vice-Chairperson
Shannon K. Ajifu

Lex Brodie Denise Matsumoto

Mary J. Cochran Shirley A. Robinson

Carol Gabbard Laura H. Thielen

Sherwood Hara Garrett Toguchi
Randall M.L. Yee

Linda Ichiyama

Patricia Hamamoto, Superintendent of Education
Clayton J. Fujie, Deputy Superintendent

Katherine Kawaguchi, Assistant Superintendent
Office of Curriculum, Instruction and Student Support

Rodney S. Moriyama, Assistant Superintendent
Office of Information Tachnology Servicas

Alfred K. Suga, Assistant Superintendent
Office of Business Services



SCHOOL CODE
PERSONNEL SERIES #5000

INTRODUCTION

The School Code, Certificated Personnel Policies and Regulations (5000 Series},

was approved by the Board of Education on June 19, 1986, While the material

provided is for the information and use of all Department of Education employees,

it is more specifically intended to place at the fingertips of administrative
personnel the knowledge needed to carry out personnel management functions

and programs.

In its broader application, the School Code is a means of communicating to
certificated employees their rights, privileges, benefits, obligations, respon-

sibilities, and associated procedures.

The Personnel Series is intended to assure that employees are treated in

a comparable manner. To this end, the Department of Education's personnel
policies, regulations and procedures are predicated on the philosophy that
they should be standard and uniformly applied throughout the State, unless

a cogent reason exists for exception.

The School Code is also a "living" document which is subject to revision

due to changes in departmental programs and practices, negotiated labor agree-
ments and amendments to federal and State statutes. Therefore, recipients

of the School Code may expect notices from time to time to revise, add or
delete portions of this series. At such times, to keep the School Code up

to date, just take a moment to place the new sheets in it the day they arrive.

Be sure to destroy the old version of a page when you add its new replacement.



SCHOOL CODE

PERSONNEL SERIES #5000

PUBLICATION CRGANIZATION

The Personnel Series encompasses the 5000 number series of the Department
of Education Code, which is numbered 1000 through 9000. Each series is differ-
entiated from other numbered series by the color of its binder. The binder

for the 5000 Series is light blue.

The 5000 Series has been organized into general subject categories, iden-

tified by title and basic numbers as follows:

Preface, Profiles and Definitions - 5000
Recruitment & Employment - 5100
Compensation & Classification - 5200
Certification - 5300
) Leaves of Absence - 5400
Personnel Relations - 5500

& Employee Benefits

Personnel Development - 5600
Negotiation & Bargaining ' - 5700
Personnel Forms - 5800
Index - 5900

Publications are color-coded and placed within the appropriate category in
the following order:

Policy - Blue

Regulation - White

Procedure - Canary

iii



Policies are official pronouncements of the Board of Education presented
in unnumbered, unlettered paragraphs. Regulations are Department of Education
Directives presented in alpha outline format. Procedures are statements

of initiating actions presented in numeric outline.

The numbering system is planned to be simple yet flexible in order to permit

a substantial degree of expansion or contraction. It provides for ten major
categories. Each major category can be divided into 99 sub-categories, each

of which can be further extended by the addition of a decimal point, e.qg.,
(5102.1). As presently arranged, each regulation with its associated policy

and procedure is identified by its basic sub-category, e.g., 5102. In instances
where more than one procedure pertains to a regulation, the supporting procedures
are numbered in decimal series, e.g., 5201.1, 5201.2, etc. This provides

a certain amount of internal control - if you have Procedure #5201.8, you

know that there is, or has been, a Procedure #5201.6 pertaining to the subject

matter of Regulation #5201.

If a sub-category {(5203) is changed by deletion or amendment, it will be
reissued as soon as possible with the effective date indicated at the end

of the publication. Any new policy, regulation or procedure will be, upon
adoption, assigned an appropriate number and distributed to all Code recipients

for insertion in the School Code.

It is recommended that offices or organizations having more than one copy
of the School Code number them for accountability and to allow for periodic
inventory to assure currency. all obsolete publications should be destroyed

when replaced or rescinded.
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Persconnel Series #5000

PREFACE

MISSION

The mission of the Department of Education is to educate students in
the public schools of Hawaii. It is the purpose of the Department to develop
students to become literate, responsible and self-fulfilled members of our
democratic society. It is the function of the Office of Personnel Services
in this mission to ensure optimal levels of student achievement and perfor-
mance by providing a work force of peak performing employees.

PERSONNEL SERVICES

The Office of Personnel Services exists to provide comprehensive personnel
services which actively support the delivery of the best education to students.
The best education shall be interpreted as that sequence of instruction
and educational experiences effectively taught by selected personnel in
a caring and supportive environment. The end products of such experiences
are responsible and responsive members of society who are literate, self-
motivated, and knowledgeable. It is the goal of the Office of Personnel
Services to have a work force of employees who are capable, qualified and
strongly committed to put forth maximum effort to help students attain ever
higher levels of performance and achievement.

The comprehensive system of personnel services shall include the following
major programs:

1. Personnel Needs. Goals of this program are timely and accurate fore-

\

casting of personnel needs, the continuous availability of capable
and gqualified job applicants, the meticulous screening and selection

of the most promising applicants, the assurance of continued growth
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and development of all employees, and the provision of a support system .
to evoke the best performance from the Department's work force.

2. Employee Services and Benefits. This program is designed to provide

such employee-related administrative services as hiring, certification,
placement, pay and benefits.

3. Labor Relations. This program strives to promote, on a proactive basis,

cooperative relationships with employees and employee collective bargaining
representatives, and endeavors to promote a climate of mutual trust

and understanding to obtain and sustain the best efforts from its employees
and students.

PROFESSIONAL PERSONNEL

Teachers and school administrators are key personnel in the delivery
of instruction and instructional services to the students, with other profes-
sionals providing continuous support. The Department seeks to provide the .
best possible education to its youngsters through the enlightened services
of those key individuals and other professional support who most closely
match the Department's profiles of an effective teacher, administrater,
and educational administrator. (Please see Personnel Series 5001, 5002
and 5003.)

PRINCIPLES AND CONCEPTS

Education is a people intensive endeavor. Accordingly, the Department's
personnel program must be premised on a human-sensitive philosophy that
encourages the highest level of achievement from its employees and students.
All employees can be expected to put forth their best professional efforts
in a ¢limate of mutual respect, trust and consideration as evidenced by
healthy relationships, genuine recognition of each person's worth, and by .

unimpeded communication.
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. The natural tension between personal needs and institutional goals
can be creatively resolved when guided by the concepts of broad-based partici-
pation in decision making, clear and open communication, high performance
expectations, unity of purpose, improvement-directed actions, recognition
of achievement and supportive attention to the personal and professional
needs of individuals.
In a network of professionals, decision-making resides at the levels
of critical operations and is controlled by clearly articulated and universally
accepted institutional principles. Management in such a setting is achieved
through a systematic review of results or outcomes and of the enabling processes
to achieve the internalized goals of the system. Therefore, wherever possible
and feasible, monitoring of program activities shall be by periodically
scheduled post-audit, the results of which will be used to reaffirm or.redirect
. energies and efforts to more effectively achieve the targeted goals of the
Department.

ADMINISTRATIVE PARAMETERS

The Department's persconnel programs shall operate within the parameters
set by applicable federal laws, State of Hawaii statutes, Board of Education
policies, employee collective bargaining agreements, Department rules and
requlations and executive orders and directives. These programs shall be
further guided by the standards set by the merit principle and by concepts
of equal employment opportunity and affirmative action to ensure that no
discrimination based on race, color, religion, sex, age, marital status

and/or national origin shall exist at any level in the system.

Adopted 6/86
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Personnel Series 5001

PROFILE OF AN EFFECTIVE TEACHER

INTRODUCTION

Teaching is a unique profession, where teachers are continucusly
discovering, incorporating and applying new and more effective skills and
knowledge about student learning and development. It is also a satisfying
and challenging profession where every practitioner must persevere and
strive to attain ever higher levels of success in shaping and guiding the
growth and development of all students to become productive citizens of the
future.

MISSION CENTERED ON THE STUDENT LEARNER

An effective teacher focuses fundamentally on providing for a student’'s
long-term development into a self-responsible, independent learner. The
effective student learner is one who acquires the basic skills necessary to
achieve autonomy, literacy, responsibility to self and others, and the
desire or capacity to continue to learn and grow for a lifetime. The
ultimate student outcome is a posiﬁive, confident, competent, caring learmner
who is able to take the initiative, problem-solve, set goals, and make
decisions that help him or her to continuocusly adapt and prosper in a

rapidly changing technoclogical society.

Skills and attributes which are critical for this century and the next are
different, not stable and predictable, but fluid and dynamic. Our
educational system must develop citizens and workers who can govern
themgelves, who are flexible, resourceful and able to deal with open-
endedness, complexity, the global perspective, the information explosion,
and other technologies, while still maintaining a set of values, individual
stability, and integrity. Students must be able to internalize content so
as to be able to use it spontanecusly and appropriately in changing
contexts. Students need to learn how to learn and to be responsible for
their own learning as well as to contribute as competent citizens to social

harmony.
The statewide student performance standards for Hawaii delineate the
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following skills and attitudes as general learner ocutcomes which all .
teachers must help students develcp:

1. The ability to be responsible for one’'s own learning.

2. The ability to work with others.

3. The ability to use complex thinking and problem solving skills.

4. The ability to recognize and produce quality work.

Teaching is more than knowing subject matter and clearly presenting it;

teaching involves knowing how students think and feel, their preconceptions

and misconceptions, what genuinely gets their attention, and how to build

their desire tc learn from within themselves. The commitment and dedication

of the professicnal, therefore, must be to persevere in finding the ways to

build independence in the learner and nurture the natural curiosity of the
student. Intringsic motivation is a complex and elusive component of

learning that requires the commitment of teachers to address it, emphasize

it and nurture it in every learner. Without desire, the learner may not

truly retain or apply knowledge and skills. The teacher should identify
interests and points of personal relevance, provide for emotionally and .
developmentally appropriate experiences and adjust instruction to engage

learners and to encourage them to want to learn more, no matter how

challenging the task may be.

Also, basic to the role of the teacher is creating a community of learners
within the classroom and school where students may trust, feel safe,
experience a sense of success and accomplishment, develop integrity, self-
discipline, empathy, responsibility to self and others, and a love of
learning. Teachers, therefore, must convey, by example, values such as
honesty, fairness, respect for individuals and pride in success. Moreover,
the teacher is a learner, too, serving as a model for students of active,

continuous, life-long learning.

Teachers in the Department of Education must possess and demonstrate a
central core of competencies in order to teach and be a model for students

of an adult functioning successfully in a highly complex society. .
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‘II' III.

TEACHER COMPETENCY
Model standards for teachers, developed by the Interstate New Teacher
Assessment and Support Consortium (INTASC) under the auspices of the Council
of Chief State Schocl Officers (CCSSQ}, were used to identify ten basic
areas of teacher competency for this profile. The effective teacher must
perform satisfactorily according to the following areas of teaching
competency:
FOCUS ON THE LEARNER
MANAGING A POSITIVE LEARNING ENVIRONMENT
ADAPTING TO LEARNER DIVERSITY
COMMUNICATING IN THE CLASSROOM
PLANNING
CONCEPTS
STUDENT LEARNING
ASSESSMENT
PROFESSIONALISM

SCHOQL COMMUNITY

- FOCUS _ON_THE LEARNER
The effective teacher:

Understands how children learn_and develop, and engages students in

appropriate experiences that support their development as independent

learners.

Strives to help students become independent learners.

Encourages students to assume responsibility for their own 1éarning,

shaping tasks and pursuing theixr own gcals and aspirations.

Cares about students and perseveres in nurturing their desire to learn

and achieve.

Relates to student experiences, personal interests, and meaningful, real

life situations in instruction.
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The

Builds student success through providing developmentally appropriate

activities.

Considers students’ physical, scocial, emotional, ethical and cognitive

development when making instructional decisions.

Provides opportunities for active engagement, manipulation and testing of

ideas and materials.

Promotes a community of learners who share with and learn from each

other.

MANAGING A POSITIVE LEARNING ENVIRONMENT

effective teacher:

Uses an understanding of individual and group motivaticon and behavior to

create a learning environment that encourages positive gsocial interaction,

civic responsibility, active engagement in learning, and self-motivation.

5000-8

Models a caring attitude and promotes positive interpersonal '

relationships in the classroom and in the school as a whole.

Maintains a learning community in which students trust, assume
responsibility for themselves and one another, and relate with empathy,

compassion, and mutual respect for others.

Establishes and maintains with students the procedures, routines, and
expectations for behavior which foster a safe, orderly, motivating

environment for learning and intellectual risk-taking.

Fosters an intrinsic motivation to learn in students by providing
appropriate, progressively challenging learning experiences which

capitalize on the student’s need to understand and succeed.

Operates a classrocm where students feel satisfaction in active
engagement in tasks as individuals and in collaborative groups and where

resources of time, space, and activities are maximized.



. Promotes student initiative and self-awareness by operating a classroom
where students are encouraged to express interests, make choices,

reflect, set goals and self-evaluate.

ADAPTING TO LEARNER DIVERSITY

The effective teacher:

Understands how students differ in their attitudes toward and approaches to
learning and creates instructional opportunities that are inclusive and

adapted to diverse learners.

Demonstrates a genuine liking and caring for all students and develops

rapport with them.

Fosters trust, respect and appreciation for human and cultural diversity

ameng the community of learmers.

Demonstrates commitment to helping every child achieve success, based in

the belief that all children can learn.

. 7 Adjusts and adapts instruction flexibly to students’ stages of
development, learning styles, strengths, needs, responses and ideas,

including appropriate provisicns for learners with exceptional needs.

Anticipates learnmer difficulties and lends support, being sensitive and
responsive to the student, investigating situations, and seeking ocutside

help as needed to remedy problems.

COMMUNICATING IN THE CLASSROOM

The effective teacher:

Uges knowledge of effective verbal, nonverbal and media communication
techniques to foster active inquiry, collaboration, and supportive,

perscnalized interaction in the classroom.

Creates a classroom climate of openness by communicating with students on

a one-to-one basis as well as in groups.

. Demonstrates thoughtful, caring, active listening and promectes

gsensitivity to non-verbal as well as verbal communication.
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Monitors the social and emotional climate and communication flow in the .

classroom on a consistent basis.
Encourages student self-expression, reflection and evaluation.

Communicates clearly and leogically in oral and written expression, using

standard English.

Promotes literacy by engaging students in varied communication activities

across contexts and thematic areas.

PLANNTING
The effective teacher:

Plang instructiocn based upon knowledge of students, the community,

instructional goals and statewide student performance standards.

Plans for units, lessons, activities, and materials that are

personalized, relevant, and meaningful to students.

Plans and implements logical, sequenced instruction and continuously .

adjusts plans based on learner needs, progress, styles and interests.

Provides learning experiences and instructional materials that are
developmentally appropriate and based upon desired student cutcomes,

principles of effective instruction and curriculum gecals.

Incorporates a variety of appropriate assessment strategies as an

integral part of instructicnal plans.

Evaluates instructional effectiveness as a key c¢ompeonent in the planning

process.

CONCEPTS

The effective teacher:

Understands the central concepts, tools of inguiry and structures of

knowledge and can create learning experiences that make these aspects of

study meaningf—ul for students. .
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. Links concepts and key ideas to students' prior experiences and
understandings, using multiple representations, examples, and

explanations.

Demonstrates enthusiasm for and knowledge of the concepts and helps

students relate learning to everyday life.

Provides integrated or interdisciplinary learning experiences, engaging
students in generating knowledge, using varied methods of inquiry,
discussing diverse issues, dealing with ambiguity, and incorporating

differing viewpoints.

Teaches for mastery of complex processes, concepts, principles and

statewide student performance standards.

STUDENT LEARNING

The effective teacher:

. Understands and uses a variety of active learning strategies to develo

students’ thinking, problem-solving and learning skills.

Provides experiences which involve students in gecal-setting, selecting
tasks, planning, implementing, and evaluating for quality work and

product outcomes.

Models active ingquiry, helping students to gquestion, preblem solve,
access resources, develop responsibility for their own learning and use

information to reach meaningful conclusions.

Provides complex learning experiences which develop higher order thinking

skills.

Varies his or her instructional role (e.g., instructor, facilitator,
coach, co-learner, audience) in relation to the content and purpose of

instruction and need of students.

Engages students in active, creative, open-ended, hands-cn learning

. experiences.
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Develops students’ skills in decision-making, change processes, and

working with others.
Uses available technologies as tools for teaching and learning.

ASSESSMENT

The effective teacher:

Understands and uses appropriate assessment strategies to evaluate and

ensure the continuous intellectual, social and physical development of the

learner.
Uses a variety of appropriate assessment strategies to enhance knowledge
of learners and modify teaching and learning strategies on a regular,

continuing basis.

Involves students in self-assessment activities and encourages them to

set personal learning goals.

Solicits and uses information about students’' experiences, learning,
behavicr, needs, and progress from parents, other colleagues, and the

students themselves.

Uses assessment data to monitor and evaluate student progress toward

achieving the statewide student performance standards.

Maintains appropriate records of student achievement and communicates
knowledgeably and responsibly based on accurate indicators to students,

parénts, and other colleagues.

PROFESSIONALISM
The effective teacher:

Reflects on practice and continually evaluates the effects.of hig/her

choices and actions on others (students, parents, and other professionals in
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. the learning communit and actively seeks out opportunities to grow
professionally.
Reflects on practice and monitors own teaching activities and strategies,

problem-solving and medifying to meet learner needs.

Actively seeks out opportunities to grow professionally and demonstrates
commitment to the profession; e.g., serving as a cooperating teacher,

mentor, advisor or on a cadre or council.

Knows and implements duties, policies, regulations, and procedures of the

Department and laws related to education.

Demonstrates high moral and ethical conduct in personal and professional

behavior.

Models honesty, fairness, respect for individuals and for the laws of

society.

. : SCHOOL COMMUNITY

The effective teacher:

Fosters relationships with students, colleagues, parentg, and adgencies in
the larger community to support students’ learning and well-beinqg.

Participates actively and assumes responsibility for scheol activities

and school improvement.

Collaborates and cooperates with students, colleagues, parents, and the

community in supporting the goals and activities related to school and

works with all in support of student learning.

Models relationships with students and adults which demonstrate courtesy,

rapport, support, humor, and active listening.

Adopted 6/86; Amended 7/96
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Personnel Series

PROFILE OF AN EFFECTIVE SCHOOL ADMINISTRATOR

A school is as effective as its leadership is effective. Effective
leadership requires full personal and professionai commitment to student

growth and development and school improvement. The Department's goals can

#5002

best be attained through school leaders who have been given clearly defined

responsibilities in relation to student achievement.

Strong leadership, particularly in working with people positively and

constructively to enhance teacher-student interaction, is central to school

administration. Identified practices and characteristics which promote

effective schooling reflect such elements as (a) a curriculum which is clearly

defined, (b) focused classroom instruction and management, (c) consistent
discipline, {d) close monitoring of student performance, and (e) strong

instructional leadership.

The school leader must have a clear understanding of the school's mission

and must be able to demonstrate the ability to articulate this mission to

the staff and the community, to unify the staff in pursuit of effective

teaching so that all students learn, to establish high standards of achievement,

and to create a safe and orderly school environment. Specifically, the
effective school leader:

A. Demonstrates Commitment to School Improvement

A strong personal and professional desire to make a positive impact on

student achievement is expressed in all actions taken by the school leader

within the educational setting. The effective school administrator:

1. Strongly believes that his/her mission is to attain progressive levels

of high student achievement/school improvement.
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2. Conducts systematic assessment and analyses of the educational needs .‘
of students based on achievement scores, grades, attendance reports,
demographic profile, discipline reports, school climate and other
forms of data.

3. Evaluates the effectiveness of current schoocl programs and teaching
methods in terms of clearly identified achievement criteria.

4. Develops an integrated school improvement plan with enabling activities
to attain within a specified time frame, explicit goals and cbjectives
relating to student achievement.

5. Uses research-based improvement strategies and sound principles of
learning to enhance teaching/learning.

6. Reports results of school improvement efforts to all members of the
school and to the community.

B. Demonstrates Achievement-Oriented and Supportive Leadership .

The school administrator's work is demanding of energy, persistence and

drive. Strong leaders are able to introduce ideas, get people involved,

make decisions and motivate people to get the work done. A caring and

supportive leader:

1. Expresses the belief and expectation that school improvement is an
attainable goal within a time frame of planned and focused activities.

2., Exemplifies traits of creativity, imagination, innovativeness and
persistence in the pursuit of school improvement.

3. Deals caringly and responsibly with faculty, staff, students and parents.

4. Exemplifies traits of an effective teacher with high expectations

for self and others.
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5. Provides appropriate staff development opportuniti
instructional improvement and staff efficacy.

6. Examines own leadership performance in pursuit of
activities.

Utilizes Effective Management Strategies to Unify Sta

es which focus on

professional improvement

ff, Build a Sense

of Ownership and Commitment to High Performance Goals

The pulse of the school is regulated by the school administrator charged

with delivery of quality services. The administrator channels all resources

toward attainment of high performance goals and works

cooperatively with

faculty and staff in planning ways to improve the school. Te this end,

the school administrator:

l. Uses participatory strategies which enable people
can influence decisions and outcomes.

2. Promotes creativity in determination of how goals
be met.

3. Generates feelings of trust, enthusiasm, rapport,
among faculty, staff, students and members of the

4. Actively pursues the establishment of open and pos

and high morale.

to feel that they

and objectives can

respect and liking

community.

itive relationships

5. Provides support, feedback, encouragement, understanding and recognition

of school accomplishments.

6. Fosters a belief among staff that the school can become more effective.

Manages the Full Scope of School Administrative Responsibilities

A school leader must work within the context of parameters, description

of job responsibilities and resources such as time, money, and people.
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The attitudes, approaches and dynamics of what happens in an effective

school are contingent upon its leadership. Full utilization of available

resources is a hallmark of an effective leader who:

1.

Complies with applicable statutes, federal laws, regulations, procedures,
contractual provisions and other governance parameters.

Attends to all required administrative functions such as supervision
and evaluation of instruction, teachers and staff; maintenance of

a well-functioning school plant; timely completion of reports.

Assures effective delivery of instructional programs and school support
services.

Communicates effectively with faculty, staff, members of the community,
and others.

Uses available resources creatively and imaginatively for optimum
benefit to students.

Mobilizes and assigns resources to attain school improvement goals

and objectives.

Maintains sound fiscal operations and accounting of school property.
Facilitates and moniteors delivery of effective instruction and maximum

use of instructional time.

Adopted 6/86
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PROFILE OF AN EFFECTIVE EDUCATIONAL ADMINISTRATOR

(DISTRICT AND STATE LEVELS}

MISSION

The primary mission of all personnel in the Department of Education
is to help schools provide for the best possible educational development
of students. To this end, state and district educational administrators
at all levels must work collaboratively to achieve the goals of the school
system. There must be full commmitment to system-wide student development

and performance improvement. State/district level leadership must provide

5003

direction and support services to schools to ensure consistent and effective

attainment of higher levels of system-wide student educational achievement.

Functionally, these expectations may be translated into the following behaviors

which identify the effective educational administrator.

1. Demonstrates Personal and Professional Commitment to Job Performance

Improvement

a. Makes programmatic, personnel and operational decisions based on the

goal of attaining more effective schools.

b. Conducts systematic assessment of school support services to determine

effectiveness and to identify needs based on user input and feedback.

¢c. Analyzes derived data and interprets them in order to provide appropriate

support.

d. Develops and articulates an integrated improvement plan for the attain-

ment of state/district level goals and objectives for his/her area

of responsibility.
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e.

Performs requirements of the position with full knowledge and in support
of objectives, directions, policies, strategies, plans, and activities

of the Department of Education and the pertinent efforts of its various
offices and organizational units.

Conducts long-range planning to anticipate and provide continuous
delivery of effective and efficient school support services.
Constructively participates in the formulation, adoption and implemen-
tation of policy decisions consistent with determined need and systematic
and integrated improvement planning.

Pursues personal improvement based on candid and honest self assessment

activities to strengthen own professional performance.

2. Provides Achievement Oriented and Supportive Leadership within_the School

System

a.

5000-16

Obtains widespread support and organizatioﬂal commitment to the central
mission of the Department and to the delivery of district/state level
support services to accomplish that mission.

Integrates and provides district/state level support services to maximize
assistance to schools to provide the best possible education to students.
Exemplifies professional productive behavior; generates feelings of
trust, enthusiasm, rapport, and teamwork among all constituents.
Systematically informs users and decision makers of programs and activities
to enlist their cooperation and support and encourage effective use.
Establishes open, supportive, aspiring relationships to ensure high
morale within the Department.

Motivates and challenges people to higher levels of performance by

clear statement of goals, focused direction, realistic standards,

specific results, and assurance of support.



Works toward team building; fosters team concept by being an effective
team member and leader by focusing and addressing issues; listening;
modifying and adjusting in light of new and valid information.

Is task oriented; assumes responsibility to get the Jjob done; applies
initiative and persists in obtaining the best results.

Exhibits and practices good working habits and extends the common
courtesies of the position. (Honors appointments, maintains high
standards of integrity, etc.)

Seeks, accepts and performs new and different responsibilities to

achieve results.

Establishes and Exhibits a High Level of Professional Competence and

Credibility as a General Educational Officer and as a Specialist in the

Area of Assigned Responsibility

a.

Seeks and applies current‘research—based improvement strategies to
enhance the delivery of competent state/district level support services
and the improvement of teaching/learning.

Keeps currently informed of breadth and scope of professional knowledge
within the area of specialty as well as in other educational areas.
Keeps currently informed of professional knowledge and skills in the
general area of Educational Administration.

Translates pursuit of educational excellence in terms of specific
programmatic decisions and actions and develops programs for effective
implementation.

Utilizes effective management strategies to involve affected people

in problem-solving and policy decision-making.

Exemplifies professionalism by being creative and a risk-taker, borne

by confidence in one's knowledge of the specialty area and of education.
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g. Serves as a role model for effective and competent performance within .
the school system.

h. Acknowledges, supports and encourages genuine and valued school level
accomplishments.

4. Provides Full Scope of Staff Administrative Services

a. Follows efficient fiscal and budgeting practices to attain maximum
use of available monies, facilities and people resources.
b. Attends to all required administrative functions of planning, organizing,
supervising and fostering of effective staff and community relations.
¢. Communicates effectively with staff, employees, policy makers and
members of the community.
d. Complies with applicable statutes, federal laws, regulations, procedures,
contract provisions and the like. .

e. Responds to general and specific needs of schools.

Adopted 6/86

5000-18



' . Personnel Series 5004

DEFINITION OF TERMS

Definitions: As used in this 5000 Series unless the context clearly requires
otherwise.

Applicant means & person seeking employment to a position in accordance
with the 5000 School Code Series.

Aggoiﬁtment means a condition of being employed by the Department under
.specified terms and provisions. Appointments may be temporary,
" probationary, continuous or otherwise determined by the Department.

Area of Preparation means fulfillment of requirements as a school
administration/educational administration profession in the Hawaii State.

Assignmeﬁt means a specific placement into a positien and/or teaching
line.

Assistant Superintendent means the subordinate Superintendent in charge
of a State functional office.

Board of Education means the State Board of Education.

Casual Employees are those certificated employees who are non-salaried

and are excluded from State Civil Service. Substitute teachers. part-
time temporary teachers and other employees of similar status arer casual
employees.

Certificated Employee means an employee holding a valid 1license or
credential issued by the Department of Education in accordance with
appropriate regulations of the 5300 series of the School Code.

Certification means fulfiliment of requirements as a school
administration/educational administration profession in the Hawaii State.

Clear Vacancy means a vacant position, which is permanent and
unobligated. .

Complex Area Superintendent means the subordinate Superintendent in
charge of a school complex area.

Course Unit means the teaching equivalent of one instructional period for
secondary schools or approximately 16.5% F.T.E.

Credentialed means a certified employee who has not fully met
requirements for a license to teach.

District Superintendent means the subordinate Superintendent in charge of
a school district.

Educational Officers mean the Superintendent, Subordinate Superintendents
and all employees compensated from the Educational Officers' Salary
Schedule as determined by the Department. .

Employee means a person holding a position in accordance with Regulations
5100, 5101, 5102, 5103 and 5104 of the School Code, Certificated
Personnel, whether permanently or otherwise, and whether as an officer or
otherwise.

. Employer means the Department of Education, State of Hawaii.
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Personnel Series 5004

Excluded Personnel are those employees who are appointed by tpe
Board/Superintendent and other certificated employees who serve in
confidential/managerial pesitions as defined in ERS 8%-6 (c}.

Licensed means a certificated employee who has met all requirements for a
license to teach.

Part-Time Temporary Teacher (PTT) means an employee who is hired to
perform instructional or related services on an hourly rate of pay.

_PRAXIS means Professional Assessments of Beginning Teachers and refers to
a set of examinations for teacher licensure.

Position means a specific office or employment whether occupied or
vacant, ,jconsisting of a group of all the current duties and
responsibilities assigned or delegated by competent authority, requiring
the full ‘or part-time employment of one perscn.

Probation means a period of assessment and observation to determine the
competency and fitness of the employee.

Probationary Employee means an employee serving probation or an employee
having successfully completed probation and awaiting selection for
tenure.

Recruitment means proactive maintenance of a pool of gualified applicants
who match the Department's Profile of an Effective Teacher for specific
positions.

Reqular Employee means any teacher or educational officer compensated on
the Department established salary schedules.

School Year means the normal twelve-month annual employment period
starting from {September 1 to August 31] the first day of the school’s
academic school calendar.

Special Education Assistant positions are assigned to Department of
Education Project Codes 131, 201, 632, 207, 210, 635, and 693. These

employees provide direct instruction (academics/social/self-help) and/or
special education services to certified special education students in the
learning environment (classroom, CBI, work site, on/off campus
activities); provide direct instruction or services on a daily basis

working under the supervision of a special education teacher.

Specialty Instructor means a part-time employee hired to teach scheduled
student courses, or to provide other instructional related services not
to exceed the equivalent of three such units or 49.5% F.T.E.

Subordinate Superintendent means the Deputy Superintendent, an Assistant
Superintendent, or a [District Superintendent or a Deputy District
Superintendent] Complex Area Superintendent.

Substitute Teacher means day-to-day employee [s] hired to provide
replacement services for a teacher(s] who [are] is absent from [their
duty statien) his/her classrocom and instructional duties.

Superintendent means the Superintendent of Education.

Teacher means Teachers, Counselors, School Librarians and all other
employees compensated from the Teachers' Salary Schedule as determined by
the Department. It can alsoc mean other employees not on the salary
gchedule such as substitutes, part-time temporary teachers, specialty
instructors, coaches and others.
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Temporary Employee means an employee of limited hiring duration.which may
be terminated at the option of either party with no commitment of
continued employment.

Ten-Month Emplovee means a teacher or educational officer, hired to work
a ten-month year normally from September through June and compensated on
a ten-month salary schedule.

Tenured Educational Officer means an employee who has successfully
completed probation on a continuous basis in an appropriate position.

Tenured Teacher means an employee who has successfully completed
probation and who has been appointed on a continucus basis te a permanent
unobligated position.

Twelve-Month Employee means an educational officer hired to work a
twelve-month year from July through June of each year and compensated on
a twelve-month salary schedule.

Adopted 6/86; Amended _7/02
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Policy #5100

RECRUITMENT, EMPLOYMENT, RETENTION AND TERMINATION
POLICY

TEACHER RECRUITMENT/RETENTION/EMPLOYMENT

The recruitment and employment of trained applicants must be
active, selective, competitive, and based on the <concept of
preferential hiring. The process of preferential hiring requires
(1) the establishment of a pool of qualified applicants who most
closely match the Department’s Profile of an Effective Teacher,
(2) selection from the applicant pool, and ({3) consideration of
students’ education and welfare and for the good of the schoeol system.
This process calls for looking beyond certification/licensure
qualifications of applicants. It requires rigorous efforts to hire
the best qualified candidates to consistently achieve ever higher
levels of student growth and development within the public schools of
Hawaii. A multivariate screening system shall be applied to determine
employment entry/admission into the applicant pool of eligible
candidates for teacher positions.

The Department shall develep and implement a strategic plan to
recruit and retain qualified teachers which (1) identifies recruitment
and retention goals, (2) implements strategies to achieve these goals,
{3) identifies specific teaching shortage areas and geographically
hard to fill areas, and (4) establishés a continuing community
outreach program to encourage and assist residents of communities

experiencing high teacher turnover to become teachers.
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Policy #5100

Recruitment, Employment, Retention and Termination

Policy (continued}

The Superintendent employs teachers. Primary considerations for
employment shall be the needs of students and programs at the schools,
Hiring shall be based on the selection of eligible professionals who
most exemplify the Department’s Profile of an Effective Teacher.

TEACHER PLACEMENT

Placement of teachers shall be by matching the qualifications,
personal attributes and training of the individual with the
requirements of the pesition. An effective match of the
qualifications of the persen with the requirements of the position
ensures attainment of the Department’s mission.

EDUCATIONAL OFFICER APPOINTMENT

The Superintendent’s appeintment of subcrdinate superintendents
and the administrative assistant to the Superintendent shall require
the approval of the Board of Education. The appointment of all other
educational officers shall require the approval of the Superintendent
of Education. Educational officers recommended for the
Superintendent’s approval shall have met the qualifications and the
training requirements of the Department. Additicnally, educational
officers must possess traits such as leadership, adaptability,
motivaticn and commitment to meet the requirements of the position and
the high expectations as delineated in the Department’s Profile of an
Effective School Administrator and Profile of an Effective Educational

Administrator.
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Policy #5100

Recruitment, Employment, Retention and Termination

Policy (continued)

Professional background and experiences of applicants shall be
considered in the selection and appeointment of educational officers.

PROBATION AND TENURE

Employees are required to complete Department established
probationary requirements. _Service as a temporary educaticnal officer
is not applicable towards fulfilling the requirements
probationary period.

Tenure in the Department is obtained by continued employment
based on {a) successful completicn of probatibnary requirements; and
(b} demonstrated competency at progressively Thigher levels of
performance.

EQUAL EMPLOYMENT

The recruitment and employment policy shall be implemented
througﬁout the Department of Education and shall be the responsibility
of the Superintendent of Education and all State, District and School
personnel. The manner in which this policy is to be implemented shall
be the essence of the Department of Education’s Egual Employment

Opportunity and Affirmative Action Programs.

Revised 9/1/70; amended 10/74; Amended B8/75; BAmended 6/86; Amended
3/98; Amended 11/02 '
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Regulation #5100

. ; GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND EMPLOYMENT :

ADMINISTRATIVE REGULATIONS

EMPLOYMENT

A. Appointment agreements, assignments and compensation shall be as provided

in the Hawaii Revised Statutes, policies, regulations and collective

bargaining agreements.

B. Medical Examination Required

1. A new employee and an employee returning from a leave of absence
without pay of any duration resulting from health conditions, shall, |
at own expense and time, obtain a medical examination from a physician
licensed to practice medicine. Such an employee will not be permitted

to work without a medical examination clearance.

P

. 2. An employee in the Department may be required at the discretion
of the Department to have a medical examinaticn, and if so directed,
this examination will be done at the expense of the Department.

C. Chest X-Ray and Tuberculin Test

1. Every new emplioyee at the school level shall present a Department
of Health certificate declaring the employee to be free of tuberculosis
within the twenty-four month period prior to the effective date
of employment.

2. Every inservice employee at the school level shall submit a renewed
Department of Health tuberculosis clearance certificate to the
principal prior to the expiration date of the current certificate.

3. The principal shall notify any employee who fails to comply with
the X-ray or tuberculin skin test requirement that s/he is liable

. to suspension without pay. The principal shall also notify the

district superintendent of any delinquency.
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Genera
Select

Requlation #5100

1l Conditions of Recruitment,
ion and Employment - Employment {continued)

Other Forms Required of New Emplovees

Failure to complete forms may result in delay of employee's pay.

1. Every new employee shall take and subscribe the Oath of Loyalty
before a notary public.

2. Every new employee shall sign a completed “"Employee's Designation
of Beneficiary," State Accounting Form D-90, before a notary public.

3. Every new employee shall complete in duplicate and sign Federal
and State Employee's Withholding Exemption Forms HW-4 and W-4,

4. Every new employee shall complete the form "Certification of Social
Security Number."

5. Every new employee shall complete the Form I-9 "Employment Eligibility
Verification"

Employee Records

Revise

5100-4

Employment related records shall be maintained at the state, district

and school offices.

Benefits

Employees are eligible for benefits in accordance with laws, policies

and regulations.

d 9/1/70; Amended 4/73; Amended 10/74; Amended 6/86; Amended 11/88



Procedure #5100

PROCEDURE: MEDICAL EXAMINATION REQUIREMENTS FCR NEW EMPLOYEES AND FORMER
EMPLOYEES RETURNING TO SERVICE
REFERENCE: REGULATION #5100 (PARAGRAPH C)

FORM : 132 (PHYSICAL EXAMINATION OF TEACHERS)

RESPONSIBILITIES:
1. EMPLOYEE
a. Obtains Form 132 from the Office of Personnel Services, if not
provided at time of employment.
b. Obtains a medical examination on own time and at own expense from
a licensed physician.
¢. Submits completed Form 132 to the Office of Personnel Services
within 30 days from date of employment.
2. OFFICE OF PERSONNEL SERVICES
. a. Reviews medical examination form(s) for completeness.
b. Files form in employee's personnel file if employment is recommended.
c. Takes appropriate action if physician recommends individual not
be employed.
d. Takes appropriate action for employees who are not in compliance.
e. Files report on action taken.
3. PRINCIPAL
a. Reminds employees of medical examination requirement.
b. Obtains a substitute in the event that the employee is placed
on leave without pay for non-compliance.
4. DISTRICT
a. Monitors the status of new employees' phyéical examination require-

ment.

Revised 9/1/70; Amended 10/74; Amended 6/86; Amended 11/88
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Procedure #5100.1

PROCEDURE: MEDICAL EXAMINATION REQUIREMENTS FOR EMPLOYEES RETURNING FROM
) LEAVE OF ABSENCE WITHOUT PAY FOR HEALTH CONDITIONS

REFERENCE: REGULATION #5100 {PARAGRAPH C)

FORM

-

132 (PHYSICAL EXAMINATION OF TEACHERS)

RESPONSIBILITIES:

1. EMPLOYEE

Obtains Form 132 from principal/supervisor at least thirty days

prior to return to service.

Obtains a medical examination on own time and at own expense from

a licensed physician.

Submits completed Form 132 to principal/supervisor prior to return

to service.

2. PRINCIPAL/SUPERVISOR

. a-

e.

Provides employee with Form 132.

Reviews completed Form 132.

Advises employee accordingly.

Consults with district/state personnel officer if employee
return to service.

Files Form 132 in the employee's school personnel file.

3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT

Takes appropriate action to insure compliance.

4. OFFICE OF PERSONNEL SERVICES

cannot

Takes appropriate action if physician recommends individual not be

employed.

. Revised 9/1/70; Amended 4/73; Amended 10/74; Amended 6/86
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Procedure #5100.2

PROCEDURE: DEPARTMENT DIRECTED MEDICAL EXAMINATION FOR EMPLOYEES

REFERENCE: REGULATION #5100 (PARAGRAPH C)

FORM

: 132 (PHYSICAL EXAMINATION OF TEACHERS)

RESPONSIBILITIES:

1. EMPLOYEE

Complies with the directive issued by the Department for medical

examination.

2. PRINCIPAL/SUPERVISOR

a.

Initiates Department directed medical examination reguirements

after consulting with the district superintendent/assistant superin-
tendent.

Informs employee of examination requirements (appointments, physician
and other attendant details).

1f necessary, arranges for special short-term leave with pay (completes
and processes Form 400a) and provides substitute teacher{(s) when
required.

Informs employee qf Department's decision as a result of medical

examination.

3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT

a.

Works cooperatively with principal/supervisor in initiating Department
directed medical examination regquirements.

Approves or disapproves Form 400a.

Consults with the Office of Personnel Services in selecting the
licensed physician to conduct the examination.

Apprises physician of the conditions surrounding the particular

situation prior to appointment.
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Procedure #5100.2

Informs the principal/supervisor and the Office of Personnel Services

of the results of examination. .)

f. Pays for the services of Department selected physician by purchase

order.
g. Examines all medical evaluations for completeness and takes appro-
priate action in consultation with Office of Personnel Services.
Revised 9/1/70; Amended 10/74; Amended 6/86 .
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Procedure #5100.

PROCEDURE: COMPLYING WITH TUBERCULOSIS CLEARANCE REQUIREMENT
REFERENCE: REGULATION #5100 (PARAGRAPH D)

FORM : NONE

RESPONSIBILITIES:
1. EMPLOYEE

a. A new employee at the school level submits a Department of Health
certificate declaring the individual free of tuberculosis prior
to employment. A former employee returning to service after an
absence of more than one year submits the same prior to return
date. Clearance certificates are valid for a period of twenty
four months from ihe date of issue.

b. Every inservice employee at the school level:

{1) Possesses tuberculosis c¢learance at all times during the work
year.

{2) Submits a renewed Department of Health Tuberculosis Clearance
Certificate to the principal upon or prior to the expiration
date of the certificate.

2. PRINCIPAL

a. Informs and reminds all employees of this requirement.

3

b. Maintains a record of all certificate numbers and/or dates of clearance

for all employees of the school.

c. Informs all employees who fail to comply with this reguirement
that a recommendation for enforcement will be submitted to the
district superintendent for review and appropriate disciplinary

action.
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Procedure #5100.3

d. Submits the names of all employees who failed to comply with this
requirement to the district superintendent.
3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT
a. Takes appropriate action.
b. Notifies employee, principal and Office of Personnel Services of
action taken.
4. OFFICE OF PERSONNEL SERVICES
a. Files report on action taken by the district superintendent.

b. Takes appropriate action.

Revised 9/1/70; Amended 10/74; Amended 2/76; Amended 6/86
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Procedure #5100.4

PROCEDURE: MAINTARINING EMPLOYEE RECORDS
. REFERENCE: REGULATION #5100 (PARAGRAPH F)

FORM : FORM 133

RESPONSIBILITIES:.
1. EMPLOYEE
a. Provides accurate information related to employment.
b. Works with the school principal in the maintenance and update of
personnel data.
2. PRINCIPAL
a. Implements a systém for the filing and destruction of personnel
documents.
b. Maintains confidentiality of personnel records.
c. Porwards personnel documents to the appropriate school(s) when
. -  teacher(s) transfers.
3. DISTRICT/STATE OFFICES
a. Implements a system for the maintenance of personnel records.
b. Provides assistance to schools as appropriate.
c. Forwards personnel documents to the appropriate school(s) or office(s)

when perscnnel transfers.

‘ Adopted 6/86
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Regqulation #5101

GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND EMPLOYMENT

ADMINISTRATIVE REGULATIONS

PROBATION AND TENURE

A. Educational Officers

1.

School level educational officers shall be on twe (2) years' probation
on their first entry into the Department of Education. Completion
by a school level educational officer of the probationary period
as a teacher shall constitute satisfaction of this entry requirement.
On promotion to a new position, an educational officer's probation
shall not exceed one (1) year.
All new appointees to State and District educaticnal officer positions
(except the Superintendent, deputy superintendent, administrative
assistant, assistant superintendents, district superintendents
and deputy district superintendents) shall be on probation for
one (1) year.
Definition of probationary year.
a. A year of probation shall be determined as service for a full
twelve {(12) months' period commencing from the effective date
of appointment.
b. The probationary year may be interrupted by any leave approved
by the Department.
{1) Approved leaves with full pay will not alter the probationary
period.
(2) Long term leaves of absence shall result in the probationary
period being altered by the exact number of calendar days

absent.
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Regulation #5101

Recruitment and Employment -
Probation and Tenure (continued)

5. On satisfactory completion of the probationary period, an educational
officer shall have tenure in any position in the same class and
salary range or lower salary range upon reappointment and reporting
to duty in a position in that same class and salary range or lower
salary range. Educational officers with tenure shall not be suspended,
demoted, discharged or terminated without proper cause provided,
however, that the foregoing is not intended to interfere with the
right of the Board to relieve employees from duties for lack of
work or other legitimate reasons.
6. The Superintendent of Educaticn does not accumulate tenure as the
Superintendent; however, s/he retains tenure status as previously
earned in other educational officer positions. When the Superintendent .
resigns or is removed from office, s/he shall be placed into another
educational officer position for which s/he has tenure and qualifies.
7. The deputy superintendent, administrative assistant, assistant
superintendents, district superintendents and deputy district superin-
tendents do not accumulate tenure in these positions; however,
they retain tenure status as previously earned in othgr educational
officer positions. When removed from office, these educational
officers shall be placed into other educational officer positions
for which they have tenure and/or gqualify.
B. Teachers

1. Probationary Period

A minimum continuous two-year probationary period is required prior

to tenure. The two-year probationary period shall consist of four .
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Regulation #5101

Probation and Tenure (continued)

. Recruitment and Employment -

semesters of successful, paid teaching service under probatiocnary
appointment éuring the regular school year as determined by the

Department.

Exception to Continuous Service Requirement

Approved leave without pay and periods of service under Temporary
Appointment may interrupt the continuity of the probationary period.
Return to service immediately after such a leave or temporary appoint-
ment shall preserve the continuity of the probationary period.

Extension of Probationary Period

The Department may extend the probationary period of teachers for
an additional period not to exceed a total of five years.

Number of Probationary Periods

Teachers who have once successfully completed their probationary
periods shall not be subject to another probationary period as
teachers.

Evaluation of Probationary Teachers

All probationary teachers shall be evaluated as prescribed by the
Department.

Renewal of Probationary Teacher Contracts

Annual contracts with any probationary teacher may or may not be
renewed as provided by Section 297-9, Hawaii Revised Statutes.

Termination of Probationary Teachers

During the probationary period, a teacher may be terminated as

provided by Section 297-9, Hawaili Revised Statutes.
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Recruitment and Employment -
Probation and Tenure {(continued) .

8. Tenure
Tenure shall be granted to teachers who are reemployed after successful
completion of their probationary period as prescribed by Sections

297-9 and 297-10, Hawaii Revised Statutes.

Adopted 10/74; Amended 12/75; Amended 6/86 .
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Regulation #5102

GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

RECRUITMENT AND APPOINTMENT OF EDUCATIONAL OFFICERS

A. Position Vacancy Announcements

1. The Department shall announce vacant educational officer positions.

2. The applicant must meet the minimum requirements of the position
as established by the Department. In the event that an initial
external vacancy announcement does not produce three or more gualified
applicants to permit a selection, the Department may readvertise
until a satisfactory list is assembled.

3. The applicant shall apply within the deadline established by the
Department. Applications must be complete. Omissions, misstatement
of facts or falsifying any part of the application shall be considered
grounds for change of conditions of employment, rejection, dismissal
or cancellation of contract.

4, Educational officers shall be appointed in accordance with Department
procedures.

5, In all instances, when a recommended appointment is accepted by
the Superintendent, it shall be submitted to the Board of Education
for approval.

B. Principal Appointments

Bach district superintendent shall make recommendations of principal
appointments to the Superintendent.

C. Vice-Principal Appointments

1. Each principal shall make recommendations of vice-principal appoint-

ments to the district superintendent.
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Regqulation #5102

General Conditions of Recruitment,
Selection and Appointment - Recruitment .
and Appointment of Educational Officers (continued)

D.

2. Each district superintendent shall make recommendations of vice-
principal appointments to the Superintendent.

District Educational Officer Appointments

Each district superintendent shall recommend appointments of district
educational officers to the Superintendent.

State Educational Officer Appointments

Each assistant superintendent shall recommend appointments of State
educational officers to the Superintendent.

Subordinate Superintendents and Administrative Assistant to the

Superintendent Appointments

The Superintendent shall recommend appointments of the deputy superin-
tendent, assistant superintendents, district superintendents, deputy .
district superintendents and administrative assistant to the Superintendent
to the Board of Education. Appointees to these positions shall not

serve on probation and do not accumulate tenure for the duration of

such appointments.

Board of Education Analyst Appointment

The Board of Education shall appoint the Analyst. The appointee to

this position shall not serve on probation and does not accumulate

tenure for the duration of such appointment.

Revised 9/1/70; Reviewed 10/74: Amended 6/86; Amended 1/90
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Procedure #5102

PROCEDURE: RECRUITMENT AND APPOINTMENT OF TWELVE-MONTH EDUCATIONAL OFFICERS

REFERENCE: REGULATION #5102

FORMS : PERSONNEL FORM 103 (APPLICATION FOR PROFESSIONAL ADMINISTRATOR'S
) POSITION)
RESPONSIBILITIES:
1. APPLICANT
a. Obtains vacancy announcement, application procedures, application
(Personnel Form 103) and criteria for selection from Office of
Personnel Services.
b. Submits application and other pertinent documents to office of
Personnel Services.
2. ASSISTANT SUPERINTENDENT OR DISTRICT SUPERINTENDENT
a. Identifies vacancy.
b. Submits request (including job description and justification) to
fill vacancy on Standard Form 1 to Office of Personnel Services.
c. Forms an interview committee.
d. Appoints a chairperson of the interview committee.
e. Reviews names submitted by the interview committee.
f. Submits recommendation to the Superintendent of Education through
the Assistant Superintendent of Personnel Services.
g. Notifies applicants who are not being recommended.
3. INTERVIEW COMMITTEE
a. Reviews applicatiomns.
b. Conducts oral interview examination and written examination as

needed.
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c. Recormmends to the assistant superintendent or district superintendent
the three applicants considered most qualified for the specific .)
position, in alphabetical order.

4. OFFICE OF PERSONNEL SERVICES

a. Advertises the vacancy.

b. Screens applications to insure compliance with minimum training
and experience requirements for the position.

c. Notifies applicants who do not meet minimum training and experience
requirements that they are not being considered.

d. Prepares an applicant list and sends applications to the assistant
superintendent or district superintendent.

e. Notifies recommended applicant in writing of recommendation for
appointment to the Board of Education.

f. Processes Board appointment. .

5. SUPERINTENDENT

a. Approves or disapproves recommendations from assistant superintendent
or district superintendent.

b. Submits recommendation for appointment to the Becard of Education
for approval.

6. BOARD OF EDUCATION
Approves or disapproves recommendations for appointment to educational

officer positions.

Adopted 9/1/70; Amended 10/74; Amended 6/86 .
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PROCEDURE: APPOINTMENT OF 10-MONTH EDUCATIONAL OFFICERS

. REFERENCE: REGULATION #5102

FORMS : PERSONNEL FORM 10la (REQUEST FOR EDUCATIONAL OFFICER ASSIGNMENT)
PERSONNEL FORM 103a (RECOMMENDATION FOR EDUCATIONAL OFFICER
APPOINTMENT)
RESPONSIBILITIES:

1. EDUCATIORAL OFFICER

Submits Form 10la to Office of Personnel Services and appropriate

district superintendent(s) annually in a timely manner.

2. DISTRICT SUPERINTENDENT

a.

h.

Announces vacant school administrator position directly to applicants
in internal transfer pool.

If éhere are no qualified applicants, informs the Office of Personnel
Services to conduct an external announcement.

Receives applications from interested and qualified applicants.

Forms Interview Conmittee.*

Appoints a Chairperson of the Interview Committee.

Reviews name(s) recommended by the Interview Committee.

Submits recommendation (Form 103a) to the Superintendent of Education
through the Assistant Superintendent of Personnel Services.

Notifies applicants who are not recommended.

3. INTERVIEW COMMITTEE

a.

b.

Conducts oral interview/examination and written examination as
needed.
Recommends to the district superintendent the three most qualified

applicants in alphabetical order.

. *The principal forms a committee and conducts the interview for a vice-principal

vacancy.

Submits recommendation(s) to the District Superintendent.
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4. OFFICE OF PERSONNEL SERVICES
a. Annually compiles a list of eligible educational officers from
the Ferm 10Qla.
b. Distributes eligible list to districts.
c. Conducts an external announcement, as hecessary.
5. SUPERINTENDENT )
a. Reviews District Superintendent's recommendation.
b. Submits recommendation for appointment to the Board of Education
for approval.

6. BOARD OF EDUCATION

Approves or disapproves recommendation.

Adopted 6/86
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REVISED: SEPTEMBER 1987

ADMINISTRATIVE GUIDELINES

CLARIFICATION OF ARTICLE 10 {APPOINTMENTS) OF THE EDUCATIONAL OFFICER CONTRACT

These guidelines are intended to provide a uniform interpretation on Article

10 of the Educational Officers' Contract regarding educational officer appoint-

ments.

I. Definition

1.

Tenure - An educational officer shall not be suspended, demoted,
discharged, or terminated without proper cause. &An educational
officer may be tenured in more than cne class.
Class -~ QOccupational category and salary range to which a ﬁosi—
tion is classified.
Examples of Classes: Vice Principal I (EOSR-1), Vice Principal
II (EOSR-2), Principal I (EOSR-3), Principal
V (EQOSR-7), etc. State and District Educa-
tional Officer (EOSR-5), State and District
Educational Cfficer (EOSR-6), State and District
Educational Officer (EOSR-7), etc.
Base Salary Range - Base Salary Range refers to an educational
officer's most recently held permanent salary range. A currently

assigned probationary salary range or other temporarily held salary-

range is not the Base Salary Range. When applicable, a "red-circled"

salary range is considered. the Base Salary Range.
Lateral Transfer - Movement of an educational officer to a position
with an assigned salary range that is equal to that educational

officer's Base Salary Range.
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ADMINISTRATIVE GUIDELINES .
CLARIFICATION OF ARTICLE X (APPOINTMENTS)
OF THE EDUCATIONAL OFFICER CONTRACT
5. Voluntary Demotion - Voluntary movement of an educational officer .
to a position with an assigned salary range that is{lower than
that educational officer's Base Salary Range.
6. Promotion - Movement of an educational officer to a position with
an assigned salary range that is higher than that educatiqnal cfficer's
Base Salary Range.
I1. Guidelines
1. An educational officer must meet the minimum gqualifications for
a vacancy to be considered for appointment.
2. Application for vacancies are made in two ways:
a. For school level vacancies, applications are made on the "Request
for Educational Officer Assignment for School Year," Form 101A
(revised). .
b, For state and district level vacancies, applications are made
upon announcement of vacancies, which must be advertised for
20 days prior to selection.
3. The following priorities shall be followed in making educational
officer appointments:

a. School Level Vacancies

1) First priority shall be given to e@ucational officers seeking
a voluntary demotion or lateral transfer with tenure‘in
that class.

2) Second priority shall be given to educational officers with

tenure as principals.
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ADMINISTRATIVE GUIDELINES
CLARIFICATION OF ARTICLE X (APPOINTMENTS)
OF THE EDUCATIONAL OFFICER CONTRACT
3) Third priority shall be given to educational officers with
tenure as vice principals.
4) Fourth priority shall be given to educational officers without

tenure in school level positions.

b. State and District Level Vacancies

1) First priority shall be given to educational officers seeking
a voluntary demotion or lateral transfer with tenure in
that class.
2) Second priority shall be given to all other tenured educa-
tional officers.
3) Third priority shall be given to educational officers without

tenure.
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EXAMPLES :

APPENDIX I

PRIORITY FOR SCHOOL LEVEL APPOINTMENTS

EXAMPLE I:

Applicant:

Priority:

EXAMPLE IA:

Applicant:

Priority:

EXAMPLE II:

Applicant:

Priority:

Principal III (EQSR-5)

a. Highest level of tenure as school level educa-
tional officer -- Principal III (EOSR-5)

b. Currently a Principal III

c. Base Salary Range EOSR-5

Group I

Principal III (EOSR-5)

a. Highest level of tenure as school level educa-
tional officer -- Vice Principal II (EOSR-2)

b. Currently a Principal III (Vicing)

c. Base Salary Range EOSR-2

Group II for first calendar year during vicing

appointment. Group I after serving on a vicing

appointment for more than one calendar year because

the vicing salary range then becomes the Base Salary

Range and the person becomes tenured at the Prin-

cipal III (EOSR-5) level.

Principal II1 (EOSR-5)

a. Highest level of tenure as school level educa-
tional officer -- Principal III (EOSR-5)}

b. Currently a l2-month educational officer (Educational
Specialist III)

c- Base Salary Range EOSR-7

Group I
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EXAMPLES:

PRIORITY FOR SCHOOL LEVEL APPOINTMENTS

EXAMPLE III:
1. Vacancy:

2. Applicant:

3. Priority:

EXAMPLE IV:
1. Vacancy:

2. Applicant:

3. Priority:
EXAMPLE V:
1. Vacancy:

2. Applicant:

3. Priority:

EXAMPLE VI:

1. Vacancy:

5100-24f%

Principal III (EOSR-5)

a. Highest level of tenure as school level educa-
tional officer -- Principal III {EOSR-5)

b. Currently a Vice Principal

¢c. Base Salary Range EOSR-2

Group II

Principal V (EOSR-7)

a. Highest level of tenure as school level educa-
tional officer -~ Principal VI (EQOSR-8)

b. Currently on temporary appointment (temporary
position) as Personnel Specialist II

c. Base Salary Range red-circled as EOSR-B (base
position as Principal VI)

Group I

Principal III (EOSR-5)

a. Highest level of tenure as school level educa-
tional officer -~ Principal IV (EOSR-6)

b. Currently a Principal I

c. Base Salary Range EOSR-3

Group II

Principal III (EOSR-5)



EXAMPLES: PRIORITY FOR SCHOOL LEVEL APPOINTMENTS

2. Applicant: a. Highest level of tenure as school level educational
officer -- Vice Principal II (EOSR-2)}
b. Currently a Principal III (probationary)
c. Base Salary Range EOSR-2 (base position; Vice
Principal II)

3. Priority: Group III

EXAMPLE VII:
1. Vacancy: Vice Principal II (EQSR-2)
2. Applicant: a. Highest level of tenure as schocl level educa-
tional officer -- Vice Principal II (EOSR-2)
b. Currently a Vice Principal II
c. Base Salary Range EOSR-2

3. Priority: Group I

EXAMPLE VIII:
l. Vacancy: Vice Principal I (EOSR-1)
2. Applicant: a. Highest level of tenure as school level educa-
tional officer -- Vice Principal I (EOSR-1)
b. Currently a Vice Principal I

c. Base Salary Range EOSR-1

2. Priority: Group 1
EXAMPLE IX:
l. Vacancy: Vice Principal II (EOSR-2)
2. Applicant: a. Highest level of tenure as school level educa-

tional officer -- Principal III (EOSR-5)
b. Currently a Principal IIl
c. Base Salary Range EOSR~5

3. Priority: Group I
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EXAMPLES: PRIORITY FOR_SCHOOL LEVEL APPOINTMENTS

EXAMPLE X:
l. Vacancy:

2. Applicant:

3. Priority:

EXAMPLE XI:
l. Vacancy:

2. Applicant:

3. Priority:

5100-24h

Vice Principal II {EOSR-2)

a. Highest level of tenure as school level educa-
tional officer -- Vice Principal II {(EOSR-2)

b. Currently an Educational Specialist II (12
months)

c. Base Salary Range EOSR-6

Group I

Viece Principal I (EOSR-1)

a. Highest level of tenure as school level educa-
tional officer =-- Not tenured

b. Currently a Vice Principal I serving on proba-
tion

c. Base Salary Range_EOSR-l

Group IV




APPENDIX 11

. EXAMPLES: PRICRITY FOR STATE AND DISTRICT EDUCATIONAL OFFICER APPOINTMENTS

NOTE: APPLICANTS MUST MEET MINIMUM QUALIFICATION REQUIREMENTS

EXAMPLE I:
1. Vacancy:

2. Applicant:

3. Priority:

EXAMPLE II:
1. Vacancy:

2. Applicant:

3. Priority:

EXAMPLE III:
l. Vacancy:

2. Applicant:

3. Priority:

Educational Specialist II (EOSR-6)

a. Highest level of tenure as state and district
educational Sfficer, EOQOSR-7

b. Currently an Educational Specialist IlI

¢. Base Salary Range EQSR-7

Group I

District Educational Specialist (EOSR-5)

a. Highest level of tenure as state and district
educational officer, EOSR-5

b. Currently Educational Specialist I

c. Base Salary Range EOSR-5

Group 1

Educational Specialist II (EOSR-6)

a. Highest level of tenure as state and district
educational officer, EOSR-5

b. Currently Educational Specialist II (Proba-
tionary)

c. Base Salary Range EOSR-5

Group 11 (Not tenured at EOSR-6 level)
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EXAMPLES: PRIORITY FOR STATE AND DISTRICT EDUCATIONAL OFFICER APPOINTMENTS

EXAMPLE IV:
1. Vacancy:

2. Applicant:

3. Priority:

EXAMPLE V:
1. Vacancy:

2. Applicant:

3. Priority:

EXAMPLE VI:
1. Vacancy:

2. Applicant:
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Educational Specialist II' (EOSR-6)

a.

C.

Highest level of tenure as state and district
educational officer -- None

(Not tenured as l12-month educational officer
but tenured as Principal VI)

Currently on temporary appointment (temporary
position) as Educational Specialist II

Base Salary Range EOSR-8)

Group II (Not tenured in class and level for the

vacant position)

District Educational Specialist (EOSR-3)

a. Highest level of tenure as state and district
educational officer, EOSR-5

b. Currently a Principal IV (EOSR-6)

c. Base Salary Range EOSR-6

Group I

Educational Specialist (EOSR-6)

a.

Highest level of tenure as state and district
educational officer -- None (not tenured as
educational officer)

Currently on a temporary appointment (temporary
position) as Educational Specialist II (EOSR-6€)

Base Salary Range -- None



EXAMPLES: PRIORITY FOR STATE AND DISTRICT EDUCATIONAL OFFICER APPOINTMENTS

3. Priority:

EXAMPLE VII:
1. Vacancy:

2. Applicant:

3. Priority:

Group III {non-tenured educational officer)

Personnel Specialist II (EOSR-6)

a. Highest level of tenure as state and district
educational officer, EOSR-5

b. Currently an Educational Specialist II (EQSR-6)
Vicing

¢. Permanent Salary Range, EOQOSR-5

Group II for first calendar year during vicing

appointment. Group I after serving vicing appeoint-

ment for more than one calendar year because the

vicing salary range then becomes the Base Salary

Range and the person hecomes tenured at the EOSR-6

level (state and district tenure).
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REVISED: SEPTEMBER 1987

ADMINISTRATIVE GUIDELINES

TYPES OF EDUCATIONAL OFFICER APPOINTMENTS

Appointments to educational officer positions must be made under one of

the ten types of appointments identified below:

(Caution: Salary conditions, Probation/Tenure and Position Advertisement
procedures are merely summarized in these guidelines. Full details are

available as referenced.)

A. REGULAR APPOINTMENT
Eligibility: Given to an educational officer {a) who has tenure
in the class and salary range for the position, and
(bi who is appointed indefinitely to a permanent, unencumbered
position.
buration: Continuous, subject to the occurrence of another appoint-
ment, resignation, retirement, termination for cause
or layoff.
Salary Status Under Regulation #5206: Permanent (not temporary).
Guarantee: Not applicable.
Probatioﬁ/Tenure: Has tenure in the class and salary range for his/
her position.
B. LIMITED TERM APPOINTMENT (PROBATIONARY)
Eligibility: Given to an educational officer (a) who has not yet
earned tenﬁre in the_class and salary range for the
position, and (b) who is appeinted indefinitely to a
permanent, unencumbered position subject to a satis-

factory completion of probation.
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TYPES OF EDUCATIONAL OFFICER APPOINTMENTS

Duration: Continuous, subject to satisfactory completion of the .
probationary period, occurrence of another appointment,
resignation, retirement, termination for cause or layoff.
Appointment becomes a Regular Appointment after success-
ful completion of probation.

Guarantee: Guaranteed return to which entitled only if Probationary
Appointment is terminated and not converted to a Regular
Appointment. Any guaranteed return rights are lost
if the appointment becomes a Regular Appointment.

Salary Status Under Regulation #5206: Temporary during probationary
period, and permanent when appointment becomes Regular

Appointment.

Probation/Tenure: Serves on probation and may obtain tenure in the .
class and salary range for the position.

Subsequent Readvertisement and Board Action: Upon satisfactory com-
pletion of the probaticnary period, may be given Regular
Appointment to the position without further-position
advertisement or reappointment by the Board.

C. LIMITED TERM APPOINTMENT (PROBATIONARY VICE)

Eligibility: Given to an educational officer who is appointed indefi-
nitely to a permanent position which is encumbered to
another educational cfficer holﬁing a Probationary Guarantee
and/or Chain Reaction Probationary Guarantee. See Appendix

I for explanation of these terms.

5100-24n



~TYPES OF EDUCATIONAL OFFICER APPONTMENTS

. Duration; Continuous subject to the return of the educational
officer holding a Probationary Guarantee or Chain Reaction
Probationary Guarantee and subject also to satisfactory
completion of probation (when applicable{, occurrence
of another appointment, resignation, retirement, termina-
tion for cause or layoff. This appointment may become
a Regular Appointment if the position becomes unencumbered
and tenure is earned in the appropriate class and salary
range.

Guarantee: Guaranteed return to whatever entitled upon termination
of appointment. Any guaranteed return rights are lost
if this appointment becomes a Regular Appointment.

Salary Status Under Regulation #5206: Temporary during period of

. .Probationary Vice Appointment. Permanent if appointment
becomes a Regular Appointment.

Probation/Tenure: 1If the employee is not tenured in the class and
salary range, he/she serves on probation and obtains
tenure in the class and salary range for the position
upon meeting appropriate requirements. The attainment
of tenure in the class and salary range, however, does
not entitle the appointee to a Regular Appointmeﬂt.

The position may still be encumbered and must be vacated
upon the return of the educational officer holding a
Probationary Guarantee and/or Probationary Chain Reaction

Guarantee.
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TYPES OF EDUCATIONAL OFFICER APPOINTMENTS

Subseguent Readvertisement and Board Acticn: Under specified condi- .
tions (see duration clause), may be given Regular Appoint-
ment to the position without further advertisement or
formal Board Action.

D. LIMITED TERM APPOINTMENT (VICING)

Eligibility: Given to an educational officer who is appointed indefi-
nitely to a permanent position which is encumbered to
another educational cofficer who is on leave, on another
Vicing Appointment, on Temporary Appointment, on Tempo-
rary Position Appointment, on Temporary Not Qualified
Appointment or Other Appointment Status that provides
guaranteed return to the position.

Duration: Continuous subject to the return of the educational
officer holding a guarantee or chain reaction guarantee .
and subject also to satisfactory completion of probation
{when applicable), occurrence of another appointment,
resignation, retirement, termination for cause or layoff.
This appointment may become a regular Appointment if
the position becomes unencumbered and tenure is earned
in the appropriate class and salary range.

Salary Status Under Regulation #5206: Temporary. (Exception: For
the administration of Article 10 appointment priority
only, the salary range assigned during a Limited Term

appointment becomes the Base Salary Range if and when
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TYPES OF EDUCATIONAL OFFICER APPOINTMENTS

E.

the Vicing Appointment extends beyond one full calendar

year.)

. Probation/Tenure: If the employee is not tenured in the class and

salary range, he/she serves on probation and obtains

tenure in the class and salary range for the position

upon meeting appropriate regquirements. The atfainment
of tenure in the class and salary range does not entitle
the appeointee to a Regular Appointment. The position
may still be encumbered and the appeointee must vacate
the pesition upon the return of the educational officer

holding a guaranteed return to the position.

Subsequent Readvertisement and Board Action: Under specified condi-

LIMITED TERM

Eligibility:

tions (see duration clause), may be given Regular Appoint-
ment to the position without further advertisement or
Board Action.

APPOINTMENT {TEMPORARY POSITION)

Given to an educational officer who is appotinted to

a l12-month non-school level temporary position, i.e.,
temporarily funded and without a proviso correspondingly

increasing the position count of educational officers.

NOTE: Educational officers appointed to 10-month temporary
positions shall be given appropriate appointments as

if the positions were permanent.
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Duration:

Guarantee:

Continuous subject to the duration of funding provided

for the position, abolishment of the position, or occur-

_rence of another appointment, resignation, retirement,

termination for cause or lay off.
Guaranteed return to whatever entitled upon termination

of this appeointment.

Salary Status Under Regulation #5206: Temporary.

Probation/Tenure: Does not serve on probation and cannot earn tenure

while under this type of appointment.

Subseguent Readvertisement and Board Action: If the position is

LIMITED TERM

Eligibility:

Duration:

Guarantee:

subsequently made permanent, it must be readvertised

and filled by Board Appointment.

APPOINTMENT (TEMPORARY)

Given to an educational officer who is appocinted without
formal position advertisement, on an "acting" basis

until relieved.

Appointed until relieved by the Superintendent but cannot
exceed six {(6) months duration.

Guaranteed return to which entitled upon termination

of this appointment.

Probation/Tenure: Does not serve on probation and cannot earn tenure

while on this appointment.

Salary Status Under Regulation #5206: Temporary.
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TYPES OF EDUCATIONAL OFFICER APPOINTMENTS

Subsequent Advertisement and Board Action: Extension of Temporary
"Acting”™ Appointment reguires Board Action. Any other
type of appointment must be made after formal advertisement
and filled by Board Appointment.

LIMITED TERM APPOINTMENT (TEMPORARY NOT QUALIFIED)

Eligibility: Given to an educational officer who is appointed to-

a permanent or temporary position for which he/shé does
not qualify (because no gqualified applicant is available).

Duration: Termination upon expiration of appointment termination
date or as otherwise specified.

Guarantee: Guaranteed return to whatever entitled upon termination
of this appointment. If no employment guarantee, termi-
nates employment.

Salary Status Under Regulation #5206: Temporary.

Probation/Tenure: Does not serve on probatién and cannot earn tenure
under this type of appointment.

Subsequent Readvertisement and Board Action: Upon termination of
this appointment, position must be readvertised and
filled by Beoard Appointment.

LIMITED TERM APPOINTMENT (VICING IN A TEMPORARY POSITION)

Eligibility: Given to an educational officer who is appointed to
a 12-month non-school level temporary .position, i.e.,
temporarily funded and without a proviso correspondingly

increasing the position count of educational officers,
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Duration:

Guarantee:

which is encumbered to another educational officer by
virtue of his/her prior appointment to the position.
Continuous until one of the feollowing events occurs:
1. The educational officer holding the guarantee to
the position returns or
2. The funding period for the position ends or funds
cease to be available to continue the position.
3. The position is abolished.
4, Layoff.
5. Other such actions which may cause the position to
become unencumbered or n¢ longer in existence.
This appointment may become a Limited Term Appointment
(Temporary Position) if the position becomes unencumbered.
Guaranteed return to whatever entitled upon termination

of this appointment.

Salary Status Under Regqulation #5206: Temporary.

Probation/Tenure: Does not serve on probation and cannot earn tenure

while under this type of appointment.

Subsequent Readvertisement and Board Action: If the position is
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subsequently made permanent, it must be readvertised
and filled by Board Appointment. The appointee may
be given a Limited Term Appointment (Temporary Position)
without further advertisement of formal Board action

if the position becomes unencumbered.




TYPES OF EDUCATIONAL OFFICER APPOINTMENTS

. I. EDUCATIONAL OFFICER APPOINTMENT TO SUPERINTENDENT, SUBORDINATE SUPER-
INTENDENT OR ADMINISTRATIVE ASSISTANT TC THE SUPERINTENDENT POSITIONS

Eligibility: Given to an educational officer who is appointed to
the Superintendent, Subordinate Superintendent or Admini-
strative Assistant to the Superintendent positions in
accordance with the Laws of Hawaii.
Duration: Continuous until one of the following events occurs:
1l. Is voluntarily relieved,
2. resigns or
3. is removed from office.
Guarantee/Placement Rights: Upon removal from office, a Superinten-
dent, Subordinate Superintendent, or an Administrative
Assistant to the Superintendent appointed from the edu-
. cational officer ranks shall be placed into an educational
officer position for which he/she has tenure and/or
gualifies in accordance with Regulation #5603.
Probation/Tenure: Does no£ serve on probation and does not accumulate
tenure while on this appointment.
Salary Status Under Regulation #5206: Permanent. Salaries are set
by State Statutes and subject to Board Approval.
Subsequent Advertisement and Board Action: Positions may be adver-
tised but not required. Positions must be filled by

Board Appointment.
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TYPES OF EDUCATIONAL OFFICER APPOINTMENTS

J. NON-EDUCATIONAL OFFICER APPOINTMENT TO SUPERINTENDENT, SUBORDINATE
SUPERINTENDENT, AND ADMINISTRATIVE ASSISTANT TO THE SUPERINTENRDENT
POSITIONS
Eligibility: Given to a gualified person who is appointed to the

- Superintendent, Subordinate Superintendent, or Admini-
strative Assistant to the Superintendent positions in
accordance with the Laws of Hawaii.

Duration: Continuous until one of the following events occurs:

1. Is voluntarily relieved,
2. resigns or
3. is removed from office.

Guarantee/Placement Rights: A Superintendent, Subordinate Superin-
tendent, or Adﬁinistrative Assistant to the Superintendent
who was not appointed from the educational officer ranks
has no right to be placed into an educational officer
position except by consultation and agreement with the
exclusive Bargaining Unit 6 representative.

Probation/Tenure: Does not serve on probation and does not accumulate
tenure while on this appointment.

Salary Status Under Regulation #5206: Permanent. Salaries are set
by State Statutes and subject to Board Approval.

Subsequent Advertisement and Board Action: Positions may be adver-

tised but not required. Positions must be filled by

Board Appointment.

Attachments:

1. Appendix 1 - Probationary Guarantee and Chain Reaction
Probationary Guarantee: Definition and Examples

2. Appendix II - List of References

3. Summary Chart
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APPENDIX I

. Probationary Guarantee: Guarantee held by an educational officer while
serving on probation.

Chain Reaction Probationary Guarantee: Guarantee held by an educational

officer whose currently occupied position is encumbered
because of the chain reaction movement that may occur
from a Probationary Guarantee.

Chain Reaction Example:

Initial Employee "A" receives a Probationary Appeintment to
Transaction
Position 65320, Director (EOSR-9). He/she retains a
Probationary Guarantee to his/her former Position 65330,
Personnel Specialist III (EOSR-7).
Chain Employee "B", a tenured Personnel Specialist III, receives
Reaction 1:
a "Probationary Vice" Appointment to Position 65330,
. Personnel Specialist III (EOSR-7). .He/she retains a
Chain Reaction Probationary Guarantee to Position 65340,
Personnel Specialist III (EOSR-7}.
Chain Employee “C", who is not a tenured Personnel Specialist
Reaction 2:
III, receives a "Probationary Vice" Appointment to Position
65340, Personnel Specialist III (EOSR-7). He/she retains
beth a Chain Reaction Probationary Guarantee and a Probationary
Guarantee to Position 65350, Personnel Specialist II
(EQSR-6).
Chain Employee "D", a tenured Personnel Specialist II, receives
Reaction 3:
a "Probationary Vice" Appointment to Position 65350,
Personnel Specialist II (EOSR-6). He/she retains a
Chain Reaction Probationary Guarantee to Position 65360,

. Principal II (EOSR-4).
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APPENDIX I - PROBATIOCNARY GUARANTEE

Chain Employee "E", who is not a tenured Principal I1I, receives
Reaction 4:

a "Probationary Vice"™ Appointment to Position 65360,
Principal II (EOSR~4). He/she retains a Chain Reaction
Probationary Guarantee and a Probationary Guarantee
to Position 65370, Vice Principal II (EOSR-2).
Chain Employee "F", who is not a tenured Vice Principal II,
Reaction 5:
receives a "Probationary Vice" Appointment to Position
65370, Vice Principal (EOSR-2). He/she retains both
a Chain Reaction Probationary Guarantee and a Probationary
Guarantee to vacant Position 65380, Vice Principal (EOSR-1).
Situation I: The usual situation is that Employees "“aA", ™C%, "E",
and *F" will successfully complete their probation and,
thus, relinquish their guarantees.
Situation II: If Employee "A" dces not successfully complete his/her .
probation and must return to his/her guaranteed position,
a chain reaction movement results whereby all affected
employees return to their guaranteed position.
Situation III: If employee "F" fails to gain tenure then he/she must
return to his/her guaranteed position (65380). This
movement does not affect employees "A", "B", "C", "D"
and "E" because Employee "F®" is the last link in the

chain.
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APPENDIX II

LIST OF REFERENCES

Agreement Between Hawaii State Board of Education and Hawaii Government
Employees' Association, APSCME Local 151, AFL CIO (Educational Officer
Bargaining Unit July 1, 1985 toc June 30, 1987).

- Article 10 Appointments

- Article 11 Tenure

- Article 16 Temporary Assignment

School Code

- Regulation #5102 Recruitment & Appointment of Educational
Officers

- Regulation #5108 Types of Assignments

- Regulation #5200 Compensation

- Regulation #5206 Personnel Actions and Subsegquent Placement

on the Salary Schedule

Regulation #5101 Probation and Tenure of Educational Officers

Letter of Understanding, BOE-BGEA, dated July 31, 1975

5100-24y



SUMMARY OF EDUCATIOMAL OFFICER APPOINTMENT TYPES

frobationary/ Subsequent
Appotntment Type DQuration Susrantee Salary (5206) Tenure Readvertisement | Board Action
k. WEGULAR Tontinuous. Not Applicable | Permanent Tenure Not Applicable | Not Applicable .
Continuous. To which Temporary Yes Ne No
(PROBATION- Subject to entitied during prob.
ARY} prob. while on Permanent
prob, thereafter.
Continuous. To which Temporary Yes ‘No No
(PROBATION- | Subject to entitled while vicing.
ARY YICE) return of while Permanent
incumbent and vicing. after regular
subject to appointment.
prob.
Continuous To which femporary Tes No [T
(YICING) unti] the entitled. {Permanent
return of for Article
incumbent or 10 eligibi-
until position Tity after
becomes unen- the appoint-
cumbered. ment extends
Subject to beyond one
prob. full calendar
year.)
E. LINITED YERM | Continuous To which Temporary o Yes, If posi- Yes. If posi-
hninkd for duration entitled. tion made tion made
{ TEMPORARY of position permanent. permanent.
PUSITION) and/sor position
funding.
L Until relieved Jo which Temporary No ybe®® Yes
(ACTING} but cannot entitled.
exceed 6
aonths.
G. LINKITED TERW [Terminates on To which Temporary No Yes Yes
{ TEMPORARY expiration date entitled.
NOT QUALI- or as otherwise If no
FIED) spectfied. entitlement
terminates
employment . .
H. LINITED TERN | Continuous. To which emporary Ko Yes Yes
(VICING IN Subject to entitled.
TEMPORARY specifiad
POSITION) conditions.
T. EBUCKTIGRAL | Continuous. Flacesent Permanent No Not necessary No
QFFICER TO Subject te into other
SUPERENTEN- specified E.Q. posi-
DENT AND condftions, ttons for
SUBORDINATE which tenured
SUPERINTEN- and/or quali-
BENTS AND fied,
ADMINISTRA-
TIVE ASSIST-
ANT TO THE
SUPERINTEN-
DENT POSI-
T10NS
J. WON-EDUCA- Tontinuous, N place- Permanent No Not necessary Yes
TIONAL Subject to ment right
OFFICER TO specified into E.O.
SUPERINTEN- condttions. position,
DENT AND
SUBORDINATE
SUPERINTEN-
DENTS AND
ADMINISTRA-
TIVE ASSIST-
ANT TO THE
SUPERINTEN-
DENT POSI-
TIONS

* Concept of guarantee is applied only after appointment is terminated.
if determined appropriate, layoff procedures may be used 1f a tenured educational
officer's Limited Term Appointment expires and he/she has no guaranteed rights to a specified position.

until] such termination occurs.

** Readvertisement becomes necessary 1f position {s to be filled by another type of appointment [non-acting).

*** Cxception for 10-month temporary Educational Officer Positions.

The individual cannot claie his/her guarantee

were permanent and shall be given appropriate appointments and conditions of employment.
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Regulation #5103

GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

RECRUITMENT AND APPOINTMENT OF TEACHERS

A. Recruitment

?he Office of Personnel Services shall maintain a pool of teacher

applicants from which potential new hires are referred to schools

Qhere vacancies exist. The Office of Personnel Services shall maintain

a systematic program of teacher recruitment to continually anticipate

short and long ranged hiring needs and to proactively pursue appropriate

activities to:

1. Raise the gquality of applicants in the Applicant Pool.

2. Respond to projected shortages.

3. Fncourage the availability of qualified individuals from under-
represented gender and ethnic groups as identifiea in the Department's
Affirmative Action Plan.

B. Application

1. Any person interested in employment with the Department shall complete
the application requirements specified by the Office of Personnel
Services.

2. Each application must be complete. Omissions, misstatement of
facts or falsifying any part of the application shall be considered
grounds for change of conditions of employment, rejection, dismissal
or cancellation of contract.

3. Each applicant must provide results of the National Teachers' Examina-~

tion (NTE) in each of the available components (i.e., NTE CORE
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Regulation #5103

General Conditions of Recruitment, Selection
and Appointment - Recruitment and Appointment .
of Teachers (continued)

Battery and specialty area(s)). A tenured teacher returning to

service after an absence of five years or less shall not be required

to provide results of the NTE. Beginning September 1994, the NTE

Core Battery and specialty area tests will be replaced by the Educa-

tional Testing Service's new PRAXIS Series: Professional Assessments

for Beginning Teachers. The NTE Core Battery and specialty tests

will be replaced incrementally by the equivalent PRAXIS assessments

as they are authorized by the Educational Testing Service for use

by the ﬁepartment of Education.

4. Each applicant must provide results of the student teaching evaluation
or other acceptable experiential evaluation report.

5. Each applicant must provide official transcripts, placement file, .
letters of recommendation and other documents or statements verifying
educational qualifications for certification and experience credit
for placement on the salary schedule.

6. Each applicant must be personally interviewed by professional staff
who will appraise the applicant's potential in relation to specific
job-related skills and abilities usually identifed with successful
teaching performance.

C. Preference for Employment

Preference for employment shall be given to local residents of the

same standing, grade or rating as those non-resident to the State.
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Regulation #5103

. General Conditions of Recruitment, Selection
and Appointment - Recruitment and Appointment
of Teachers (continued)

D.

Selection of Teachers

Consideration for the selection of new teachers shall be based on
comparative qualifications such as certification, teaching skills,
experience(s), special ability(ies) related to schocl programs, and
other appropriate factors. Generally, higher consideration shall

be given to applicants who more closely meet the Department's Profile
of an Effective Teacher.

Types of Teacher Appointments

Teachers shall be appropriately appointed under one of the following
types of appointment as determined by the Department:

1. Probationary Teacher Appointment

Eligibility: Teachers who are not eligible for tenure (except
those that do not meet appropriate certification requirements)
shall be given probationary appointments if appeinted to position
vacancies that are of relatively certain duration and of sufficient
length to gqualify for at least one semester of probationary credit
in accordance with the provisions of Regulations #5106 or #5111.
Contract: Employed under Limited Term Appointment Agreement.
Compensation: Placement on the Teacher Salary Schedule in accordance
with 5200 Series of the School Code.

Duration: One school yvear or duration as applicable, subject to
the following conditions:

a. Termination for cause

b. Resignation
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Regulation #5103

General Conditions of Recruitment, Selection
and Appointment - Recruitment and Appointment
of Teachers {(continued)

5100-28

c. Retirement
d. Position termination for lack of work or layoff

Reemployment Commitment: Given appropriate priority for rehire

{subject to the availability of a suitable position) upon expiration
of appointment, but not guaranteed reemployment.

Condition for Employment: Teaching position vacant with no eligible

tenure teacher candidates.

Probationary Service: Probationary service shall be earned and

tenure eligibility determined in accordance with the provisions
of Regulations #5101, #5106 and #5111.

Temporary Teacher Appointment

Eligibility: Teachers who are not eligible for tenure shall be
given temporary appointments when appointed under one of the following
types of situations:

a. Appointed without meeting the required certification standards
for the position because no eligible person is available.

b. Appointed to position vacancies of relatively uncertain duration
{because incumbent on sick leave or leave duration is uncertain,
because of uncertain student enrollment projections, because
of possible funding restrictions, etec.).

NOTE: Appointment must be projected to last for a minimum of
90 calendar days. Position vacancies projected for less

than 90 days should be accommodated by substitute teachers.




Regulation #5103

General Conditions of Recruitment, Selection
and Appointment - Recruitment and Appointment
of Teachers (continued)
¢. Appointed to position vacancies that do not meet eligibility
standards for a probationary appointment.
Contract: Employed under Temporary Teacher Appointment Agreement.
Compensation: Placement on the Teacher Salary Schedule in accordance
with 5200 Series of the School Code.
bDuration: Not to exceed the period stated on the employee's contract.
May be terminated without a hearing at any time prior to contract
expiration only under the following circumstances.
a. Early return of the incumbent employee to which the position
is obligated.
. b. Termination of the position for lack of work or lack of funds.
c. Placement of a tenured or probationary employee who is staff
reduced from another position.
In case of early termination, the Department will give at least
24 hours notice to the employee. Whenever possible, the Department
will try to give ample notice.

Reemployment Commitment: Reemployment not guaranteed. Given appropriate

priority for rehire in accordance with previously earned probationary
status (subject to the availability of a suitable position) upon
expiration of appointment.

Condition for Employment: Teaching position vacant with no eligible

tenure teacher candidates.
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Regulation #5103

General Conditions of Recruitment, Selection
and Appeintment - Recruitment and Appointment .
of Teachers (continued)

Probationary Service: Probationary service may be earned and tenure

eligibility determined in accordance with the provisions of Regulations
§5101, #5106 and #5111.
NOTE: An employee who does not meet certification standards for

a teacher position shall not earn probationary service.

3. Continuing (Tenure) Appointment

Eligibility: Teachers who have satisfactorily completed probationary
teaching requirements shall be given continuous (tenure) appointments.
Contract: Employed under Continuing Appointment Agreement.

Compensation: Placement on the Teacher Salary Schedule in accordance

with 5200 Series of the School Code.

Duration: Continuous employment subject to the following conditions: .
a. Termination for cause

b. Resignation

c. Retirement

d. Layoff

Reemployment Commitment: Tenured teacher entitlements according

to Department established procedure.

Conditions for Employment: Teaching positions vacant for Department

programs implementation.

Adopted 9/1/70; Amended 10/74; Amended 8/75; Amended 5/85: Amended 6/86;
Amended 11/88; Amended 8/91; Amended 9/93
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Procedure #5103

PROCEDURE: RECRUITMENT AND APPOINTMENT OF NEW EMPLOYEES (TEACHERS)

REFERENCE: REGULATION #5103

FORMS : PERSONNEL FORM 100 (APPLICATION FOR PROFESSIONAL TEACHING AND/OR
SUPPORT POSITION)
SF-5A {NOTIFICATION OF PERSONNEL ACTION)
RESPONSIBILITIES:
1. APPLICANT

a. Submits completed Form 100, Professional Application, to the Recruitment

Section of the Office of Personnel Services.

b. Provides official transcripts, placement files, National Teachers
Examination (NTE) scores {(or PRAXIS Series scores when NTE is super-
seded), letters of recommendations and other documents or statements
verifying educational qualifications for certification and experience
credit for salary step placement.

PRINCIPAL

a. Notifies district office of vacancies.

b. When feasible, interviews and recommends placement{s) of new employee(s)

from approved list.

DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT

a. Consults with the Office of Personnel Services on all vacancies
within the district.

b. Places all district unassigned teachers under contract to appropriate
school vacancies.

c. Informs teacher and principal of assignment.

OFFICE OF PERSONNEL SERVICES

a. Interviews all applicants.

b. Maintains a current teacher applicant pool of potential employees.
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c. Consults with district personnel officers on vacancies and availability .
of applicants.

d. Contracts all new hires and takes appropriate action to effect
employment.

¢. Assigns teachers to districts.

Revised 9/1/70; Amended 10/74; Amended 6/86; Amended 9/93
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Procedure #5103.1

PROCEDURE: TERMINATION OF TEMPORARY APPOINTMENTS PRIOR TO EXPIRATION DATE
OF CONTRACT

REFERENCE: REGULATION #5102
FORMS : TEMPORARY TEACHER'S APPOINTMENT AGREEMENT

FORM 191 (TERMINATION NOTICE TO TEMPORARY TEACHER)

RESPONSIBILITIES:
1. PRINCIPAL

a. Monitors the status of personnel and positions of the school.

b. Upon determining the necessity to terminate a temporary teacher
prior to the specified date of contract expiration, consults with
district superintendent.

c. When granted approval or when so directed by the district
superintendent, informs the temporary teacher of termination action.

. d. Completes and distributes Form 1Sl.
2. DISTRICT SUPERINTENDENT

a. Approves or disapproves principal's request to terminate temporary
teacher.

b. Notifies Office of Personnel Services.

4. OFFICE OF PERSONNEL SERVICES

Processes appropriate transactions.

. Adopted 8/75; Amended &/86
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Procedure #5103.2

.DCEDURE : IDENTIFYING AND FILLING A TEMPORARY TEACHING VACANCY
REFERENCES: REGULATION $5103

FORM : PERSONNEL FORM 105 (VACANCY REPORT FORM)

RESPONSIBILITIES:
1. PRINCIPAL
a. Identifies the need to fill a temporary teaching vacancy based
on expected incumbent teacher absences of 90 or more calendar days.
b. Completes and submits Form 105 to district superintendent (call
in information if urgent)} giving at least 10 days lead time whenever
possible.
2. [.)ISTRICT SUPERINTENDENT
a. Reviews and approves Form 105 and distributes according to distributien

. instructions on form.

b. Coordinates the process of appointiqg or assigning a teacher to
the temporary v;cancy following the priority of selection established
by the Superintendent.
c. Processes necessarf forms to Office of Personnel Services recommending
appointment or assignment of a teacher to the temporary vacancy.
3. OFFICE OF PERSONNEL SERVICES

_ Contracts and/or processes recommended teacher assignee or appeointee

if such appeintment or assignment is properly authorized.

NOTE: For the purpose of this procedure, the term "Teaching Vacancy" refers
to vacancies in positions normally compensated from the teachers'
salary schedule.

.opted 8/75; Amended 6/86
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Procedure #5103.3

. PROCEDURE: CONTRACTING TEACHERS FOR INITIAL PROBATIONARY APPOINTMENTS AND
! TEMPORARY APPOINTMENTS

REFERENCE: REGULATION #5103
FORMS : APPOINTMENT AGREEMENT

TEMPORARY TEACHER'S APPOINTMENT AGREEMENT

RESPONSIBILITIES:
1. TEACHER
a. If Accepting Appointment
(1) signs Appointment Agreement and returns original document to
Office of Personnel Services within established deadline.
(2) Reports to work as assigned.
b. If Not Accepting Appointment
Returns unsigned Appointment Agreement to Office of Personnel Services
. with accompanying written explanation.
2. OFFICE OF PERSONNEL SERVICES
a. Issues appropriate Appointment Agreement to teacher applicant selected
for appecintment (see Procedure f5102) for teacher recruitment and
appointment process).
b. Processes appropriate Appointment Agreement upon receipt of signed
original document from teacher. -
¢. 1f no response from teacher within established deadline, assumes

non-acceptance.

. Adopted 9/1/70; Amended 10/74; Amended B/75; Amended 6/86
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Procedure #5103.4

PROCEDURE : PROCESSING RENEWAL/NON-RENEWAL OF PROBATIONARY APPOINTMENTS
REFERENCES: REGULATION #5103; SECTION 297-9, HAWAII REVISED STATUTES
(NOTE: For non-renewal on the basis of adverse evaluation,
see Procedure #5602)
FORMS :  APPOINTMENT AGREEMENT

CONTINUING APPOINTMENT AGREEMERT

RESPONSIBILITIES:
1. TEACHER

‘Upon receipt of appointment agreement:

a. If accepting appointment:
Signs and returns original document to the Office of Personnel
Services within established deadline.

b. If not accepting appointment:
Returns unsigned document to the Office of Personnel Services with
accompanying written explanation.

2. PRINCIPAL (IF INITIATING NON-RENEWAL OF CONTRACT FOR REASONS OTHER
THAN ADVERSE EVALUATION)

a. Confers with the district superintendent.

b. Prepares written recommendation.

c. Informs teacher of recommended action.

d. Transmits recommendation to the district superintendent (copy to
teacher).

3. DISTRICT SUPERINTENDENT

a. If principal's recommendation for non-renewal of contract is received:
(1) Reviews principal's recommendation.
(2) Approves or disapproves principal's recommendation.
(3) If concurs, transmits recommendaticn to the Superintendent

(copy to teacher, principall.
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b. If initiating non-renewal of contract for reasons other than adverse .
i
evaluation:
(1) Confers with the Superintendent.
(2) Prep;res written recommendation.
{3) Informs teacher of the recommended action.
(4) Transmits recommendation to the Superintendent {(copy to teacher).
4. SUPERINTENDENT

a. If district superintendent's recommendation for non-renewal of
contract is received:

(1) Reviews recommendations of the district superintendent.
{2) Approves or disapproves recommendation.
(3) Transmits decision to teacher and district superintendent.

b. If initiating non-renewal of contract for reasons other than adverse
evaluation: .
(1) Determines the renewal or non-renewal of appointment agreements

based on availability of suitable position{(s} and other factors
that may be considered.
(2) Transmits notification of employment status to affected teachers.
S. OFFICE OF PERSONNEL SERVICES
a. Prepares appointment agreements as determined by the Superintendent.

b. Processes appreopriate transactions.

Adopted 10/74; Amended 8/75; Reviewed 6/86 .
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Procedure #5103.5

. PROCEDURE: TEACHERS WHO HAVE TENURE REQUESTING REAPPOINTMENT

REFERENCE: REGULATION #5103

FORM : PERSONNEL FORM 101 {TEACHER REQUEST FOR ASSIGNMENT FOR SCHOOL
YEAR )
RESPONSIBILITIES:
1. TEACHER

Completes Form 101 in a timely manner.
2. PRINCIPAL.
a. Informs teacher of action taken on Form 1Cl. Returns one copy
to teacher and files original at school.
b. Summarizes Form 101 information on IBM printout (school list) gnd
forwards three copies to the district office.
3. DISTRICT SUPERINTENDENT
. a. Compiles IBM printout and prepares district summary.
b. Forwards one set to Office of Personnel Services.
4. OFFICE OF PERSONNEL SEEVICES

Processes reappointment.

. Adopted 9/1/70; Amended 10/74; Amended 6/86
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Regulation #5104

GENERAL CORDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

RECRUITMENT AND EMPLOYMENT OF NON-SALARIED EMPLOYEES

The Department shall support instructional needs through recruitment

and employment of instructional personnel compensated on a non-salary

schedule. Such employees shall be compensated according to the various

day-to-day, per hour or per unit rates of pay. Non-salaried employees

consist of the following:

1.

Substitute Teachers

The Department shall maintain quality education to students in the
absence of regular teachers.

Eligibility: To be employed, substitute teachers must apply and be
registered on the current lists administered by the respective districts
in accordance with established classification requirements based upon
academic preparation/training.

Contract: None. Payment upon completed substitute teaching services
verified on the Department's form.

Comgensafion: Daily rate based on classification status in accordance
with ﬁepartment established requirements.

Duration: Day-to-day notification of employment.

Reemployment Commitment: None. Annual reapplication required.

Conditions for Employment: Employed during the absence of salaried

classroom teachers and specialty instructors.

Specialty Instructors - Less than Half-Time

The Department shall provide qualified instructors to enable schools

to offer a full complement of teaching and learning activities.
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Regulation #5104

and Appointment - Recruitment and Employment
of Non-Salaried Employees (continued)

General Conditions of Recruitment, Selection .

Eligibility: To be employed, specialty instructors must meet the
requirements of the instructional assignment/course and be capable

of performing the unique responsibilities, functions, specified terms
and conditions established by the principal. Recommended for employment
by the principal in accordance with established procedure.

Contract: Specialty Instructor Contract shall specify the terms and
conditions of employment.

Compensation: Per unit rate for days services are rendered.

Duration: Appropriately contracted for one semester, remainder of

a semester, or a school year.

Reemployment Commitment: None. WNo guarantee of reemployment. .

Conditions for Employment: Employed when schools require a teacher

for one course section or not more than a half-time teacher for courses
or class{es) to provide a full range of educational programs to students.

3. Part-Time Temporary Teachers

The Department shall provide supplementary teachers to facilitate

the implementation of educational programs to meet additional developmental
needs of students.

Eligibility: To be employed, part-time temporary teachers are recommended
for employment by the principal.

Contract: None. Employment specified on Department's Form 432.
Compensation: Per hour rate based on classification status in accordance
with Department established regquirements.

Duration: Limited to program needs. : .
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Regulation #5104

General Conditions of Recruitment, Selection
. and Appointment - Recruitment and Employment
’ of Non-Salaried Employees (continued)

Reemplovment Commitment: None. Reemployment based on program needs

for supplementary instruction.

Conditions for Employment: Part-time temporary teachers are hired

as needed to meet specific program needs for less than 50% services.
4. Coaches
In support of the athletics program, coaches for various sports may
be hired to meet the needs of the schools.
Eligibility: To be employed, coaches are employed upon recommendation
by the principal.
Contract: None.
Compensation: In accordance with Regulation #5204-E.
. Duration: Limited to needs of the sport.

Reemployment Commitment: None. Reemployment based on program needs

and principal's recommendation.

Conditions for Employment: As determined by the school principal.

5. Substitute School Administrators

The Department may provide substitute school administrators when

regular schoel administrators are absent for reasons such as illness,

transfer, promotion, or approved leave for the benefit of the Depart-

ment. Substitute school administrators may be provided only for those

days when school is in session.

Eligibility: A substitute school administrator must have poésessed

a valid Professional Schocl Administrator Certificate at the time
. of retirement or resignation or alternatively must otherwise possess

comparable qualifications or experience as determined by the Department.
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Regulation #5104

General Conditions of Recruitment, Selection
and Appointment - Recruitment and Employment
of Non-Salaried Employees

Contract: None.

Compensation: 1In accordance with Regulation #5203-J. Vacation, sick
leave, and retirement benefits are not applicable to substitute school
administrators.

Duration: As needed on a day-to-day e#tension basis.

Reemployment Commitment: None.

Conditions for Employment: Employed on an emergency per diem basis.

Substitute Twelve-Month Educational Officers

The Department may, in positions providing critical services as deter-
mined by the Superintendent, provide substitute twelve-month educational

officers when regular twelve-month educational officers are absent

for reasons such as extended illness, transfer, promotion, or approved

leave for the benefit of the Department.

Eligibility: Substitute twelve-month educational officers should
possess appropriate education and experience qualifications, and must
possess the required knowledge and abilities to perform effectively

in the assigned areas of responsibility.

Contract: None.

Compensation: In accordance with Regulation #5203-J. Vacation, sick
leave, and retirement benefits are not applicable to substitute twelve-
month educational officers.

Duration: As needed on a day-to-day extension basis.

Reemployment Commitment: None.

Conditions for Employment: Employed on an emergency per diem basis,

not to exceed 30 working days at a time.
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Procedure #5104

PROCEDURE: RECRUITMENT, EMPLOYMENT, AND DEVELOPMENT OF SUBSTITUTE TEACHERS

REFERENCE: REGULATION £#5103-A.1

FORM : PERSONNEL FORM 104 (APPLICATION FOR PLACEMENT ON THE DISTRICT
SUBSTITUTE TEACHERS' LIST
RESPONSIBILITIES:
1. APPLICANT

a. Contacts the district personnel office in which substitute teaching
employﬁent is desired.

b. Submits application and all necessary documents (HW-4, W-4, Certifi-
cation of Social Security Number, Medical Exam Clearance, Department
of Health tuberculin clearance certification, diploma/official
transcript) for substitute teaching employment to the district
personnel office.

c. Attends required orientation sessions and workshops.

2. PRINCIPAL
a. Refers all interested applicants to the district personnel office.
b. Provides appropriate information to substitute teachers.

3. DISTRICT SUPERINTENDENT

a. Prepares and maintains a substitute teacher list for the districts.

b. Forwards application (Form 104) and all necessary vefifying documents
to the state personnel office.

c. Conducts substitute teacher orientation sessions and workshops.

4, OFFICE OF PERSONNEL SERVICES

a. Verifies applicant's gualifications, determines proper classifi-

cation, issues appropriate Standard Form 5A (SF-5A) and processes

necessary forms for payroll.
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Procedure #5104

Notifies applicant of employment status.

Adds or deletes applicant's name from substitute teachers' list

as necessary.

Works with districts in providing substitute teacher workshops.
Informs all districts of teachers not eligible for‘substituﬁe work.
Conducts periodic assessment of the Department's substitute teacher

program.

Revised 9/1/70; Amended 10/74; Amended 6/86
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Procedure #5104.1

PROCEDURE: RECRUITMENT AND EMPLOYMENT OF SPECIALTY INSTRUCTORS

REFERENCE: REGULATION #5104

FORMS

: SPECIALTY INSTRUCTOR CONTRACT

PERSONNEL FORM 432 (CERTIFICATION FCR EMPLOYMENT PART-TIME EMPLOYEES)

RESPONSIBILITIES:

1.

APPLICANT

a. Contacts the principal of the school with the identified/announced
position.

b. Provides verificat%on of abilities, attributes and qualifications
for the specific requirements of the position.

¢. Completes all employment clearance reguirements.

PRINCIPAL

a. Identifies need for specialty instructor and provides justification

to the district superintendent.

'b. Recruits and selects specialty instructor(s).

€. Submits reguired documents for employment including Form 432 to
the Office of Personnel Services.
d. Specifies the duties and responsibilities of the specialty instructor.
e. Submits completed organizational time sheets(s) in a timely manner
to the appropriate office.
f. Assesses the performance of the specialty instructor.

DISTRICT SUPERINTENDENT

a. Authorizes specialty instructor(s) position(s).

b. Forwards appropriate documents to the Office of Personnel Services.
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4, OFFICE OF PERSONNEL SERVICES

a. Receives and processes all documents for employment.
b. Issues Specialty Instructor Contract.
c. Completes transactions for employment and compensation.

d. Assists principals in the recruitment of specialty instructors.

Adopted 6/86
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Procedure $5104.2

PROCEDURE: RECRUITMENT AND EMPLOYMENT OF PART-TIME TEMPORARY TEACHERS

REFERENCE: REGULATION #5104

FORM : TFORM 432 (CERTIFICATION FOR EMPLOYMENT PART-TIME EMPLOYEES)

RESPONSIBILITIES:
1. APPLICANT
a. Submits completed application form to the district personnel office.
b. Provides verification of qualifications for specific instructional
functions.
c. Submits required employment forms.
2. PRINCIPAL
a. Obtains list of eligible applicgnts from the district offices.
b. Interviews and selects part-time temporary teacher(s) for authorized
programs of the school.
c. Submits completed Form 432 with attached documents for employment
to the district personnel office.
d. Specifies duties and responsibilities of part-time temporary teacher.
e. Submits completed organizational time sheet(s) in a timely manner

to the appropriate office.

3. DISTRICT OFFICE

a. Develops and maintains a part-time temporary teacher list.
b. Provides list of available applicant to schools.

4. OFFICE OF PERSONNEL SERVICES

a. Annually announces the employment program for part-time temporary
teachers.

b. Processes all documents for employment and compensation.
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c. Assists principals/educational specialists in the recruitment of

part-time temporary teachers. , .

Adopted 6/86 .
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Regulation #5105

. GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

EMPLOYEE BENEFITS FOR PART-TIME TEMPORARY CERTIFICATED EMPLOYEES

A. Applicability

This regulation applies to non-salaried *certificated employees of
the Department who are employed to perform services on a weekly, daily,
hourly or other non-salaried basis. This category of employees generally
includes specialty instructors, substitute teachers, adult education
teachers, summer school teachers, driver education instructors, home
instruction teachers, and other types of part-time temporary teachers.
B. Benefits
Part-time temporary employees are eligible for employee benefits as
. follows:
‘ 1. Compensation: Compensation shall be based on non-salaried rates
established by the Hawaii Revised Statutes or by Department regulations.
2. Sick Leave: Only as allowed under temporary disability insurance
provisions.
3. Vacation: None.
4. Retirement: MNot eligible for membership.
5. Health Fund: Not eligible for membership.

6. Service Awards: Not eligible.

' 7. Service Credit: No service credit. Accordingly periods of part-time

employment cannot be applied to meet the requirements for salary

increment and longevity step credit on the teachers' salary schedule,

*For the purpose of this regulation, certificated employees refer to Department
employees in jobs that are regulated by DOE certification requirements.
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Regulation #5105

General Conditions of Recruitment,

Selection and Appointment - Employee Benefits
for Part-time Temporary Certificated Employees
(continued)

probationary service, time-in-class, sabbatical leave eligibility,
certification, seniority in the school, seniority in the Department,
etc.

8. Eligibility for Leaves of Absence: Not eligible under 5400 series

of the School Code.

9. Workers' Compensation: Coverage shall be in accordance with workers'

compensation regulations.
10. Tenure: None.

Concurrent Employment

In cases where a part-time temporary employee is also employed as

a regular employee of the State, the employee is considered to be
employed in two separate and unrelated jobs with each job providing
its own benefits. Thus, such an employee cannot apply benefits that
accrue from his/her regular employment with the State to his/her part-
time employment. (For example, a regular teacher who earns sick leave
benefits cannot apply such sick leave to his/her part-time employment

as a Driver Education Instructor.)

Adopted 10/74; Amended 6/86
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Regulation #5106

. GENERAL CONDITIONS FOR RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

EMPLOYEE BENEFITS FOR LESS THAN FULL-TIME EMPLOYEES

This regulation applies to employees paid on the teachers' or educational
officers' salary schedule who are employed at less than 100% of full-time
equivalency (FTE). Such employees shall be eligible for employee benefits
as follows:

A. Compensation: Compensation shall be based on the rate of pay specified
on the appropriate salary schedule as adjusted in accordance with
the appropriate percentage of full-time equivalency.

B. Sick Leave: Sick leave benefits shall be earned in accordance with
Regulation #5404, but adjusted in accordance with the appropriate

. percentage of full-time equivalency.

C. Vacation: Vacation benefits shall apply in accordance with Regulation
#5403, but any accrual shall be adjusted in accordance with the appro-
priate percentage of full-time equivalency.

D. Retirement:

1. Employees employed at 50% FTE or more. Employees employed at 50%

FTE or more and who are also employed for at least three months

are members of the Employees' Retirement System under provisions

of Regulation #5505 of this School Code. Benefits for such employees
are identical to full-time employees except that retirement service
is accumulated on the basis that credit is proportionate to FTE.
(Example: 50% FTE employee who serves one full year is credited

with one-half year (6 months) of retirement service.)
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Regulation $5106

General Conditions for Recruitment,
Selection and Appointment - Employee Benefits
for Less than Full-Time Employees (continued)

2. Emplovees employed at less than 50% FTE. Not eligible for membership.

E. Health Fund Benefits:

1. Employees employed at 50% FTE or more for a period of at least

3 months. Benefits are identical to full-time employees.

2. Employees employed at less than 50% FTE. Not eligible for health

fund benefits.

F. Service Awards: Employees accumulate service for service awards at

the rate of one month credit for every month of service regardless
of FTE percentage.

G. Service Credit: Service credit for salary increment, longevity step

credit, probationary service, time-in-class, sabb_atical leave eligibility, .
geniority in the schooel and seniority in the Department shall be reviewed

in terms of semesters. Each semester shall be earned in accordance

with the specifically applicable provisions of Regulation #5111 and

other appropriate regulatiecns.

1. Employees employed at S0% FTE or more. Employees who are employed

at 50% PTE or more earn service credit in the same manner as employees
employed at 100% FTE.

2. Employees employed at less than 50% FTE. No service credit.

H. Eligibility for Long-Term Leaves:

1. Employees employed at S0% FTE or more. Such employees may apply

for long-term leaves of absence in accordance with appropriate

regulations and procedures.

5100-56



Regulaticn #5106

General Conditions of Recruitment,
Selection and Appointment - Employee Benefits
for Less than Full-Time Employees (continued)

2. Employees employed at less than 50% FTE. B5Such employees are not
eligible for long-term leaves of absence.

I. Eligibility for Short-Term Leaves: Short-term leave provisions are

applicable to all less than full-time employees in accordance with
appropriate regulations and procedures.

J. Tenure Rights Attained: Tenure rights are maintained in full force

A during periods of less than full-time employment.

Adopted 10/74; Amended 6/86
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Regulation #5107

GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

EMPLOYEE BENEFITS, SERVICE CREDIT AND TENURE RIGHTS FOR TEACHERS ON TEMPORARY

APPOINTMENT

A.

Applicability

This regulation applies to certificated employees of the Department
who are given Temporary Appointments and who are hired on Temporary

Teacher's Appocintment Agreement.

Benefits

Teachers on Temporary Appointments are eligible for employee benefits

as follows:

1. Compensation: Compensation shall be in accordance with appropriate
classification and salary placement on the teacher's salary schedule.

2. Sick Leave: Sick leave shall be allowed in accordance with the
appropriate provisions of Regulation #5404.

3., Vacation: Vacation benefits shall be allowed in accordance with
the appropriate provisions of Regulation #5403.

4. Retirement: Membership in the State Employees' Retirement System
is mandatory for those employees determined eligible according
to appropriate laws and regulations of the Employees' Retirement
System. Membership is under a contributory or non-contributory
retirement.

5. Health Fund Benefits: Membership eligibility shall be determined

in accordance with appropriate laws and regulations of the Employees'

Health Fund.
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Regulation #5107

General Conditions of Recruitment, Selection
and Appeintment - Employee Benefits, Service
Credit and Tenure Rights for Teachers on
Temporary Appointment (continued)

6.

10.

Service Awards: Periods of employment under temporary appeintment

shall accumulate credit for service awards.

Service Credit: Service credit for salary increment, longevity

step credit, time-in-class, probation, sabbatical leave eligibility,
seniority in the school and seniority in the Department shall be
earned in accordance with the specifically applicable provisions

of Regulation #5111 and other appropriate regulations.

Eligibility for Long-Term Leaves: Employees under temporary appoint-

ment may apply for long-term leaves of absence in accordance with
appropriate regulations and procedures; however, leave periods
cannot exceed the length of the current contract period.

Eligibility for Short-Term Leaves: Employees under temporary appoint-

ment are eligible for short-term leaves in accordance with appropriate

rules and regulations.

Tepure and Reemployment Rights: Teachers on temporary appeointment

are temporary employees employed for a limited period of time.

There is no commitment for subsequent reemployment.

Adopted 8/75; Amended 6/8¢&
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Regulation #5108

. GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

TYPES OF ASSIGNMENTS

A. Regular Assignments

Regular assignments shall be given to teachers and educational officers
who are assigned to clear vacancies and are gualified for placement.
Unless otherwise specified in the School Code, or unless a transfer,
is consummated, a teacher with a regular assignment who is not affected
by layoff or staff reduction shall be reassigned to the same school.

B. Temporary Assignment of Educational Cfficers

1. Educational officers may be assigned to fill a position at a higher

salary level than their own on an "acting basis."
. 2. A temporary assignment on an "acting basis" shall mean the assignment

by a competent authority* and the assumption, without a formal
change in position assignment, of the significant duties and responsi-
bilities of another position due to the incumbent of the position
not being able to perform the duties of his/her position due to
illness, short-term leave of abseﬁce or serving on another temporary
assignment.

3. Ten-month educational officers assigned temporarily to a higher
position shall be compensated from the first day of the assignment
according to the procedures contained in Regulation #5206 if such

assignment exceeds five work days.

*For the purpose of this regulation, "competent authority” means the

‘ Superintendent.
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Regulation #5108

General Conditions of Recruitment, Selection
and Appointment - types of Assignments (continued)

5100-62

4. When the Department authorizes a temporary assignment for a twelve-
month employee to a higher level position, the employee shall be
paid from the first day of the assignment provided for under Regqulation
$5206.

5. An educational officer who performs a temporary assignment to a
lower position shall continue to be compensated at his/her existing
rate prior to the temporary assignment.

Limited Term Assignments

Limited term assignments shall be made for specific periods to:

1. Employees on probation.

2. Temporary teachers.

3. Teachers and educatiocnal officers who are filling positions for
a limited term.

4. Teachers on temporary assignment to uncertain vacancies (example:
unassigned teacher or teacher on early return from leave vicing
an incumbent on sick leave). Duration of such assignment is subject
to the return of the incumbent. A teacher on early return from
leave whose temporary assignment expires or terminates reverts
back to his original leave status if he does not receive another
assignment.

Order of Priority in Assigning Teachers

All other factors being relatively equal, the order of priority in
placing teachers by choice of assignment shall be:
1. Teachers in active service having tenure {including those teachers

returning from leaves of absencel.



Regulation #5108

General Conditions of Recruitment, Selection
. and Appointment - Types of Assignments (continued)

2. Teachers who have just completed their probationary teaching require-
ment.
3. Probationary teachers.

E. Assignment of Probaticnary Teachers

Placement of probationary teachers will be the responsibility of the
respective district offices for the duration of probation and for
initial assignment after achieving tenure. In order to maintain con-
tinuity of schools' programs, probationary teachers shall be reassigned
to former schools when the situation permits.

F. Principal and Spouse Assigned to Same School

Principal and spouse shall not be assigned to the same school. Exception
. ] may be made where it is impractical to assign the spouse elsewhere.

Such exceptions shall be justified in writing and approved by the

district superintendent.

G. Assignment of Teachers

1. Teachers shall be assigned wherever possible te positions for which
they are qualified.

2. The principal shall have the authority to assign and reassign teachers
within the school for the good of the Department.

H. Summer School Assignments

The administration of summer school employment and assignments shall
be in accordance with established Department's "Summer School Program

Guidelines and Procedures."”
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Regulation #5108

General Conditions of Recruitment, Selection
and Appeintment - Types of Assignments (continued)
1. Selection of program director shall be by the district superintendent.
The following priority in selection shall be given:
a. Principal
b. Vice-Principal
c. School staff person in management training program
d. Experienced school staff person
2. Selection of Teachers
a. Preference shall be given to teachers holding professional teachers’
certificates.
b. Preference shall be given to teachers qualified to teach the
subject or grade level offered.
c. Teachers shall apply directly to the school where they wish
to teach, using the official state summer school application
form.

I. Emergency Assignment

The principal may, in the best interest of the students' welfare,
immediately relieve a classroom teacher of assigned duties by reassigning
such duties for a period not to exceed ten school days unless further
authorized by the district superintendent. The principal shall obtain
verbal approval of the district superintendent prior to such assignments.
The principal shall inform the teacher in writing within two school

days, the reason for the reassignment.

Revised 9/1/70; Amended 10/74; Amended B/75; Amended 6/86
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Regulation #5109

GENERAL CONDITIONS OF RECRUITMENT, EMPLOYMENT AND TERMINATION

ADMINISTRATIVE REGULATIONS

TRANSFERS

A. Transfer Recuests

1. Any eligible certificated employee (inservice or returning from
leave) may request transfer from present school/office to other
schools/office within the district or the State.

2. A teacher holding a temporary certificate is not eligible for
transfer.

3. Requests for transfer shall be submitted on the form and within the
deadline prescribed by the Department.

4. A teacher unable to consummate a transfer shall remain assigned to
the school or district from which transfer was scught, depending upon
assignment status at the time transfer is requested.

. B. Emergency/Hardship Transfer Requests

1. An emergency/hardship transfer may be granted provided acceptable
justification is offered and a vacancy exists.

2. A certificated employee requesting emergency/hardship transfer shall

apply in writing to the principal/supervisor who will forward the
application to the district superintendent/assistant superintendent

with recommendation, if any.

C. Intra-District Transfers

1.

The district superintendent may transfer vice-principals and
principals within the district during the school year.
The district superintendent may, for the good of the district,

transfer teachers within the district during the school year.

D. Inter-bDistrict Transfers

1.

District superintendents, by mutual agreement, may transfer vice-
principals and principals between districts for the good of the

Department.
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Regulation #5109

General Conditions of Recruitment, .
Employment and Termination - Transfers (continued)
2. District superintendents, by mutual agreement, may transfer teachers
between districts for the good of the districts concerned.

E. Superintendent-Directed Transfers

The Superintendent may, in extraordinary situations, when considering
the welfare of the students, the school or the good of the Department,

direct the transfer of any teacher or any educational officer.

Revised 9/1/70; Amended 10/74; Amended 6/86; Amended 1/97
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Regulation #5110

. GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

DISCIPLINARY ACTIONS

Certificated employees may be suspended without pay, demoted, discharged

and/or otherwise disciplined by the Department for proper cause.

. Revised 9/1/70; Amended 10/74; Amended 6/B6
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Procedure #5110

PROCEDURE: IMPOSING SUSPENSION WITHOUT PAY ON TEACHERS
REFERENCE: REGULATION #5110

FORM : NONE

RESPONSIBILITIES:
1. PRINCIPAL/APPRQPRIATE SUPERVISOR (DISTRICT, STATE OFFICE)

a. Upon receipt of concerns, complaints, problems, etc., conducts
a thorough investigation into the matter.

b. Informs teacher of the concerns, complaints, problems, etc. and
affords the teacher the opportunity to respond.

c. Informs the district superintendent/appropriate supervisor (district,
state office) of the concerns, complaints, problems, etc.

d. After the investigation is completed, determines whether suspension
without pay should be recommended. If it is, prepares written
recommendation to the district superintendent. The written
recommendation should include the specific charge(s), the details
of the specific charge(s), the authority under which the proposed
action is to be taken, and a statement regarding employee's right
to meet with and/or submit written comments to the district
superintendent/appropriate supervisor within a specified time period.

e. Transmits written recommendation for suspension to the district
superintendent/appropriate supervisor (district, state office)
with supporting documents.

f. Provides teacher with a copy of the written recommendation for

suspension along with supporting documents.
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g.

Procedure #5110

Takes further action as hecessary.

2. DISTRICT SUPERINTENDENT/APPROPRIATE SUPERVISOR (DISTRICT, STATE OFFICE)

a.

f.

5100-70

Reviews written recommendation for suspension, teacher's written
comments, if any, and other pertinent information. 1If the district
superintendent/appropriate supervisor considers "other pertinent
information®” which is not part of the supporting documents submitted
by the principal/appropriate supervisor to the District Superintendent
and the teacher, the teacher will be notified of the additional
information and be given an opportunity to respond at the meeting
set forth in paragraph 2.b.

Gives teacher an opportunity to meet before decision on recommen-
dation to suspend is made.

Determines whether to accept or not accept recommendation to suspend.
If recommendation is accepted, determines appropriate number of

days of suspension.

Mails final decision to teacher ten (10) calendar days prior to

the effective date of suspension. Final decision shall include:

(1) The nature and details of the specific charge(s);

(2) Authority under which the disciplinary action is to be taken:

(3) Number of days of suspension without pay to be imposed;

(4) Employee's appeal rights.

Sends copy of final decision to principal.

~



Procedure #5110

g. If recommendation to suspend is not accepted, informs teacher and
.' principal in writing of non-concurrence with reasons thereof.
h. Instructs principal to take any other action, if appropriate.
3. OFFICE OF .PERSONNEL SERVICES

Processes appropriate transactions.

Revised 9/1/70; Amended 10/74; Amended 6/86; Amended 5/90
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Procedure #5110.1

PROCEDURE: PROCESSING DISCHARGE OF TEACHERS

REFERENCE: REGULATION #5110

FORM

: NONE

RESPONSIBILITIES:

1. PRINCIPAL/APPROPRIATE SUPERVISOR (DISTRICT, STATE OFFICE)

a.

Upon receipt of concerns, complaints, problems, etc., conducts a
thorough investigation into the matter.

Informs teacher of the concerns, complaints, problems, etc. and
affords the teacher the opportunity to respond.

Informs the district superintendent/appropriate supervisor (district,
state office) of the concerns, complaints, problems, etc.

After the investigation is completed, determines whether discharge
should be recommended. If it is, prepares written recommendation

to the district superintendent/appropriate supervisor. The written

recommendation should include the specific charge(s), the details

" of the charge(s), the reasons for the action, the authority under

which the proposed action is taken, and a statement regarding employee's
right to meet with and/or submit written comments to the digtrict
superintendent/appropriate supervisor within a specified time period.
Transmits written recommendation for discharge to the district
superintendent/appropriate aﬁpervisor (district, state office) with
supporting documents.

Provides teacher with a copy of the written recommendation for discharge,

along with supporting documents.
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g.

Procedure $#5110.1

Takes further action as necessary.

2. DISTRICT SUPERINTENDENT/APPROPRIATE SUPERVISOR (District, State Office)

a.

5100-72

Reviews written recommendation for discharge, teacher's written
comments, if any, and other pertinent information. If the district
superintendent/appropriate supervisor considers "other pertinent
information™ which is not part of the supporting documents submitted
by the principal/appropriate supervisor to the District Superintendent
and the teacher, the teacher will be notified of the additional
information and be given an opportunity to respond at the meeting
set forth in paragraph 2.b.
Gives teacher an opportunity to meet before decision on recommenda-
tion to discharge is made.
Determines whether to accept or not accept recommendation to discharge.
if concuis with recommendation:
{1) Prepares recommendation for discharge to the Superintendent.
(2) Transmits recommendation and all supporting documents, if any,
to the Superintendent within a specified time limit.
{(3) Informs teacher and principal/appropriate supervisor of concur-
rence in writing.
(4) Informs teacher of his/her right to meet with and/or submit
comments to the Superintendent within a specified time limit.
If does not concur with recommendation:
Informs teacher and principal/appropriate supervisor of nonconcurrence
in writing with reasons therecf and of any other action, if deemed
appropriate. Instruct principal/appropriate supervisor to take

any other action, if appropriate.



Procedure #5110.1

3. SUPERINTENDENT
. a. Reviews written recommendation, teacher's written comments, if any,

.and other pertinent information. If the Superintendent considers
"other- pertinent information" which is not part of the supporting
documents submitted by the district superintendent to the Superintendent
and the teacher, the teacher will be notified of the additional
information and be given an oppertunity to respond at the meeting
set forth in paragraph 3.b.

b. Gives teacher an opportunity to meet before decision on recommenda-
tion to discharge is made.

c. Determines whether to accept or not accept recommendation to discharge.

d. Mails final decision to teacher ten (10)’calendar days prior to
the effective date of discharge. Final decision shall include:

. (1} The nature and details of the specific charge(s);
(2) The authority under which action is being taken;
(3) Reason(s) for the action including references to past attempts
to correct the employee's misconduct, if any:

(4) A statement of the appeal rights of the teacher.

e. Sends copy of final decision to district superintendent and principal.

f. If recommendation to discharge is not accepted, informs teacher
and principal in writing of non-concurrence with reasons thereof.

g. Instructs district superintendent/appropriate supervisor to take

- any other action, if appropriate.
4. OFFICE OF PERSONNEL SERVICES

Processes appropriate transactions.

Revised 9/1/70; Amended 10/74; Amended 6/86; Amended 5/90
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PROCEDURE:
REFERENCE:
FORM : NONE
RESPONSIBILITIES:

Pfocedure #5110.2

IMPOSING SUSPENSION WITHOUT PAY, DEMOTION COR DISCHARGE OF EDUCATIONAL

OFFICERS

REGULATION #5110

1. ASSISTANT SUPERINTENDENT/DISTRICT SUPERINTENDENT

a.

Upcn receipt of concerns, complaints, problems, etc., conducts

a thorough investigation into the matter.

Informs the Superintendent of the concerns, complaints, problems,

atc.

Informs the educational officer of the concerns, complaints, problems,

etc. and affords the educational officer the opportunity to respond.

After the investigation is completed, determines whether appropriate

disciplinary action (suspension, demotion or discharge) should

be recommended. If it is, prepares written recommendation to

Superintendent specifying:

(1) The

(2) The

(3) The

{4) The

charge(s) with full explanation of each charge.
action(s) (suspension, demotion, or discharge) being recommended.
authority under which the proposed action is to be taken.

reason(s) for such recommendation including references to

past attempts to correct the employee's misconduct, if any.

(5) That the educational officer has been apprised of his/her right

to meet with and/or submit written comments to the Superintendent.

e. Sends recommendation to the Superintendent with supporting documents.

f. Provides a copy of the recommendation with supporting documents

to the educational officer.
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Procedure #5110.2

2. SUPERINTENDENT

a. Reviews recommendation for suspension, demotion, or discharge, .J
explanatory remarks of educational cofficer (if submitted) and other
pertinent information.

b. Gives educational officer an opportunity to meet before final decision
on recommendation is made.

¢. 1f concurs with recommendation, furnishes educational officer written
notice at least 10 calendar days prior to effective date indicating
the disciplinary action:

(1) The nature and details of the specific charge(s);
(2) Authority under which action is being taken;
{3) Specific reasons for the action including references to past
attempts to correct the employee's misconduct, if any;
(4) Effective date(s) of discipline; .
{5) A statement of the appeal rights of the employee.
d. If does not concur with recommendation, notifies educational officer
- of nonconcurrence in writing, with reasons thereof, and of any
other disciplinary action if deemed appropriate.

e. Sends copy ¢of letter of concurrence or nonconcurrence to the assistant
superintendent/district superintendent, the 0ffice of Personnel
Services, and exclusive representative.

3. OFFICE OF PERSONNEL SERVICES

Processes appropriate transactions.

Revised 9/1/70; Amended 10/74; Amended 6/86; Amended 2/90
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Procedure #5110.3

. ) PROCEDURE: PROCESSING OF OFFICIAL LETTER OF REPRIMAND
REFERENCE: REGULATION #5110

FORM : NONE

RESPONSIBILITIES:
1. PRINCIPAL/APPROPRIATE SUPERVISOR (DISTRICT, STATE OFFICE)

a. Prepares official letter of reprimand. Includes specific reasons/
details for the action: authority under which the action is being
taken; outline of all previous oral reprimands or warnings, if any:
statement regarding 6pportunity for employee to improve; and statement
regarding employee's appeal rights.

b. Confers with employee.

(1) Informs employee that letter/memo constitutes an official letter
. of reprimand.
{2) Provides employee with opportunity to give his/her story.
{3) Has employee sign acknowledgement of letter of reprimand. (If
the employee refuses to sign, calls another staff member in
to witness employee's refusal to sign statement.) Gives original
copy to employee.

c. Files copy of official letter of reprimand in employee's persoﬁnel

folder at the school, district and state offices.
2. DISTRICT SUPERINTENDENT/APPROPRIATE SUPERVISOR
_No action required unless involved in the case by the principal/appropriate

supervisor.

Adopted 6/86
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Regulation #5111

GENERAL CONDITIONS OF RECRUITMENT, EMPLOYMENT AND TERMINATION

ADMINISTRATIVE REGULATICNS

DETERMINATION OF SERVICE CREDIT BY SEMESTER

A. Definition of a Semester

A semester of service credit is granted when the employee meets one of
the following conditions:
1. Serves the entire semester.
2. Serves at least five continucus months within a schoel year.
3. Serves partial periods as follows:
a. On or before the 24th working day of the school year to the end of
the first semester.
b. On or before the 24th working day of the second semester to the

end of the second semester.

B. Applications
The semester is used as the standard unit of measurement to determine
service credit for the following teacher personnel programs (full-time
and half-time or more):
Program Application
1. Salary Rdministration Service credit for annual
increment
2. Teacher Reclassifiéation Time-in-class requirement
3. Probation Service credit for probationary
service
4. Sabbatical Leave Seven-year regquirement
NOTES: 1. Partial periods specified above apply only to services

performed as a Department of Education certificated employee.
2. Employees employed at less than 50% FTE are not eligible to

earn service credit.

Adopted 10/74; Amended 6/86; Amended 6/96
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Regulation #5112

GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

RESIGNATION/RETIREMENT

A.

Deadlines

1. Resignations of teachers or school administrators which are to
become effective between May 1 and Augqust 31 shall be submitted
not later than April 1.

2. Resigrnations to be effective at other times shall be submitted
at least 30 days prior to date of separation.

3. Principals and vice-principals retiring from service at the end
of a given school year shall be released as of June 30 rather than
August 31.

Evaluation Upon Termination

An evaluation shall be completed for every employee who terminates
his/her employment with the Department, except those retiring from
service. Unless a normal evaluation period is applicable, such employees
shall be evaluated prior to the effective date of separation.

Payment of Earned Summer Salaries (Ten-Month Employees Only)

1. Employees who resign before the close of school shall be paid their
earned summer salaries in one lump sum as soon as possible after
the effective date of resignation.

2. Employees who resign after the last teaching day in June have the
option to:

a. continue to remain on an employment status up to August 31 and
receive their summer salary payments in equal installments over

July and August, or
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Regulation #5112

General Conditions of Recruitment,

Selection and Appointment -
Resignation/Retirement {continued)

b. request in writing to the Office of Personnel Services the severence
of théir employment status and to receive their earned summer
salary payments in one lump sum on June 30.
NOTE: The processing of lump-sum summer salaries requires proper
payrocll lead time; thus, those employees who do not submit
their resignation by April 1 may be paid their lump-sum
salaries at a pay period subsequent to June 30.
NOTE: Early severence of employment status on June 30 results
in the early termination of employee benefits such as health
fund and life insurance. Refer to individual plans for

more coverage information.

Revised 9/1/70; Amended 10/74; Amended 6/86 .
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Procedure #5112

PROCEDURE: RESIGNATION

REFERENCE: REGULATION #5112

FORMS : PERSONNEL FORM 190 . {SEPARATION FROM SERVICE)
PERéONNEL EVALUATION FORM (APPROPRIATE FORM)

S¥F-5A (NOTIFICATION OF PERSONNEL ACTION)

RESPONSIBILITIES:
l. EMPLOYEE

a. Informs supervisor of impending resignation as soon as possible.

b. Submits four copies of Form 190 to supervisor at least thirty days
prior to date of separation, or submits by April 1 if resignation
is to be effective between May 1 and August 31.

¢. Contacts the Employees' Retirement System to arrange for desired
disposition of his/her contributions.

2. SUPERVISOR

a. Completes appropriate section of Form 190 and forwards all copies
to district superintendent/assistant superintendent within three
days upon receipt of form.

b. Coméletes appropriate evaluation form and reviews it with resigning
employee prior to the effective date of the resignation (normall
evaluation periods may be used if applicable). Requests employee's
signature on evaluation form and forwards te district superintendent/
assistant superintendent within three days.

3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT

a. Process Form 190 and evaluation report.

b. Distributes Form 190 as per distribution instructions on Form.
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4. OFFICE OF PERSONNEL SERVICES

a. Processes and distributes SF-5A. .}
b. Files Form 190 and evaluation report in employee's folder.

c. Sends inactive employee's folder to Archives.

Revised 9/1/70;: Amended 10/74; Amended 6/86 . .
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Regulation #5113

. GENERAL CONDITIONS OF RECRUITMENT, SELECTION AND APPOINTMENT

ADMINISTRATIVE REGULATIONS

INTER-ISLAND DIRECTED TRANSFER ALLOWANCE FOR EDUCATIONAL OFFICERS

The best interests of the Department occasionally require that an educational
officer be relocated to other island posts. To lessen the financial

burden which can result through such Department directed transfers, a

subsidy is provided to assist the transferee in meeting the costs of
relocation.

A. Department Directed Transfer (Assignment)

A Department directed transfer means that an employee is directed

to transfer because there are no qualified applicants for a vacant

position.

. B. Entitlement

Upon accepting a Department directed transfer invelving movement to

ancther island, an educational officer shall be entitled to:

1. One-way airline ticket for the educational cfficer and immediate
family from point of departure to peint of arrival. The immediate
family consists of spouse and children not married and age 18 and
under (includes stepchildren and adopted children} and other dependents
physically or mentally incapable of supporting themselves, regardless
of their age. Dependents must live in the same household at the
time of transfer and continue to do so after relocation.

2. One-way transportation of one passenger motor vehicle from port
to port, maximum weight not to exceed 4,000 pounds, by lowest-cost

cargo rate.
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General Conditions of Recruitment,
Selection and Appointment - Inter-Island Directed
Transfer Allowance for Educational Officers {(continued)

3. One-way transportation of household goods and personal effects,
not to exceed 2,000 pounds (net) by lowest-cost cargo rate. Household
goods and personal effects do not include items intended for resale,
business enterprise or property belonging to anyone other than
the immediate family. Ground transportation will be provided within
fifteen miles of a port with a subsidy of $1.00 per mile beyond
fifteen miles.

C. Employee Commitment

Upon transfer to another island, for the good of the Department, an

educational officer shall be expected to serve at least four years

on the island to which transferred. However, if _the Department determines .
khat the educational officer can better serve by being reassigned

to a position on another island, it may offer that educational officer

another subsidized transfer allowance. In this case, another four-year

period of service in the new area is expected. Upon fulfillment of

commitment; return of the educational officer to the island of original

assignment with subsidy is authorized.

Adopted 9/1/70: Amended 10/74; Reviewed 6/86 .
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. PROCEDURE: APPLYING FOR INTER-ISLAND DIRECTED TRANSFER ALLOWANCE
REFERENCE: REGULATION #5113

FORM : NONE

RESPONSIBILITIES:
1. EDUCATIONAL OFFICER
a. Contacts district of State Personnel Office for necessary information.
b. Makes own arrangements for transportation of family, passenger
motor vehicle and household goods (arrangements for cargo transport
to Lanai are made through Dole Company, Isleways Division).
c. Pays total cosis out-of-pocket.
d. Submits request for subsidy reimbursement to the 6ffice of Business
Services on departmental forms, attaching bills of lading, receipts,
. etc.
2. OFFICE OF BUSINESS SERVICES
a. Provides necessary forms for reimbursement claim.
b. Instructs employee concerning processing of forms.
3. DISTRICT OR STATE PERSONNEL OFFICE

Advises and assists employee te the extent possible.

. Adopted 9/1/70; Amended 10/74; Reviewed 6/86
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Policy #5200

COMPENSATION AND CLASSIFICATION

POLICY

The Department of Education shall establish, maintain and administer
appropriate classification and compensation systems for teachers and educational
"officers in accordance with State of Hawaii statutes, Department regulations,

and collective bargaining agreements.

Adopted 6/86; Amended 8/89
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Regulation #5200

. COMPENSATION

ADMINISTRATIVE REGULATIONS

COMPENSATION
Teachers and educational officers shall be compensated as provided for
by the laws of Hawaii and Department regulations.

A. Experience Credit for Salary Step Placement

1. Newly Hired Teachers

The maximum entry level for newly hired teachers is step 7. Newly
hired teachers shall be placed on the appropriate step of the teachers’
salary schedule as determined by their accumulated years of verified
and allowable teaching experience. However, other provisions to
the contrary notwithstanding, no new teacher shall enter the schedule
at a higher salary step than incumbent teachers with identical

. years of experience who were prevented from earning normal annual
increments (under.the provisions of Act 164, S.L.H. 1975) because
of negotiated collective bargaining pay raises.

a. Teaching Experience Allowable

Effective September 1, 1969 a maximum of six years of prior
teaching experience is allowable for salary placement credit

for full-time experience in a recognized public or private school
{K-12) in the United States (including territories, possessions
or Department of Defense Schools overseas). Teaching experience

{K-12) outside the United States may be accepted for salary
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Compensation - Compensation (continued)

5200-4

credit under circumstances where sufficient verification is

offered to adeguately establish that such experience was comparable

to that of regular classroom teachers in the public schools

of Hawaii. Full-time teaching service with the Peace Corps,

Vista and Teacher Corps is allowable provided such service had

the same responsibilities as regular classroom teachers.

NOTE: When military service is combined with teaching exper-
ience, the maximum number of combined service shall not
exceed six years.

Teaching Experience Not Allowable

Teaching experience of less than one semester shall not be allowable
for salary placement credit (a semester is defined as either

of the two continuous periods of instruction into which an academic
year is divided or five continuous months of teaching). No

salary placement credit shall be allowed for intern teaching

or teaching compensated on an hourly pay rate. {(Intern teaching

is defined as teaching experience gained as part of a teacher
training program or teaching experience which resulted in academic
credit from an institution of learning.)

Military Experience

Active military service (reserve status is excluded) in the
armed forces of the United States since December 7, 1941, shall

be allowed tc the extent of one step credit for each year of



Regulation #5200
Compensation - Compensation (continued)

verified service to a maximum of four steps. Six months of continuous
active service shall count as one year - less service is not creditable.

2. Verification of Experience

All experience submitted for salary credit must be verified by
official documents or statements from former employers.

B. Teacher Returning After Prior Service with the Department

A teacher returning to the Department after prior service as a teacher

shall be processed as follows for salary purposes:

1. The teacher shall be returned to the same salary classification
unless the teacher qualifies for a higher class, in which case,
upon verification of qualification, placement shall be made to
the appropriate salary range.

2. The teacher shall be placed on the salary step equivalent to the
salary step held immediately prior to termination. The teacher
shall be granted allowable teaching experience obtained subsequent
to employment termination. Such accumulated teaching experience
shall be credited not to exceed Step 5 only to the extent that
they are not offset by the total years of pay increment service
credit that were denied (under Act 164, S.L.H. 1975) to inservice
teachers during the employment absence period.

C. Administrative Interns

1. Certificated Department employees serving as administrative interns

shall not suffer any loss in base salary.
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Compensation - Compensation (continued)

D.

5200-6

2. Under certain circumstances, non-certificated personnel may be
selected as administrative interns. In these instances, no salary
placement credit will be permitted for previous work experience
or salary earned. Such individuals will be placed on the Teacher
Salary Schedule on the class and step for which they qualify under
existing regulations concerning salary placement for newly employed
teachers.

Newly Hired Educational Officers Not Having Prior Service with the
Department

A newly appointed educational cfficer shall be placed on the initial
step of the appropriate salary range for the position to which appointed.

Negotiated Salaries

The Superintendent, for the benefit of the Department, may negotiate
within a salary range up to the seventh step for a particular position
only. Any negotiation above step seven must have the prior approval
of the Board of Education.

Former Emplovees Returning to the Department as Educational Officers

1. A person with prior service as a teacher returning to the Department
as an educational officer shall have the salary determined in the
manner established for newly hired educational officers not having
prior service with the Department, or can be promoted from the
teacher classification and step in accordance with the provisions
established for promotion of teachers.

2. An educational officer returning to the Department with prior service
in the Department as an educational officer shall have the salary

determined as follows:
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Compensation - Compensation (continued)

a. The educational officer shall be placed on the same "permanent”
salary range and step held immediately prior to employment termination.
b. The educational officer shall then be promoted or demoted or
transferred to the appropriate salary range in accordance with
regulations established for in-service educational ocfficers.
G. Trainees
Certificated (administrative and supervisory) employees may be reassigned
to an instructional staff or other administrative duties as a trainee
for a period not to exceed six months without loss of salary. Such
temporary reassignment must be for the express purpose of gaining
experience which will benefit the Department. Trainees shall have
their salaries determined in accordance with paragraph C-1 of this

. regulation.

H. Maximum Credit in a Twelve-Month Period

Only one year of experience shall be granted within a twelve-month

period.

Revised 9/1/70; Amended 7/11/74; Amended 10/74; Amended 8/76; Amended 6/86;
Amended 11/88
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Regulaticn #5201

COMPENSATION

ADMINISTRATIVE REGULATIONS

SALARY ADMINTISTRATION FOR TEN-MONTH EMPLOYEES

A. Definition of Terms
Unless the context clearly indicates otherwise, the following terms
shall apply to Regulation #5201 and related procedures and
implementation guidelines:

1. Ten-Month Employee means a teacher or school level educational

officer compensated on a 10-month salary schedule and hired to work a
ten-month work year or the acknowledged equivalent of a 10-month work
year.

2. Annual Salarv Rate means the annual salary amount specified on the
appropriate salary schedule for the employee’s appropriately assigned
salary range and step. This represents the full annual salary that
would accrue if the employee is on paid status for all of the paid
days during the official work year.

3. School Year means the 12-month employment period or employee contract
year during which the achool academic program is provided. (The
traditional school year has been September through August.)

4. Official Work Year means the recognized paid days as determined each
school year by the approved school calendar and as defined by the
applicable collective bargaining contract.

5. Work Days means days within the official work year when employees are
required to work.

6. Paid.Holidaxs means days within the official work year desigmated as
paid holidays by the applicable collective bargaining contract or as
defined in paragraph F herein.

7. Paid Vacation Days means weekdays (Mondays through Fridays) other

than holidays occurring during the winter and spring vacation

periods.
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Regulation #5201

Compensation - Salary Administration for
Ten-Month Employees (continued)

10.

11.

12.

5200-10

Paid Days means work days, paid holidays and paid-vacation days when
ten-month employees earn their salaries.
Daily Salary Rate means the earnings amount that accrues for each
paid day when the employee is entitled to full salary compensation.
The daily salary rate is determined by dividing the employee’s annual
salary rate by the total number of paid days within the official work
year according to the following formula:

Daily Salary Rate = Annual Salary Rate Divided by the Total Number

of Paid Days within the Official Work Year

NOTE: The number of paid days will vary each school year based on
the official school calendar.

Paid Status means entitled to receive or earn pay for each paid day.

An employee is on paid status for a work day if the employee is

legitimately at work and performs the required services or is

otherwise on an approved leave of absence with pay. An employee is

on paid status for a particular paid holiday or paid vacatiocn day if

the employee meets the criteria to be on paid status.

NOTE: The Department of Education reserves the right to reassign
an employee to another work location for training, meetings
or other temporary duty (i.e., change of work station).

Summer Salary means earned salary paid over the summer pericd in a

traditional school schedule normally from the last paid day in June

through the beginning of the new school year in August.

Summer Salary Earnings means the difference of salaries earned over

salaries paid up through the last paid day of the school year. This

represents the amount of earnings available to be paid in equal

installments over the summer salary period.




Regulation #5201

. Compensation - Salary Administration for
Ten-Month Employees (continued)

13. Summer Salary Pericd means the remaining pay periods of the school
yvear over which summer salary earnings are paid. The traditional
school year for 10-month employees includes a summer period from the
day after King Kamehameha Day in June through the months of July and
August when no paid days occur. The school year for 10-month
employees on year round {single track) or other non-traditional
schedules may aiso have summer salary periocds of varying lengths.

B. Salarv Range Assigonment and Step Placement
Salary range and step placement shall be made as provided for by the
Classification and Compensation Plan of the Department according to the
laws of Hawaii and Department Regulations.

C. Salaries Earned During the QOfficial Work Year

Unless otherwise specified, salaries are earned during the official work
. * year. The annual salaries shall be earned at a daily salary rate based

on the actual number of work days and paid holidays within the official

work yvear. Salary earnings accrue when the employee is on paid status

for that day.

D. Salaries Paid Semimonthly

Salaries shall be paid in semimonthly installments over a period of

twelve months except when salaries are paid in a lump sum as specified

in paragraphs E-2 and E-3 below. Payments shall be appropriately

adjusted as soon as possible when. earned salary is interrupted by

absence without pay and/or when employment is for a partial work year.

Adjustments shall be deducted, as feasible, from the next semimonthly

payment at the daily salary rate for each day of absence without pay.
E. Summer Salary

1. Employees shall be paid their summer salary earnings in equal

semimonthly installments over the summer salary period.
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Compensation - Salary Administraticn for
Ten-Month Employees (continued)

2. If the summer salary earnings do not amount toc at least $1,000, the
remaining summer salary earnings may be paid in one lump sum as soon
as possible as determined by the Department.

3. Whenever services are terminated by resignation or retirement, summer
salary earnings may be paid at the time of termination in a lump sum.

F. Earning Vacation and Holiday Pay
Recognized Holidays for 10-month employees:

1. Labor Day 8. New Year'’'s Day

2. Veterans’ Day 9. Presidents’' Day

3. General Election Day 1i0. Prince Kuhio Day

4. Thanksgiving Day 11. Good Friday

S. Day after Thanksgiving 12. Memcrial Day

6. Christmas Day 13. King Kamehameha Day
7. Dr. Martin Luther King, Jr. Day

Recognized Vacation Days
Vacation days shall be Mondays through Fridays occurring during the

winter and spring vacaticon periods except for recognized holidays.

An employee meets the criteria tc be on paid status for a particular
paid holiday or paid vacation day if the employee is on paid status for
at least one of the five working days immediately preceding the paid
holiday or vacation day (four of the five working days involved may be

on an authorized leave without pay status).

Exception: In the case of separation from service (e.g., resignation,
termination, retirement, death, etc.), compensation shall
not be earned or received for paid holidays occurring
subsequent to the last day of employment.

G. Beginning Date of Salary Earnings

Salary earnings for teachers and 10-month educational officers begin on

the first scheduled work day of the school year. Teachers and 10-month

educational officers reporting for duty after the first scheduled work
day of the school year shall earn salary from the date they report for
duty. :
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Compensation - Salary Administration for
Ten-Month Employees (continued)

H. Partial Day Compensation

When properly authorized, partial day compensation may be adjusted for
one-half days. The rate of adjustment is determined by multiplying the
daily rate of pay by 50%.

I. Daily Rate of Pay (for Vacation or Holiday Work)

The daily rate of pay for teachers and ten-month educational officers
shall be the daily equivalent of their annual salaries. Daily rate of

pay shall be determined as follows:

- Annual salary rate as indicated on

1. Teachers: the appropriate salary schedule
183 working days

2. Ten-Month Educational Officers:

Annual salary rate as indicated on the
appropriate salary gchedule
184 working days

J. Salary Claims
. Any claims for salary error or for change in salary owing to
reclassification must be made in writing to the Department. Any
adjustment as a result of such claims shall be for the school year in

which the claims are filed with the Department.

Effective September 1, 1983, claims for verified salary underpayments
filed by an employee shall be paid up to two (2) years retroactively
from the date of filing, provided that the proper documents to verify

the salary underpayments were filed by the employee.

. Revised 9/1/70; Amended 7/11/74; Amended 10/74; Amended 6/86; Amended 11/88;
Bmended 6/96
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HERMAN M. ALZAWA, Ph.0.
SUPERINTENDENT

BENJAMIN J. CAYETANO
GOVERNOR

STATE OF HAWAIL
DEPARTMENT OF EDUCATION

P.O. BOX 2360
HONOQLULU, HAWAL 96804

OFFICE OF THE SUPERINTENDENT

Qctober 2, 1996

MEMORANDUM TO: Distric agt Superintendents and Principals

FROM: e .D.
Superintendent Education
SUBJECT: Working Guidelines for Regulation #5201; New Salary

Administration for 1l0-Month Emplovees (Revised)

Personnel Regulation #5201, Relating to Salary Administration for
10-month Emplovees was amended in June 1996 for implementation
effective with the 1996-97 school year. The amendments have

. changed concepts regarding the definition of paid days, the
payment of salaries and the earning of salaries. Paid days have
been redefined to mean work days, recognized paid helidays, and
other vacation days during the winter and spring vacation periods.
For school year 1996-97, teachers have 205 paid days and 10-month
educational officers have 208 paid days.

The new concepts will not directly affect the payment and earning
of salaries for 10-month employees who continue to remain on paid
status for the entire work year. However, 10-month salaried
employees who are hired after the first work day of the school
year and those who take leave without pay or resign will have
their pay adjusted appropriately by 1/205th or 1/208th of their
annual salary rate for each non-accruing paid day. The enclosed
revised Implementation Instructions is attached as a “working
draft” to help schools better understand the changes and impact on
teacher and educational officer pay administration. More
information will be disseminated through principals‘’ meetings and
other training sessions.

HMA :mac
Enclosure

. cc: Office of Personnel Services
Directors, Office of the Superintendent
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WORKING DRAFT

IMPLEMENTATION INSTRUCTIONS FOR
REGULATION #5201 (REV. 6/96)

COMPENSATION AND PAY
ADMINISTRATION

JUNE 28, 1996

(Revised October 2, 1996)
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IMPLEMENTATION INSTRUCTIONS FOR
REGULATION #5201 (AMENDED 6/96)
COMPENSATION AND PAY ADMINISTRATION
wWorking Draft June 2B, 1996 (Rev. October 2, 1996)

Introduction

Effective schoel vear 1996-97, salary payments and earnings for
all teachers and educational officers compensated on a 10-month
salary schedule shall be administered according to Regulation 5201
(Revised 6/96). The following guidelines have been developed to

facilitate the implementation process.

Inplementation Instructions

1. Official Calendar

The official school calendar shall be used for schools on the
traditional school year schedule. Schools on year-round or
other non-traditional schedules shall use their applicable
customized school year calendars. Illustrative examples used
herein are based on the official traditional school calendar
for 1996-97 (Attachment A) and the 1996-97 year-round
education school calendar for Kaunakakai Elementary School

(Attachment B).

2. Number of Paid Days Within the School Year

The number of paid days must be determined each school year
based on the total number of work days, holidays and vacation
days (Winter and Spring) identified on the schoel calendar.
The number will differ between teachers and educational
officers. The following illustrative examples have been
developed for SY 1996-97:

Example A - Teachers. There are 181 teacher working days

identified on the 1996-97 school calendar. There are also 13
holidays recognized and identified in Regulation 5201, as
follows: Labor Day (Sept. 2), Election Day (Nov. 5},
Veterans' Day (Nov. 11}, Thanksgiving Day (Nov. 28), Day
After Thanksgiving (Nov. 29), Christmas Day (Dec. 25), New
Year's Day {(Jan. 1), Martin Luther King Day (Jan. 20),
Presidents' Day (February 17), Kuhio Day (Mar. 26), Good
Friday (Mar. 28), Memorial Day {May 26), Kamehameha Day (June

5200-12g



IMPLEMENTATION OF REGULATION 5201
SALARY ADMIN. CHANGES PAYROLL GUIDELINES
Working Draft June 28, 1996 (Rev. October 2, 1996)

PAGE 2 .
11}, Note: thus,

Election Day OCCUrs every two Vears, there

will be only 12 paid holidays for SY 1997-98. There are also
11 paid vacation days for Winter and Spring vacation as
follows: December 23, 24, 26, 27, 30, and 31; January 2, and
3; and March 24, 25, and 27.

From this analysis, there will be 205 paid days in SY 1996-97
(181 working days, plus 13 paid helidays, plus 11 school

vacation days).

Example B - 10-Month Educational Officers. The number of

paid days for 10-month educational officers can be determined

by adjusting from the paid days for teachers as follows:

Adjustments 96-97 Example
Number of Paid Days for Teachers 205
Less 2 Days in August ~2
Plus 5 Days in June +5
Total Adjustment +3 .
Number of Paid Days for 10-Month EO's 208
3. Normal Salary Payments for 10-Month Teachers and Educational

Officers

Affected educational ocfficers and teachers will normally
continue to receive their salary payments in 24 semi-monthly
installments if they earn and accrue pay for all of the paid
days in the school vear. Examples C and D below illustrate
how this works for teachers and educational officers assuming
a hypothetical annual salary rate of $12,000 foxr SY 1996-97.
Note that the first pay check of each new school year will be
paid at the end of the first full pay period (September 1-15 for
Example C and August 1-15 for Example D). That pay check will
contain one full semi-monthly salary payment provided that
there are no absences without pay. No pay adjustments are added
to the first pay check for partial pay periods at the beginning of the
school year because the intent is to proportionately smooth out salary .

payments over the 24 semi-monthly pay periods.
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SALARY ADMIN. CHANGES PAYROLL GUIDELINES
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PAGE 3
= Ex. B,- Tchr. Kaunakakai El.

Monthly Salary Rate = $1,000 Monthly Salary Rate = $1,000

Semimonthly Salary Rate = $500 Semimonthly Salary Rate = $500
Sept. 15, 1996 500 Aug. 15, 1996 500
Sept. 30, 1996 £00 Aug. 31, 1996 500
Oct. 15, 1998 500 Sept. 15, 1996 500
Oct. 31, 1996 500 Sept. 30, 1996 500
Nov. 15, 1996 500 Oct. 15, 1996 500
Nov. 30, 1996 500 Oct. 31, 1956 500
Dec. 15, 1996 500 Nov. 15, 1996 500
Dec. 31, 1996 500 Nov. 30, 1996 500
Jan. 15, 1997 500 Dec. 15, 1996 500
Jan. 31, 1997 500 Dec. 31, 1997 500
Feb. 15, 1997 500 Jan. 15, 1997 500
Feb. 28, 1997 500 Jan. 31, 1997 500
Mar. 15, 1997 SObl Feb. 15, 1997 500
Mar. 31, 1997 500 Feb. 28, 1997 500
Apr. 15, 1997 500 Mar. 15, 1997 500
Apr. 30, 1997 500 Mar. 31, 1997 500
May 15, 1937 500 Apr. 15, 1997 500
May 31, 1997 : 500 Apr. 30, 1997 500
Jun. 15, 1987 500 May 15, 1997 500
Jun. 30, 1997 500 May 31, 1997 500
Jul. 15, 1997 500 Jun. 15, 1997 500
Jul. 31, 1997 500 Jun. 30, 19%7 500
Aug. 15, 1997 500 Jul. 15, 19987 500
Aug. 31, 1997 500 Jul. 31, 1997 500

Note 1: A 1l0-month educational officer will have the same pay periods
and the same semi-monthly salary payments as a teacher assuming that

both have the same $12,000 annual salary rate.

Note 2: In Example D, earnings from the partial pay period from July
22-31, 1996 are not paid on the August 15, 1996 pay period. Such earned
pay is prorated so that the last pay check of the school vear (on July

31, 1997) can reflect a full semi-menthly payment.
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IMPLEMENTATION OF REGULATION 5201
SALARY ADMIN. CHANGES PAYROLL GUIDELINES

Working Draft June 28, 1996 {Rev. October 2, 1996)
PAGE 4
4. Salary Adijustments for Short-Term Absence Without Pay

Salary adjustments for absence w/o pay transactions will generally be

made by deducting the entire amount of unearned salary at the earliest

pay period following the absence.

Principal at the traditional school is absent w/o pay on Jan. 16 and 17,

1997.

Ex. E

The teacher at Kaunakakai El.

—V.[P Truh-l-

Annual Salary Rate -~ $12,000

Daily Salary Rate - 557.69

Sept.
Sept.
Oct.
Cct.
Nowv.
Nov.
Dec.
Dec.
Jan.
Jan.
Feb.
Feb.
Mar.
Mar.
Apr.
Apr.
May 1
May 3
Jun.
Jun.
Jul.
Jul.
Aug.

Aug.

5200-12}

15,
30,

15,
31,
15,
30,
15,
31,
15,
31,
15,
28,
15,
31,
15,
30,
5,

1,

15,
30,
15,
31,
15,
31,

1996
1996

1996
1996
1996
1996
1996
1956
1997
1997
1997
1997
1997
1987
1997
1997

19597
1997

15997
1997
1997
1997
1997
1597

{-$115.38)

500
500
500
500
500
500

500

500
500
500

384.

500
500
500
500
500
500
500
500
500
500
500
500
500

62

Two examples follow.

The Vice-

is w/o pay for the same period.

EX. F.- Tchx., Kaunakakai El.
Annual Salary Rate - $12,000

Daily Salary Rate - $58.54

Aug. 15, 1996

Aug. 31, 1996
Sept. 15, 1996
Sept. 30, 1996
Oct. 15, 199%6
Oct. 31, 19%6
Nov. 15, 1996
Nov. 30, 19%6
Dec. 15, 1996
Dec. 31, 1997
Jan. 15, 1997
Jan. 31, 1997
Feb. 15, 1997
Feb. 28, 19%7
Mar. 15, 1997
Mar. 31, 1997
Apr. 15, 1997
Apr. 30, 1997
May 15, 1997

May 31, 1997

Jun. 15, 1997
Jun. 30, 1997
Jul. 15, 1997
Jul. 31, 1997

{-$117.08)

500
500
500
500
500
500
500
500
500
500
500
500
382
500
500
500
500
500
500
500
500
500
500
500

.92
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Note: The absence w/o pay adjustments will be made at the
earliest possible pay period which is the Feb. 15, 1997 pay
date. The adjustment amounts will be determined by

multiplying the daily rate of pay by the pumber of paid days
absent w/o pay. In Example “E", the adjustment amount of
$§115.38 is determined by multiplyving $57.69 by 2 days of
absence w/o pay. The same adjustment is made in Example "F"
using the $58.54 rate. Note for the record that both
employees are on paid status for at least one of the 5
working days before the Jan. 20th paid holiday. Thus, they
are both entitled to be on paid status on the recognized

holiday.

S. Salary Adjustment for Long-Term Absence Without Pay

How would their salary earnings and payments be affected if
the Vice—Principal at the traditiocnal school takes a longer
period of LWOP from December 2, 1996 through January 26, 1997
and the teacher at Kaunakakai Elementary School goes on LWOP
from January 21, 1997 through March %, 199%7?

5 5200-12k
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Ex. G. - V.P, Trad. Sch. Ex. H.- Tchr. Kaupakakal El.
Annual Salary Rate - 512,000 Annual Salary Rate - 512,000
Daily Salary Rate - $57.69 Daily Salary Rate - $58.54
Sept. 15, 1996 500 aug. 15, 1996 500
Sept. 30, 1996 500 Aug. 31, 1996 500
Oct. 15, 1996 500 Sept. 15, 1996 500
Oct. 31, 1996 500 Sept. 30, 1996 500
Nov. 15, 1996 500 Oct. 15, 1996 500
Nev. 30, 1996 500 Oct. 31, 1996 500
Dec. 15, 1996 0 Nov. 15, 1996 500
Dec. 31, 1996 0 Nowv. 30, 1996 500
Jan. 15, 1997 0 Dec. 15, 1996 500
Jan. 31, 1997 0 Dec. 31, 1887 500
Feb. 15, 1997 (+%96.17) 596.17 Jan. 15, 1997 500
Feb. 28, 1997 500 Jan. 31, 1997 0
Mar. 15, 1997 500_ Feb. 15, 1997 0
Mar. 31, 1997 500 Feb. 28, 1997 0
Apr. 15, 1897 500 Mar. 15, 1997 0
Apr. 30, 1997 500 Mar. 31, 1997 (+%207.30) 707.30
May 15, 1997 500 Apr. 15, 1997 500
May 31, 1997 500 Apr. 30, 1997 500
Jun. 15, 1997 500 May 15, 1997 500
Jun. 30, 1997 500 May 31, 1997 500
Jul. 15, 1987 358.94 Jun. 15, 1997 450.76
Jul. 31, 1997 398.94 Jun. 30, 1997 450.76
Aug. 15, 1997 398.94 Jul. 15, 1997 450.76
Aug. 31, 1997 398.54 Jul. 31, 1997 450.76
Explanation: In example G (be sure to use the traditional
calendar), the Vice-Principal is out on LWOP for 40 paid days
(29 working days, +8 vacation days, +3 paid holidays) from
Dec. 2, 1996 through January 26, 19397. She then returns for
the remainder of the school year. She accrues 168 paid days
(208-40 = 168). (168 x 57.69 = $9,691.92) She is paid

5200-121 6
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$8,096.17 up through June 30, 1997. Her summer salary
earnings will be $1,595.75 ($9,691.92 - $8,096.17) or $398.94
paid over 4 summer salary pay periods. Note that she does

not meet the criteria to be cn paid status for the winter
break and for the January 20th holiday. She misses.7 paid
days in the January 31 pay period, thus, is deducted $403.83
for that pay period. The remaining $96.17 ($500 - $403.83)
adjustment is made on the February 15th pay date, the

earliest pay period when adjustment can be made.

In Example H (be sure to use the Kaunakakai Elem. calendar)
the teacher is out on leave without pay for 34 paid days (33
work days and one Presidents’ Day holiday). 205 total days
less 34 days missed = 171 accrued paid days for the school
year. 171 x $58.54 = $10,010.34. She receives $8,207.30 up
through the May 31 pay date. Her summer salary earnings is
$1,803.04 or %450.76 over 4 summer salary pay periods. Note:
This teacher meets the criteria to be on paid status for the
January 20 holiday because she is on paid status for at least
one of the five working days immediately preceding the
holiday. In fact, she alsc meets the criteria to be on paid
status for the winter break. The two-week inter-session from
Jan. 6, 1997 through Jan. 19, 1997 represent non-paid days,
thus, the 5 working days preceding the Jan. 20th holiday goes
back to Dec. 16 through Dec. 20, 1996. The teacher further
qualifies to be on paid status for the spring break because
she comes back to duty on March 10, 1997. March 10 through
14 represent the five work days immediétely preceding the
spring vacation because of the inter-session break of non-
paid days from March 15 through March 23. The teacher at
Kaunakakai Elementary_School also receives a $207.30 pay
adjustment on the March 31st pay date because she misses only
5 days of the previous pay periocd. (5 x 58.54 = $292.70)
(500 - $292.70 = $207.30). This adjustment of $207.30 is
added to the normal $500 semi-monthly amount to total
$707.30.

7 5200-12m
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6.

Salary Adjustment for Late Hiring and Non-Completion of
Schoecl Year

Hypothetical variation: The teacher at Kaunakakai Elementary
Schoel is hired on Oct. 21, 1996, after the start of the
school vyear. The educational officer at the traditional
school takes leave without pay from May 15, 1997 to the end
of the school year. How will their salary payments be
affected? See Examples I & J below:

Rule J: When a 10-month employee is initially hired or
returns from leave after the beginning of the new school
year, that person’s first pay check shall be paid, as
feasible, on the pay date that reflects the first full pay
period. As feasible, the amount paid on that pay date shall
include the normal semi-monthly pay plus any accrued partial

pay from the previous pay period.

In Example J, the employee’'s first full pay period is from
November 1-15, 1996, The employee’'s first pay check for the
school year should be paid on November 15th. As feasible,
that pay check should reflect the salary for one full
semimonthly period ($500) plus accrued pay from the previous
pay period ($500 less three days pay for Oct. 16, 17, and 18,
the days in the pay period when pay did not accrue).

Rule I: When a 10-month employee does not complete the
school year but instead is absent without pay for the
remainder of the school year, pay shall be adjusted as
possible for the last pay period during which the absence
begins. No further salary payments are to be made until the
summer salary period unless (1) the summer salary earnings do
not amount to at least $1,000 and lump sum payment may be
made or (2) the projected semimonthly summer salary payment
exceeds the normal seminonthly payment in which case, the
excess is paid on the last pay period preceding the summer

salary period.

5200-12n 8
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In Example I, hypothetically, no salary adjustment is
possible for the payment ¢f the May 15 pay check because of
the suddenness of leave on May 15. Thereaftef, no salary
payment is made until June 30th, the last pay period
preceding the summer salary priod.
Ex. I, - V,P, Trad. Sch. - Tc a
Annual Salary Rate - $12,000 Annual Salary Rate - $12,000
Daily Salary. Rate - $57.69 Daily Salary Rate - $58.54
Sept. 15, 195%¢6 500 Aug. 15, 1996 0
Sept. 30, 199%%& » 500 Aug. 30, 1596 0
Oct. 15, 1996 500 Sep. 15, 1996 0
Oct. 31, 1996 500 Sep. 30, 1996 0
Nov. 15, 1996 500 Cct. 15, 1996 0
Nov. 30, 1996 500 Cct. 31, 1996 0
Dec. 15, 1996 500 Nov. 15, 1996 (+$324.38)824.38
Dec. 31, 1996 500 Nov. 30, 1996 500
Jan. 15, 18587 500 Dec. 15, 1996 500
Jan. 31, 1997 500 Dec. 31, 1997 500
Feb. 15, 1997 500 Jan. 15, 1997 500
Feb. 28, 1597 500 Jan. 31, 1997 500
Mar. 15, 1957 500 Feb. 15, 19%7 500
Mar. 31, 1997 500 Feb. 28, 1997 500
Apr. 15, 1987 500 Mar. 15, 19%7 500
Apr. 30, 1997 500 Mar. 31, 1997 500
May 15, 1997 500 Apr. 15, 1997 500
May 31, 1997 0 Apr. 30, 1997 500
Jun. 15, 1997 0 May 15, 1997 500
Jun. 30, 1997 57.27 May 31, 1997 500
Jul. 15, 1997 500 Jun. 15, 1997 422.70
Jul. 31, 1%97 500 Jun. 30, 1957 422.70
Aug. 15, 1997 500 Jul. 15, 1997 422.70
Aug. 31, 15997 500 Jul. 30, 1996 422.70

9 5200-120
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161 working days (163-2 teach days) 131 working days (181-50 missed)

11 vacatien days; 11 helidays = 11 vacation days; 12 Holidays

183 paid days * $57.69 = $10,557.27 154 paid days * $58.54 = $9,015.16

Less $ payments = $2057.27 Less $7,324.38 payments = $1,690.78

4 pay periods = $500 per period plus a 4 pay periods = $422.70 per period
remainder of 57.27 to be paid on

June 30, 1997.
- . . 1 i dd] F ¢l :

Supposing a pay raise is negotiated effective 2/1/97. What happens?

Ex. K. - V.P, Trad. Sch. E .= akakai E
Semimonthly Salary Rate - $500 Semimonthly Salary Rate - $500
Eff. 2/1/97 Semimonthly - $550 Eff. 2/1/97 Semimonthly - $550
Sept. 15, 1996 500 Aug. 15, 199& 500
Sept. 30, 1996 500 Aug. 31, 19%6 500
Oct. 15, 1996 500 Sept. 15, 199§ 500 .
Qct. 31, 1996 500 Sept. 30, 1996 500
Nov. 15, 19%6 500 Oct. 15, 1996 500
Nov. 30, 1996 500 Oct. 31, 1996 500
Dec. 15, 1996 500 Nov. 15, 1936 500
Dec. 31, 1996 500 Nov. 30, 19%6 500
Jan. 15, 1997 500 Dec. 15, 1996 500
Jan. 31, 1997 500 Dec. 30, 1997 500
Feb. 15, 1997 550 Jan. 15, 1997 500
Feb. 28, 1997 550 Jan. 30, 1997 500
Mar. 15, 1997 550 Feb. 15, 1997 550
Mar. 31, 1997 550 Feb. 28, 1997 550 .
Apr. 15, 1997 550 Mar. 15, 1997 550
Apr. 30, 1957 550 Mar. 31, 18%7 550
May 15, 1597 550 Apr. 15, 1597 550
May 31, 1997 550 Apr. 30, 1997 550
Jun. 15, 1997 550 May 15, 1997 S50 .
Jun. 30, 1997 550 May 31, 1997 550

5200~12p 106
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Jul. 15, 1997 516.73 Jun. 15, 1997 533.45
Jul. 31, 1897 516.73 Jun. 30, 1997 533.45
Aug. 15, 1997 516.73 Jul. 15, 1997 533.45
Aug. 31, 1997 516.73 Jul. 31, 1997 533.45

Analysis: Example K: The VP accrues 110 paid days at the c¢ld

rate and 98 paid days at the new rate. (Count the paid days

on the appropriate scheool calendar.)

Traditional Calendar for S5SY 1996-97 shows 96 teacher work
days as of January 31, 1997. Less two teacher days in August
= 94 E0O working days. Calculation: (94 working days, plus 8
holidays, plus 8 Winter Vacation days = 110 paid days up
through January 31, 1997) 110 * $57.69 = $6,345.90 accruing
under the old pay rate.

The new pay rate = 5§63.46 per day (($13,200 per year/208 EOQ
paid days fer SY 1996-57). 208 possible paid days per vyear
less 110 paid days accruing under the old rate leaves 98 paid
days under the new pay rate. 98 * $63.48 = $6,221.04.

$6345.90 + $6221.04 = $12,566.%0 accrued earnings for the
year. Less $10,500 already paid = $2,066.90 summer salary
earnings paid equally cover 4 pay periods = $5516.73 per pay

period.

Analysis: Example L:

Example L, the teacher acecrues 119 days at the old rate of
558.54 per day = §$6,966.26 (103 teacher working days, plus 8
holidays, plus 8 vacation days totals 119 paid days up
through January 31, 1997). The teacher also accrues 86 paid
days at the new rate of $64.39 ($13,200/205 paid days in the
1996-97 school year = §$5,537.54). Total accrued earnings =
$12,503.80. Total payments of $10,400 up through May 31,
1997 leaves a difference of $2,133.80 {(summer salary
earnings) to be paid equally over the four pay periods of
June 15, June 30, July 15 and Juiy 31 ($2,133.80/4 =
$533.45}) .

11 5200-12q
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8. Pay Differential Changes

Normally, pay differentials such as for grade chairpersons,
school librarians, band teachers, etc. are provided to an
employee for the entire school year. When this happens, the
differential is simply added to the Annual Salary Rate, thus,
increasing both the semimonthly amount paid as well as the
Daily Salary Rate. Examples M and N below illustrate how a
hypothetical $50 per menth differential is simply added
{$12,000 + $600
to reflect the payment of a differential for the full year.

512,600) to convert Examples D and E above

Ex. M. - V.P, Trad, Sch. Ex. N.- Tchr. Kauvpakakal Fl._
Monthly Salary Rate = $1,000 Monthly Salary Rate = $1,000

Monthly Salary Differential = $50 Monthly Salary Differential = $550.

Semimonthly Salary Rate = $525 Semimonthly Salary Rate = $525
Sept. 15, 1996 525 Aug. 15, 1996 525 .
Sept. 30, 1996 525 Aug. 31, 199%6 525
Oct. 15, 1996 525 Sept. 15, 1996 525
Oct. 31, 1996 525 Sept. 30, 1996 525
Nov. 15, 1996 525 Oct. 15, 19%6 525
Nov. 30, 1996 525 Oct. 31, 1996 525
Dec. 15, 19856 525 Nov. 15, 1996 525
Dec. 31, 1996 525 Nov. 30, 18996 525
Jan. 15, 1987 525 Dec. 15, 1996 525
Jan. 31, 1997 525 Dec. 31, 1997 525
Feb. 15, 1997 525 Jan. 15, 1997 525
Feb. 28, 1997 525 Jan. 31, 1997 525
Mar. 15, 1997 525 Feb. 15, 1997 525
Mar. 31, 1997 525 Feb. 28, 1997 525
Apr. 15, 1997 525 Mar. 15, 1997 525
Apr. 30, 1997 525 Mar. 31, 1997 525
May 15, 1997 525 Apr. 15, 1997 525 .
May 31, 1997 525 Apr. 30, 1997 525
Jun. 15, 1997 525 May 15, 1997 525

5200-12r 12
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Jun. 30, 1997 525 May 31, 1997 525
Jul. 15, 1997 525 Jun. 15, 1997 525
Jul. 31, 1997 525 Jun. 30, 1997 525
Aug. 15, 1997 525 Jul. 15, 1997 525
Aug. 31, 1997 525 Jul. 31, 1997 525

Sometimes pay differentials for an

for a partial period.

In Example O below,

emplovee need to be paid

the hypothetical

vice-principal serves for the first semester of the school

year

{September 1,

1996 through January 26,

as a Cohort

Mentor and is entitled teo the hypothetical Cohort Mentor

differential of 550 per month.

During the second semester,

the vice-principal is not a Cohort Mentor and is not entitled

to the differential.

In Example P below,

the teacher in the

yvear-round school is entitled to a hypothetical grade level

chair differential of $50 per month but only from April 1,

1997 through April 30, 1997.

Monthly Salary Rate

Semimonthly Salary Rate

Sept.
Sept.
Oct.
Oct.
Nov.
Nov.
Dec.
Dec.
Jan.
Jan.
Feb.
Feb.
Mar.
Mar.

Apr.

15,
30,

15,
31,
15,
30,
i5,
31,
15,
11,
15,
28,
15,
31,
15,

1996

1996
1996
1996
1396
1996
1996
1396
1997
1997+
1897
1997
1997
1997
1397

$1,000

Monthly Salary Rate $1,000
$500 Semimonthly Salary Rate $560
525 Aug. 15, 1996 500
525 Aug. 31, 19%6 500
525 Sept. 15, 1996 500
525 Sept. 30, 19%6 500
525 Oct. 15, 1996 500
525 Oct. 31, 1996 500
525 Nov. 15, 1996 500
525 Nov. 30, 1996 500
525 Dec. 15, 1996 500
500 Dec. 31, 19%7 500
500 Jan. 15, 1997 500
500 Jan. 31, 1997 500
500 Feb. 15, 1997 500
500 Feb. 28, 1997 500
500 Mar. 15, 1997 500
13 5200-12s
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Apr. 30, 1987 560

Mar. 31, 1997 500
May 15, 1997 500 Apr. 15, 1957 525
May 31, 19%7 500 Apr. 30, 1997 525
Jun. 15, 1997 500 May 15, 1997 500
Jun. 30, 1%97 500 May 31, 1997 500
Jul. 15, 18997 518.05 Jun. 15, 1997 503.74
Jul. 31, 1997 518.05 Jun. 30, 1997 503.74
Aug. 15, 1997 518.05 Jul. 15, 1997 503.74
Aug. 31, 1997 518.05 Jul. 31, 1997 503.74

Analysis: Example 0O: The VP accrues 105 paid days with the

differential and 103 paid days without the differential.

(Count the paid days on the appropriate school calendar.)

Traditional Calendar for SY 1996-97 shows 91 teacher work

days as of January 24, 1997; Less two teacher days in August

= 89 EO working days. Calculation: (89 working days, plus B .
holidays, plus 8 Winter Vacation days = 105 paid days up

through January 24, 1997) 105 paid days * £57.69 daily

salary rate = $6,057.45 accruing at the old daily salary rate
{without the differential).

The new daily salary rate (with the differential) = $60.58

per day (512,600 per year/208 EO paid days for SY 1996-57).
208 possible paid days per year less 105 paid days accruing
undér the old daily salary rate leaves 103 paid days under

the new daily salary rate. 103 * $60.58 = $6,239.74.

$6,057.45 + $6,239.74 = $12,297.19 accrued earnings for the
year. Less $10,225 already paid = $2,072.19 summer salary
earnings paid equally over 4 pay periods = $518.05 per pay

period.
*Note: The last pay period in January requires an adjustment
of monthly rate because the differential accrues for only .

part of the pay period (up through January 24, 1997}. The

general practice for this situation is to switch to the new

5200-12t 14
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semimonthly pay rate at the earliest time possible. In this
case, the end of the differential can be anticipated, thus,
the adjustment is made immediately during the pay period in

which the pay change occurs.

Analysis: Example P:

Example P, the teacher accrues 22 paid days with differential

in the month of April 1997 at the daily salary rate of $61.46

earning a total of $1,352.12. The teacher also accrues 183
days without the differential at the regular daily salary
rate of $58.54 per day for a total of $10,712.82. (205 total
paid days less 22 paid days in April = 183 paid days
remaining). Total accrued earnings = $12,064.94. Total
payments of $10,050 up through May 31, 1997 leaves a
difference of $2,014.94 (summer salary earnings) to be paid
equally over the four pay periods of June 15, June 30, July
15 and July 31 (52,014.94/4 = §503.74).

9. Part-Time Salaried to Full-time Salaried

At the traditional School a new teacher is hired as a half-
time (50.000 FTE) teachef on August 29, 1996. She works at
50.000 FTE until September 5, 1996 and is then hired as a

full time (100.0C00 FTE) teacher effective Friday, September
6, 1996 for the remainder of the school year. How is salary

adjusted for this situation?

Ex. Q. - New Teacher Traditional School Calendar

Annual Salary Rate = $12,000
Semimonthly Salary Rate = $500

Daily salary Rate = $58.54

50.000 FTE daily Salary Rate = $29.27

In this example, the first salary payment is made on
September 13, 1996. What is the correct amount paid?

No. of Days worked at S50.000 FTE = 6 days.

15 5200-12u
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Deduct 6 half-time days when pay does not accrue at $29.27
per day = $169.62.

$500 - $169.62 = $330.30.

The first pay check should contain gross pay of $330.30.

ASY :mac
Attachments

1. 1996-97 DEPARTMENT OF EDUCATION OFFICIAL SCHOOL
CALENDAR

2. 1996-97 KAUNAKAKAT ELEMENTARY SCHOOL YEAR-ROUND
EDUCATION SCHOOL CALENDAR

5200-12v 16



State of Hawaii — Department of Education
1996-97 OFFICIAL SCHOOL CALENDAR

(Year-Round and Some SCBM Schools Vary)
Teachers’ Work Year — First Semester: August 29, 1996, to January 24, 1997

. Second Semester: January 27, 1997, to June 10, 1997
Students’ Work Year - First Semester:  September 3, 1996, to January 23, 1997
Approved 11/2/95 Second Semester:  January 27, 1997, to June 9, 1997
Student Student Teacher § M T w T F S
Weeks  Days Days 1996-August 1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 1§ 17 August 16 — Admission Day
18 19 20 21 22 23 24
2 26 26 27 28 29 30 31 August 29 — Teachers report

1 4 6 September 1 2 3 4 5 & 7 15t SEMESTER - 87 Student Days

2 9 11 8 9 W0 11 12 13 14 September 2 — Labor Day

3 14 16 15 16 17 18 19 20 21 September 3 — Students report

4 19 21 22 23 24 25 26 27 28

5 24 26 October 29 30 1 2 3 4 5

6 29 31 6 7 8 9 10 M1 12 Oct. 14 - 18: One student day off for

7 a3 36 13 14 13 o uToTh19 Teacher [nstitute Day (Dates set by

8 38 41 20 21 22 23 24 25 26 HSTA and subject to change.}

- 9 43 46 November 27 28 29 30 3t 1 2 1st QUARTER (43 days) Ends - Nov. 1

10 47 50 3 4 5 6 7 8 9 November 5 — Election Day

11 51 54 10 331 12 13 14 15 16 November 11 — Veterans’ Day

12 56 59 17 18 19 20 21 22 23

13 59 62 24 25 26 27 23 29 30 November 28 — Thanksgiving Day

14 - 64 67 December 1 2 3 4 5 6 7 November 29 — Holiday

15 69 72 8 g 10 11 12 13 14

16 74 77 15 16 117 18 13 20 21 Dec. 23 - Jan. 3 — Winter Recess

’ 22 23 24 25 25 27 28 December 25 — Christmas Day
1997-January 29 30 31 1 2 3 4 January 1 — New Year's Day

17 79 82 5 6 7 8 9 10 11 January 20 — Martin Luther King Day
18 84 87 12 13 14 15 16 17 18 2nd QUARTER (44 days}and
.19 74 91 19 240 21 22 23 24 25 1st SEMESTER Ends - Jan. 24*
20 92 96 26 27 28 29 30 A 1 2nd SEMESTER - 89 Student Days
21 97 101 February 2 3 4 5 6 7 8
22 102 106 9 10 11 12 13 14 1§
23 106 110 16 17 18 19 20 21 22 February 17 — Presidents’ Day
24 m 115 23 24 25 26 27 28 1
25 116 120 March 2 3 4 5 6 7 8
26 121 125 9 10 11 12 13 14 15 March 24 - 28 — Spring Recess
27 126 130 16 17 18 19 20 21 22 March 26 — Kuhio Day
. 23 24 25 25 27 23 29 March 28 — Good Friday
28 131 135 April 30 31 1 2 3 4 5 3rd QUARTER (44 days) Ends - Apr. 4
29 136 140 6 7 8 9 10 11 12
30 141 145 13 14 15 16 17 18 19
31 146 150 20 21 22 23 24 25 26
32 151 155 May 27 28 29 30 1 2 3
33 156 160 4 5 6 7 8 3 10 May 26 — Memorial Day
34 161 165 11 12 13 14 15 16 17 “June 9 — Last day for students
35 166 170 18 19 20 21 22 23 24 4th QUARTER (45 days) and
36 170 174 25 25 27 28 29 30 AN 2nd SEMESTER Ends - June 9
37 175 179 June t 2 3 4 5 6 7 June 10 — Last day for teachers
38 176 181+ 8 9 10 11 12 13 14 June 11 — Kamehameha Day
, 15 16 17 18 19 20 21 June 18 — Sumumer School begins
* Plus one equivalent day 22 23 24 25 26 27 28
(six hours) to be assigned for J uly 29 30 1 2 3 4 5 July 4 — Independence Day
teacher participation in 6 7 8 9 10 11 12
training and meetings beyond 13 14 15 16 17 18 19
the teacher’s regular work day. 20 21 22 23 24 25 26
27 28 23 30 X July 30 — Summer School ends
OFFICIAL STATE HOLIDAYS, 1996-97 SCHOOL YEAR
. Admission Day ......cceevvee August 16,1996  Dr. Martin Luther King, Jr. Day wennisinmcienens January 20. 1997
LabOr DAY ..ot ssssassnsssassseen September 2,1996  Presidents’ Day ..oisssmnncsessscmnasisnsinsenss February 17, 1997
Election Day ... .November 5,1996  Prince Jonah Kuhio Kalanianaole Day .........cerineees March 26, 1497
Veterans’ Day .......cceercssniinans - .- November 11,1996  Go00d FIday ....ccoomeriiicminmminctsstsissnsissssessmssnrcsseenss March 28, 1497
Thanksgiving Day .... . .November 28,1996  Memorial Day ... o May 26, 1997
Christmas DAy ....uermseesssessrsssmssmnseessrens sossensss December 25,1996  King Kamehameha [ Day . June 11, 1997
New Year's Day m.. oo January 1,1997  Independence Day . July 4, 1997

* Janary 24: Teachers’ work day; no school for students. Commencement Exercises: No sooner than June 6, 1997. Summer School: ]lé.la% I?Ziul\, 30,1997.



1996-97 KAUNAKAKAI ELEMENTARY

4/26/9

YEAR-ROUND EDUCATION SCHOOL CALENDAR

Teachers’ Work Year — First Semester:

Second Semester:
Students’ Work Year — First Semester:

July 22,1996, to December 20, 1996
January 21, 1997, to June 6, 1997
july 24,1996, 1o December 20, 1996

Second Semester:  January 22, 1997, to June 5, 1997
Stdnt Wks Stdnt Davs Tehr Davs S M T w T F S
1996 - July 1 2 3 4 5 &
7 8 9 10 11 12 13
. 14 15 16 17 18 19 20 15t SEMESTER - 91 Student Days
1 3 5 21 22 23 24 25 28 27 July 22 - Teachers report
2 8 10 28 29 30 AN 1 2 3 July 24 - Students repont
3 13 15 August 4 5 6 7 8 9 10
4 17 19 11 12 13 14 15 1% 17 August 16 — Admission Day
5 2 24 18 19 20 21 22 23 24
6 z 29 25 226 2:'/3' 28 22 N AN
7 31 33 Septem 1 7 4 6 7
8 36 38 P ber 8 8 10 11 12 13 14 September 2 — Labor Day
$ 41 43 15 16 17 18 19 20 21
10 16 18 2223 24 25 26 27 28 1st QUARTER (4 days) Ends -Sept. 27
October 29 T 2 3 4| 5 Sept. 30 - Oct. 11: Intersession
) 6 L7 8 9 10 _11]12
1n 50 33 13 ¢ 15 18 17 18 19 October 14 — Teacher Institute Day
12 35 38 20 21 22 23 24 25 26
13 60 63 November 27 28 23 30 31 1 2
4 64 67 : 3 4 3 6 7 8 9 November 5 — Election Day
13 68 1 0 171 12 13 14 15 16 November 11 — Veterans’ Day
16 73 ] 17 18 19 20 219 22 23 November 28 — Thanksgiving Day
17 76 7 . 24 25 26 27 23 23 230 November 29 -— Holiday
18 51 84 December 1 2 3 4 5 6 7
19 86 89 8 9 10 11 12 13 14 2nd QUARTER (45 days) and
20 - 9 93 132 17..18.. 19 20 21...____15LSEMESTER.En
22 23 24 23 27 Dec.23-Jan.3 — Wm!er Recess
1997-Janary 29 39 31 1 2 3 4 December 25 — Christmas Day
5 53 7 8 2 U] 1 January 1 — New Year's Day
12 | 18 Jan. é - Jan. 17 — Intersession
21 94 98 19 ZE 23 24 25 2nd SEMESTER - 85 Student Days
2 9 103 26 27 29 30 31 1 January 20 — Martin Luther King Day
23 104 1 February 2 3 4 5 6 7 8 January 21 — Teacher Work Day
24 109 i13 9 10 11 12 13 14 15
35 113 17 16 17 18 19 20 219 22 February 17 — Presidents’ Day
26 118 12 March 23 24 25 26 27 28 1
27 123 127 2 3 4 5 6 7 8
29 128 232 9. 3 215 3rd QUARTER (37 days) Ends — Mar. 1
16 l; 1819 22 March 17 - March 21 : Intersession
. 23 24 Zo 29 Zf 2 29 March 24 - 28 — Spring Recess
29 133 137 April 30 AN 1 2 3 4 5 March 26 — Kuhio Day
30 138 42 6 7 8 9 1 11 12 March 28 — Good Friday
31 143 47 13 14 15 16 17 18 19
2 148 152 20 21 22 23 24 25 26§
3 153 157 May 27 28 29 30 1 2 3
M 138 162 4 5 6 7 8 9 1
35 163 167 1 12 13 t4 15 16 17
b 168 172 18 19 20 219 22 23 24 May 26 — Memorial Day
37 172 176 25 28 27 28 29 30 M 4th QUARTER (48 days) and_
8 126 181* June Y2 3 .4 S__6_ 7 20d SEMESTER En
8 9 10 91 12 13 14 June 3 — Last day for students
* Plus one equivalent day 15 18 17 18 19 20 21 June 6 — Last day for teachers
{six hours; to be assigned “or 22 23 24 25 26 27 28 June 11 — Kamehameha Day
leacher particivation in ]uly 29 30 3 2 3 4 5 June 18 — Summer School begins
training and mertings bevond 6 7 8 9 10 11 12 July 4 — Independence Day
the teacher's regular work 13 14 15 16 17 18 19
Lav. 20 21 22 23 24 25 28

27 28 29 30 3

July 30 — Summer School ends

OFFICIAL STATE HOLIDAYS, 1996-97 SCHOOL YEAR

Admission Day

August 16, 199

Dr. Martin Luther King, Jr. Day .oeenoeeee..
Presidents’ Day

wremeneens JARMIATY 20, 1997
February 17,1997

Prince Jonah Kuhio Kalanianaoie Day ...
GCood Friday

—-.March 26, 1997
March 28, 1957

Labor Day Septernber 2, 19%
Election Day November 5, 1996
Veterans’ Day ... November 11, 1996
Thanksgiving Day November 28, 1996
Christmas Dav December 25, 1996
New Year's Day January 1, 1997

Memoriai Day

May 26, 1997

June 11, 1997

King Kamehameha | Day ........

independence Day .......

Summer School: june 18 - July 30, 1997,

July 4, 1997
5200-12y



Procedure #5201

. PROCEDURE: FILING FOR SALARY CLAIMS
REFERENCE: REGULATION #5201 (PARAGRAPH N)

FORM : NONE

RESPONSIBILITIES:
1. EMPLOYEE
a. Reviews Form SF-5A £o detect errors.
b. Consults with principal/immediate supervisor regarding possible
errors.
c. Writes to district superintendent/assistant superintendent specifying
alleged errors in salary. Attaches verifying deocuments if available.
2. PRINCIPAL/IMMEDIATE SUPERVISOR
Checks'Form SF-5A and other pertinent documents with employee and
. advises employee concerning submission of claim.
3. DISTRICT SUPERINTENDENT/ASSISTANT SUPERINTENDENT
a. Reviews and checks accuracy of claim.
b. Forwards claim to Office of Personnel Services with recommendation.
4. OFFICE OF PERSONNEL SERVICES
a. Returﬁs claim to school/office if not valid with supporting rationale.

b. Takes appropriate action if claim is valid.

.. Revised 9/1/70; Amended 10/74; Amended 6/86
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Regulation #5202

. COMPENSATION

ADMINISTRATIVE REGULATIONS

SALARY ADMINISTRATION FOR TWELVE-MONTH EDUCATICNAL OFFICERS

A. Salary Range and Step Placement

Salary range and step placement shall be made as provided for by the
Classification and Compensation Plan of the Department according to
the laws of Hawaii.

B. Salaries Based on Twelve-Month Work Year

Annual salaries are earned over a twelve-month work year.

C. Salaries Paid Semimonthly

Salaries shall be paid in semimonthly installments over a period of

twelve months.

. D. Fractional Pay Computation
The ratio of actual days worked to total weekdays in the month shall
be used for fractional pay calculations for regular, salaried employees
(based on Comptreller's office regulations).

E. Increment Due Date

The increment due date shall be July 1 for all certificated l2-month
educational officers of the Department. An educational officer shall
be entitled to only one increment and/or pay raise.

F. Service Credit for Increments

Employees with satisfactory ratings earn an increment if they meet
one of the following conditions:
1. Served in the Department for the entire work year; or

2. Served in the Department for at least six continuocus months during

. the work year.
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Regulation #5202

Compensation - Salary Administration for
Twelve-Month Educational Officers (continued) .

Employees who do not meet at least one of these conditions do not
receive salary credit for the work year.

G. Withholding of Increment

Employees receiving unsatisfactory ratings shall not be granted an
increment or service credit on a maximum or longevity step.
H. Holiday Pay
Twelve-month educatienal officers shall receive compensation for holiday(s)
if they are on a paid status for at least one of the five working
days immediately preceding the holiday.
EXCEPTION: In the case of resignation or termination, compensation
shall not be received for holiday(s) occurring subsequent
to the effective date of resignation or termination. .

I. Daily Rate of Pay

The daily rate of pay for twelve-month educational officers shall
be in accordance with the fractional pay computation formula as follows:
Monthly Salary

Total Week Days in the Appropriate Month = Daily Rate of Pay
When Service is Provided

J. Salary Claims

Any claims for salary error must be made in writing to the Department.
Any adjustment as a result of such a claim shall be for the work vear

in which the claim is filed.

Adopted 7/11/74; Amended 10/74; Amended 6/86; Amended 11/88 .

5200-16 (11/88 revision deleted pages 5200-17, 5200-18)



Regulation #5203

COMPENSATION

ADMINISTRATIVE REGULATIONS

PAY SCHEDULE FOR PART-TIME CERTIFICATED EMPLOYEES

A. Summer School Teachers*

1. Summer school teachers shall be classified and compensated as Part-
time Temporary Teachers (Academic) based on hourly pay rates.

2. If the rates indicated do not permit a summer session to be self-
supporting, teachers' salaries may be adjusted downward, provided
written approval is obtained from the district superintendent and
from the teachers before the session starts.

B. Summer School Director

1. The director shall normally receive (1) a salary equal to the hourly
rate for Class III Part-time Temporary Teachers multiplied by the
number of compensable hours for the summer session, and (2) an
appropriate percentage differential as determined below.

2. The percentage differential shall be determined by multiplying

the summer school director's salary by percentages as follows:

Number of Percentage
Teachers pifferential
1 - 5 25
6 - 10 30
11 - 15 35
le - 25 40
26 and over 45

*For the purpose of this regulation, "teachers® refers to teachers, school
librarians, counselors, registrars and other similar school level certifi-
cated personnel.
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Regulation #5203

Compensation - Pay Schedule for Casual
Certificated Employees (continued)

E.

3. In schools of five or less teachers, the director will usually
serve as one of the regular teachers. However, if the director
so chooses, s/he may serve on a non-teaching basis with compensation
limited to only the differential.
4. In schools of six or more teachers, the director shall serve on
a non-teaching basis and shall receive the director's salary and
the appropriate percentage differential.

Summer School Assistant Director

1. An assistant director may be employed for summer schools with more
than 500 pupils.

2. The assistant director shall receive (1) a salary equal to the
director's salary, and {(2) a percentage differential equal to one-
half of the director's differential.

Summer School Supportive Staff

Staff to provide part or full-time library and/or instructional materials
services may be employed within the limits of available funds.

Part-time Temporary Teachers (Academic and Non-Academic)

EFFECTIVE SEPTEMBER 1, 1976:
Pay rates for Part-time Temporary Teachers (Academic and Non-Academic)
employed on an hourly basis shall be based on the most current Per

Diem Rates established for Substitute Teachers as follows:

Class I Per Diem Rate for Substitute Teacher
Class II Per Diem Rate for Substitute Teacher
Class III Per Diem Rate for Substitute Teacher
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Regulation #5203

Certificated Employees {(continued)

. Compensation - Pay Schedule for Part-time

*NOTE:

Hourly Rates shall be derived from Per Diem Rates in accordance with
the following formula:
*Hourly Rate = Per Diem Rate = 6 average working hours per day

Part-time Certificated Employvees Designated as Coordinators, Project

Directors or Assistant Proiject Directors

EFFECTIVE SEPTEMBER 1, 1976:

Part-time Certificated Employees designated as project coordinators,
project directors or assistant project directors shall be compensated

in accordance with the appropriate hourly or daily rate for Certificated
Part-time Temporary Teacher (Academic) or Part-time Temporary Teacher
{Non-Academic) plus an 8% differential.

Per Diem Pay Rates for Substitute Teachers

Per diem rates for substitute teachers shall be based on the annual
salary rate established for the appropriate salary class and step

on the most current teachers' salary schedule as follows:

Substitute Teacher 1 Class I, Entry Step
Substitute Teacher 1l Class II, Entry Step
Substitute Teacher III Class III, Entry Step

Per Diem rates shall be derived from annual rates in .accordance with
the feollowing formula:

Per Diem Rate = Annual Salary Rate + 12 Months = 21 Average Working
Days Per Month

Hourly rate is based on student contact time exclusive of preparation
time, lunch break, recess, etc.
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Regulation #5203

Compensation - Pay Schedule for Part-time
Certificated Employees (continued) .

H. Principals/Supervisors of Adult Education Summer Program

The existing compensation guidelines for principals/supervisors of
Adult Education Summer Programs shall remain in effect with the modifi-
cation that the teacher hourly pay rate used for this computational
purpose shall not exceed $7.50 per hour.

I. Compensation for Specialty Instructors

Compensation for specialty instructors for the teaching services per
period/unit/course shall be determined by the Department.

J. Daily Pay Rates for Substitute School Administrators and Substitute

Twelve-Month Educational Officers

Effective July 1, 1989, daily pay rates for substitute schoeol administrators

and substitute twelve-month educational officers shall be based on

the annual salary rates from the current educational officers' salary .
schedules as follows:

10-Month Salary Schedule

Vice Principals: Appropriate Salary Range For Position, Entry
Step

Principals: Appropriate Salary Range For Position, Entry
Step

12-Month Salary Schedule

District and State
Educational Officers: Appropriate Salary Range For Position,
Entry Step
Daily pay rates shall be derived from the annual salary rates in accordance

with the following formula:

Daily Pay Rate = Annual Salary Rate <+ 12 Months = 21 Average
Working Days Per Month

Substitute educational officers who work one-half of the regular work .

day shall be paid one-half of the daily pay rate.

Revised 9/1/70; Amended 10/74; Amended B/75; Amended 8/76; Amended 5/77;
Amended 6/86; Amended 11/88; Amended 11/89; Amended 8/90
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Regulation #5204

. COMPENSATION

ADMINISTRATIVE REGULATIONS

SPECIAL COMPENSATION

- A. Teachers
The Department may provide additional compensation (salary differen-
tials) to the basic salary of teachers for special assignments, for

additional duties and responsibilities, or for additional time worked
as authorized by the Board of Education.

B. Grade Level and Department Chairpersons

Grade level and department chairpersons shall be knowledgeable and
capable teachers who are able to properly carry out the duties and
responsibilities of the position. Librarians and registrars shall

. not serve as grade level or department chairpersons.
Counselors may be compensated as counseling department chairpersons
but not as grade level chairpersons or chairpersons of other departments.

1. Grade Level Chairpe-sons (Elementary)

Grade level chairjersons shall be compensated with salary differen-
tials in accordance with the following:

Elementary Schools (K-6)

size of No. of Chairpersons Effective 9/1/88
Instructional Staff Not to Exceed* Compensation
1 =14 . & 4 4 v v 4 s e s e 3 .4 e . e+ ... 8 B3 per year
15 = 16 & & - 4 « s+ e e s+ 5 4 ae e e e e " " "
17 = 20 4 4 v e v e s e e e e B e e e e e e e " " "
b T - A T T " " "
36 and OVEL o+ = « « « =« = « » 7 4 & « « « « . o 81,036 per year

*Less than three may be assigned to a school on the recommendation
of thLe principal and district superintendent
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Regulation #5204

Compensation ~ Special Compensation (continued)

3.

5200-24

A special education department chairperson may be selected in a
school where there are three or more special education teachers.

At the elementary level, if the school gualifies, this chairperson

shall be in addition to the entitled number of grade level chairpersons.

Department Chairpersons (Secondary}

Department chairpersons shall be allocated and compensated with
salary differentials in accordance with the following:

Secondary Schools

No. of Sections Effective 9/1/88
of a Subject No. of Chairpersons Compensation
1 = 17% . v v v v « o v s o« 0 . o . ... .80
18 - 42 e e e+ e s w e e+ .. 1 L. . .4 ... .8 B36 per year
43 and over e+ e e e e e .« . 1 .. . .. . . . 81,036 per year

*Combination departments as prescribed in Revised Department Procedures
Certificated Personnel 1, may be established only for good cause

as recommended by the principal through the district superintendent

to the Office of Personnel Services.

Selection, Appointment and Replacement of Grade Level and Department
Chairpersons

As necessary, the principal of a school shall appoint and replace
grade level and department chairpersons in the school. Affected
teachers in each department or grade level shall recommend in writing
the names of candidates for the position of the chairpersons.

K-8, K-9, K-12

Principals of schools with a multiple organization structure or
additional grade levels may elect to use Bl and B2, or either,
in determining the number of Department/grade level chairpersons

with the compensation as established for such.



Regulation #5204
. Compensation - Special Compensation (continued)

C. other Salary Differentials:

Beginning September 1, 1987 the following salary differentials shall

be in effect:

Vocational Agriculture Teacher

Large Farm . . . . . « . + 4 4« v v « & = +» « s+ & » « $1,000 per year
Small FA&IM . . « & « & « « o « o = =+ s+ =« & = = o« +« « $ B00 per year

Drama Coordinator (excludes
Learning Center Drama Coordinators) . . . . . . . . . § BOD per year

Beginning September 1, 1988 the following salary differentials shall

be in effect:

School Librarian . . . ¢« = « 4 =« o « &« o« + a« = « « = » § 611 per year
Registrar. . . .« « + =+ o & o « « o« s o = =« s a « » » « $1,036 per year
Intermediate Band Teacher . . . . . . .« . + ¢« « . « . § 586 per year
. High School Band Teacher . . . . . . . -« - . . . . . . $ 736 per year

D. Compensation for Coaching Athletics

1. Eligibility for Extra Compensation: In general, approval of allot-

ments for a particular sport will depend upon whether or not the
sport is league-sponsored and if the school involved is considered
ready to enter a team in this league-sponsored sport.

a. Regular teachers designated as coaches when recommended by the

principal and approved by the district superintendent will be
eligible for extra compensation as provided by the approved
schedule.

b. Coaches who are not reqular teachers. Upon approval of the

district superintendent, individuals who are not regular teachers
may be employed as coaches. These persons must file the forms
. required by the Office of Personnel Services, Department of

Education.
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Regulation #5204

Compensation - Special Compensation (continued)

2.

5200-26

Compensation Schedules

Allotments will be issued in the amounts and to the individuals
designated on the approved list of positions. The Office of Personnel
Services will not designate more than cne person for each position
and the Office of Business Services will not divide State allotments.

Other Services Related to the Athletic Program

Schools may use school funds to pay for services related to the
athletic program provided such serviceé have been approved by the
respective district superintendent. Such services may include

a team physician, trainer, police protection, etc., as required

and approved.

Based on the variable nature and sources of schoel funds, it is
recognized that such services must often be obtained on a voluntary
basis, thus, compensation rates and/or amounts need not conform

to prevailing civil service or other established pay classification
systems but may be based on league rates and/or such amounts as
mutually agreeable to the provider of such services. Compensation
rates and/or amounts, as a general guide, should not exceed comparable
minimum civil service pay rates and shall be established by the

principal or athletic director prior to the start of services.

Direct Scurces of Extra Compensation Limited to State and School

Funds

a. All coaches will receive all extra remuneration directly from
State Funds.
b. Community contributions are to be credited to school Athletic

Funds and administered through the Athletic budget.



Regulation #5204

Compensation - Special Compensation (continued)

5. Head Coaching Load

Two non-ceoncurrent sports per year is the maximum allowable load

which will permit effective coaching along with effective teaching

in the reqular teaching assignment. Therefore, no head coach will

receive more than two allotments. When necessary, exceptions may

be granted upon approval of the district superintendent and Superintendent.
Justification for exception and approval will be made a matter

of record and will include an expiration date. Head coaches may

serve as assistant coaches in addition to the twe head coaching

loads allowable upon the principal's recommendation and approval

of the district superintendent.

6. Schedule State Funds

. Effective 9/1/90

Rate Per Year

Athletic DiZeCtOr .« « o = « o o o o s s & « = o + » = « « $2,147
Assistant Athletic birector . . + - -« « o « ¢ « & « & o -« 1,112

Effective 9/1/90

Rate Per Season

Volleyball
Senior Head Coach, BOYS . . - + & =« « « = « ¢ = « =« « « o+ $1,543

Senior Head Coach, Girls . . « « « o o & « ¢ o o o o = 1,543
Senior Head Coach, Boys & Girls . . . . « « « « ¢ + = « 1,678

Senior Asst., Coach, BOYBE . . « + = « o o & o s « « & =« Q26
Senior Asst. Coach, Girls . . . + &« ¢ &« « & o & o & « = = 926
Junior Head Coach, BOYS . . + =« « o « s « 2 s o s« o = + = 1,003

Junior Head Coach, Girls . . +. « ¢ ¢ & o « & o s » o o = 1,003

Junior Asst. Coach, BOYS . « « « « o ¢ & 2 2 = « o s + = 772
Junior Asst. Coach, Girls . . . « + &« ¢ o o & o s s s o = 772
Effective 9/1/90
Rate Per Season
Bowling
. Senior Head Coach, BOYS « « + « « o = = » o o o« ¢ + « =« « $ B72
Senior Head Coach, Girls . . + o « ¢ o o o s o o = « + = 872
Senior Head Coach, Boys & Girls . . . . « « + « &+ o = « = 1,007
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Compensation - Special Compensation (continued)

5200-28

Schedule

Regulation #5204

State Funds

Cross Country

Senior
Senior
Senior
Senior
Senior

Football

Senior Head Coach . . . .
Senjor Asst. Coach . . .
Senior Asst. Coach . . .
Senior Asst. Coach . . .
Senior Asst. Coach . . .
Senior Asst. Coach . . .
Senior Asst. Coach . . .
Junior Head Coach . . . .
Junior Asst. Coach . . .
Junior Asst. Coach . . .
Junior Asst. Coach . . .
Junior Asst. Coach . . .
Junior Asst. Coach . . .
soccer

Senior Head Coach, Boys .
Senior Head Coach, Girls
Senior Asst. Ccach, Boys

Senior
Junior
Junior
Junior
Junior

Head Coach, Boys .
Head Coach, Girls
Head Coach, Boys &
Asst. Coach, Boys
Asst. Coach, Girls

Asst. Cecach, Girls
Head Coach, Boys .
Head Coach, Girls
Asst. Coach, Boys
Asst. Coach, Girls

Swimming & Diving

Senior
Senior
Senior
Senior
Senior

Head Coach, Boys .
Head Coach, Girls
Head Coach, Boys &
Asst. Coach, Boys
Asst. Coach, Girls

Effective 9/1/90

Rate Per Season

Girls

.

Riflery

Senior
Senior

Senior Head Coach, Boys & Girls .

Head Coach, Boys .
Head Coach, Girls

-« . . 5 872
. e e . 872
« s e 1,007
v e e . 523
“ e e 523
- - . . $2,013
e e e . 1,208
« e e . 1,208
e e e e 1,208
v e e s 1,208
. e e . 1,208

« e e . 1,208
« e e . 1,308

. e e s 1,007
. e e s 1,007
- . . . $1,007
« o e 1,007

. e e e 1,007

< + -« « $1,543
« . e . 1,543

. e e . 926
e e e 926
« e e a 1,003
« . s s 1,003
“ e e . 772
. e . 772

e - -+ $%1,543

- e e . 1,543
. e . 1,678
+ - o= 926
- e e e 926

- . - - &% B2
. e e e 872
. e e s 1,007



Regulation #5204

Compensation - Special Compensation (continued)

Schedule State Funds

Basketball
Senior Head Coach, BOYS . . . . + + & &+ « = « = « « « « . 51,543
Senior Head Coach, Girls . . . . . « . 4 o « & « & « « « 1,543

Senior Asst. Coach, BOoys . . . . . & ¢ « « & &« o « o « 926
Senior Asst. Coach, Girls . . . .« . ¢ ¢« & & & o o « o « = 926
Junior Head Coach, BOYS . . . . + . « v « & s & & s « & & 1,003
Junior Head Coach, Girls . . . ¢« ¢ ¢ ¢ ¢« 4o ¢ o v o o o 1,003
Junior Asst. Coach, BOYS . . . « . ¢ & o« ¢ ¢ o 2 « « & 772
Junior Asst. Coach, Girls . . . . . &« & ¢ & ¢ = &« + & o . 772
Junior-Senior Head Coach, BOYS . . +« « v & « o 4« « « & & 1,678
Junior-Senior Head Coach, Girls . . . . . . + + & « « . . 1,678
Wrestling

Senior Head Coach . . . . . ¢« . + . & +« = & s + =+ « « « « 51,543
Senior Asst. CoAaCh .+ . &« & 4 ¢ & o « o« o a & 2 s = s = = 926
Senior Asst. €Coach . . + . & ¢ & « & & o & & o« & 4 & » a 926
Junior Head Coach . .+ . + & & v 4 o o & 2 « o o s = o« = = 1,003
Junior Asst. Coach . . . ¢« ¢ & o o & o & = & o s s = » & 772

Senior Head Coach . . . . & & & &2 & o o = a = = = 2 s « « § B2

Tennis
Senior Head Coach, BOYS . . + + « « = 2 + « « =« = « « » - $ B72
Senior Head Coach, Girls . . . . . & ¢« v o « &« o s o o = 872

Senior Head Coach, Boys & Girls . . . . . « ¢ « « + « « &« 1,007

Baseball

Senior Head Coach . . . . ¢ & 4 &+ & o « o« « » o« « « +» « - $1,543
Senior Asst. COACh . « © ¢ ¢ ¢ 4 & & s o a 8 +« * & = o = 926
Senior Asst. COACh .+ « ¢ 4 ¢ o o o s o o o a s s « o o« = 926
Junior Head Coach . . & ¢ & &« 4 « o & « « s 2 a s » s « = 1,003
Junior Asst. CoBCh . .+ +. ¢ & ¢ & ¢« » & = o o s s s = & = 772
Junior Asst. CoBCH . ¢ « o« ¢ o o« o 2 o o s s s = « & & » 772

Effective 9/1/90

Rate Per Season

Track & Field

Junior-Senior Head Coach, BOys . . . . « « « + « = « - +» 951,543
Junior-Senior Head Coach, Girls . . . . . . + &« &+ &« & & = 1,543
. Junior-Senior Head Coach, Boys & Girls . . . « « « « . . 1,678
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Compensation - Special Compensation (continued)

5200-30

Schedule

Regulation #5204

State Funds

Track & Field

Assistant
Assistant
Assistant
Assistant
Assistant
Assistant

Coach,
Coach,
Coach,
Coach,
Coach,
Coach,

Girls Softhall

Senicr Head Coach

Boys
Boys
Boys
Girls
Girls
Girls

Senior Asst. Coach
Senior Asst. Coach

Junior Head Coach

Junior Asst. Coach
Junior Asst. Coach

Gymnastics

Head Coach,
Head Coach,
Head Coach,

Soft Tennis

Head Coach,
Head Coach,
Head Coach,

Judo

Head Ccach, Boys . . .
Head Coach, Girls . . .
Head Coach, Boys & Girls
Assistant Coach, Boys .
Assistant Coach, Girls
Pep Squad

Varsity Coach .
Junior Asst. Coach

Strength

Power Coach . .

Boys
Girls
Boys & Girls

Boys
Girls
Boys & Girls

-

Effective 9/1/90

Rate Per Year

- . . . % 926
« e e 926
- e . 926
v e e . 926
e e . 926
. e e . 226

-« .« . $1,543

« e e 926
a e e 926
v e e 1,003
. e e 772
« e e 772

- - - . % 872
e e e . 872
“ e e 1,007

. -« « . $ 872
e e e . 872
“ e = 1,007

« « » . 851,543
c v e . 1,543
. s e e 1,007
" e e 926
- e e . 926

- « + . $1,543
a e e 1,003

.« - o + 51,543



Regulation #5204

Compensation - Special Compensation (continued)

E. Extra Compensation for Supervisors of Intramural Athletics
1. Eliqibility for Extra Compensation

a. Regqular Teachers designated as intramural supervisors by the
principals and approved by the district superintendent will
be eligible for extra compensatioﬁ as outlined in this provision.

b. Thigs provision is limited to schools with enrollment of at least
100 (September enrollment)} in grade 7 and above which conduct
year-round intramural programs at least twice a week during
non-instructional hours (mid-morning recess, lunch recess and
after school).

c. Intramural allotments will start with October 1 and end May 30.

d. An individual may not receive a high school coaching allotment
and an intramural supervisor allotment concurrently. An exception
may be granted upon approval of the District Superintendent.
Justification for the exception and approval shall be made a

matter of record and must include an expiration date.

2. Compensation Schedule Rate Per Month

Supv. in a school with two or more
intramural SUPEIVISOIE . + « « o = s s » s s« = » » « « = » $6]1 per month

Supv. in a school with only one
intramural supervisor . . . . .« « « + + + o« » 2 o « « - « 11 per month

F. Extra Compensation for Personnel Performing Special Duties

The following personnel may be paid a palary differential as approved
by the Board:

1. Beginning Teacher Supervisor,.

2. The supervising teacher for the Hawaii School for the Deaf and

the Blind at the annual rate of $1297.
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Compensation - Special Compensation (continued)

3. Teachers in charge of classes for exceptional children which are
operated as extensions of district offices.

4. The supervising teacher of the crippled children's unit or units.

5. Teacher placed in charge of the school during the temporary absence
of the principal.

&. Teacher in charge of Niihau School.

7. Teacher placed in charge of a school annex located away from the
regular campus.

8. Other special situations approved by the Board of Education.

G. Educational Officers

1. Educational officers can be hired on special contracts to perform
consultant work or personal services for the Department provided
the work or service performed is not an extension or continuation
of their normal, regular work. Such work or service shall be
outside the scope and responsibilities of their regular, normal
work while complying fully with State Ethics Commission laws and
implementing regulations.

2. Educational officers may not receive additional compensation from
the Department for other related duties which they assume or for
work performed beyond their normal workday. (Example: Principals
and vice-principals may not receive stipends or differentials for
serving as a department head, grade level chairperson, registrar,
athiletic director, ceoach, etc.)

Exception: Educational officers may receive pay for teaching or

serving on the staff of the Adult Education and A+ Programs.
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‘ Compensation - Special Compensation (continued)

3. Vacation, Holiday and Weekend Work

Educational officers shall not be assigned duties during their
vacation unless they agree to perform such duties and are compensated
as follows:

a. Educational officers on the tén (10} month salary schedule shall
be compensated for any work they perform during their vacations
at their regular rate of pay for each day of work assigned.

b. On the authorization of the Superintendent, educational officers
on the twelve (12) month salary schedule may be called to duty
before the expiration of any granted vacation. 1In such event,
compensation shall be for all work performed at the rate of
one and one-half (1-1/2) times the regular rate of pay during

. such period services are required and shall be granted unused
vacation days at a time mutually agreed upon.

¢. All educational officers who are requested to perform duties
on weekends shall be given compensatory time off for all hours
worked which must be taken within six (6) months.

d. All educational officers who are requested to perform duties
on holidays shall be paid at their regular rate of pay for all
hours worked.

4, Informal Personal Leave

Educational officers on the ten (10) month salary schedule may
be granted time off with pay to attend to important personal and

family obligations that can only be transacted during work hours.

Amended 3/80; Amended 8/80; Amended 6/B2; Amended 6/86; Amended 11/88

. Revised 9/1/70; Amended 10/74; Amended 8/75; Reviewed 1/76; Amended 10/78;
Amended 8/90; Amended 6/91; Amended 3/93
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. PROCEDURE: PROCESSING PAYROLL CERTIFICATION FOR ATHLETIC DIRECTORS, ATHLETIC
COACHES AND INTRAMURAL SUPERVISORS

REFERENCE: REGULATION #5204
FORMS : BUSINESS FORM 435 (APPLICATION FOR HIGH SCHOOL COACHING ALLOTMENTS)

BUSINESS FORM 435a (APPLICATION FOR EXTRA COMPENSATION FOR
INTRAMURAL SUPERVISORS)

BUSINESS FORM 435b (REQUES& FOR REPLACEMENT OR ADDITION OF COACHES/
ADDITION TO OTHER LIST OF SERVICES RELATED
TO THE ATHLETIC PROGRAM)
RESPONSIBILITIES:
1. PRINCIPAL
a. Administers appropriate regulations for coaches and intramural
supervisors at the school.
b. Obtains required preemployment forms from non-teacher coaches.
. c. Completes and submits appropriate forms to district office to appoint
athletic directors, coaches and intramural supervisors at the school.
2. DISTRICT SUPERINTENDENT
a. Adminhisters appropriate regulations and procedures for coaches
and intramural supervisors within the district.
b. Reviews and approves submitted appointments and.distributes forms
as per distribution instructions on forms.
3. OFFICE OF PERSONNEL SERVICES

Processes payroll certification as appropriate.

. Adopted 10/74; Amended 6/86
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. PROCEDURE: REQUESTING EDUCATIONAL OFFICER SERVICES DURING VACATION AND
j HOLIDAYS

REFERENCE: REGULATION #5204

FORM NONE

.

RESPONSIBILITIES:
1. ASSISTANT SUPERINTENDENT {(DISTRICT SUPERINTENDENT)

*Submits written regquest for authorization by the Superintendent to

call an educational officer to duty during his/her vacation period

or on a holiday. States reasons, explains urgency and provides other

pertinent information for the Superintendent's review,

2. SUPERINTENDENT
a. Approves or disapproves recall of educational-officer.
b. Takes appropriate action.
. 3. ASSISTAN'It SUPERINTENDENT/DISTRICT SUPERINTENDENT

a. Upon receipt of authorization from the Superintendent, notifies
educational officer of such authorization to perform duties during
his/her vacation period or heoliday.

b. If educational officer agrees and reports to duty, processes appropriate
payroll document{s) to Office of Business Services with attached
copy of Superintendent's authorization after services are performed.
Duplicate documents should be submitted to the Office of Personnel
Services.

*NOTE: Request for authorization is not necessary for the two-week period

prior to the beginning of each school year when l0-month educational
officers must report to their schools.

. Adopted 10/74: Amended 6/86
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’ PROCEDURE: REQUESTING INFORMAL PERSONAL LEAVE BY TEN-MONTH EDUCATIONAL

. OFFICER

REFERENCE: REGULATICON #5204

FORM : PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

RESPONSIBILITIES:
1. TEN-MONTH EDUCATIONAL OFFICER
a. Submits Personnel Form 400a to the District Superintendent, giving
the reason for time off with pay for important personal or family

obligations.
b. Provides, upon request, additional pertinent information for District
Superintendent’'s review.
2. DISTRICT SUPERINTENDENT

a. Approves or disapproves request and distributes as directed on

"I' form.

b. Provides reason for denial. District Superintendents shall not
unreasonably deny such requests.
3. OFFICE OF PERSONNEL SERVICES

Processes request.

Adopted 3/93
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CLASSIFICATION

ADMINISTRATIVE REGULATIONS

CLASSIFICATION OF TEACHERS AND EDUCATIONAL OFFICERS
All teachers and educational officers are assigned te salary classes as
provided for in the classification regulations of the Department.

A. Requirement for Teacher Classes

1. Class I: A teacher who does not meet the requirements of a Class IT,
III, IV, V, VI or VII teacher as described below.

2. Class II: Baccalaureate Degree from an accredited institution.

3. Class III: Any one of the following requirements:

a. Baccalaureate plus 30 semester hours earned subsequently:

b. Master’'s Degree;

¢. Five-year teacher diploma; or

d. Professional teacher certificate issued by the Department of
Education.

4. Class IV: One year in Class III and any cone of the following

raequirements:

a. Baccalaureate plus 45 semester hours earned subsedquently;

b. Master’'s Degree plus 15 semester hours earned subsequently;

¢. Five-year teacher diploma plus 15 semester hours earned
subsequently; or

d. Professional teacher certificate plus 15 semester hours earned
subsequently.

5. Class V: A Basic or Professional teacher certificate issued by the
Department, one year in Class IV and any one of the following
requirements:

a. Baccalaureate plus €0 semester hours earned subsequently;
b. Master’s Degree plus 30 semester hours earned subsequently;
¢. Five-year teacher diploma plus 30 semester hours earned

subsequently; or
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Classification - Classification of
Teachers and Educaticnal Officers (continued)

d. Professional teacher certificate plus 30 semester hours earmed
subsequently.

6. Class VI: A Basic or Professional teacher certificate issued by the
Department, one year in Class V and any one of the following
requirements:

a. Baccalaureate plus 75 semester hours earned subsequently;

b. Master’'s Degree plus 45 semester hours earned subsequently;

c. Five-year teacher diploma plus 45 semester hours earned
subsequently; or

d. Professional teacher certificate plus 45 semester hours earned
subsequently.

7. Class VII (Method A): A Class VII teacher is any teacher who holds a

Basic or Professional Teacher certificate issued by the Department
and a certificate based upon a doctorate from an accredited college .
or university and who teaches subjects in or related to his/her
major. (A Doctor’s Degree, for the purpose of classification, shall
be defined as one which is higher than a Master’s Degree and the
highest possible degree within the profession.)

8. Class VII (Method B): A Basic or Professional teacher certificate
issued by the Department, one year in Class VI and any one of the
following regquirements:

a. Baccalaureate plus 96 semester hours earned subsequently;

b. Master’s Degree plus 66 semester hours earned subsequently;

€. Five-year teacher diploma plus 66 semester hours earned
subsequently; or

d. Professional teacher certificate issued by the Department of
Education plus 66 semester hours earned subsequently.

B. Initia} Entry Level Classes: Teachers may enter in Classes I, II, III

or VII (Method A}. .
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Clasgification - Claasification of
. Teachers and Educational Officers (continued)

C. Clagsification of Principal Posgitions

1.

2.

Reqular School and Special School Principals

Regular school and special school principal position classifications
shall be based on criteria as delineated in the "Department of
Education Educational Officer Classification/Compensation System."
NOTE: Principals of special schools with student boarders are
provided with a boarding school classification adjustment which is
equivalent to one higher classification than that determined by the
criteria used for classification of special school principals.
Community School Principals

Community school principal classifications shall be based on criteria
as delineated in the "Department of Education Educational Officer

Classification/Compensation System."

. D. Classification of Vice-Principal Positions

1.

Requlaxr School and Special $chool Vice-Principals

Regular school and special achool vice-principal position
classifications shall be based on criteria as delineated in the
"Department of Education Educational Officer Classification/Compensa-
tion System."

NOTE: Vice-Principals of special schools with student boarders are
provided with a boarding school classification adjustment which is
equivalent to one higher classification than that determined by the
criteria used for classification of special school vice-principals.
Community School Vice-Principals

Community school vice-principal classifications shall be based on
criteria as delineated in the "Department of Education Educational

Officer Classification/Compensation System."

E. Twelve-Month Educational Officers: Twelve-month educaticnal officers

shall be classified according to their duties and responsibilities and

ghall meet such requirements determined by the Department.

5200-41



Regulation #5205

Clagsgsification - Classification of
Teachers and Educational Officers (continued)

F. Substitute Teacher and Part-time Temporary Teacher (Academic)

1. Clagsification
a. Class T
Less than Baccalaureate.
b. Class IT
Baccalaureate Degree from an accredited institution.
c. Class III

(1) Baccalaureate plus 30 semester hours earned subsequently;

(2) Master’s Degree;

{(3) Five-year teacher diploma; or

{4) Professional teacher certificate issued by the Department of
Educaticn.

2. Reclassification
a. Credits

(1) Credits or degree must be earned prior to the effective date
of the reclassification.

{2) The majority (more than one-half of the applicable credits
used for classification advancement) must be University
credits.

b. Effective Date

{1} Effective date of reclassification shall be the beginning of
a school semester (September or January) .

(2) Reclassification requests must be received prior to the end
of the semester.

G. Part-time Temporary Teacher (Non-Academic])

1. Classification
a. Class I

Less than one year (2 semesters) of verified satisfactory teaching

in the Department of Education.
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Classification - Classification of
. Teachers and Educational Officers (continued)

b. Class II
Minimum of one year (2 semesters) of verified satisfactory
teaching in the Department of Education.

c. Class IIT

Minimum of three years (6 semesters) of verified satisfactory
teaching in the Department of Education. No more than one year of
experience c¢redit will be allowed for each school year.

2. Reclassification

a. Teaching exberience for reclassification must be obtained prior to
the effective date of reclassification.

b. Effective Date
(1) Effective date of reclassification shall be the beginning of

school semester (September or January). ’
. {2) Reclassification requests must be received prior to the end
of the semester,
H. Requegt for Reqular Teacher Reclassification
Request for reclassification must be submitted on the form and
within the deadline prescribed by the Department.
1. Credits

a. Credits must be earned prior to the effective date of the
reclassification.

b. Applicable credits used for classification advancement may be
University or "B" credits.

c. Jﬁnior college credits are acceptable only if they are comparable
to University credits (i.e., transferable as part of an accredited
baccalaureate program requirement). Credits earned from the
University of Hawaii Community College System must be at the 100

level or higher.
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Classification - Classification of
Teachers and Educaticnal Officers {continued) .

2. Effective Date

a. Effective date of reclassification shall be the beginning of a
school semester.

b. Salary adjustment for reclassification requests received after the
last paid day in the school year shall be effective the following
school year.

I. Educational Officer Reclassification
Reclassification of all educational officers shall be accomplished
in accordance with applicable State statutes and Department

procedures.

Revised 9/1/70; Amended 10/74; Amended 8/75; Amended 8/76; Amended 6/86; .
Amended 6/89; Amended 6/91; Amended 6/96
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. PROCEDURE: RECLASSIFICATION

REFERENCE: REGULATION #5205 (PARAGRAPH H)

FORMS PERSONNEL FORM 201 (TEACHER'S REQUEST FORM)
PERSONNEL FORM 16B (EVALUATION OF CERTIFICATION AND
CLASSIFICATICN STATUS)
PERSONNEL FORM 201a {(APPROVAL OF CQURSES FOR TEACHER
RECLASSIFICATION)
RESPONSIBILITIES:
1. TEACHER
a. Consults with principal and obtains approval of courses, using Form
201a.
b. Submits one copy of Form 201 to the principal upon meeting the
necessary requirements.
<. Attaches verifying documents* to Form 201. Ensures a matching grade
slip or transcript for each course listed.
d¢. Submits request prior to or within sixty days after beginning of the

semester in which reclassification is to take effect. Only credits

completed prior to the beginning of the semester will be applicable.

2. PRINCIPAL

a. Reviews Form 20la and approves/disapproves courses; files in school
personnel folder.
b. Reviews completed Form 201.
c. Checks verifying documents to ensure completeness and signs Form 201.
d. Forwards Form 201 with attachments to Office of Personnel Services.
e, Digtributes Evaluation of Certification and Classification Status,
Form 16B, upon receipt from the Office of Personnel Services.
{1) Files one copy in teacher’s Personnel Folder.
(2) Forwards one copy to the teacher.
*Verifying documents: 0Official transcripts, grade slips or "B" credit slips.
. Documents that are altered {cutting, writing, etc.)
will not be accepted.
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3. QOFFICE OF PERSONNEL SERVICES

C )
a. Reviews and processes all requests.
b. Distributes copies of Evaluation of Certification and Classification
Status, Form 16B, to:
(1) Teacher
{2) School (Personnel Folder)

c. Processes Form SF-SA’'s.

Reviewed 9/1/70; Amended 10/74; Amended 6/86; Amended 1/97
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f COMPENSATION
. ADMINISTRATIVE REGULATIONS
PERSONNEL ACTIONS AND RESULTING PLACEMENT ON THE SALARY SCHEDULE
A. Types of Personnel Actions
1. Transfer (Lateral)
A transfer is any movement from one position to another position
in the same range.
2. Demotion
A demotion is a movement from a position of a higher salary range
to a position of a lower salary range. A demotion may be voluntary,
involuntary or for cause.
a. Voluntary Demction
Demotion that occurs when an employee is appointed to a position
. after applying for the position through the position announcement
process or when such an employee otherwise voluntarily seeks
and receives such an appointment.
b. Inveluntary Demotion
Demction resulting because of transitional removal from an appointed
position, internal reorganization or demotion resulting directly
because of a severe employee health concern.
¢. Demotion for Cause
Demotion that occurs because of an educational officert documen-
ted performance deficiencies and/or illegal or improper conduct
on the job.
3. Promotion
. B promotion is a movement from a position of a lower salary range

to a position of a higher salary range.
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Compensation - Personnel Action and Resulting
Placement on the Salary Schedule (continued)

B.

5200-48

Upward Repricing (Educational Officers)

An upward repricing is the upward movement of a class of positions
from one salary range to a higher salary range.

Downward Repricing (Educational Officers)

A downward repricing is the downward movement of a class of positions
from one salary range to a lower salary range.

Promotion to Principal

A promotion to principal is a movement from a vice principal position
to a principal position.

Temporary Promotion

A temporary promotion is a movement from a position of a lower
salary range to a position of a higher salary range for a limited
time not to exceed one year.

Reclassification

a. Educational Officers

A reclassification of an educational officer position is the
upward or downward movement of a position from one class to
another class on the basis of changes in its specific duties,
responsibilities, and/or factors affecting its classification
formula.

b. Teacher
A personnel reclassification is an action taken to change the
eligibility of an individual for a position based on academic

accomplishment, experience and/or personal qualifications.
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Compensation - Personnel Action and Resulting
. Placement on the Salary Schedule {continued)

9. Change in Work Year

A change in work year is a movement from a ten-month position to

a twelve-month position or vice versa which may occur simultaneously
with a transfer, demotion, promoticn, temporary promotion or position
reclassification.

B. Salary Placement Resulting from Personnel Actions (Educatiocnal Officers)

Salary placement for educational officers resulting from personnel
actions shall be made as follows:

1. Transfer {Lateral)

An employee who is transferred shall receive no promotional pay

salary range increase.

. 2, Involuntary Demotion of Educatiocnal Officer

An educational officer who is involuntarily demoted for reasons

other than for cause shall have the salary determined in the following

manner:

a. The educational officer shall be paid (red-circled) for one
year at the dollar amount of the previcus salary plus any earned
increment step, longevity step or longevity leg due.

b. At the end of one year, the salary shall be determined by placement
on the appropriate step on the lower salary range reflecting
the earned dollar amount plus any earned annual increment, longevity
step or longevity leg. In the event that there is no such step,
the educational officer shall be placed at the maximum step

in the lower salary range.
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Compensation - Personnel Actions and Resulting
Placement on the Salary Schedule (continued)

5200-50

Voluntary Demotion

An educational officer who is voluntarily demoted for reasons other
than for cause shall have the salary determined by immediéte place-
ment on the appropriate step on the lower salary range effective

on the date of appointment and adjusted accordingly for work year
changes, if applicable.

Demotion for Cause

An educational officer who is demoted for cause shall have the
salary determined by immediate placement on the appropriate step
on the lower salary range effective on the date of demotion action
and adjusted accordingly for work year changes, if applicable.

Upward Reclassification

The salary of an educational officer whose position is reclassi-
fied upward shall be adjusted in accordance with the provisions
of Section B.7 below, and the effective date of such adjustment
shall be as follows:

a. Regular School Principals and Vice-Principals

The salary adjustment of a regular school principal or vice-
principal whose position is reclassified upward is retroactive
to the beginning of the semester in which the reclassification
is made.

b. Special School and Community School Principals and Vice-Principals

The salary adjustment of a special school or community school

principal or vice-principal whose position is reclassified upward
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Compensation - Personnel Actions and Resulting
Placement on the Salary Schedule {continued)

6.

is retroactive to the beginning of the school year in which
the reclassification is made.

. Educational Officer Reclassification by Action of the Classification/

Compensation Appeals Beard

The salary adjustment for an educational officer whose position

is reclassified by the Appeals Board is retroactive to the time-stamped
date that the educational officer's last request for classification
review including position description update was received by

the Office of Personnel Services unless the legislative funding
appropriation designates a different date.

Downward Reclassification

An incumbent educational officer whose position is reclassified

downward because of internal reorganization; because the student
enrollment of the school in which s/he is an administrator has

declined; because of changes in the level of duties and responsibilities:
or because of adjustments by the Educational Officer Classification/
Compensation Appeals Board, shall continue to be paid at the same

salary range and shall retain the former position title as long

as s/he remains in the affected position.

Promotion -- Educational Officer

An educational officer who is promoted shall be placed on the higher
salary range at the appropriate step which reflects the granting

of promoticnal range(s) as follows:
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Compensation - Personnel Actions and Resulting
Placement on the Salary Schedule {(continued)

Number of Ranges Promoted

PROMOTIONAL PAY RANGE SCHEDULE

Promotional Pay Ranges

NOTE:

1.

1 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9
10 10
11 11

Number of ranges promoted is determined by subtracting
the old salary range from the new salary range.

An educational officer who receives a promotion to
principal shall have his/her salary determined in the
same manner as a promotion (see above), or transfer (see
B.1.) except that s/he shall receive a minimum increase
of one increment on the appropriate salary range, but
not exceeding the maximum step available. Promotions
shall be made on either the 10-month or l2-month salary

schedule, whichever is applicable.

8. Voluntary Demotion and For Cause - Educational Officer

An educational officer who is voluntarily demoted or demoted for cause

shall be placed on the lower salary range reflecting the demotional

ranges as follows:
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Compensation - Personnel Action and Resulting
. Placement on the Salary Schedule (continued)

DEMOTIONAL PAY RANGE SCHEDULE

Number of Ranges Demoted Demotional Pay Ranges
1 1
2 2
3 3
4 4
5 5
6 ()
7 7
8 8
9 Q
10 10
11 11

9. Promotion -- Teacher

A teacher promoted to educational officer shall be granted the

earned increment and placed in the lowest step in the salary range
. of the new position which reflects an increase of at least B%.

If no such step exists, salary placement shall be on the maximum

step of educational officer position classification.

10. Temporary Promotion

a. When an employee receives a temporary promotion, s/he shall
be promoted as provided for in B.7 and B.9 of this regulation.

b. At the end of the temporary promotion, the employee shall be
returned to the salary range and step from which s/he was originally
promoted and granted service credit as if s/he had not left
that salary range.

NOTE: 1If there are two or more consecutive temporary appointments,
the salary range and step from which the employee was
originally temporarily promoted shall continue to be

. used to administer the application of B, 10b above.
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Compensation - Personnel Actions and Resulting
Placement on the Salary Schedule (continued) .
EXCEPTION 1: 1If the employee is not returned to the
former position but is instead appointed
to a position which results in a demotion
from the position to which s/he was temporarily
promoted, the salary shall be determined
accordingly with the more advantageous
of the following salary placement procedures:
Method A. Be appropriately (regularly
or temporarily) promoted, demoted,
transferred from the salary
range and step determined in

paragraph B, 10b above, .
OR
Method B. Be placed directly on the lower
salary range on the appropriate
10- or 12-month salary schedule
at the same step held while
assigned to the position to
which s/he was temporarily promoted.
EXCEPTION 2: If the employee is not returned to the
former position but is instead appocinted
to a position which results in a transfer,

promotion or another temporary promotion

from the position to which s/he was temporarily

5200-54 .



Regulation #5206

'

Compensation - Perscnnel Actions and Resulting
Placement on the Salary Schedule {continued)

11.

12,

promoted, s/he shall be placed directly

on the appropriate 10- or l2-month salary

schedule, then appropriately (regularly
or temporarily) promoted or transferred
from the salary range and step held while
assigned to the position to which s/he
was temporarily promoted.

NOTE: Temporary Assignments (T/A's) and
trainee assignments will not be
used as the base for subsequent
salary transactions under Exception
2 above.

Dpward Repricing

An educational officer whose position is in a class which is repriced
to a higher salary range shall be compensated as though a promotion
has been made in accordance with the provisicns of Section B.7

ab&ve.

Downward Repricing

An educational officer whose position is in a class which is repriced
to a lower salary range shall be compensated as though an involuntary

demotion has been made in accordance with the provisions of Section

B.2 above.
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Compensation - Personnel Actions and Resulting
Placement on the Salary Schedule (continued)

13. Change in Work Year {l10-month to 12-month)

An employee who undergoes a change in work year (l0-month to 12-month)
shall be appropriately promoted, demoted, temporarily promoted,
transferred, etc., then placed on the corresponding range and step

on the 12-month educational officer's salary schedule.

14. Change in Work Year ({(l12-month to 10-month)

An employee who undergoes a change in work year (12-month to 10-month)
shall be placed on the corresponding range and step on the 10-menth
educational officer's salary schedule, then appropriately promoted,
temporarily promoted, transferred, demoted, etc.

C. Salary Placement Resulting from Personnel Reclassification (Teachers)

A teacher reclassified to the next higher class shall be granted any
earned increment step, longevity step or longevity leg due and placed

on the same increment step or longevity step of the higher salary

range of the teacher's salary schedule which reflects his/her appropriate

classification.

Revised 9/1/7C; Amended 1/7/71; Amended 7/11/74: Amended 10/74; Amended 1/80;
Amended 6/86; Amended 8/89; Amended 6/93
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COMPENSATION

ADMINISTRATIVE REGULATIONS

COMPENSATION ADMINISTRATION FOR JUNIOR RESERVE OFFICER TRAINING CORPS INSTRUCTORS

A. Junior Reserve Officer Training Corps (JROTC) Instructors shall be

compensated at pay rates not less than the amount of the;r active duty

pay and allowance exclusive of hazardous duty pay less their retired

pay in accordance with applicable Army, Navy and/or Air Force regulations

and/or Department of Defense Directive 1205.13. The active duty pay

and allowances to be used in computing the pay of JROTC instructors

include:

1. Basic pay.

2. Basic allowance for subsistence.

3. Basic allowance for quarters (BAQ) and any housing allowance authorized
for post of assignment.

4. Cost of living allowance authorization for the post of assignment.

The Assistant Superintendent for Personnel Services shall develop implemen-

tation procedures to administer reasonable monthly and semi-monthly

pay rate authorization and shall be authorized to set individual JROTC

instructor pay rates to maintain a fair and equitable standard.

Adopted 6/86

5200-55






Policy #5300

LICENSING AND CERTIFICATON
POLICY

LICENSING AND CERTIFICATION PROGRAMS

The Department of Education shall administer a program of licensing and
certification for Department of Education employees for the purpose of controlling mitial
entry into certificated positions, assuring the continued, competent performance of
professional employees and further, recognizing high levels of competence and
performance as follows:

A. Licensure program for teachers and other professional employees in Collective
Bargaining Unit 05 in accordance with standards established by the Hawaii
Teachers Standards Board.

B. Certification program for substitute teachers, part-time temporary teachers,
student teachers, ROTC instructors, adult community school teachers and other
professional school employees excluded from Collective Bargaining Unit 05
based on Department competencies and standards.

C. Certification program for school administrators and other educational officers in
the Department of Education included and excluded from Collective Bargaining
Unit 06 based on competencies delineated in the Department’s Profile of an
Effective School or Educational Administrator.

D. A Professional Certification program for teachers in Collective Bargaining Unit
05 based on the Department’s high standards and competencies for professional
employees.

EDUCATION PROGRAM APPROVAL

The Department shall establish and maintain a cooperative relationship with
training institutions to provide programs to meet the educational and experiential
requirements for licensure and certification. Such education programs shall reflect the
dynamic and changing needs of the Department.

STUDENT TEACHERS FROM OUT-OF- STATE UNIVERSITIES

The placement and supervision in the public schools of student teachers from
out-of-state universities shall be conducted through a state approved teacher education
unit at a university domiciled in Hawaii or through an out-of-state program coordinator
based in Hawaii.

INTERSTATE RECIPROCITY AGREEMENT

The Department may enter into an agreement for licensing reciprocity with states
using comparable standards.

Reviewed 9/01/70; Reviewed 10/74; Amended 6/86; Amended 12/91; Amended 4/97;
Amended 11/01
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Regulation #5300

LICENSING AND CERTIFICATION

ADMINISTRATIVE REGULATIONS

PRINCIPLES OF LICENSING AND CERTIFICATICON

The Department of Education licenses and certifies individuals to teach in

Hawaii Public Schools. The Department shall issue licenses and credentials

according to the standards established by the Hawaii Teacher Standards

Board. All licenses shall require (1) passing scores on the PRAXIS Pre-

Professicnal Skills Test (PPST), Principles of Learning and Teaching (PLT)

test and subject assessment tests, if available, and {2) successful

completion of a state approved teacher education program.

A.

Life of Licenses and Credentiails

Teacher licenses shall be renewable every five years. Teacher
credentials shall be renewable every school year up to a maximum of
three years, providing the credential holder continues to satisfy the
standards and actively pursues appropriate licensing.

Refusal, Annulment, Suspension and Revocation of lLicenses, Credentials

and Certificates

The Department may refuse, annul, suspend and revoke a license,
credential or certificate when the holder does not meet regquisite
qualifications. The helder of the license, credential, or certificate
shall be given the opportunity to appeal in accordance with established
procedures.

Reinstatement of Revoked Licenses, Credentials and Certificates

The Department may reinstate a revoked license or certificate after a
period of 10 years from the date of revocation and when the individual
provides documented evidence of qualification for employment and of
meeting the standards for licensing or certification. The individual
must re-apply and meet current licensing and certification requirements

and standards as determined by the Department.
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Regulation #5300

Licensing and Certification -
Principles of Licensing and
Certification (continued)

METHODS OF LICENSING AND PROFESSIONAL CERTIFICATION

A. State Approval of Teacher Education Programs
The Department shall establish standards for state approval of teacher

education programs in Hawaii leading to licensing and certification.

The teacher education program shall include {1) a liberal arts
component, (2} a professional education component, (3) a teaching major,
and (4) pre-service teaching. The Department shall work closely with
Hawaii higher education institutions primarily charged with teacher
education and training to develop teachers who meet the personal
characteristics and competencies identified in the standards established
by the Hawaii Teacher Standards Board and the Department of Education.

B. Department of Education Developed Licensing and Professional

Certification Programs

The Department may develop and implement alternative preparation
programs leading to licensing and professional certification.

C. Interstate Certification Compact

Teachers with valid licenses or certificates from states included in the
Interstate Certification Compact and with passing scores on the PRAXIS
tests who are being considered for teaching positions in Hawaii shall
have their credentials reviewed and appropriate Hawaii teaching license
issued upcon employment.
EVALUATION OF DOCUMENTS
The Department shall be responsible for the evaluation of all documents and
official transcripts of individuals seeking licensing or certification to
determine that requirements and standards have been met. Appropriate
licenses, credentials, and certificates are issued on the basis of such
evaluation.
A. Official Transcripts
An official transcript which bears the seal of the issuing institution

is required.
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Regulation #5300

Licensing and Certification -
Principles of Licensing and
Certification {continued)

. Accredited Institutions

An "accredited” institution is one so recogmnized by the state
departments of education or by any one of the regional accrediting
associations. Credits listed on transcript(s) will be accepted only
from accredited institutions. Credits from an unaccredited institution

which have been accepted by an accredited institution for a degree are

acceptable.

Interstate Certification Reciprocity

Teachers with valid licenses from states included in the Interstate
Certification Compact who are being considered for teaching positions in

Hawaii shall also meet other Department requirements.

Revised 9/1/70; Reviewed 10/74; Amended 11/77; Amended &/86; Amended 11/88;
Amended 9/93; Amended 4/97
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Procedure #5300

PROCEDURE: REFUSAL, ANNULMENT, SUSPENSION AND REVOCATION OF LICENSES,
CREDENTIALS AND CERTIFICATES :

REFERENCE: REGULATION #5300 (PARAGRAPH B)

FORM: NONE

RESPONSIBILITIES:
1. SUPERVISOR/OFFICE QF PERSCNNEL SERVICES

a. Consults with the appropriate district superinten@gnt/assistant
superintendent. -

b. Submits recommendation for refusal /annulment /suspension/revocation in

Vwriting with supporting data to the district superintendent/assistant
superintendent.

c. Informs employee of the recommendation.

2. APPROPRIATE SUPERVISOR

a. Discusses proposed refusal/annulment/suspension/revocation acticn
with initiator.

b. Reviews recommendation and supporting data. If concurs, forwards

. recommendation and all pertinent information to the Superintendent.
3. OFFICE OF PERSONNEL SERVICES
Reviews recommendation and all pertinent information.

b. If concurs, informs employee of Department’s intent to revoke the
license/credential/certificate with justification for such action and
provides full opportunity to justify the holding of the
license/credential/certificate at a specified date, time and place.

c. Conducts an administrative hearing pursuant to Chapter 91.

4, SUPERINTENDENT

a. Reviews the reccrd of the administrative hearing and makes a

decision.

b. Informs employee of decisicn.

. Revised 9/1/70; Amended 10/74; Reviewed 11/77; Amended 6/86; Amended 4/97
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Regulation #5301

LICENSING AND CERTIFICATION

ADMINISTRATIVE REGULATIONS

TYPES OF LICENSES AND CERTIFICATES

A. Teacher Licenses and Certificates

Licenses and certificates in the following designations may be issued by

the Department:

1. Teacher License

2. Teacher Credential

3.  Professional Teacher Certificate

4. Areas of Preparation

To receive a license, teachers must complete a state approved program

in an appropriate area of preparation listed on the license as

follows: -

o
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Agricultural Arts

Art

Business Education

School Counselor**

Early Childhood

Elementary Education

English

School Librarian*¥*

Guidance

Hawaiian Language

Hawaiian Langquage Immersion

Hawaiian Studies

Health

Health and Physical Education

Home Economics

Industrial Arts

Industrial Technical%*

Languages

Marketing Education*

Mathematics

Middle School

Music

Office Education*

Physical Education

Reading

Science

Social Studies

Special Education, Mild/Moderate, Severe/Profound, Hearing
Impaired, Visually Impaired, Orientation and Mobility,
Orthopedically Handicapped, Deaf-Blind, Others as Determined by
the Department

Speech

Teaching English to Speakers of Other Languages
Technology Education

Vocational Agriculture*
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Regulation #5301

Licensing and Certification -
Types of Licenses and Certificates {(continued)

gg. Vocational Home Economics*
hh. Other Areas Determined by the Department

*Trade experience is required for these Vocational Technical brograms.
*+This license is issued for areas other than regular classroom instruction.
5. Additional Areas of Preparation/Endorsements

The Department may reccgnize additional areas of preparation/

endorsements when the following regquirements are met:
Possession of a Hawaii teaching license.

b. Three years of successful teaching within the last seven years
from the endorsement application date. The teaching experience
must be equivalent to at least one year of full time teaching in
the area for which the endorsement is sought.

c. Successful completion of the PRAXIS subject assessment test(s) or
18 semester credits which include 12 upper division or graduate
level credits taken within the last 7 years from the endorsement
application date.

B. School Administrator Certificates
1. Temporary Schcol Administrator Certificate
2. Initial School Administrator Certificate
3. Professional School Administrator Certificate

C. Educational Administrator Certificates

1. Temporary Educaticnal Administrator Certificate

2. Initial Educational Administrator Certificate

3. Professional Educational Administrator Certificate
D. Other Certificates

1. ROTC Instructor Certificate

2. Driver Training and Education Instructor Certificate
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Regulation #5301

. Licensing and Certification —
Types of Licenses and Certificates (continued)

E. Cenificates for Teachers Not Paid Under the Salary Schedule Contained in the
Unit 05 Collective Bargaining Agreement

1. Substitute Teacher Certificate

2. Pre-Service Teacher Certificate; including Student Teachers from Out-of-
State Universities

3. Part-time Temporary Teacher (Academic and Non-Academic)

Revised 9/1/70; Reviewed 10/74; Amended 11/77; Amended 6/86; Amended 4/97;

Amended 11/01
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Procedure #5301

. PROCEDURE: APPLYING FOR TEACHER ENDORSEMENT (INSERVICE)

REFERENCE: REGULATION #5301

FORMS : FORM 202 (APPLICATION FOR ENDORSEMENT)
FORM 202a (VERIFICATICN OF STATE OF HAWAII TEACHING EXPERIENCE)
FORM 202b (PROGRAM OF COURSEWORK/PRAXIS TESTS)
RESPONSIBILITIES:

1. APPLICANT

a.

Cbtains all necessary documents to submit with Ferms 202, 202a and
202b upon meeting the endorsement area requirements.

Completes Forms 202, 202a and 202b.

Forwards copies of Form 202a to all appropriate administrator({s) to
be completed. Duplicates Form 202a as needed.

Obtains required documentation and ensures all required forms and
verifying documents are included in the teacher endorsement
application packet.

Forwards the complete endorsement application packet to the Teacher

Reclassification Unit, Office of Personnel Services.

2. PRINCIPAL

a.

b.

Verifies successful teaching performance of applicant in the teaching
assignment area(s) for the endorsement.

Completes and forwards Form 202a to the applicant.

3. OFFICE OF PERSONNEL SERVICES

a.

b.

Logs receipt of endorsement application packet.

Checks for all required forms and documents in the application
packet, reviews and evaluates all forms and verifying documents
submitted.

Takes appropriate action and informs teacher with Form 16B.

Adopted 4/9%7
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Procedure #5301.1

PROCEDURE: PRE-SERVICE TEACHER CERTIFICATE FOR STUDENT

TEACHERS FROM OUT-OF-STATE UNIVERSITIES

REFERENCE: REGULATION #5301

FORM: NONE

RESPONSIBILITIES:

1.

TEACHER CANDIDATE
Submits request through out-of-state institution of higher education (IHE).
OUT-OF-STATE HE

Selects one of the following options for placement and supervision of teacher
candidates in public schools:

(1) Through IHE domiciled in Hawaii based upon current listing of state
approved teacher education programs.

(2) Through out-of-state program coordinator based in Hawaii who must:

(a) File written request to Personnel Services Branch one year before
projected date of implementation.

(b) Submit contract, if any, to superintendent or designee for signature.
(c) Pay stipends directly to individual cooperating teacher(s).

PERSONNEL SERVICES BRANCH

a. Logs receipt of request(s).

b. Approves or disapproi/es request(s).
PRINCIPAL

a. Accepts or rejects PSB approved request(s).

b. If accepting, recommends cooperating teacher(s).

Adopted 11/01
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Regulation #5302

LICENSING AND CERTIFICATION

ADMINISTRATIVE REGULATIONS

LICENSING AND CERTIFICATION STANDARDS FOR TEACHERS

In addition to meeting the requirements listed below, the individual shall

display professicnal teaching qualities and demonstrate competence as

determined by the standards established by the Hawaii Teacher Standards

Board.

For purposes of this regulation, state approved programs refer to

teacher education programs approved by state departments of education.

A.

License

A license may be issued to an applicant who has submitted accurate,

complete documents and met the licensing requirements as follows:

1.

Successful completion of a state approved teacher education program,
passing scores on the appropriate PRAXIS tests (PPST, PLT, and
subject assessment tests if available, or

Possession of a valid teacher license or certificate from a state in
the Interstate Agreement Contract, passing scores on appropriate
PRAXIS tests, or

Possession of a valid teacher license or certificate from any other
state with three years of successful teaching experience within the
past seven years under the license and in the teaching area indicated
on the license, passing scores on the appropriate PRAXIS tests,

And, shows no evidence of criminal history, employment history, or
background indicating that the person may pose a risk to the health,

safety and well-being of students.

Professional Teacher Certificate

A Professional Teacher Certificate may be issued when the applicant

meets at least one of the following requirements:

1.

Successful completion of a state approved five-year teacher education
program.

Successful completion of a state approved graduate teacher education
program or a master’s degree related -tc the area/s of preparation or

teaching assignment.
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Regulation #5302

Licensing and Certification -
Licensing and Certification
Standards for Teachers (continued)

4.

Possession of a valid professional teacher’'s certificate from a state
with certification requirements comparable to those required by the
Department of Education.

Other as Determined by the Department

C. Other Teacher Licenses and Certificates

Licensing and certification requirements for the following categories

are determined by the Department of Education:

1.

5300-16

Credential

This credential may be issued to teachers who do not meet the
requirements for a license or the Driver Training and Education
Instructor Certificate. A credential shall be issued for a period
not to exceed one year, but may be reissued as determined by the
Department of Education up to a maximum of three years provided the
credential holder continues to satisfy the standards of the Hawaii
Teacher Standards Board and actively pursues the appropriate license.

Junior ROTC Instructor Certificate

The Junior ROTC Instructor Certificate may be issued when the

applicant meets all of the following conditions:

a. Reguirements of the military for instructing classes in the
Department’s Junior ROTC Program.

b. Acceptance by the Department of Education.

This certificate may not be used for any other area of instruction

nor shall it be construed as the equivalent of any one of the regular

teacher licenses or certificates.

Driver Trajining and Education Instructor Certificate

The Driver Training and Education Instructor Certificate may be

issued to applicants who meet all of the following requirements:

a. Possession of a valid Department of Education teacher license.

b. Completion of a state approved Driver Training and Traffic Safety

Education Program.



Regulation #5302

Licensing and Certification

. Licensing and Certification -

Standards for Teachers {(continued)

c. Possession of a valid Hawaii driver’s license.

d. Maintenance of a driving record free from repeated traffic
accidents and traffic law viclations.

This certificate is subject to renewal every five years upon

presentation of verification of a driving record free from repeated

traffic accidents and traffic law violations during the life of the

certificate. The certificate may not be used for any other area of

instrxuction nor construed as the equivalent of any regular teacher

license or certificate.

D. Certificates for Teachers Not Paid Under the Salary Schedule Contained

in the Unit 05 Collective Bargaining Agreement

i.

Substitute Teacher Certificate

A Substitute Teacher Certificate shall be by list according to
procedures established by the Department of Education and shall be
valid only for the school year issued. This certificate may be
granted to an applicant pursuant to classification requirements
specified in Regulation #5205 and the Department’s Profile of an
Effective Substitute/Part-time Temporary Teacher.
Part-time Temporary Teacher Certificate
A Part-time Temporary Teacher Certificate shall be by list according
to procedures established by the Department of Education and shall be
valid for the period specified.
a. Part-time Temporary Teacher Certificate (Non-Academic)
This certificate may be issued to an applicant pursuant to
classification requirements specified in Regulation #5205 and the
Department’s Profile of an Effective Substitute/Part-time
Temporary Teacher.
b. Part-time Temporary Teacher Certificate (Academic)
This certificate may be issued to an applicant to teach in an

academic area pursuant to classification requirements specified by

5300-17



Regulation #5302

Licensing and Certification - ;
Licensing and Certification
Standards for Teachers (continued)

the Department and the Department’s Profile of an Effective

Substitute/Part-time Temporary Teacher.

3. Pre-Service Teacher (Student Teacher) Certificate

Pre-service teachers may be certified by list upon recommendation
from any accredited teacher education institution. The teacher
education institution shall specifically name the students authorized

to do pre-service teaching under supervision in the schools of

Hawaii.
Revised 9/1/70; Amended 10/74; Amended 8/75; Amended 8/76; Amended 11/77;
Amended 6/86; Rmended 4/97 .
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Procedure #5302

PROCEDURE: APPLYING FOR TEACHER LICENSE OR CREDENTIAL

REFERENCE: REGULATION #5302

FORM: FORM 100 (APPLICATION FOR PROFESSIONAL EMPLOYMENT AND
CERTIFICATION)
RESPONSIBILITIES:
1. APPLICANT

NOTE:

a. Meets requirements as outlined in Reguiation #5302-A.

b. Obtains Form 100 from the Recruitment Unit, Office of Personnel
Services, Department of Education.

c. Completes and submits Form 100 with official transcripts and other
required documents to Recruitment Unit.

QFFICE OF PERSCNNEL SERVICES

a. Evaluates application and verifying documents.

b. Takes appropriate action.

Individuals who complete their state approved teacher education program
at an accredited institution in Hawaii and do not plan to apply for
employment with the D.O.E. may submit a2 written request for a
provisional certificate in lieu of the license. This certificate is
valid for five years. The following documents must be attached to the
written request:

® (Official transcript/s verifying completion of the state approved
teacher education program in Hawaii.

® Official PRAXIS reports of passing scores for the required tests.

Revised 9/1/70; Amended 10/74; Amended 11/77; Amended 6/86; Amended 4/97
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Procedure #5302.1

. PROCEDURE: RECLASSIFICATION (INSERVICE)
PROFESSIONAL CERTIFICATE AND/CR
APPLYING FOR ADDITIONAL AREA/S OF PREPARATION*
REFERENCE: REGULATION #5362
FORM: FORM 201 (TEACHER'S REQUEST FORM - Reclassification/Professiocnal
Certificate/Area/s of Preparation)
RESPONSIBILITIES:
1. APPLICANT
a. Meets requirements as outlined in Regulation #5302.
b. Obtains Form 201 from principal.
¢. Completes and submits Form 201 with official transcripts and other
required documents to principal.
d. Submits approved Form 201 to the Teacher Reclassification Unit,
Office of Personnel Services.
2. PRINCIPAL
a. Reviews requirements with teacher.
. b. Reviews Form 201 with all verifying documents and
approves/disapproves.
¢. Returns Form 201 and documents to the teacher for forwarding to the
Office of Personnel Services.
3. OFFICE OF PERSONNEL SERVICES
a. Reviews request and takes appropriate action.

b. Informs individual of action taken with Form 16B.

*NOTE : Verification of completion of a full, state approved teacher
education program is required. For endorsements, refer to Procedure
#5301.

Revised 9/1/70; Reviewed 10/74; Amended 11/77; BAmended 6/86; Amended 4/97
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Procedure #5302.2

PROCEDURE: APPLYING FOR AND RENEWING DRIVER TRAINING AND EDUCATION INSTRUCTOR

CERTIFICATE

REFERENCE: REGULATION #5302

FORM: FORM 201 (TEACHER’S REQUEST FORM - Reclassifica£ion/Professiona1
Certificate/Area/s of Preparation)
RESPONSIBILITIES:
1. APPLICANT
a. Meets requirements as outlined in Regulation #5302.
b. Obtains Form 201 from principal.
c. Completes and submits a current Traffic Abstract and verifying
document/s to indicate the completion of an approved program in
Driver and Traffic Safety Education to principal. Note: For renewal
requests, submit only signed Form 201 and a current Traffic Abstract.
d. Submits approved Form 201 to the Teacher Reclassification Unit,
Office of Personnel Services.
2. PRINCIPAL
a. Advises and informs applicant, if necessary, of procedure and
reqgulations.
L. Reviews Form 201 with verifying documents and approves/disapproves.¥*
c. Returns Form 201 and documents to the teacher for forwarding to the
Office of Personnel Services.
3. OFFICE OF PERSONNEL SERVICES
Reviews request and takes appropriate action.
b. Informs individual of action taken with Form 16B.
*NOTE : Requests for temporary driver training and education certificates

should be submitted by the principal to the District Superintendent
for approval.

Adopted 9/1/70; Amended 10/74; Amended 11/77; Amended 6/86; Amended 4/97
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NOTE

There are no pages 5300-25 through 5300-26.

(Reference: RECIPIENTS OF THE SCHOOL CODE, CERTIFICATED
PERSONNEL POLICIES AND REGULATIONS (5000
SERIES) memo dated May 12, 1997.)



Regulation #5303

CERTIFICATION

ADMINISTRATIVE REGULATIONS

CERTIFICATION STANDARDS FOR ADMINISTRATORS

In addition to meeting the academic requirements listed below, the

individuals shall display the personal characteristics and acceptable

levels of competencies as identified in the profiles of an effective

educational administrator or school administrator.

A,

Temporary Educational Administrator Certificate

This certificate is issued to district and state educational officers
who do not meet the requirements for the Initial Administrator Certi-
ficate. The Temporary Administrator Certificate shall be issued for

a period not to exceed one year, but it may be re-issued as determined
by the Department of Education.

Initial Educational Administrator Certificate

This certificate is issued to district and state educational officers
who meet the following requirements but who have not demonstrated
one year of successful performance as educational administrators with
the Department of Education.
1. Master's deqree or five years of equivalent college or university
education.
2. Three years of teaching experience or equivalent work experience
as determined by the Department.
3. Successful completion of other requirements determined by the Depart-

ment, or a state-developed training program.
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Regulation #5303

Certification - Certification Standards
for Administrators (continued)

c.

5300-28

Professional Educational Administrator Certificate

This certificate is issued to district and state educational officers
who have met the requirements of the initial educational administrator
certificate and who have demonstrated one year of successful performance
as educational administrators within the Department of Education,

or have demonstrated acceptable level of competencies identified in

the Department's Profile of an Effective Educational Administrator

and have earned tenure in the Department of Education.

Temporary School Administrator Certificate

This certificate is issued to school administrators who do not meet
the requirements for the Initial School Administrator Certificate.

The Temporary School Administrator Certificate shall be issued for

a period not to exceed one year, but may be re-issued as determined
by the Department of Education.

Initial School Administrator Certificate

This certificate is issued to school administrators who meet the following
requirements but who have not demonstrated one year of successful
performance as a schocol administrator.
1. Possession of a Professional Teacher Certificate or Master's in
Educational Administration.
2. Five years of acceptable teaching experience within grades K-12
of which one year must be with the Department.
3. Successful completion of the on the job training phase of the Depart-

ment's School Administrator Training Program.



Regulation #5303

Certification - Certification Standards
". for Administrators (continued)
4. Completion of twenty-one semester credits of educaticnal administration
course work prescribed by the Department of Education.

F. Professional School Administrator Certificate

This certificate is issued to school administrators:
1. When all of the following requirements have been met:
a. Possession of an Initial School Administrator Certificate,
b. Successful completion of probationary vice-principal requirements,
¢. Successful completion of all requirements of the Department's
school administrator training program,
d. Tenure earned in the Department of Education; or
2. When acceptable level of competencies identified in the Department’s
. Profile of an Effective School Administrator have been met and

tenure earned in the Department of Education.

. Revised 9/1/70; Reviewed 10/74; Amended 11/77; Amended 9/84; Amended 6/86
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Policy #5400

. LEAVES OF ABSENCE

POLICY

STATUTORY REQUIREMENT

The Department shall establish and maintain a program of Leaves of

Absence for all certificated personnel.

The program is designed to provide individuals with opportunities to
enhance their professional development and personal growth, thereby assuring
high quality instructional and educational services to students. Decision

making shall be at the appropriate level, consistent with good management

practices.

. Reviewed 9/1/70; Reviewed 1/73; Reviewed 10/74; Amended 6/86
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Regulation #5400

. LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

GENERAL PROVISIONS FOR ALL LEAVES AND EXCHANGES

The following provisions shall take precedence over all other leave provisions
in case of conflict.

A. Authority for Granting Leaves of Absence or Exchanges

The Department may grant leaves of absence and exchanges to certificated
employees as provided for by the Board and the Hawaii Revised Statutes.

B. Application for Leave or Exchange

All certificated employees desiring a leave of absence or exchange

shall apply on the form designated by the Department.

C. Deadlines for Leaves and Exchanges
. applications must be filed within the deadline established by the
bepartment.

D. Guarantee to Employment

An employee is assured a guarantee of employment to which entitled.

No employee may be given a guarantee to which not entitled. Probationary
employees and others employed for a limited period shall not receive
guarantees to employment that exceed their contractual period.

E. Barly Return from Leaves

An employee shall be eligible to return to duty before the expiration
of the leave, provided:
1. ample notice is given to the Department in writing before the requested

return to duty date.
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Regulation #5400

Leaves of Absence - General
Provisions for All Leaves and
Exchanges (continued)

2. In the case of leave for health reasons, a licensed practitioner
states in writing that the employee's health condition, upeon which
the leave was granted, no longer exists and that the employee is
physically able to resume work duties.

3. A suitable vacancy exists as determined by the Department, to which
placement will be made.

4. Acceptance of any position shall not in any way nullify an entitled
guarantee.

F. Employees' Tenure Rights While on Leave

Employees' tenure rights shall not be affected while on any approved

leave of absence or exchange.

Revised 9/1/70; Amended 1/73; Amended 10/74; Amended 6/86
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Procedure #5400

. PROCEDURE: RETURNING TO SERVICE FROM A LEAVE OF ABSENCE
REFERENCE: REGULATION #5400

FORM : NONE

RESPONSIBILITIES:
1. TEACHER*

a. Keeps principal informed of leave address.

b. Informs principal of intention to return to service no less than
90 days prior to the expiration of leave.

c. If returning from a sabbatical leave or from a leave of absence
without pay for professional improvement, submits documents to
verify completion of leave requirements to the Office of Personnel
Services before the end of the leave period.

. 2. PRINCIPAL
Notifies district of teacher's status.
3. DISTRICT
Submits SF=-5A to Office of Peréonnel Services to indicate return from
leave and appointment status.
4. OFFICE OF PERSONNEL SERVICES

a. Reviews documents and determines whether requirements have been
met.

b. Takes other appropriate action.

*NOTE: Educational officers follow steps outlined for teachers, but contact

immediate supervisor.

. Revised 9/1/70; Amended 1/73; Amended 10/74; Amended 6/86
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Procedure #5400.1

PROCEDURE: REQUESTING EARLY RETURN FROM LEAVE

REFERENCE: REGULATION #5400

FORM : NORE

RESPONSIBILITIES:
1. TEACHER ON LEAVE

a; Submits written request for early return from leave to the Office
of Personnel Services specifying the following information:
(1) Date of availability.

{2) Acceptable locations.

(3) Present period of leave (beginning and ending date}.

(4) School from which leave was taken.

(5) Teaching specialty (elementary. secondary, English, etc.}.
(6) Present telephone number and address.

b. Submits medical examination (Form 132, Physical Examination of
Employee) if requesting return from leave without pay for health
reasons.

2., OFFICE OF PERSONNEL SERVICES

a. Notifies appropriate district offices of teacher's request for
early return from leave.

b. Coordinates the placement of teacher in a suitable vacancy.

c. Processes appropriate transactions.

3. DISTRICT SUPERINTENDENT OF APPROPRIATE SCHOOL DISTRICT

a. Attempts to place teacher into suitable vacancy.

b. Notifies the Office of Personnel Services of teacher's placement
if such placement is made.

NOTE: Educational officers follow same procedures.

Adopted 10/74; Amended 6/86
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Regulation #5401

LEAVES OF RABSENCE

ADMINISTRATIVE REGULATIONS

LEAVES OF ABSENCE WITHOQUT PAY

A.

Definition

lLeaves of Bhbsence Without Pay are leaves which may be granted by the

Department to its employees for reasons listed below, provided the

normal operations and educational programs of the employer are not

disrupted or affected adversely.

Disabilities or health conditions.

Child care.

Professional improvement.

Religious holidays and other such reasons connected with religious
activities.

Military service.

Government employment.

Other reasons which the Department considers reasonable.

B. Eligibility

1.

2.

Only certificated personnel of the Department are eligible for this
Leave of Absence Without Pay.

Probationary and Temporary Appointment Agreement personnel are
eligible for Leave of Absence Without Pay only during their contract
period. The leave cannot extend beyond the end of the contract

period.

Conditions

The following conditions shall govern Leaves of Absence Without Pay:

1.

Length of Original Leave of Absence Without Pay

a. Maximum
This leave may be granted for a period of one year. If the
leave begins at any time during the school year, it may be

granted for a period of one year plus the time remaining to

5400-9



Regulation #5401

Leaves of Absence - Leaves of
Absence Without Pay (continued)

5400-10

b.

complete that particular semester. (This leave cannot be for
three full consecutive semesters or longer.)

Minimum

This leave may be granted for a period of 30 calendar days or
less. If the leave is for a period more than 30 calendar days,
the employee shall request a Leave of Absence Without Pay for at

least a semester.

Additional Leave and Leave Extensions

The original Leave of Absence Without Pay cannot be followed by

another leave. However, it may be extended for one semester or one

year provided that the extension(s) is for the same reason stated in

the original leave request. An Extended Leave of Absence Without Pay

cannot be followed by another leave and cannot be further extended

except as provided below:

a.

A leave for health reasons may be extended one year at a time up

to a period of two years (original leave plus two extensions)

provided that a continuing health problem is éerified by a

licensed physician. Each extension provides the same leave

guarantee as the original leave of absence without pay.

A leave for active military duty may be granted only for the

period of initial enlistment or minimum compulsory military

obligation under federal statutes.

A leave for serving as a political appointee may be extended

beyond the first extension by special exception one year at a time

as approved by the Department of Education. Such exceptions shall

generally be limited to the following types of appointees:

(1) Cabinet level appointee for Hawaii State or County
government.

(2) Appointee to a Civil Service Exempt Position on the

Governor‘s, Lieutenant Governor’s or Mayor’s personal staff.
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Leaves of Absence ~ Leaves of
Absence Without Pay (continued)

(3) Appointee to the personal staff of a Congressional
Representative.

A leave for serving as a political appeointee cannot be extended

beyond the seventh extension (original leave, extended leave, plus

six special extensions).

3. Leave Guarantees

a. Original Leave

This Leave of Absence Without Pay guarantees the employee to a

position to which entitled at the end of the leave. With the

exception of Leaves of Absence Without Pay for 30 calendar days or

less, the guarantee of a position shall be at the beginning of the

semester immediately following the expiration of leave. The

employee may ask for early return before the expiration of the
. leave according to Regulation #5400, paragraph E.

EXCEPTION: An employee returning from Leave of Absence Without
Pay due to military service will be guaranteed a
position after separation from service with proper
prior notification by the employee.

b. Extended Leaves

An employee who extends a leave shall not be guaranteed to the

former school and shall be assigned to an appropriate position

within own district if such a position is available. If a

position is not available in own district, the employee may be

assigned to an appropriate position in another district.

EXCEPTION 1: An employee who extends a leave because of

health reasons shall retain the same leave
guarantee as the original Leave of Absence

Without Pay.
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Leaves of Absence - Leaves of
Absence Without Pay (continued)

EXCEPTION 2: An educational officer who extends an original
Leave of Absence Without Pay shall maintain the
same leave guarantee as the original leave.
EXCEPTION 3: An employee who receives an extended leave by
special exception to serve as a political appointee
shall not retain a specific position or school
guarantee, but rather shall hold a general
guarantee for employment to an appropriate
educational officer or teacher position.
D. Service Credit
While on Leaves of Absence Without Pay, the employee may qualify for
service credit and credit on the salary schedule only under the
following conditions:
1. Military service.
The employee may receive up to a maximum of four years of credit.
2. Professional improvement.
The employee may receive a maximum of one year credit provided
that all leave conditions are met successfully and provided also
that the employee returns to service immediately after the expiration
of the leave.
E. Conditions for leave for Professional Improvement
1. Leave requirements must be completed within the effective dates of
the leave and may be fulfilled by:
a. Earning 15 semester credits at an accredited college or
university, or
b. Research approved by the Department, or
c. Other professional improvement activities approved by the
Department, or

d. A combination of a, b and ¢ above approved by the Department.
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Leaves of Absence - Leaves of
Absence Without Pay (continued)

2.

Requirements for Leave for Professional Improvement for one semester

may be fulfilled by completing 8 semester credits as described in the

Department Procedure and Form 705 for Professional Improvement Leave.

Leave requirements must be completed within the effective dates of

the leave.

Leave Application Requirements

a. All applicénts for the Leave for Professional Improvement must
apply within the deadline and on the form as prescribed by the
Department.

b. Applicants must submit a description of a planned program
indicating course titles and types of activities they plan to
complete. Additionally, the plan should also show the relevancy
of the proposed program of study to the enhancement of the
employee‘s professional performance.

Length of Leave

This leave may be for one school year or one school semester and may

be extended for one schocl year or one school semester.,

Non-fulfillment of Reguirements

Non-fulfillment of professional leave requirements may result in:

a. Change of reason for leave.

b. No service credit.

Revised §/1/70; Rmended 1/73; Amended 10/74; Amended 8/76; Amended 5/85;
Amended 6/86; Amended 1/97; Amended 11/97
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Procedure #5401

PROCEDURE: APPLYING FOR LEAVE OF ABSENCE WITHOUT PAY (EXCEPT FOR LEAVE
OF ABSENCE WITHOUT PAY FOR 30 CALENDAR DAYS OR LESS AND EXCEPT
FOR LEAVE OF ABSENCE WITHOUT PAY FOR PROFESSIONAL IMPROVEMENT)

REFERENCE: REGULATION #5401

FORM PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

RESPONSIBILITIES:
1. TEACHER*

a. Submits to principal four copies of Form 400a at least 30 calendar
days prior to the effective date of leave.

b. Attaches explanation for the leave as appropriate. If leave is
requested for health reason, obtains and submits statement from
licensed physician verifying the necessity for the leave.

c. The teacher should give proper notice at the earliest time in cases
of verified emergencies.

d. If the leave is to be effective at the beginning of the next school
year, indicates intention when completing Form 101 in January.

e. Obtains approval before proceeding on leave.

2. PRINCIPAL

a. Reviews leave request for conformance to applicable regulations.

b. Recommends approval or disapproval of request.

c. Forwards all copies of Form 400a to the district superintendent
within three days upon receipt.

d. Informs the teacher immediately of the decision of the district
superintendent.

e. Notes leave return date.

*NOTE: Educational officer applicants follow steps outlined for teachers,
but submit application to supervisor for action.
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3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT
Approves or disapproves reguest and distributes appropriately as directed .
on form.

4. OFFICE OF PERSONNEL SERVICES

Processes request.

Adopted 1/73; Amended 10/74; Amended 6/86 .
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PROCEDURE: APPLYING FOR LEAVE OF ABSENCE WITHOUT PAY (FOR LEAVE OF ABSENCE
THAT DOES NOT EXCEED 30 CALENDAR DAYS)

REFERENCE: REGULATION #5401

FORM : PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

RESPONSIBILITIES:
1. TEACHER*
a. Except in cases of verified emergencies, submits four copies of
Form 400a to principal at least ten working days prior to the effective
date of leave.
b. Obtains approval prior to proceeding on leave.
2. PRINCIPAL
a. Reviews leave request for conformance to applicable regulations.
b. Approves or disapproves the request and forwards all copies appropriately.
¢. Informs teacher of the decision.
3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT
Notes leave request.
4. OFFICE OF PERSONNEL SERVICES
Processes request.

*NOTE: Educational officer applicants follow same steps as for teachers,
but submit application to supervisor.

Adopted 1/73; Amended 10/74; amended 6/86
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Procedure #5401.2

. PROCEDURE: APPLYING FOR LEAVE OF ABSENCE WITHOUT PAY FOR PROFESSICNAL
IMPROVEMENT )

REFERENCE: REGULATION #5401
FORM : PERSONNEL FORM 705 (APPLICATION FOR SABBATICAL LEAVE OR
PROFESSIONAL IMPROVEMENT LEAVE WITHOUT PAY)
RESPONSIBILITIES:
1. TEACHER
a. If the leave is to be effective at the beginning of the next school
year, indicates intention when completing Form 101 in January.
b. Gives proper notice at the earliest time, no later than 30
calendar days before'the effective date of the leave except in cases
of verified emergencies.
2. PRINCIPAL
a. Recommends approval or disapproval of Form 705.
b. Forwards one copy of Form 705 to the Office of Personnel Services no
. later than five calendar days after receiving it.
3. SUPERINTENDENT
Approves or disapproves Form 705.
4. OFFICE OF PERSONNEL SERVICES
a. Processes Form 705.

b. Notifies applicant and schoecl in a timely manner.

. Revised 9/1/70; Amended 1/73; Amended 10/74; Amended 6/86; Amended 1/97
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Regulation #5402

LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

UNAUTHORIZED LEAVE WITHOUT PAY

Employees who are absent from work without proper authorization shall
be considered on Unauthorized Leave Without Pay until such time as an

accurate determination of the actual status can be made.

adopted 1/73: Reviewed 10/74; Amended 6/86
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Regulation #5403

LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

VACATIONS

A. Eligibility

1. Teachers, Vice-Principals and Principals

Teachers, vice-principals and principals shall be entitled to winter,
spring and summer vacations.

2. State and District office Certificated Personnel

a. All 12-month personnel of the State and district offices of
the Department shall be entitled to 21 days of vacation leave
days per work year, earned at the rate of 1-3/4 days per work
month.

b. Unused annual vacation days shall be automatically accumulated
for succeeding years, except:

(1) The total recorded accumulation shall in no event be more
than ninety working days; and
(2} Not more than 15 days a year may be accumulated.

c. ARny employee whose accumulated vacation credit exceeds ninety
working days may be paid salary in lieu of vacation, if upon
investigation by the State Comptroller, it is found that the
excess resulted from administrative orders.

B. Conditions

1. State and District Educational Officers

State and district educational officers may take planned vacations
as requested and granted. Employee preference(s) shall be considered

when possible.
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Leaves of Absence - Vacations
(continued)

2. Vacation Days

Vacation days shall be charged against accumulated vacation allowance
at the rate of five working days per week exclusive of legal holidays
or holidays declared by executive order.

3. Transfer of Vacation Credits

When an educational officer is transferred to another governmental
agency, state or county, accumulated and unused vacation allowances
shall be transferred.

4. Vacation Allowances Upon Termination of Employment

An employee whose employment is terminated shall be entitled to
all accumulated vacation allowance plus current accrued allowance
to and including date of termination. A terminating employee may
be paid in lump sum or by pay period until vacation credits are
exhausted.

5. Application
Application for vacation leave shall be made on the form and within

the deadlines established by the Department.

Revised 9/1/70; Reviewed 1/73; Amended 10/74; Amended &/B6
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. PROCEDURE: APPLYING FOR VACATION LEAVE
REFERENCE: REGULATION #5403

FORM : G-1 (APPLICATION)

RESPONSIBILITIES:
1. EMPLOYEE (TWELVE-MONTH CERTIFICATED)
Submits three copies of Form G-1 to immediate supervisor as soon as
possible prior to leave.
2. IMMEDIATE SUPERVISOR
a. Reviews workload and available work force to assure that office
production will not be disrupted.
b. Approves or disapproves request and forwards forms to approving
authority if required.
. 3. APPROVING AUTHORITY
a. Approves or disapproves request.
b. Submits original copy to Payroll Section, Office of Business Services.
c. Returns one copy of form to eﬁployee and sends one copy to personnel

leave records clerk.

NOTE: For planning purposes, a leave schedule for the entire work force

should be prepared to cover the entire calendar year.

Revised 9/1/70; Reviewed 1/73; Reviewed 10/74; Amended 6/86
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Procedure #5403.1

. PRQCEDURE: APPLYING FOR TRANSFER OF VACATION CREDITS BY DISTRICT OR STATE
OFFICE PERSONNEL

REFERENCE: REGULATION #5403

G-2 (APPLICATION FOR TRANSFER OF VACATION AND SICK LEAVE CREDIT
OR PAYMENT IN LIEU OF VACATION)

FORM

RESPONSIBILITIES:
1. EMPLOYEE {TWELVE-MONTH CERTIFICATED)
Submits four copies of G-2, Application for Transfer of Vacation,
and Sick Leave Credit or Payment in Lieu of Vacation to immediate
supervisor.
2. SUPERVISOR (DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT)
a. Reviews and approves reguest.

b. Forwards four copies to Payroll Section, Office of Business Services.

Revised 9/1/70; Reviewed 1/73: Reviewed 10/74; Amended 6/86
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. PROCEDURE: APPLYING FOR PAYMENT FOR VACATION EARNED BY DISTRICT OR STATE
OFFICE PERSONNEL

REFERENCE: REGULATION #5403

G-2 (APPLICATION FOR TRANSFER OF VACATION AND SICK LEAVE CREDIT
OR PAYMENT IN LIEU OF VACATION)

FORM

.

RESPONSIBILITIES:
1. EMPLOYEE (TWELVE-MONTH CERTIFICATED)
Submits four copies of G-2, Application for Transfer of Vacation and
Sick Leave Credit or Payment in Lieu of Vacation, to immediate supervisor
when:
a. Accumulated vacation credits exceed ninety working days as a result
of administrative orders.
b. Termination of employment.
. 2. SUPERVISOR (DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT)

a. Reviews and approves request.

b. Forwards four copies to Payroll Section, Office of Business Services.

. Revised 9/1/70; Reviewed 1/73; Reviewed 10/74; Amended 6/86
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Regulation #5404

LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

SICK LEAVE
Sick leave shall be granted to all employees in the Department as provided
for by the Department and the Hawaii Revised Statutes. Employees on sick
leave will be paid their full salaries including all applicable
differentials.
A. Accumulation of Sick Leave Days

1. Sick leave days which are not used during the year for which it
accrues shall accumulate and be available for succeeding years.

2. Accumulation of sick leave days shall have no limitation.

3. A person leaving the employ of the Department shall retain his/her
accumulated sick leave for a period of five years after which time,
should that person return to service, his/her sick leave status will
be that of a new employee.

B. Sick Leave--When Granted

Sick leave is granted when an employee is ill and unable to discharge
his/her duties or when his/her presence at work is a health hazard to
students or employees.

C. Schedule of Sick Leave for Ten-Month Emplovees at Single Track Year
Round Education (STYRE} Schools

1. Ten-month employees in service on the first work day of the school

year shall have eighteen days of sick leave.
2. Ten-month employees entering service for the school term on a date
after the official start of the teacher work year shall have their

number of sick leave days according to the following schedule:
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Leaves of Absence - Sick Leave

(continued) .

Working Days Missed Since the Number of Sick Leave Days
Beginning of the School Year (NSLD)
(WDMSBSY)
0- 17 18
18- 35 P
36- 53 14
54- 62 12
63- 80 10
81- 98 9
99-116. 7
117-134 S
135-162 3
163-171 2
172+ 1
All days missed o

3. Ten-month employees whose employment period expires before the end of .
the school year shall be credited with sick leave for the dates
specified on their contract. Number of sick leave accumulation days
shall be computed by the following formula:

NSLD for appropriate WDMSBSY at the beginning date of contract
period less NSLD for appropriate WDMSBSY at the ending date of
contract period not to exceed a total of 18 days.

D. Sick Leave for Twelve-Month Emplovees

All certificated employees on a 12-month employment basis shall

accumilate sick leave at the rate of 1-3/4 days per month (19 working

days minimum--for months with less than 19 working days, the minimum
shall be all working days). Employees serving in a full-pay status

(working or paid leave) of less than the minimum days required in a

calendar moﬁth shall earn less than 1-3/4 days as provided for in the

following schedule:
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Leaves of Absence - Sick Leave

. {continued)

For 1 to 3 calendar days of service 0 working days of leave
4 to 7 " " " " 1/4 " ] " "
8 to 11 v " " n 1/2 " n " n
12 to 15 " n " " . 3/4 " n n "
16 to 19 " n " " 1 w " " "
20 to 23 " " " " 1-1/4 " n " n
24 or more " " " " 1-1/2 w n " )

Such leave allowance shall be recorded and administered on a calendar
year basis, the allowance accruing during each calendar year being
credited to the employees as of December 31 of each year.
E. Number of Days Available
1. For ten-month certificated employees, sick leave available is equal
to the number of days of already accumulated plus the number of days

of sick leave entitled by reason of service during the current school

. year.

2. For twelve-month certificated employees, sick leave available is

equal to the number of days earned and accumulated.
F. Request for Leave v

1. For absences of five consecutive working days or less, the signature
of a licensed practitioner is not required.

2. For absences of more than five consecutive working days, the
signature of a licensed practitioner is required.

3. For absences of more than 30 calendar days, the signature of a
licensed practitioner is required every 30 calendar days.

G. Illness at Opening of School Year - Teachers

1. A teacher who is ill and under the care of a licensed practitioner at
the opening of the school year shall be allowed paid sick leave to
the limit of his/her accumulated sick leave.

2. Upon return to work, the teacher shall be credited with the annual
sick leave to which the teacher would have been entitled had s/he
reported for work on the first day. Such credited leave may be

. appliea retroactively to cover illness during the first days of the
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Leaves of Absence - Sick Leave
{continued)

L.

school year in the event that accumulated sick leave was exhausted or
not available.
Leave for Medical Check-Up
Sick leawve shall not be granted for a medical check-up unless it is
illness connected and required by a licensed practitioner in connection
with treatment.
Working Days Only to be Charged
In all cases of sick leave with pay, only actual work days shall be
charged against the amount of sick leave available.

Accumulation of Sick Leave During Leave of Absence Without Pay

When an employee is granted a leave of absence without pay, the sick
leave accumulated up to the time of leave shall be registered and
credited to the employee upon return to service. Sick leave is not
earned during periods of leave of absence without pay.

Combined Ten-Month and Twelve-Month Service

A person transferring between ten-month and twelve-month positions shall
be credited with sick leave for the time served in each position under
the leave system used for that position. Sick leave credits may be
carried over from one system to the other except that sick leave shall
not be credited in excess of twenty-one days in the calendar year of
either system {(September 1 for certificated ten-month employees and
December 31 for twelve-month certificated employees).

Absence buring Part of the School Day

A teacher who leaves school because of illness may be considered present
for the day after being on regqular duty for at least three hours.
Additional Sick Leave

In extraordinary circumstances, employees, with the approval of the
Superintendent, may be granted additional sick leave when accumulated
sick leave is exhausted. Employees shall apply in writing through
normal channels.

Inter-Governmental Agqency Transfer ¢f Accumulated Sick Leave

New certificated employees entering the Department from other state and

county government agencies shall be allowed to retain any sick leave
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Leaves of Absence - $Sick Leave
. {continued)

days accumulated with such agencies provided that such accumulated sick
leave days were in good standing at the time of employment with the

Department of Education.

Revised 9/1/70; Amended 1/73; Amended 10/74; Amended 11/88; Amended 6/96
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PROCEDURE: APPLYING FOR SICK LEAVE
REFERENCE: REGULATION #5404

FORMS . PERSONNEL FORM 400 (REQUEST FOR SICK LEAVE-~10-MONTH CERTIFICATED
EMPLOYEES)

G-1 (APPLICATION FOR LEAVE OF ABSENCE--12-MONTH CERTIFICATED
EMPLOYEES)
RESPONSIBILITIES:
1. EMPLOYEE*

a. Notifies immediate supervisor by phone for each day of absence.

b. Completes Form 400 and submits to immediate supervisor on first
day of return.

c. Obtains licensed practitioner's statement if absence(s) is more
than five consecutive days. For absence of more than a month Form
400 must be completed by the attending licensed practitioner for
pericds of ' a month at a time.

2. IMMEDIATE SUPERVISOR

a. Approves or disapproves sick leave request subject to the number
of sick leave days available.

b. Attaches appropriate copy of Form 400 to Record of Attendance and
submits to Payroll Section of the Office of Business Services at
the end of the pay period.

c. Determines whether workers®' compensation or other benefits apply.

d. Keeps district superintendent informed on possibility of long-term
absence.

3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT

Consults with supervisor on long-term sick leaves.

*NOTE: Twelve-month employees follow steps outlined above using Form G-1.
Revised 9/1/70: Amended 1/73; Amended 10/74; Amended 11/88
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LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

TEMPORARY DISABILITY INSURANCE (EXTRA SICK LEAVE)

Extra sick leave is leave with pay which shall be granted only'to eligible
personnel whose regular sick leave balance at the beginning of a benefit
year is less than fifteen (15) days.
A. Eligibility
For the purposes of this regulation, eligible personnel are all certi-
ficated employees of the Department, who during the year (four completed
calendar quarters) immediately prior to the first day of disability
requiring extra sick leave have:
1. Been in employment in the State of Hawaii for at least fourteen
(14) weeks:
2. Received remuneration in any form for twenty or more hours during
each of the fourteen (14) weeks; and
3. Earned at least $400.
B. Benefit Year
A benefit year is a one-year period beginning on the first day (Sunday)
of the week in which an employee first takes a valid sick leave.

C. Initial Benefit Year

1. An initial benefit year shall be established only when extra sick
leave is requested in writing by the employee.

2. The initial benefit year begins on the first day (Sunday) of the
week in which the employee first takes a valid sick leave following

the latest date as identified below:
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Leaves of Absence - Temporary
Disability Insurance (Extra Sick
Leave) {(continued)

a. The effective date of this regulation, or

b. The effective date of the employee's current employment service,

or
c. The first of September which is at least one year, but not more

than two years prior to the reguest for extra sick leave.

D. Subsequent Benefit Years

1. Subsequent benefit years are all other benefit years following

the initial benefit year established by the employee.

2. Subsequent benefit years shall be established when extra sick leave
is requested in writing by the employee.
3. The subsequent benefit year begins on:

a. The first day (Sunday) of the week in which the employee first
takes a valid sick leave after the expiration of the preceding
benefit year; or

b. The first day following the expiration of the preceding year:
{1) 1f the sick leave taken by the employee during the last

week of the preceding benefit year continues through the
expiration date and into the next benefit year; or
(2) If the employee takes a valid sick leave during the first
calendar week immediately following the expiration of the
preceding benefit year.
E. Limitations
1. Extra sick leave shall be granted under this regulation only when

the temporary disability arises for reasons other than:
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Leaves of Absence - Temporary

. Disability Insurance (Extra Sick

Leave} (continued)

a. Disability during which the employee would be disqualified from
receiving benefits under Hawaii's Employment Security Law because
of unemployment due to work stoppage existing as a result of
a labor dispute:;

b. Disability due to willful and intentional self-inflicted injury
or to injury sustained in the commission of a ériminal offense;

c. Disability during which the employee performed work for remuneration
or profit.

2. Extra sick leave may not be granted or used solely for the purpose
of a physical check-up when the employee is not temporarily disabled.
3. Required care by physician or equivalent:

. a. Other provisions of this regulation notwithstanding, employees
shall be ineligible to receive extra sick leave credits with
respect to any period during which they are not under the care
of a person duly licensed to practice medicine, surgery or dentistry,
who shall certify the disability of the employee, the probable
duration thereof, and such other pertinent medical facts within
his knowledge.

b. In the case of employees who, pursuant to the teaching, faith
or belief of any group, depend for healing upon prayer or other
spiritual means, the certification of the disability shall be

by a duly authorized or accredited practitioner of such groups.
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Leaves of Absence - Temporary
Disability Insurance (Extra Sick
Leave) {continued)

F. Number of Days to be Granted

5400-42

1.

For an employee with no regular sick leave credits, no more than

15 days of extra sick leave shall be granted during any single
benefit year.

Extra sick leave credits shall not be cumulative.

For an employee with less than 15 days of regular sick leave credits,
the amount of extra sick leave that shall be granted during a benefit
year shall not exceed an aggregate of 15 days of regular and extra

sick leave.

Conditions of Extra Sick Leave

1.

Employees using extra sick leave shall not be required to reimburse

the Department.

Use of extra sick leave shall be considered valid only when applied

for, granted and used in conformance with the Department's regulations.
When regqular sick leave is augmented under the terms of this regulation,
the required extra sick leave granted shall be used prior to any
additional leave that may be granted or advanced under other regulations

of the Department.

Extra Sick Leave for Former Eligible Employee

1.

Not more than fifteen (15} days of paid sick leave, including regular
or extra sick leave, shall be granted to a person who, within the
fourteen days immediately following his/her last workday with the
Department, incurs a disability of the type that would make him/her

eligible for sick leave under the regulation, provided:
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Disability Insurance (Extra Sick

. Leaves of Absence - Temporary
Leave) {continued)

a. That person requests it in writing;
b. That person presents a certificate from a licensed physician
or other accredited practitioner which states that temporary
illness or injury totally disabled him/her from continuing or
resuming work.
2. Such sick leave shall not be granted to a separated employee who
is reemployed prior to the onset of any such temporary disability.
3. A former employee who validly uses sick leave, as provided above,
shall not be construed as being in the employment of the Department,
and shall, therefore, not be entitled to any benefits except those
to which he/she is already entitled.

. I. Procedure for Requesting Extra Sick Leave

1. An eligible employee shall request for extra sick leave on the
form prescribed by the Department.

2. The employee shall state the reason supporting the request for
such leave.

J. Appellant Procedure

1f benefits are denied, the employee may appeal the decision of denial
by writing to the Temporary Disability Insurance Division of the Department

of Labor and Industrial Relations.

Adopted 9/1/70; Amended 1/73; Amended 10/74; Reviewed 6/86
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PROCEDURE: APPLYING FOR EXTRA SICK LEAVE (TDI)

REFERENCE: REGULATION #5405

FORMS : TD1-45 (CLAIM FOR DISABILITY BENEFITS)
TDI-46 (DENIAL OF CLAIM FOR DISABILITY BENEFITS/CLAIMANT'S APPEAL)
RESPONSIBILITIES:

1. EMPLOYEE

a.

Completes TDI~45 as specified.

Secures doctor's statement as specified on TDI-45.

Submits completed form to principal or supervisor.

If request denied, may appeal denial and shall file with the Director
of the Department of Labor and Industrial Relations two copies

of TDI-46 giving specific reasons for the appeal request. The

appeal shall be filed within twenty days after the date of the

denial of claim.

2. PRINCIPAL OR SUPERVISOR

a.

b.

C.

Checks for completeness of TDI-45.
Ssubmits TDI-45 to Office of Personnel Services.
1f claim is denied, assists employee in filing for Leave Without

Pay.

3. OFFICE OF PERSONNEL SERVICES

a.

Recommends approval or disapproval based on claimant's eligibility.

1f necessary, may request additional information to determine eligibility.
Submits one copy of TDI-45 to the Office of Business Services.

Establishes and/or maintains record of employee's benefit year.

Computes extra sick leave days available to employee.
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e. Keeps employee informed on subsequent actions related to the request.

f. If disapproved, informs employee of the reason and of appeal rights.

OFFICE OF BUSINESS SERVICES

a. Receives completed TDI-45 from Office of Personnel Services.

b. Verifies wage record including hours worked and pay received on
TDI-45.

c. Returns verified wage information on TDI-45 to Office of Personnel
Services.

FORMER ELIGIBLE EMPLOYEES

a. Completes TDI-45 as specified.

b. Secures doctor's statement as specified on TDI-45.

c. Submits TDI-45 to Office of Personnel Services.

Adopted 9/1/70; Amended 1/73; Amended 10/74; Amended 6/86
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LEAVES OF ARSENCE

ADMINISTRATIVE REGULATIONS

SABBATICAL LEAVES - TEACHERS

Sabbatical leaves may be granted to teachers as provided by Sections 297-

22,

A.

297-23 and 297-24, Hawaii Revised Statutes.

Eligibility
This leave may be granted to any teacher who has completed seven years
of service in the Department as of the beginning date of this leave.
Leave Time in the Department
Military leave and professional improvement leave from the Department
may be counted towards the seven-year requirement.
Probationary Service Time
Probationary service time may be counted towards the seven-year
requirement.
Return to Employment
Teachers are assured of a guarantee of employment to which they are
entitled.
Repeated Sabbatical Leaves
A period of seven years of service must be completed upon return from a
sabbatical leave to gqualify for another sabbatical leave.
Length of leave
This leave may be for one school year or one school semester and may not
be extended.
Entitlement to othef Leaves
This leave may be followed by professional improvement leave of absence

without pay, provided that all sabbatical leave requirements are met.

' Status of Bepefits While on Leave

The following benefits may be continued for the period of the leave
provided that all sabbatical leave requirements are met: Health Fund
benefits, service credits and retirement. Sick leave is not accrued

while on gabbatical leave.
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Leaves of Absence - Sabbatical
Leaves - Teachers (continued)

I. Employment While on Leave

Employment while on leave is permitted if all requirements of the leave
are met as provided for by the Department.
J. Pay While on Leave

The teacher will receive full pay for a gemester’s leave, or cne-half

pay for a year’s leave.

1. The teacher who is granted this leave on a full-year basis must spend
at least the eéuivalent of one-half of the year in:

a. Professional educational course work and shall earn & minimum of
15 college credits (semester hours}, or

b. Research approved by the Department, or

¢. Other professional activity approved by the Department, or

d. A combination of the above activities which will enhance the value
of the teacher’s services to the Department.

2. Leave requirements must be completed within the effective dates of
the leave.

3. Upon return from leave, the teacher must provide satisfactory
evidence of the completion of the requirement.

4. Return to service is required of all teachers taking tﬁis leave.

5. Teachers are required to sign an agreement to return to service with
the Department, ﬁhe University of Hawaii or any community college for
a period of not less than two years within one year after termination
of the leave.

6. fhe agreement will also provide that should the teacher fail to meet
all the requirements of his/hér leave, the teacher must return all
monies received while on leave.

a. All monies shall be refunded to the Department.
b. Costs incurred in the return of such monies shall be borne by the

recipient.
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. Leaves of Absence - Sabbatical
Leaves - Teachers {continued)

¢. Failure to refund all monies recéived shall result in cancellation
of his/her Hawaii Teaching Certificate.

L. Conditions for a Semester Leave

The conditions are the same as above with the requirement of

professional educational course credits to be completed reduced to

eight.

Revised 9/1/70; Amended 1/73; Amended 10/74; Amended 6/86; Amended 1/97
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. PROCEDURE: APPLYING FOR SABBATICAL LEAVE
REFERENCE: REGULATION #5406

FORMS : PERSONNEL FORM 705 (APPLICATION FOR SABBATICAL LEAVE OR
PROFESSIONAL IMPROVEMENT LEAVE WITHOUT PAY)

PERSONNEL FORM 705a (CONTRACT FOR SABBATICAL LEAVE)

RESPONSIBILITIES:
1. TEACHER
a. Completes one copy of Form 705 and submits to principal on or before
November 10.
b. Completes one copy of Form 705a and submits to Office of Personnel
Services if granted sabbatical leave.
¢. Follows Procedure #5400 for return to service upon expiration of
this leave.
2. PRINCIPAL
a. Completes appropriate sections of Form 705.
. b. Forwards one copy of Form 705 to the Office of Personnel Services by
November 15.
c. Reviews Procedure #5400 to assist the teacher returning tc service
upon expiration of this leave.
3. SUPERINTENDENT
a. Approves or disapproves Form 705.
b. Signs Form 705a.
4. OFFICE OF PERSONNEL SERVICES
a. Notifies all applicants by December 18 {copies to schools).

b. Prepares and secures signatures for Form 705a.

Revised 9/1/70; Amended 1/73; Amended 10/74; Reviewed 6/86; Amended 1/97
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LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

PROFESSIONAL IMPROVEMENT LEAVE WITH PAY--EDUCATIONAL OFFICERS

The Department may grant professional improvement leaves of absence with

pay for the purposes of improving professional services and providing

opportunities to network with educators nationwide.

A,

Professional improvement leave may be for a period of up to one (1) year
at half pay or periods of up to six (6) months or up to thirty (30} days
at full pay. Leave requirements must be completed within the effective
dates.

In the event a request for such leave is denied, the educaticnal officer
may request and shall be provided the reasons for denial in writing from

the Department.

Leaves Up to One (1) Year and Up to Six (6) Months

A. An educational officer who has served six (6) continuous years with the

Department may qualify for such leave of absence. Such leave shall be
for a period not to exceed one (1) year and may not be granted again to
the same educational officer until the educational officer has served an
additional period of six (6) continuous years with the Department.

1. A 10-month educational officer shall be granted leave by the
semesters within a school year.

2. Those 10-month educational officers taking one (1) semester only may
use the summer following the school year they take professional
improvement leave to fulfill a part of the leave requirements.

3. A 12-month educational officer shall be granted leave by months based
on his/her proposed program of study.

The Department shall consider the following in reviewing a request for

such leave:

1. The purposes of the leave are mutually beneficial to the educational
officer and the Department.

2. The nature, length and pertinency of professional educational course

work, research or other professional activity which the educational
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Leaves of Absence - Professional
Improvement Leave with Pay--
Educaticnal Officers (continued)

S.

officer plans to undertake during such leave are consistent with the
needs of the Department.

The educational officer’'s absence will not adversely affect the
operations of the Department.

The educational officer’s work performance record and seniority
{continuous length of service with the Department).

The leave should be subject to availability of funds.

C. Before being granted such leave, an educational officer shall enter into

a contract with the Department which shall provide the following:

1.

5400-54

The educational officer shall agree to return to work with the
Department, the University of Hawaii or any community college upon
termination of such leave or any other leave which may be granted by
the Department immediately following such leave. If the educational
officer fails to report for work upon termination of this leave, and
if no subsequent authorized leave is granted, the educational officer
shall be considered to have resigned and shall refund all monies
received while on such leave.

Upon return from this leave granted under this Agreement, the
educational officer shall agree to work for a periﬁd of one (1)
continuous year. If the educational officer fails to do so, the
educational officer shall refund all monies received from the
Department while on this leave.

Failure to refund all monies received shall result in cancellation of
his/her Hawaii Department of Education Certificate(s).

The educational officer shall be guaranteed a return to the former
position or an equivalent position at the expiration of this leave.
The educational officer shall not accrue any vacation or sick leave

credits during the period of such leave.



Regulation #5407
Leaves of Absence - Professional

Improvement Leave with Pay--
. Educational Officers (continued)

Leaves Up to Thirty (30) Days

A. Such leave shall be for a period not to exceed thirty (30) consecutive
calendar days and may be granted no more than once per year.

B. The Department shall consider the following in reviewing a request for
such leave:

1. The purpose of the leave is mutually beneficial to the educational
officer and the Department.

2. The nature, length and pertinency of professional educational course
work, research; or other professional activity which the educational
officer plans to undertake during such leave are consistent with the
needs of the Department.

3. The educatiocnal officer’s absence will not adversely affect the
operations of the Department.

. 4. The educational officer shall agree to return to work with the
Department upon termination from such leave.

5. The educational officer shall be guaranteed a return ﬁo the
educational officer’s position at the expiration of this leave.

6. The leave should be subject to availability of funds. However, this
provision does not preclude the educational officer from seeking

other resources.

" Adopted 10/74; Amended 6/86; Amended 1/94
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PROCEDURE: APPLYING FOR PROFESSIONAL IMPROVEMENT LEAVE WITH PAY (FOR

EDUCATIONAL QFFICERS ONLY)

REFERENCE: REGULATION #5407

PERSONNEL FORM 706 (APPLICATION FOR EDUCATIONAL OFFICER

FORMS
PROFESSIONAL IMPROVEMENT LEAVE WITH PAY OR
PROFESSIONAL IMPROVEMENT LEAVE WITHOUT PAY)
PERSONNEL FORM 706a (CONTRACT FOR PROFESSIONAL IMPROVEMENT LEAVE
WITH PAY)
RESPONSIBILITIES:

EDUCATIONAL OFFICER

1.

Formulates a professional development plan and determines training

activities.

Completes one copy of Form 706 and submits to supervisor on or before

November 1.

NOTE: If an educational officer is applying for an up to thiréy (30) day
professional improvement leave with pay and there are no
additional costs to the Department, that individual shﬁll complete
and submi; a copy of Fofﬁ 706 to supervisor no later than forty-
five (45) days prior to the anticipated leave.

a. For up to one (1) year and up to six (6) month leaves, check the
appropriate selection. Then indicate up to one year with the
appropriate dates or indicate up to six months with the appropriate
dates or Semester I or Semester II.

b. For up to thirty (30) day leave, check the appropriate selection, and
enter the anticipated dates.

NOTE: If there are no additional costs to the Department, the
applicant must stipulate the anticipated resources that will be

utilized to cover his/her absence.

. Attaches a complete description of the proposed program of study to Form

706.

Completes and signs Form 706a and submits to Office of Personnel
Services via the respective District or Office, if granted professional

improvement leave with pay.

5400-57



Procedure #5407

5.- Follows Procedure #5400 for return to service upon expiration of this
leave.

PRINCIPAL/IMMEDIATE SUPERVISOR

1. Discusses the implications and funding, if applicable, for this leave
with the applicant.

2. Completes the appropriate section and forwards the Form 706 to the
district superintendent or assistant superintendent on or before
November 8.

DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT

1. Reviews completed Form 706 and discusses the implications and funding,
if applicable, for this leave with the supervisor and/or the applicﬁnt.

2. Completes the appropriate section and forwards the Form 706 to the
Superintendent on or before November 30.

NOTE: Approves or disapproves up to thirty (30) day professional

improvement leaves that have no additional costs to the Department

and forwards Form 706 to the Office of Perscnnel Services no later .
than thirty (30) days prior to the anticiﬁated leave. This leave
shall be administered at the district or office level and Form
706a must be signed by district superintendent or assistant
superintendent.

3. Submits list of applicants recommended for approval and those approved
with no additional costs to the Department and their respective forms.
Returns disapprcved leaves to the educational officer, providing reasons
for denial. Applicants for up to one (1) year and up to six (6) month
leaves will be given priority. Thirty (30) day leave requests will be
considered, subject to availability of funds.

SUPERINTENDENT

1. Approves or disapproves professional improvement leave requests, as
appropriate.

2. Signs memorandum of agreement.
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. OFFICE OF PERSONNEL SERVICES
1. Notifies all applicants by January 31 (copies to appropriate office).
2. Prepares and secures signatures for memorandum of agreement and other

applicable documents.

. Adopted 10/74; Amended 6/86; Amended 1/94
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Regulation #5408

. ‘ LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

WORK-STUDY LEAVE

A. Eligibility

A1l state and district professional personnel may be granted work-study

leaves with pay and without charge to vacation allowances in accordance

with the following:

1. The studies must be of a nature which allows the employee to meet
the requirements of the job and should not interfere with the normal
work schedule of the employee's place of employment. No more than
two hours per work day shall be spent away from the employee's
place of work.

. 2. The studies must be relevant to the employee's present and/or future
professional assignment. The employee must present acceptable
evidence that the courses taken shall improve the employee's profes-
sional performance.

B. Conditions of Work-Study Leave

1. No more than 3 semester credit hours may be taken in a one-year
period up to a maximum of 6 semester credit hours over a three-year
period.

2. The three-year period shall begin upon first enrollment for credit
courses.

3. The employee's request will be processed through normal channels

to the Superintendent who will make the final determination.

. Revised 9/1/70; Reviewed 1/73; Amended 10/74; Reviewed 6/86
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. PROCEDURE: APPLYING FOR WORK-STUDY LEAVE FOR DISTRICT AND STATE
PROFESSIONAL STAFF

REFERENCE: REGULATION #5408

FORM . PERSONNEL FORM 401 (APPLICATION FOR WORK-STUDY LEAVE FOR DISTRICT/
STATE OFFICE PROFESSIONAL STAFF)

RESPONSIBILITIES:
1. APPLICANT - TWELVE-MONTH EMPLOYEE ONLY
Submits one copy of Form 401 and supporting documents to the district
superintendent or assistant superintendent at least thirty days prior
to the effective date of the requested leave.
2. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT
a. Recommends apprqval or disapproval and forwards application to '
the Superintendent.
. b. District and other offices will maintain record of work-study leaves
for their respective employees.
3. SUPERIRTENDENT
Approves or disapproves Form 401.
4. OFFICE OF PERSONNEL SERVICES
a. Notifies applican£ of Superintendent's decision.

b. Maintains record of work-study leaves for all employees.

l Revised 9/1/70; Amended 1/73; Amended 10/74; Reviewed 6/86
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LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

EXCHANGES

A. Objective

To enable teachers and educational officers to work in other school
districts to gain exposure to new experiences, new environments and/or
people, thereby providing them with opportunities for further profes-
sional growth and development and enhancing the effectiveness of their
performance of professional duties upon completion of the exchange
and return to the Department.
B. Eligibility
Certificated tenured personnel of the Department are eligible for
exchanges.
NOTE: Educational officers are not eligible for exchanges during
the year they are completing probatioen.
1. Employees are eligible for exchange positions to any state, country
or territory.
2. Only employees who are highly recommended by their supervisors
and deemed likely to reflect credit on the Department and on the
State will be considered for possible exchange.

C. Guarantee of Employment

The employee is assured of a guarantee of employment to which entitled
at the end of the leave.

p. Length of Exchange

Length of exchange will be for one school year.

E. Entitlement to Other Leaves

Exchanges may be followed by any authorized leave.
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Leaves of Absence -~ Exchanges
(continued)

F.

Pay While on Exchange

1. The person exchanged from this Department shall be paid the regular
salary by the Department plus transportation costs to and from
the place of exchange, provided that such transportation funds
are available.

2. All other expenses shall be borne by the exchangee.

Preference

In the selection of personnel in the State for exchange, preference
shall be given to teachers over educational officers; principals and

vice principals over district and state educational officers.

H. Freguency

1. No teacher will be eligible for another exchange until completion
of three years of continuous service since the teacher's last exchange.
2. In the case of principals, six years of continuous service are

required between exchanges.

Exclusion

Applicants seeking to return to former domiciles may be denied exchanges.

Supervision and Evaluation

Each party shall supervise the exchange teacher or educational officer
under the rules and regulations applicable to teachers or educational
officers of the school to which assigned. Each party shall evaluate
the performance of the exchange teacher or educational officer and
shall submit a report to the other party on or before June 30 of the

exchange year.

Revised 9/1/70; Reviewed 1/73; Amended 10/74; Amended 6/86
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PROCEDURE: APPLYING FOR EXCHANGE
REFERENCE: REGULATION #5409

FORMS : PERSONNEL FORM 100c (APPLICATION FOR PROFESSIONAL TEACHING AND/OR
SUPPORT POSITION)

PERSONNEL FORM 703 (REQUEST FOR OUT-OF-STATE EXCHANGE)

PERSONNEL FORM 703a (AGREEMENT FOR EXCHANGE - BETWEEN EMPLOYEE
AND DEPARTMENT)

PERSONNEL FORM 703b (AGREEMENT FOR EXCHANGE - BETWEEN SCHOOL
DISTRICTS)
RESPONSIBILITIES:
1. TEACHER*
a. Completes and submits one copy each of Form 100 and Form 703 to
principal by January 15.
b. Signs Form 703a and submits form to Office of Personnel Services.
2. PRINCIPAL
Completes appropriate sections of Form 703, recommends approval or
disapproval and forwards the form to the district superintendent.
3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT
Completes appropriate sections of Form 703 and forwards the approved
form to the Office of Personnel Services (for final approbriate action
by the Superintendent).
4, SUPERINTENDENT
a. Takes appropriate action on Form 703.

b. Signs Form 703a.

*NOTE: Educational officer applicant follows same steps as teachers, but
submits application to supervisor.
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5. OFFICE OF PERSONNEL SERVICES
a. Negotiates with all parties for consummation of exchange.
b. Processes appropriate forms and materials.
c. Keeps applicant informed of the request status.
d. Finalizes all exchanges by April 30.

e. Forwards copy of Form 703b to employee.

Revised 9/1/70; Amended 1/73; Amended 10/74; Amended ©6/86
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Regulation #5410

. LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

MILITARY LEAVES FOR ACTIVE DUTY TRAINING

A. Employees while on active duty for training with National Guard and
Reserve units shall receive regular pay up to a maximum of fifteen
working days per calendar year as provided by law. This does not
apply to draftees or enlistees in the federal service.

B. New hires who will be on annual active duty reserve training at the
commencement of their employment are eligible for this leave, pro-
vided they have been appocinted for at least six months of service.

C. Employees on military leave with pay shall not suffer any loss of
benefits.

. D. Employees returning from this leave are guaranteed reemployment rights
and shall not be in any way prejudiced by reason of absence.

E. When employees are called to active duty by official military orders
a second time within a calendar year, employees may elect to use the
fifteen working days of paid military leave of the succeeding calendar
year within the current calendar year, provided that the following
conditions are met:

1. The fifteen working days of paid military leave for the current
calendar year have been exhausted.
2. The active duty call out is a second (or subsequent) call out in
a calendar year.
3. The first and second active duty call outs occur in different
Federal fiscal years within the same calendar year, as indicated
. below. (The Federal fiscal year begins on October 1 of each year

and ends on September 30.)
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Leaves of absence - Military Leaves for
Active Duty Training (continued)
First call out must occur between: January 1 - September 30

Second (or subseguent) call outs
must occur between: October 1 - December 31

4, Military leave with pay which is advanced from the succeeding year
for the current calendar year shall not exceed fifteen working
days.

5. Employees shall agree in writing that their entitlements to
fifteen working days of paid military leave of the succeeding year
shall be cancelled by the number of days advanced for the current

calendar year.

Revised 9/1/70; RAmended 1/73; Amended 10/74; Amended 11/88

5400-68



Procedure #5410

PROCEDURE: APPLYING FOR MILITARY LEAVE

REFERENCE: REGULATION #5410

FORM : PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

RESPONSIBILITIES:
1. TEACHER*

a. Informs principal at least 60 cglendar days before the reporting
date for Annual Training (AT) or Active Duty for Training (ADT},
or upon initial knowiedge of date(s) of training activity.

b. If applicable, informs principal in writing of intent to borrow
leave days of up to fifteen working days with pay from the next
calendar year. Agrees in writing that the Employee's entitlement
to leave with pay in the next calendar year shall be cancelled
by the same number of borrowed leave days.

c. Informs principal of lesson plans, student evaluations, and other
arrangements for activities scheduled during his/her absence.

d. Submits four copies of Form 400a and military. orders to principal
prior to leave.

e. Maintains an accurate accounting of days used for military leave.

2. PRINCIPAL
a. Reviews and approves if above conditions are met by the employee.
b. Maintains a record of military leaves.
3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT
Maintains a record of military leaves.
4. OFFICE OF PERSONNEL SERVICES
a. Processes request and issues Form SF-5A.

b. Maintains a record of military leaves.
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Applying for Military Leave (continued)

*NOTE: Educational officer applicant follows steps outlined for teacher,
‘but submits application and military orders to supervisor for action.

Revised 9/1/70; Amended 1/73; Amended 10/74; Amended 11/88
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Regulation #5411

. LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

SPECIAL SHORT-TERM LEAVES WITH PAY

A. Death or Critical Illness in Immediate Family

A maximum of three days' (three working days) leave with pay may be

given upon the death or critical illness of any member of the employee's

immediate family (five days if employee must go out of state).

1. In case of illness followed by death, employees taking one out-of-state
trip are allowed up to a maximum of eight days {eight working days)
of special leave with pay. Employees taking two out-of-state trips
are allowed a maximum of five days (five working days) leave with
pay for critical illness and/or five days (five working days) with

. pay for death.

2. Members of the immediate family are defined as husband or wife,
children, parents, siblings, father-in-law or mother-in-law, grandparents
and grandchildren. Any bona fide member of the household, whether
relative or not, is considered to be a member of the immediate
family.

3. A licensed physician must certify that such illness is critical.

The recovery of the relative does not prejudice the claim of the
employee for leave with pay.

4. If leave is asked because of serious sickness or death in the immediate
family, the name and the exact relationship must be given; and

in addition (if for a serious sickness in the immediate family},
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Leaves of Absence - Special
Short-Term Leaves With Pay (continued)
a statement clearly setting forth the imperative need of the employee's
presence at the bedside must accompany the leave reguest.
B. Funeral
An employee may be granted funeral leave with pay not to exceed ocne
day to attend the funeral of a relative, not a member of the immediate
family, when such absence is duly approved in writing by the principal
and district superintendent.
C. Quarantine
In the case of a quarantine, a statement from a government physician
or a licensed physician certifying that the employee's presence at
work would endanger the health of the others, will entitle the employee
to leave with pay during the period of endorsed absence.
D. Disaster
Leave with pay will be granted to employees who are prevented from
reporting for duty because of disasters to protect their personal
property.

E. PTA Convention

Teachers who are either state officers or officially elected delegates
of the PTA may be permitted by the district superintendent to attend
the annual PTA convention without loss of salary, provided that not
more than one teacher from each school with a total staff of 40 or
less and not more than two teachers from each school with a total

staff of 41 or more will be excused in any one school year.
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Leaves of Absence - Special
Short-Term Leaves With Pay (continued)

Mainland Conferences

Not more than five working days may be granted for special leaves
of absence with pay to attend mainland professional conferences for
professional growth and improvement. The applicant must submit the
appropriate Out-of-State Travel Request thirty {30) days prior to
departure in accordance with Department procedures.

Athletic Trips

1. Not more than one member of a school faculty may accompany an athletic

team to another island when school time is involved except in the
case of a football team, when two faculty members may accompany
the team. This limit would not apply when no school time is involved
such as weekends.

2. Not more than two regular members of a school faculty may accompany
an athletic team to the mainland.

3. At least one regular faculty member should accompany the team on
a mainland trip.

Honolulu Symphony and Honolulu Youth Theater Performers

1. Employees performing with the Honolulu Symphony or Honolulu Youth
Theater at matinees for students may be granted leave of absence
with pay not to exceed a total of 10 working days, provided such
employees do not receive compensation for their performance.

2. If such performance is with compensation, the leave shall be without
pay.

Other Activities Sponsored by the Department

Employees may be granted leave with pay to attend duly authorized

Department sponsored activities when their services are required.
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Leaves of Absence - Special
Short-Term Leaves With Pay {(continued) .

J. Pre-Induction Physical Examination Leave

An employee is eligible for leave with pay to undergo physicial examination
prior to induction into the armed forces.

K. Department-Directed Medical Reexamination

When a medical reexamination is directed by the Department, the employee
concerned shall be granted leave with pay for the period involved.

L. Department-~Directed Leave

The immediate supervisor may, in the best interest of the students

or for the good of the Department, immediately relieve an employee

by placing that employee on leave with pay for a period not to exceed

10 working days. Further leave may be authorized by the Superintendent.

M. Family Leave

An employee may be granted family leave due to the birth of an employee's .
child, adoption of a child, or for care of an employee's immediate
family member with a serious health condition which is defined as

an acute, traumatic, or life-threatening illness; injury; or impairment
which involves treatment or supervision by a health care provider.

The employee is entitled to four (4) weeks (equivalent to 20 workdays)
of leave taken consecutively or intermittently during the school

year. Family leave is not cumulative from year to year. Employees

may use accumulated sick leave or vacation leave or a combination

of these leaves for this requested leave with pay. Family leave
without pay may also be requested by using existing leave without

pay procedures provided for in Procedure #5401.1.

Revised 9/1/70; Amended 1/73; Amended 10/74; Amended 11/92 .
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. PROCEDURE: IMPOSING DEPARTMENT-DIRECTED LEAVE WITH PAY
REFERENCE: REGULATION #5411

FORM : PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

RESPONSIBILITIES:
1. IMMEDIATE SUPERVISOR

a. After observation and/or obtaining sufficient evidence warranting
this type of action, makes recommendation to district superintendent/
assistant superintendent.

b. After receiving verbal approval from district superintendent/assistant
superintendent, confers with and places employee on leave of absence
with péy for a period not exceeding ten working days. Completes
request for leave form for the employee and distributes as directed

. on the form.

c. Insures that the employee understands the conditions of the leave
which may include activities other than just remaining off the
job. !

d. If it is necessary to require a médical examination, follows Procedure
#5100.2. |

2. DISTRICT SUPERINTENDENT/ASSISTANT SUPERINTENDENT

a. Acts on recommendation of immediate supervisor.

b. Informs Office of Personnel Services of action taken.

¢. Processes leave form.

3. OFFICE OF PERSONNEL SERVICES

Processes leave with pay.

Adopted 9/1/70; Amended 1/73:; Amended 10/74; Amended 6/86
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Procedure #5411.1

PROCEDURE: APPLYING FOR SPECIAL SHORT-TERM LEAVES WITH PAY

REFERENCE: REGULATION #5411

FORM : PERSONNEL FORM 400a {REQUEST FOR LEAVE OF ABSENCE)
Types of Special Short-Term Leaves:

1. Death or critical illness in immediate family

2. Funeral

3. Quarantine

4., Pre-Induction

5. Disaster

6. PTA Convention

7. Mainland Conferences*

8. Athletic Trips*

9. Honolulu Symphony and Honolulu Youth Theater Performers

10. Other activities approved by the Department
RESPONSIBILITIES:

1. TEACHER**

a.

b.

Submits four copies of Form 400a to principal.
Reviews Form 400a and regulations dealing with the specific leave

for further details.

2. PRINCIPAL

a.

b.

*NOTE:

**NOTE:

Reviews regulation dealing with specific leave.

Recommends approval or disapproval of request and forwards all

copies to district superintendent within three days upon receipt

of request.

Attaches form to Record of Attendance and sends to payroll at the

end of the month.

All leave requests involving out-of-state travel to Department
approved conferences and school activity trips must include Form

437, Proposed Out-of-State Travel. See out-of-state manual, "Policies
and Procedures Covering Official Travel and Transportation Expenses

for Department of Education."

Educational officer applicants follow same steps as for teachers,
but submit application to supervisor.
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Procedure #5411.1

3. DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT
a. Insures that leave request conforms to applicable regulations. ‘
b. Approves or disapproves request and distributes as directed on

form.
4. OFFICE OF PERSONNEL SERVICES

Processes request.

Revised 9/1/70; Amended 1/73; Amended 10/74; Amended 6/86 .
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Procedure #5411.2

PROCEDURE: APPLYING FOR FAMILY LEAVE WITH PAY

REFERENCE: REGULATION #5411

FORM PERSONNEL FORM 400a (APPLICATION FOR LEAVE OF ABSENCE)
RESPONSIBILITIES:
TEACHER

1. Completes Form 400a - Application for Leave of Absence.

Indicate type(s) of leave(s) being used when applying for Family
Leave with Pay. The appropriate suffix should be used when combining
leaves. ‘

Example: Family Leave-S indicates using accumulated sick leave
days on Form 400a, Application for Leave of Absence; use "13" for
Type of Leave Code. Family Leave-V indicates using accumulated
vacation days which are applicable to 12-month certificated
employees.*

2. Submits to principal four (4) copies of Form 400a at the earliest
time possible to minimize disruption of services to students and

: to ensure continuity of work flow.
3. Provides explanation for the leave as appropriate.
PRINCIPAL

1. Reviews leave request for conformance with provisions of applicable
regulations and guidelines.

2. Examines the best arrangement or combination of leaves for the
teacher and students; the particular circumstances; advises the
teacher of the most appropriate course of action and arrives at
a joint decision.

3. Communicates the decision as approved on the forms.

4. Forwards Application for Leave of Absence directly to the District
Office.

5. Notes leave return date and maintains school's records.
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Procedure 5411.2

DISTRICT SUPERINTENDENT OR ASSISTANT SUPERINTENDENT

Acts on recommendation of immediate supervisor and maintains records,
as appropriate.

OFFICE OF PERSONNEL SERVICES

Provides technical assistance and maintains personnel records of
leaves.

*12-month certificated employees use Form G-1, Application for Leave of
Absence. <Complete separate forms for each type of leave. The following
codes should be used for reasons for Family Leave With Pay: “13" when
charged to sick leave; "23" when charged to vacation; "93" when charged
to leave without pay.

NOTE: Educational officers follow steps outlined for teachers, but submit
application to supervisor for action.

Adopted 11/92
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Regulation #5412

LEAVES OF ABSENCE

ADMINISTRATIVE REGULATIONS

‘*IME OFF DIRECTED BY EXECUTIVE ORDER

On occasion, with little advanced notice, the President of the United
States and/or the Governor of the State of Hawaii may declare administra-
tive time off by Executive Order. Such administratively declared time
off shall be considered working time for the purposes of employee leave

and pay administration.

Employees on sick leave or annual vacation during the period of declared
administrative time off shall have such absence charged to administrative

leave.
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