WORKSHEETS for the district policy committee:
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BP 4000 - ALL PERSONNEL - CONCEPTS AND ROLES

Note: A.S.14.08.101 authorizes regional school boards to appoint, compensate and otherwise
control school employees in accordance with the provisions of Title 14 and exempts these
employees from A.S. 39.25 (State Personnel Act). 14.08.111 requires regional school boards
to employ a chief school administrator, approve the employment of other personnel and
establish salaries. Pursuant to 14.14.060 and 14.14.065 borough and city school boards
appoint, compensate and otherwise control school employees in accordance with Title 14 and
subject to state laws relating to teacher salaries, tenure, financial support, supervision by the
Department of Education and other general school laws.

Note: In these policies, unless otherwise noted, the following numbering conventions apply:
Policies in the 4000s apply to ALL. PERSONNEL
Policies in the 4100s apply to CERTIFICATED PERSONNEL
Policies in the 4200s apply to CLASSIFIED PERSONNEL
Policies in the 4300s apply to MANAGEMENT AND SUPERVISORY PERSONNEL

The School Board wishes to establish conditions that will attract and retain qualified personnel
who will devote themselves to the education and welfare of the students of the district. The
School Board believes that successfully orienting and introducing rew-teachersstaff to the local
community, its cultural activities and normes, is integral and essential to attract and retain quality
personnel. To accomplish this objective, the Superintendent or designee shall develop and
implement a local community and cultural orientation.

The School Board desires that teachers-staff pursue excellence within their profession. and-The
District may provide incentives to teachers-staff ef-with demonstrated ability and expertise which
will encourage them to stay in the public school system. The School Board recognizes the
importance and need for culturally responsive and trauma informed teaching-education practices
which lead to improved student-performanece-and-etteomesgoals and objectives that result in
improved student performance and outcomes. The District may provide supports and
professional development opportunities to teachers-staff regarding these practices as a way
increasing teacher-staff efficacy and retention.

Note: A.S. 23.40.250 defines the terms and conditions of employment which are subject to
collective bargaining as: "hours of employment, compensation and fringe benefits, and the
employer's personnel policies affecting the working conditions of the employees; but does not
mean the general policies describing the function and purposes of a public employer." Districts
should consult legal counsel regarding the scope of negotiations and the district's duty, if any,
to bargain.

The School Board believes that its personnel policies must be developed in cooperation with
staff and community in an atmosphere of mutual faith and good will. District policies and
regulations shall apply only to the extent that they do not conflict with any collective bargaining
agreement in effect between the district and its employees.
The School Board affirms its intention to have district policies, regulations and procedures
conform to the requirements of state and federal laws and regulations.
The School Board

1. Adopts wage and salary schedules

2. Approves the employment of school personnel.
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3. Determines principles of treatment-for-employeesemployee relations, such as these-in
connection-with-siekteaveaccrued leave, leaves of absence, inservice training, retirement,
etc., either through the policies and regulations of the district or through negotiations with
employee organizations in accordance with law.

2-4.Serves as a court of appeals in cases referred by the Superintendent or designee or which
may be appealed by employees directly from the Superintendent or designee's decision, or
as specified in adopted employee erganization-collective bargaining agreements.

The Superintendent or Designee

1. Nominates for employment all certificated and classified personnel.

2. Recommends disciplinary action, including suspension and dismissal, against employees
whenever there is sufficient evidence warranting any such action.

3. With the staff, assigns, directs and supervises the work of all employees with due regard
for the individual rights involved.

4. Proposes salary schedules for staff members not covered by an-employee-organizationa
collective bargaining agreement, and advises the School Board throughout negotiations
with employee organizations on all matters under negotiations.

(cf. 6181—Charter-Sehoot 0000 Concepts and Roles)
Working Relationships Between School Board and Superintendent or Designee
The School Board desires to be guided principally by the advice of the Superintendent or
designee in regard to its relations with district personnel.
The School Board shall refer direct approaches from employees for School Board action to the
Superintendent or designee for his/her consideration and judgment. The School Board shall act
as an appeals body only after receiving the recommendation of the Superintendent or designee.
(cf. 4144/4244/4344 - Grievanees+Complaints)
The Superintendent or designee shall conduct the district's personnel relations with fair and
sound practices in accordance with School Board policy.
Legal Reference:
ALASKA STATUTES
14.08.101 Powers (regional school board)
14.08.111 Duties (regional school board)
14.14.060 Relationship between borough school district and borough
14.14.065 Relationship between city school district and city
14.20.095 Right to comment and criticize not to be restricted
23.40.070-23.40.260 Public Employment Relations Act (PERA)
39.25.110 Exempt service
Revised 3/204912/2025
9/92

AASB Policy Reference Manual
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BP 4020 - ALL PERSONNEL - DRUG, TOBACCO, AND ALCOHOL-FREE
WORKPLACE

The School Board believes that the maintenance of drug, tobacco, and alcohol-free workplaces is
essential to school and district operations. No employee shall unlawfully manufacture, distribute,
dispense, possess, use or be under the influence of any alcoholic beverage, drug or controlled
substance before, during or after school hours at school or in any other district workplace.

For purposes of this policy, “drug” is defined to include, but is not limited to, marijuana or
cannabis, in any form; synthetic marijuana or cannabis, in any form; synthetic variations of
controlled substances, in any form; prescription medication for which a valid prescription has not
been obtained, which is used in amounts in excess of prescribed dosages, or which is used for
purposes other than as prescribed, and prescription drugs distributed or dispensed to any person
other than the prescription holder.

“Controlled substance” is defined to include any substance identified by federal or state law as
controlled.

In the interest of the health and safety of students and employees, it is a violation of this policy
for students, staff, parents, visitors, contractors and all others to use, distribute or sell tobacco,
products on District premises, at school-sponsored activities on or off District premises and in
District-owned, rented or leased vehicles.

"Tobacco" is defined to include any non FDA approved tobacco or nicotine, lighted or unlighted
cigarette, electronic cigarette, vape or vaping device, cigar, pipe, bidi, clove cigarette,
dissolvable nicotine strips, liquid tobacco or nicotine, and any other smokeless tobacco product,
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ownedsrented-or-lcased-vehieles:

Tobacco possession is prohibited for all district students and visiting students, as well as for all
other visitors under the age of 19.

Alcohol, tFobacco, and marijuana advertising is prohibited in all school-sponsored publications,

in all school buildings, and at all school-sponsored events. District acceptance of gifts or funds
from thealcohol, tFobacco, and marijuana industries is similarly prohibited.

Personnel shall not wear clothing depicting tobacco, alcohol, drugs, or controlled substances, and
shall not display such items or related slogans on their vehicles, through signage or otherwise,
while the vehicle is on District property or at a school sponsored event.

The Superintendent or designee shall:

1. Publish and give to each employee a notification of the above prohibitions. The
notification shall specify the actions that will be taken against employees who violate these
prohibitions. The notification shall also state that as a condition of employment, the
employee will abide by the terms of this policy and notify the employer, within five days,
of any criminal drug or alcohol statute conviction which he/she receives for a violation
oceurring-in-the-workplaeeinvolving drugs, alcohol, or tobacco.

For the purpose of this policy, "conviction" shall mean a finding of guilt, including a plea
of nolo contendere, or imposition of sentence, or both, by any judicial body charged to
determine violations of federal or state criminal drug or alcohol statutes.

2. Establish a drug, tobacco and alcohol-free awareness program to inform employees about:

a. The dangers and costs of drug, tobacco, and alcohol abuse in the workplace.

b. The district policy of maintaining drug, tobacco, and alcohol-free workplaces.

c. Any available drug, tobacco, and alcohol counseling, rehabilitation, and
employee assistance programs, including the free Alaska Tobacco Quitline, and

d. The penalties that may be imposed on employees for drug, tobacco, and alcohol
abuse violations.

3. Notify the appropriate federal granting or contracting agencies within ten days after
receiving notification, from an employee or otherwise, of any conviction for a violation
occurring in the workplace.

4. Initiate disciplinary action within 30 days after receiving notice of a conviction for a
violation in the workplace from an employee or otherwise. Such action shall be consistent
with state and federal law, the appropriate employment contract, the applicable collective
bargaining agreement, and district policy and practices.

5. Make a good faith effort to maintain a drug and alcohol-free workplaces throughout the
district.

In taking disciplinary action, the Board requires termination when termination is required by law.
When termination is not required by law, the Superintendent or designee shall take disciplinary
action, up to and including termination, or shall require the employee to satisfactorily participate
and complete a drug assistance or rehabilitation program approved by a federal, state or local
health, law enforcement or other appropriate agency, or a combination of both discipline and
mandatory assistance program. Discipline decisions shall be made in accordance with relevant
state and federal laws, employment contracts, collective bargaining agreements, and district
policies and practices.

Nothing in this policy shall prohibit the District from conducting its own investigation or from
taking appropriate disciplinary action even in the absence of a conviction.
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(cf. 3514 - Environmental Safety)
(cf. 4117.4 - Dismissal)
(cf. 4118 Dismissat/Suspension/Disciplinary Action)
(cf. 4159/4259/4359 - Employee Assistance Programs)
(cf- 4158/4255/4358 - Employee Security)
(cf. 42481 4021- Drug and Alcohol Testing for School Bus Drivers
(cf. 5144.1 - Suspension and Expulsion/DueProecess)
Legal Reference:
UNITED STATES CODE
THE DRUG-FREE WORKPLACE ACT OF 1988, 41 U.S.C. Ch. 81
DRUG-FREE SCHOOLS AND COMMUNITIES ACT AMENDMENT OF 1986, as
amended, U, 20 U.S.C. 7111
CONTROLLED SUBSTANCES ACT, 21 U.S.C. 801
CODE OF FEDERAL REGULATIONS
21 CFR 1300 - 1316
ALASKA STATUTES
17.38, The Regulation of Marijuana
17.38.220, Employers, Driving, Minors, and Control of Property
[1.71.010-090, Controlled Substances
Revised Date: 3/204912/2025
9/92

AASB Policy Reference Manual

E 4020 DRUG AND ALCOHOL-FREE WORKPLACE - ALL PERSONNEL -
NOTICE TO EMPLOYEES

Note: Although the passage AS 17.38 authorizes the use of marijuana under certain conditions, it
explicitly recognizes the authority of employers to prohibit the use, consumption, possession, transfer,
display, transportation, sale, or growing of marijuana in the workplace. Additionally, AS 17.38 does not

prevent employers from establishing policies that restrict the use of marijuana by employees. AS
17.38.120(a). Further, as a recipient of federal funds, the district is obligated to maintain a drug-free

workplace consistent with federal law, which prohibits the manufacture, sale, distribution, or possession
of marijuana. For purposes of the district's policy and legal obligation, marijuana is prohibited.

YOU ARE HEREBY NOTIFIED that it is a violation of School Board policy for any employee
at a school district workplace to unlawfully manufacture, distribute, dispense, possess, use or be
under the influence of any alcoholic beverage, marijuana, drug or controlled substance as defined
in the Controlled Substances Act and Code of Federal Regulations.

"School district workplace" is defined as any place where school district work is performed,
including a school building or other school premises; any school-owned or school-approved
vehicle used to transport students or employees to and from school or school activities; any off-
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school sites when accommodating a school-sponsored or school-approved activity or function,
such as a field trip or athletic event, where students are under district jurisdiction; or during any
period of time when an employee is supervising students on behalf of the district or otherwise
engaged in district business.

As a condition of your continued employment with the district, you will comply with the
district's policy on Drug and Alcohol-Free Workplace and will, any time you are convicted of
any criminal drug or alcohol statute violation occurring in the workplace, notify your supervisor
of this conviction no later than five days after such conviction.

Note: Upon notification of a violation, the district must either (1) take appropriate personnel action
against the employee, "up to and including termination," or (2) require the employee to satisfactorily
participate in an abuse assistance or rehabilitation program.

Note: The names, addresses and telephone numbers of drug and alcohol counseling and rehabilitation

programs and/or employee assistance programs available locally to employees may be included in this
notice or provided to employees in a separate statement. In addition, information about the dangers of
drug and alcohol abuse may be included in this notice or the district may distribute materials obtained
from state, local or national anti-abuse organizations to its employees.

Revised 3204512/2025
9/92

AASB Policy Reference Manual
BP 4021 - AL PERSONNEL-DRUG AND ALCOHOL TESTING FOR
SCHOOL BUS DRIVERS

Purpose

Note: All persons subject to commercial driver's license requirements must be tested for
alcohol, marijuana, cocaine, amphetamines, opiates (including heroin) and phencyclidine
(PCP). In AS 14.09.025, the Alaska Legislature enacted its own statutory requirement for
testing bus drivers, which is in effect for all Alaska districts that employ bus drivers. This area,
especially post-employment testing of drivers, involves constitutional issues. School districts
should refer to legal counsel in designing and implementing drug testing procedures. Although
the passage AS 17.38 authorizes the use of marijuana under certain conditions, it explicitly
recognizes the authority of employers to prohibit the use, consumption, possession, transfer,
display, transportation, sale, or growing of marijuana in the workplace. AS 17.38 also does not
prevent employers from establishing policies that restrict the use of marijuana by employees.
AS 17.38.120(a). In addition, as a recipient of federal funds, the district is obligated to maintain
a drug-free workplace consistent with federal law, which prohibits the manufacture, sale,
distribution, possession and sale of marijuana. For purposes of the district's policy and legal
obligation, marijuana is prohibited.

The Superintendent or designee shall establish and implement a drug and alcohol testing
program for all bus drivers employed by the school district, in accordance with state and federal
law. This testing program may be accomplished through a contract or agreement with the
district’s transportation services contractor. The purpose of the testing program shall be to help
prevent accidents and injuries resulting from the misuse of drugs and alcohol by bus drivers. This
program shall test drivers for the improper use of drugs and alcohol, and shall include random
testing. Improper use of drugs and alcohol consists of use that constitutes a federal or state
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criminal offense, or otherwise violates the regulations of the Department of Education and Early
Development.

Prohibited conduct

No personnel employed by the school district as drivers of motorized vehicles used to transport
students shall report for duty requiring the performance of safety-sensitive functions, or remain
on duty, when the driver uses any controlled substance or has a prohibited concentration of
alcohol in the driver's system. The only exception is when a driver has used a controlled
substance pursuant to the instructions of a qualified physician who has advised the driver in
writing that the substance does not adversely affect the driver's ability to safely operate a
motorized vehicle for the transportation of students. Drivers shall provide a copy of the
physician's written advice to the driver's supervisor prior to operating any motor vehicle for the
school district.

Required Testing

Drivers shall be subject to pre-employment/pre-duty, reasonable suspicion, random, post-
accident, returning to duty and follow-up alcohol and drug testing. Random alcohol testing shall
be limited to the time period surrounding the performance of safety-related functions, which
include just before or just after the employee performs the safety-related function for the district.
Controlled substance testing may be performed at any time the driver is at work. An employee
subject to this testing may not refuse to take a test when required.

Note: Under 49 CEFR Part 40, the Department of Transportation has made specimen validity
testing (SVT) mandatory within the regulated transportation industries. Making SVT
mandatory has become necessary because of the increase in products designed to adulterate
specimens, which has made tampering with specimens more prevalent.

Consequences for failing or refusing to take a required test

A refusal to take a required test shall be considered in violation of the employee's contractual
obligations to the district, and may constitute grounds for the employee's termination from
employment with the district. If testing confirms prohibited alcohol concentration levels or the
unauthorized presence of a controlled substance, the employee shall be removed immediately
from safety-related functions in accordance with law. The district may reassign the employee to
non-safety-related functions until such time as the driver complies with the requirements for
returning to duty.

The School Board retains the authority, consistent with state and federal law, to discipline or
discharge any driver who is alcohol or chemically dependent and whose current use of alcohol or
drugs impairs the employee's job qualifications or performance. Before a driver may be
reinstated, if at all, the driver shall undergo an evaluation by a substance abuse professional,
comply with any required rehabilitation and undergo a return-to-duty test with verified results.

Except as required by law or collective bargaining agreement, the district is not required to
provide rehabilitation, pay for substance abuse treatment or to reinstate a driver who has failed a
required drug or alcohol test. All employment decisions involving reassignment, reinstatement,
termination or dismissal from employment shall be made in accordance with applicable district
policies and procedures.

Records

The district shall keep and maintain testing records, and shall maintain the confidentiality of
those records, in accordance with law. Testing records, and any information about false positive
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test results, shall not be released without the written consent of the employee. The district shall
not retain records of false positive test results in the employee's employment records.
Training
The district shall take steps to ensure that supervisors receive appropriate training to administer
the district's drug and alcohol testing program, and that employees receive the notifications
required by law.
(cf.- 4020 - Drug, Tobacco, and Alcohol Free Workplace)
(cf. 3514 - Environmental Safety)
(cf- 4158/4255/4358 - Employee Security)
(cf. 5144.1 - Suspension and Expulsion/Pue-Process)
Legal Reference:
ALASKA STATUTES
AS 14.09.025 Drug Testing for School Bus Drivers
AS 17.38.120 Employers, driving, minors and control of property
FEDERAL LAW
Omnibus Transportation Employee Testing Act of 1991
The Drug-Free Workplace Act of 1989
The Drug-Free Schools and Communities Act of 1986, as amended
International Brotherhood of Teamsters v. Dept. of Transportation, 932 F.2d 1292
(1991).
\ Revised 3/204512/2025

9/92

AASB Policy Reference Manual

‘ AR 4021 - AEEPERSONNEL—DRUG AND ALCOHOL TESTING FOR
SCHOOL BUS DRIVERS

School bus drivers employed by the district are subject to drug and alcohol testing pursuant to a
program that complies with state and federal law. These district regulations reflect several
requirements of the federal drug testing regulations, but are not intended to modify or limit the
procedures for drug and alcohol testing specifically addressed in state or federal law. District
personnel will adhere to the detailed provisions of these laws in administering the district's
testing program.

Definitions

For purposes of these regulations, the term "tests" includes both drug and alcohol tests, unless
specifically stated otherwise, in context.

The terms "drugs" and "controlled substances" have the same meaning and are interchangeable
in these regulations.
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"Safety-sensitive functions" include all on-duty functions performed from the time a driver
begins work or is required to be ready to work until the driver is relieved from work and all
responsibility for performing work as a driver. These functions include by way of example,
driving, waiting to be dispatched, inspecting and servicing equipment, supervising, performing
or assisting in loading and unloading, repairing or obtaining and waiting for help with a disabled
vehicle, performing driver requirements related to accidents, and performing any other work for
the district.

Prohibited conduct

Drivers shall be prohibited from any drug or alcohol use that could affect performance on the
job, including use during the four hours before driving, during any period of time the employee
is driving, and during the eight hours following an accident, should one occur.

Note: Pursuant to 49 CFR 382.213, the school district may require a driver to inform the
district when using a controlled substance prescribed by a physician who had advised that the
substance does not adversely affect the driver's ability to safely operate a commercial motor
vehicle.

Any driver required to use a controlled substance during any of these periods shall obtain in
advance a written statement from a qualified physician instructing the employee to use the
controlled substance and advising the employee that the substance does not adversely affect the
employee's ability to safely operate a school bus or other motor vehicle. It is the employee's
responsibility to submit this document to the employee's supervisor prior to using the controlled
substance during any of the prohibited periods described above, and to use the substance in
accordance with the physician's instructions.
REQUIRED TESTING
Pre-employment tests
Drug and alcohol tests will be required of an applicant for a position as a bus driver only after the
individual has been offered the position. Pre-employment tests shall be conducted before the first
time a driver performs any safety-sensitive function for the district. Employment with the district
is conditional upon the applicant successfully passing these tests.
Unless otherwise prohibited by law, exceptions may be made for drivers who have had the
alcohol test required by law within the previous six months and participated in the drug testing
program required by law within the previous 30 days, provided that the district has been able to
make all verifications required by law.
Post-accident tests
Before any employee may operate a school bus, the district will provide the employee with
information concerning post-accident testing procedures. Alcohol and drug tests will be
conducted as soon after an accident as is practicable on any driver who:

1. was performing a safety-sensitive function with respect to the vehicle and the accident

involved serious injury or the loss of human life.
2. received a citation under any state or local law for a moving traffic violation arising out of
the accident.

Drivers shall make themselves readily available for drug and alcohol testing after an accident,
absent the need for immediate medical attention. No driver involved in any accident, whether or
not there was serious injury or death, may use alcohol or a controlled substance for eight hours
after the accident, or until the employee has undergone a drug and alcohol test, whichever is first.
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If an alcohol test is not administered within two hours after the accident, or a drug test is not
administered within 32 hours after the accident, the district will prepare and maintain records
explaining why the test was delayed or not conducted.

Reasonable suspicion tests

Note: Pursuant to 49 CFR 382.603, persons designated to determine whether reasonable
suspicion exists must receive at least 60 minutes of training that covers the physical,
behavioral, speech and performance indicators of alcohol misuse and an additional 60 minutes
of training that covers these indicators of controlled substance use.

Whenever a supervisor or district official has a reasonable suspicion that a bus driver has
violated the district's prohibitions against the improper use of alcohol or drugs, the district may
conduct a test of that driver. This reasonable suspicion must be based on specific,
contemporaneous, articulated observations concerning the driver's appearance, behavior, speech
or body odors. These observations also may include indications of chronic use or the withdrawal
effects of controlled substances.

Alcohol tests will be authorized for reasonable suspicion only if the required observations are
made during, just before, or just after, the period of the work day when the driver must comply
with these prohibitions. If an alcohol test is not administered within two hours of a determination
of reasonable suspicion, the district will prepare and maintain a record explaining why a test was
not conducted within that time. Attempts to conduct an alcohol test will terminate after eight
hours.

A supervisor or district official who makes a finding of reasonable suspicion also must make a
written record of the observations made that lead to a reasonable suspicion. This written record
must be made within 24 hours of the time the test is given, or before the test results are released,
whichever is first. The individual making the reasonable suspicion shall not be the individual
conducting the test, unless other persons qualified to administer the test are not reasonably
available and there is danger that a proper test will not be conducted.

Random tests

Note: The random tests described below must be conducted throughout the calendar year, not
just at one time. Further, they should not be conducted at the same time each calendar year, and
employees should be tested the same day as the tests are announced. The Omnibus
Transportation Employee Testing Act of 1991 regulations were revised in 2001 to reduce from
25% to 10% the minimum percentage of employees required to be randomly tested for alcohol.

Drug and Alcohol tests of bus drivers shall be conducted on a random basis at unannounced
times throughout the year. Tests for alcohol or drugs shall be conducted just before, during or
just after the performance of safety-sensitive functions. The number of random alcohol tests
annually must equal 10% of the average number of driver positions. The number of random drug
tests annually must equal 50% of the average number of driver positions. Drivers shall be
selected by a scientifically valid random process, and each driver shall have an equal chance of
being tested each time selections are made.

Return to duty tests

Prior to being permitted to return to performing safety-sensitive functions for the school district,
a driver shall be administered a drug or alcohol test, as appropriate. Employees whose conduct
involved misuse of drugs or alcohol may not return to duty in a safety-sensitive function until the
return-to-duty drug test produces a verified negative result or the return-to-duty alcohol test
produces a verified result that meets federal and district standards.
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Note: Pursuant to 49 CFR 382.605, an employee whose conduct involved alcohol cannot return
to duty in a safety-sensitive function until the employee undergoes a return-to-duty alcohol test
with an alcohol concentration of less than 0.02. However, more restrictive statutory and
regulatory provisions also may apply in addition to the DOT regulations. Under the Drug-Free
Workplace Act, for example, a school district employee cannot be under the influence of
alcohol on school grounds.

Note: Pursuant to 49 CFR 40.67(b), direct observation of follow-up and return-to-duty drug
tests are now mandatory rather than discretionary to minimize cheating in drug tests. However,
where additional testing methodologies are approved by DHHS and adopted by DOT, DOT
intends to make these methods available as an alternative to direct observation urine testing.

Follow-up tests

A driver who violates the district's drug or alcohol prohibition and is subsequently identified by a
substance abuse professional as requiring assistance in resolving a drug or alcohol problem will
be subject to unannounced follow-up testing as directed by the professional, in accordance with
law. Follow-up alcohol testing will be conducted just before, during or just after the time when
the driver is performing safety sensitive functions.

Note: Pursuant to 49 CFR 40.67(b), direct observation of follow-up and return-to-duty drug
tests are now mandatory rather than discretionary to minimize cheating in drug tests. However,
where additional testing methodologies are approved by DHHS and adopted by DOT, DOT
intends to make these methods available as an alternative to direct observation urine testing.

Enforcement

Note: 49 CFR Section 382 provides that a driver who is tested and found to have an alcohol
concentration of 0.02 or greater, but less than 0.04, may not perform or continue to perform
safety-sensitive functions including driving a commercial motor vehicle until the start of the
driver's next regularly scheduled duty period, but not less than 24 hours after the test was
administered. Under 49 CFR 382, this is the only action the employer can take based solely on
an alcohol concentration of 0.02 or greater, but not less than 0.04. However, pursuant to 49
CFR Section 382.505, this does not prohibit an employer with authority independent of Part
382 from taking any action otherwise consistent with law.

Any driver who refuses to submit to a post-accident, random, reasonable suspicion or follow-up

test shall not perform or continue to perform safety-sensitive functions.

Drivers who test positive for alcohol or drugs in violation of this policy or law shall be subject to

disciplinary action up to, and including, dismissal.

Records

Employee drug and alcohol test results and records shall be maintained under strict

confidentiality and released only in accordance with law. Upon written request, a driver shall

receive copies of any records pertaining to the employee's use of drugs or alcohol, including any

records pertaining to the employee's drug or alcohol tests.

Records shall be made available to a subsequent employer or other identified persons only as
ermitted by law and expressly requested, in writing, by the driver.

Note: Where state law requires, emplovers and third party administrators may disclose drug
and alcohol violations of emplovees holding commercial drivers licenses (CDL) to state CDL
authorities. Such disclosure is not permitted in Alaska. Under Alaska Statute 23.10.660, drug
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testing results may not be disclosed except 1) to the tested emplovee, 2) individuals designated
by an emplover to evaluate test results or hear the explanation of the employee, or 3) as ordered
by court or governmental agency.

Notifications

Note: Pursuant to 49 CFR 382.601, the school district must provide the following information
to all drivers. Materials supplied to drivers may also include information about other policies
and disciplinary consequences based on the district's authority under state and other law, and
described as such. The school district must ensure that each driver signs a statement certifying
that the employee has received a copy of these materials.

Each driver shall receive copies of educational materials that explain the requirements of the
Code of Federal Regulations (CFR), Title 49, Part 382, together with copies of any other
required materials and a copy of the district's policy and regulations for meeting these
requirements. Representatives of employee organizations shall be notified of the availability of
this information. The information shall identify:

1. the person designated by the district to answer driver questions about the materials;

2. the categories of drivers who are subject to the Code of Federal Regulations, Title 49, Part
382;

3. sufficient information about the safety-sensitive functions performed by drivers to make
clear what period of the work day the driver is required to comply with Part 382;

4. specific information concerning driver conduct that is prohibited by Part 382;

5. the circumstances under which a driver will be tested for drugs and alcohol under Part 382;

6. the procedures that will be used to test for the presence of drugs and alcohol, protect the
driver and the integrity of the testing processes, safeguard the validity of test results and
ensure that test results are attributed to the correct driver;

7. the requirement that a driver submit to drug and alcohol tests administered in accordance
with Part 382;

8. an explanation of what constitutes a refusal to submit to a drug or alcohol test and the
attendant consequences;

9. the consequences for drivers found to have violated the drug and alcohol prohibitions of
Part 382, including the requirement that the driver be removed immediately from safety-
sensitive functions and the procedures for referral, evaluation and treatment;

10. the consequences for drivers found to have an alcohol concentration of 0.02 or greater but
less than 0.04; and

11. information concerning the effect of drugs and alcohol on an individual's health, work and
personal life; sign and symptoms of a drug or alcohol problem (the driver's or a
coworker's), and available methods of intervening when a drug or alcohol problem is
suspected, including confrontation, referral to an employee assistance program or referral
to management.

Each driver shall sign a statement certifying that the employee has received a copy of the above
materials.

Note: 49 CFR 382.113 requires the school district the inform the employee, before tests are
performed, that the tests are required by 49 CFR 382. 49 CFR 382.113 also states that
employers shall not falsely represent that a test administered under their own or other authority
1s being administered under the authority of the Federal Highway Administration. If the school

006481.00001 2657315v1



http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382.601
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382.113
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=49&spec=382.113

WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED

district establishes a testing program before the compliance date required by federal
regulations, the following paragraph should be deleted until after the compliance date.

Before any employee operates a commercial motor vehicle for the school district, the district
shall provide the employee with post-accident procedures that will make it possible for the
employee to comply with post-accident testing requirements.

Prior to performing drug and alcohol tests, the district shall inform drivers that the tests are given
pursuant to the Code of Federal Regulation, Title 49, Part 382. This notice shall be provided only
after the compliance date specified in law.

The district shall notify a driver of the results of a pre-employment drug test if the driver requests
such results within 60 calendar days of being notified of the disposition of the employees
employment application.

The district shall notify a driver of the results of random, reasonable suspicion and post-accident
drug tests if the test results are verified positive. The district shall tell the driver which controlled
substances were verified as positive.

Revised 1/0912/2025
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BP 4030 — ALL PERSONNEL - NONDISCRIMINATION IN EMPLOYMENT

Note: Title II of the Genetic Information Nondiscrimination Act of 2008 (GINA), which
became effective November 21, 2009, with implementing regulations effective July 18, 2016,
protects applicants and employees from employment discrimination based on genetic
information employers are prohibited from discriminating in hiring, promotion, discharge, pay,
fringe benefits, job training, classification, referral, and other aspects of employment. GINA
also restricts employers’ acquisition of genetic information and strictly limits disclosure of
genetic information. Genetic information includes information about genetic tests of
applicants, employees, or their family members; the manifestation of diseases or disorders in
family members (family medical history); and requests for or receipt of genetic services by
applicants, employees, or their family members.

The district and its employees shall not unlawfully discriminate against or harass employees or
job applicants on the basis of sex, race, color, religion, national origin, ancestry, age, marital
status, changes in marital status, pregnancy, parenthood, physical or mental disability, Vietham
era veteran status, genetic information, or good faith reporting to the board on a matter of public
concern.

The district may provide optional wellness programs to seek to improve health or prevent
disease. All wellness programs must be in accord with applicable state and federal law. An
employee may not be discriminated against in employment because of the medical information
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they provide as part of participating in the wellness program, nor may they be subject to
retaliation for choosing not to participate.

(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

(cf. 4161.4/4261.4/4361.4 — Family and Medical Leave)

Note: The Americans with Disabilities Act sets forth an emplovers' duty to reasonably
accommodate persons with disabilities.

Equal opportunity shall be provided to all employees and applicants in every aspect of personnel
policy and practice. The district shall not discriminate against persons with physical or mental
disabilities who, with or without reasonable accommodation, can perform the essential functions
of the job in question.

(cf. 0411 — Service Animals)

(cf- 4119.41/4219.41/4319.41 - Employees with Infectious Disease)

Note: Federal Regulations (45 CFR, Section 86.9) require federal aid recipients to take
"continuing steps" to notify applicants for employment that, in compliance with Title IX, they
do not discriminate on the basis of sex. Districts employing 15 or more persons also must give
"continuing" notification about nondiscrimination on the basis of handicap. (Vocational
Rehabilitation Act of 1973)

The Superintendent or designee shall publicize this policy annually throughout the district and
the community.
(cf. 1312.3 - Complaints Concerning Discrimination)
Legal Reference:
ALASKA STATUTES
14.18.010 Discrimination based on sex and race prohibited
14.18.020 Discrimination in employment prohibited
14.18.090 Enforcement by state board of education and early development
18.80.220 Unlawful employment practices
39.90.100 Nondiscrimination — Protection for whistleblowers
ALASKA ADMINISTRATIVE CODE
4 AAC 06.510 Discrimination in hiring practices
UNITED STATES CODE
29 U.S.C. 621-634 Age Discrimination In Employment Act
29 U.S.C. 791 et seq. Vocational Rehabilitation Act of 1973, Sections 503 and 504
38 U.S.C. 2011 et seq. Vietnam Era Veterans' Act
42 U.S.C. Ch. 21F Prohibiting Employment Discrimination on the Basis of Genetic
Information
42 U.S.C. 2000d-200d-7 Title VI of the Civil Rights Act
42 U.S.C. 2000e-2000e-17 The Equal Employment Opportunities Act
42 U.S.C. 12101-12213 Americans With Disabilities Act
CODE OF FEDERAL REGUATIONS
29 C.F.R. §1635.8 Acquisition of genetic information
Revised 3/204712/2025
9/92
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E 4030 EMPLOYEE NOTICE — ALL PERSONNEL - PROTECTION FOR
WHISTLEBLOWERS

Note: Under AS 39.90.110 an employer shall post notices to inform employees of their
protections and obligations. Following is a sample notice provided by Tanana City School
District. AS 39.90.130 provides that an assembly/city council may be exempt from the Alaska
Whistleblower Statutes if ordinances are adopted providing substantially similar protection to

employees.

Any employee of the school district may in good faith report to a public official or a public body
or testify before a public body about a matter of public concern.

A matter of public concern means a violation of federal, state, or local law (including School
Board policy), a danger to public health or safety, gross mismanagement (including a substantial
waste of funds or clear abuse of authority) or matter under investigation by the municipal
ombudsman.

A report may not disclose any information which is legally required to be kept confidential.

An employee initiating a report must first submit the report to the employee's immediate
supervisor unless the employee reasonably believes: it would be futile to report to the supervisor,
an emergency exists, or that reprisals or discrimination would result.

Employee protections and obligations regarding reports on matters of public concern are fully
stated in Alaska Statute 39.90.100-150.

added-9/93Revised 12/2025
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BP 4111/4211/4311 - CERHFAFICATED-ALL PERSONNEL - RECRUITMENT
AND SELECTION

Note: Effective for the 2016-2017 school vear, the federal Every Student Succeeds Act has
eliminated the requirement that teachers be "highly qualified." Rather, teachers should be fully
licensed and endorsed in each subject they are teaching.

The district shall employ the most highly-qualified person available for each open position. The
Superintendent or designee shall develop recruitment and selection procedures to ensure that
every effort is made to find and hire fully qualified teachersforall-elassreomsstaff, which
include:
1. Assessment of the district's needs to determine those areas where specific skills,
knowledge and abilities are lacking.
2. Development of job descriptions which accurately portray the position, including
requirements that a teacher-employee be qualified in accordance with federal and state law.
3. Dissemination of vacancy announcements to ensure a wide range of candidates, when
necessary.
4. Screening procedures which will identify the best possible candidates for interviews.
5. Interview procedures which will determine the best qualified candidate for
recommendation to the School Board.
Staff members involved in the selection process shall recommend only those candidates who
meet all qualifications established by law and the School Board for a particular position.
Nominations for employment shall be based upon appropriate screening devices, interviews,
observations, recommendations from previous employers and any requirements of applicable
collective bargaining agreements.
No inquiry shall be made with regard to age, race, color, religion, sex or national origin of
persons proposed for or seeking employment. Questions regarding disability shall be asked only
when directly related to the job and as permitted by law.

Note: The Alaska Professional Teaching Practices Commission recommends that districts
develop a policy regarding the procedures to be followed when desiring to hire an educator
currently under contract with another school district. The following policy language is based on
procedures developed by the Fairbanks North Star Borough School District.

Before considering the hire of a-certificated-staffmemberan applicant who is currently under
contract in another district, the Superintendent or designee will require the certificated staff to
provide written documentation that he/she: (1) has made an effort to secure a release from the
employing district thirty calendar days prior to the employing district's first contract day; or, (2)
has secured a written release from the employing district.
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Note: A subject-matter expert teacher, holding a limited certificate issued by the Department,
may be employed to teach subjects in which the person has satisfied the education or
experience requirements set out in state statute AS 14.20.022. Before a school district
determines whether to hire a person as a subject-matter expert teacher, the school district must
administer a competency examination. Additionally, once a subject-matter expert teacher is
hired, the district must provide a mentor who is an experienced teacher for the subject-matter
expert teacher for at least the first year of the subject-matter expert teacher's employment in the
school district. A person employed as a subject-matter expert teacher under this section is
considered a certificated employee for purposes of the teachers' retirement system. Finally,
employment as a subject-matter expert teacher counts as employment for purposes of acquiring
tenure; however, a person holding a subject-matter expert limited teacher certificate is not
entitled to tenure until the person receives a teacher certificate under AS 14.20.022.

(cf. 4112.8/4212.8/4312.8 - Employment of Relatives)

Note: AS 14.20.020 requires coursework in Alaska studies and multicultural education or
cross-cultural communications in order to be eligible for a teacher certificate. Effective June
30,2017, AS 14.20.020 also requires training on alcohol and drug related disabilities, sexual
abuse and sexual assault awareness and prevention, dating violence and abuse awareness and
prevention and suicide prevention in order to be eligible for a teacher certification. AS
14.20.035 requires districts to give preference to applicants who demonstrate training or
experience that indicates sensitivity to the traditions and cultures represented in the student

population.

In evaluating applicants, preference shall be given to those applicants who can demonstrate
training and experience related to the traditions and cultures represented in the student
population.

(cf. 4030 - Nondiscrimination in Employment)

(cf- 4111.2/4211.2/4311.2 - Legal Status Requirement)

No person shall be employed by the School Board without the recommendation or endorsement
of the Superintendent or designee. The School Board shall be presented with the Superintendent
or designee's recommended candidate who may be seleeted-approved or rejected by the School
Board. If the candidate is rejected, the Superintendent or designee shall recommend subsequent
candidates until the School Board seleets-approves someone to fill the position. The School
Board shall-make-the-final-decision-on-the-seleetion-ethas authority over the employment of all
employees, however, the Board may delegate the Superintendent or designee the authority to
make staff hires without prior Board approval. If such authority is delegated, the Superintendent
or designee shall notify the Board of all hires at a regularly scheduled Board meeting.

(cf. 648+—Charter-Schoot 10000 - Concept and Roles)

Note: AS 14.08.111 and AS 14.14.090 require districts to provide prospective employees with
information regarding the availability and cost of housing in rural areas to which they may be assigned
and when possible assist them in locating housing. The following may be revised or deleted as

appropriate.

The School Board recognizes that the district encompasses rural areas and will assist teachers in
obtaining information regarding the cost and availability of housing as required by law.
Legal Reference:

ALASKA STATUTES
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14.08.111 Duties (regional school boards)
14.14.090 Additional duties
14.20.010 Teacher Certificate Required
14.20.022 Subject-matter expert limited teacher certificate
14.20.035 Evaluation of training and experience
14.20.100 Unlawful to require statement of religious or political affiliation
14.20.110 Penalty for violation of AS 14.20.100
ALASKA ADMINISTRATIVE CODE
4 AAC 04.210, 04.212 and 06.899(6) Highly Qualified Teachers and Objective
Uniform Standards
6 AAC 30.810 Employer records
6 AAC 30.840 Retention of records
UNITED STATES CODE
Every Child Succeeds Act, 20 U.S.C. 6301, et. Seq. (P.L. 114-95 December 10,
2015)
Revised 3/2204612/2025
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ot 4030 NondiserimineationinEmpl
Lecal Reference:
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BP 4111.2/4211.2/4311.2 — ALL PERSONNEL - LEGAL STATUS
REQUIREMENT

Note: Employers are required to comply with the federal Immigration and Nationality Act as
amended by the Immigration Reform and Control Act of 1986 and the Immigration Act of
1990. On an individual basis, an employer may hire a citizen rather than an alien, if desired,
provided the two individuals are equally qualified. However, an employer may not adopt a
blanket policy of always preferring a qualified citizen over a qualified alien.

The district shall hire only citizens and aliens who are lawfully authorized to work in the United
States. The district will verify the identity and employment eligibility of all individuals hired to

work. The district will not continue the employment of an individual upon knowledge that he or
she is no longer lawfully authorized to work in the United States.

District employment practices shall not discriminate on the basis of citizenship status or national
origin, nor shall they discriminate against any refugees, grantees of asylum, or persons qualified
for permanent or temporary residency.

(cf. 4111/4211/4311 - Recruitment and Selection)

Note: Employers may be subject to fines and/or imprisonment if they fail to request evidence
of employment eligibility or if they knowingly hire or continue to employ undocumented
workers. Under 2009 amendments to federal regulations, the term “knowing” includes not
only actual knowledge but also knowledge which may fairly be inferred through notice of
certain facts and circumstances which would lead a person, through the exercise of reasonable
care, to know about a certain condition. Constructive knowledge may include, but is not
limited to, situations where an employer: (i) fails to complete or improperly completes the
Employment Eligibility Verification Form, I-9; (ii) has information available to it that would
indicate that the alien is not authorized to work, such as Labor Certification and/or an
Application for Prospective Employer; or (iii) acts with reckless and wanton disregard for the
legal consequences of permitting another individual to introduce an unauthorized alien into its
work force or to act on its behalf. Knowledge that an employee is unauthorized to work may
not be inferred from an employee’s foreign appearance or accent.

All new employees shall show appropriate documents which certify that they are legally eligible
to work in the United States, as required by law. Nothing in this policy is intended to preclude
the employment of teachers under the Exchange Visitor program in 22 C.F.R § 62.24. Legal
Reference:
UNITED STATES CODE
8 U.S.C. 1324 Immigration and Nationality Act, as amended by Immigration
Reform and Control Act of 1986 and Immigration Act of 1990
CODE OF FEDERAL REGULATIONS
8 C.F.R. Part 274(a) Control of Employment of Aliens
22 C.F.R. §62.24 Teachers
Revised 3/204712/2025
9/92
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BP 4112.1/4312.1 - CERTIFICATED PERSONNEL AND MANAGEMENT
AND SUPERVISORY PERSONNEL - CONTRACTS
Note: Pursuant to AS 14.20.130 the School Board may issue contracts after January 1 each

vear. 4 AAC 18.010 specifies minimum requirements for teacher and administrators contracts.
Contracts must be signed by at least two School Board members and the teacher.

After January 1, the School Board may issue teacher and principal/administrator contracts for the
following school year. Contracts shall be approved by the School Board and signed by at least
two School Board members.

Note: AS 14.20.145 grants automatic reemployment rights to teachers who are not dismissed or
given notice of nonretention or layoff. Nontenured teachers must be given notice of
nonretention or layoff by the end of the school year. Tenured teachers must be given notice of
layoff or nonretention before May 15. (See 4117.6)

The School Board shall give or mail reemployment contracts to teachers who are not dismissed
or given notice of nonretention or layoff in accordance with law. If an employee fails to notify
the Superintendent or designee within 30 days after receipt of a contract of reemployment that
he/she accepts reemployment, the School Board shall consider the employee to have declined
reemployment and shall terminate the employee's services at the expiration of the existing
contract. An employee on family-leave must still comply with the 30-day deadline.

(cf. 4117.4 - Dismissals)
(cf. 4117.6 - Nonretention)
(cf. 4119.21/4219.21/4319.21 - Codes of Ethics)

Note: Pursuant to 4 AAC 18.021 substitute teachers employed for the remainder of the school
term when more than 20 school days remain must be employed under employment provisions
for regular teachers.

Legal Reference:
ALASKA STATUTES
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14.20.130 Employment of teachers and administrators
14.20.145 Automatic Reemployment
14.20.158 Continued contract provisions
14.20.010 Teacher certificate required
14.20.020 Requirements for issuance of certificate
14.20.120 Statement of qualifications
14.20.215 Definitions
14.20.620 - 14.20.650 Interstate agreement on qualification of educational
personnel
14.30.250 Teacher qualifications
ALASKA ADMINISTRATIVE CODE

4 AAC 05.080 School curriculum and personnel
4 AAC 12.300-4 AAC 12.900 Certification of professional personnel
4 AAC 18.010 Teachers' and administrators' contracts
4 AAC 18.021 Employment of substitute teachers

Revised 4/204412/2025

9/92

AASB Policy Reference Manual

BP 4112.5/4212.5/4312.5 - ALL PERSONNEL - SECURITY CHECK

Note: The following sample policy is based on material from the Juneau School District and
may be modified or deleted as needed.

The School Board desires to hire personnel whose background, conduct, and behavior
exemplifies-a-standardreflect the highest standards of integrity and professionalism, and are
deemed appropriate for individuals-workingwork with children. Effert-The District will be-made
te-investigate the background of all applicants (including volunteers) prior to hire in the district.
This investigation will include questions related to an applicant's background and criminal
history, including a background check, and may include a fingerprint check.

Falsification or omission of information during the interview or on the application shall be
grounds for immediate removal from consideration for a position or dismissal from a currently
held position. For certified staff, a complaint may also be made with the Alaska Professional
Teaching Practices Commission (PTPC).

Revised 9/0112/2025

9/92
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WORKSHEETS for the district policy committee:

DISCARD WHEN FINISHED

AASB Policy Reference Manual

AR 4112.5/4212.5/4312.5 - ALL PERSONNEL — SECURITY CHECK

Note: The following sample regulation is based on material from the Juneau School District

and may be modified or deleted as needed.

I.

3.

No individual will be hired by the district until a background investigation has been
completed. Under emergency circumstances, the Superintendent or designee can waive
this requirement to allow someone to work until the investigation is complete.

No person who has ever been convicted, or plead guilty or no contest (including forfeiture
of bail) to a crime involving violence or sexual abuse will be hired by the district.

. No person who has been convicted, or plead guilty or no contest (including forfeiture of

bail) to (1) a felony or (2) a crime or other violation involving a controlled substance
within the five years preceding the application, will be hired by the district. If more than
five years have elapsed since the crime or violation, a person may apply pursuant to the
following paragraph.

Applications from persons who have been convicted, or plead guilty or no contest
(including forfeiture or bail) to any crime or violation (excluding minor traffic violations)
not covered in (2) nor (3) will be considered by the Superintendent or designee on a case
by case basis and notice given to the School Board prior to hire or being hired by the
district.

If charges are pending, no action will be taken on the individual's application until
disposition of the charges.

Revised 9/01

9/92

AASB Policy Reference Manual
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WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED

BP 4112.6/4212.6/4312.6 - ALL PERSONNEL - PERSONNEL RECORDS
Personnel records shall be kept for all current employees and shall include information usually
expected in good personnel administration. Records shall be kept for all former employees,
including such information as shall seem appropriate to the administration.

Note: The Alaska Supreme Court has upheld a broad policy of public access to records and has
ruled that employment applications of police chief and city manager may not be exempt from
disclosure in view of the public's strong interest in high level public officials. It is likely
therefore that Superintendent or designee applications, and possibly other employee
applications, are subject to public disclosure.

(cf. 1340 - Access to District Records)
(cf- 3580 - District Records)
(cf. 1312.1 - Complaints Concerning Personnel)

Note: 4 AAC 19.040 exempts employee evaluations from public disclosure and requires
districts to establish procedures as to which supervisory personnel may have access to
evaluation documents. AS 14.20.149 provides that information provided to a district under the
district's certificated employee evaluation system is not a public record and is not subject to
public disclosure. The Alaska Supreme Court in Anchorage Daily News has held that the
evaluation of head public librarian is a public document. AASB recommends public requests
for evaluations of district administrators be reviewed with district legal counsel on a case-by-
case basis.

All personnel files are confidential and shall be available only to the employee, persons
authorized by the employee, the Superintendent or designee, and those individuals authorized by
the Superintendent or designee or School Board in accordance with administrative procedures.
The School Board members-may collectively request to review an employee's file at an
persennel-executive session of the School Board, pursuant to a specific employee action and/or
complaint process, and in accordance with the Alaska Open Meetings Act:
Employees shall be notified whenever derogatory information is to be placed in their personnel
files. Employee may review and comment on the contents of this-their personnel file. Personnel
records shall be made available for inspection by the employee at an off-duty time. Inspection
shall take place in the presence of an administrator.
Legal Reference:
ALASKA STATUTES

44.62.310 Government meetings public

40.25.120 Inspection and copying of public records

23.40.070 Declaration of Policy (PERA)

14.20.149 Employee Evaluation
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ALASKA ADMINISTRATIVE CODE
4 AAC 19.040 Use of the evaluation
Municipality of Anchorage v. Anchorage Daily News, 794 P.2d 584 (Alaska 1990)
City of Kenai v. Kenai Peninsula Newspapers, Inc., 642 P.2d 1316 (Alaska 1982)
Revised +/0912/2025
9/92

AASB Policy Reference Manual

BP 4112.10 — CERTIFICATED PERSONNEL - EMPLOYMENT OF
RETIRED TEACHERS

Note: Effective November 8, 2018, AS 14.20.136 authorizes schools districts to hire retired
teachers in cases of teacher shortages. Retired teachers hired under this statutory provision may
elect to continue receiving TRS benefit payments during the period of reemployment. A
contract for reemployment of a retired teacher hired under AS 14.20.136 may not be for more
than 12 consecutive months. Under AS 14.20.020(g), a retired teacher may teach as a long-
term substitute for not more than 165 consecutive days of a school term.

If the teacher retired under the defined benefit retirement system, the teacher must be retired
for at least 60 days if 62 years of age or older, or at least six months if under 62 years of age,
before reemployment. In addition, if the teacher is reemployed by the same district that
employed the teacher upon retirement, the teacher must certify that there was no prearranged
agreement with the school district to hire the teacher after retirement.

Prior to the hire of retired teachers under this statute, the school board must adopt a policy that
permits the employment of retired teachers who are qualified to teach in those disciplines or
specialties in which a shortage of teachers exists. The policy must describe the circumstances
that constitute the shortage.

This optional policy may be utilized by districts desiring to hire retired teachers in cases of
teacher shortages, as authorized by AS 14.20.136.

It is the policy of the Board that teacher vacancies be filled in a timely manner by qualified
personnel. The District administration is authorized to employ retired teachers in accordance
with AS 14.20.136 in cases of teacher shortages, and to notify the Administrator of the Teachers’
Retirement System that it is hiring retired teachers pursuant to that statutory provision.
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WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED

The hiring of retired teachers is authorized in those disciplines or specialties in which a shortage
of teachers exists despite active recruitment efforts. A shortage is deemed to exist for those open
positions that the administration has been unable to fill with qualified candidates, despite
recruitment, public advertising for at least 10 business days, interviews, and the offering of
positions to qualified candidates, if any.
The hiring of retired teachers under this policy is distinct from a teacher holding a retired teacher
certificate under 4 AAC 12.380.
(cf. 4111/4211/4311 Recruitment and Selection)
Legal Reference
ALASKA STATUTES

14.20.136 Employment of member of teachers’ retirement system

14.25.043 Reemployment of retired members

[4.20.165 Restoration of tenure rights
Revised 9/262412/2025
AASB POLICY REFERENCE MANUAL
9/92

AASB Policy Reference Manual

BP 4112.61/4212.61/4312.61 - ALL PERSONNEL - EMPLOYMENT
REFERENCES

The School Board desires to provide information about district employees to prospective
employers to the extent that such information is factual and does not violate an employee's
privacy rights.

The Superintendent or designee is responsible for processing all requests for references, letters of
recommendation, or information about employee performance, including the causes or reasons
for separation regarding all district employees other than the Superintendent.
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References which are not secured through the Superintendent or designee reflect the personal
views or opinions of the author and do not reflect the views of the District.
(cf. 4112.6/4212.6/4312.6 - Personnel Records Files)
(cf. 4117.5/4217.5/4317.5 - Termination Agreements)
Legal References:

ALASKA STATUTES

AS 09.65.160 Job References

Revised Date=3/201912/2025
9/92

AASB Policy Reference Manual

BP 4113 - CERTIFICATED PERSONNEL - ASSIGNMENT

Note: The following sample policy may be revised or deleted to reflect district
philosophy. This subject area is covered by collective bargaining laws.

The School Board recognizes strategic assignments are essential to supporting student success
and maintaining a healthy, consistent school environment. While assignments must comply with
applicable laws and credentialing requirements, the strengths, experiences, and well-being of
district staff are important considerations. Since both students and staff benefit from stability,
continuity, and positive relationships, assignment decisions should also consider the impact on
school climate by minimizing unnecessary disruptions, and promoting consistency in student-
teacher relationships. respe he-importance-ofassienine teachers-in-acecordan i

The Superintendent or designee may assign certificated personnel to any position for which their
preparation, certification, experience and aptitude qualify them. Teachers may be assigned to
any school within the district. Teachers shall not be assigned outside the scope of their teaching
certificates or their fields of study except as allowed by law.

(cf 4112.8/4212.5/4312.8 - Employment of Relatives)
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Note: The following optional paragraph should be reviewed in conjunction with the district's
collective bargaining agreement, if any, and revised or deleted as appropriate.

The assignment of certificated personnel shall comply with applicable collective bargaining
provistensagreements and alternative and charter school contracts.
Legal Reference:
ALASKA STATUTES
14.20.147 Transfer or absorption of attendance area or federal agency school
14.20.148 Intradistrict teacher assignment
14.20.158 Continued contract provisions
23.40.070 Declaration of policy (PERA)
UNITED STATES CODE, TITLE 20
Every Student Succeeds Act, P.L. 114-95
Revised 4/202212/2025
AASB POLICY REFERENCE MANUAL
9/92

AASB Policy Reference Manual

BP 4115 — CERTIFICATED PERSONNEL - EVALUATION/SUPERVISION

Note: AS 14.20.149 requires school districts to have a certificated employee evaluation
system. The School Board is required to consider information from students, parents,
community members, classroom teachers, affected collective bargaining units, and
administrators in the design and periodic review of the system. The evaluation must be based
on observation of the employee in the employee’s work place. In addition, the law mandates a
number of requirements for the system including the establishment of district performance
standards, a minimum number of evaluations each year, the preparation and implementation of
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a plan of improvement, and opportunity for students, parents, community members, teachers,
and administrators to provide information on the performance of the person being evaluated.
Department of Education and Early Development regulations require a district’s certificated
employee evaluation system to evaluate a teacher or administrator’s performance on applicable
professional content standards as exemplary, proficient, basic, or unsatisfactory. In addition,
overall performance must be evaluated with these same four ratings. No later than July 1,
2016, a district shall adopt for teachers and administrators standards for performance based on
student learning data. 4 AAC 04.205. A district shall report to the department not later than
September 15™ of each year evaluation results as to tenured and non-tenured teachers,
administrators and special service providers and performance levels, as prescribed in 4 AAC
19.055.The Educator Evaluation regulations are found at 4 AAC 19.010-19.099.

The School Board believes that evaluations can provide important information relevant to
employment decisions, ean-help staff improve their professional skills, ean-improve the
effectiveness of instruction, and raise student achievement levels. In accordance with the
district’s certificated employee evaluation system, the Superintendent or designee shall evaluate
certificated personnel annually, including teachers, administrators, and special service
providers. The evaluation system shall evaluate whether the certificated employee is exemplary,
proficient, basic, or unsatisfactory on applicable content standards and in overall
performance. The district’s certificated employee evaluation system will incorporate those
procedures and mandates required by law.
The district shall provide annual-in-service training to all certificated employees subject to the
evaluation system. The training will assure inter-rater reliability and address the evaluation
procedures, the standards used by the district in evaluating performance, and other information
that may be helpful to a thorough understanding of the evaluation system.
Individuals conducting an evaluation must hold a type B administrator certificate or be a site
administrator under the supervision of a person with a type B certificate, be employed by the
school district as an administrator, and complete training in the use of the district’s evaluation
system.
A certificated employee has a right to timely-comment within 10 days on the evaluation and may
not be retaliated against for doing so.
The certificated employee evaluation system will be periodically reviewed. The district will
consider input from students, parents, community members, classroom teachers, affected
collective bargaining units, and administrators. The district will make a form, template, or
checklist that the district uses in the evaluation of certificated employees available to the public,
including posting the form, template, or checklist on the district’s website.- The posting will
explain how the district has considered the input of these groups in the design of the evaluation
system.
(cf. 4116 - ProbationaryPermanent-Status Nontenured/Tenured)
(cf. 4117.4 - Dismissal)
(cf. 4117.6 - Nonretention)
(cf. 4315.1 - Competence in Evaluation of Teachers)
Legal Reference:
ALASKA STATUTES

14.20.149 Employee Evaluation

14.08.111 Duties

14.14.090 Duties of school boards
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23.40.070 Declaration of policy (PERA)
ALASKA ADMINISTRATIVE CODE
4 AAC 19.010-4 AAC 19.099 Evaluation of professional employees
4 AAC 04.200 Professional content and performance standards
4 AAC 04.205 District performance standards
Revised 3204712/2025
9/92

AASB Policy Reference Manual

BP 4117.2/4217.1/4317.2 - CERTHICATED-ALL PERSONNEL -
RESIGNATION

The Superintendent or designee is authorized to accept the written resignation of any employee
on behalf of the School Board, and the resignation shall become effective immediately upon
acceptance by the Superintendent or designee. A resignation presented to and accepted by the
Superintendent or designee may not be withdrawn by the employee.

Note: The Alaska Professional Teaching Practices Commission recommends that districts
adopt a policy which addresses the situation of a teacher's request to resign during the teacher's
contract term, or abandoning the position without notice. The PTPC further recommends a
policy that addresses what procedures the school district will follow when recruiting a teacher
currently under contract with another district, including a teacher who has not obtained a
written release from that district. The PTPC will implement possible sanctions against a teacher
who unilaterally breaches his or her employment contract. The following language can be
revised to reflect your district's needs.
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A certificated staff member should provide notice as early as possible to the district when the
staff member knows that he or she does not plan to return for the following school year. The
district [OPTION: will OR may] agree to release a certificated staff member who has signed a
contract, provided notice is given to the district, in writing, post-marked [OPTION: thirty
calendar days prior to the staff member's first contract day of the school year OR on or before
June 30%].

If a request to release a certificated staff member from his or her contract is made [OPTION:
when fewer than thirty calendar days remain before the staff member's first contract day, or
anytime thereafter OR after June 30'"], the district will consider filing a Professional Teaching
Practices Commission (PTPC) complaint. When considering if the filing of a PTPC complaint is
warranted, the district will weigh any mitigating circumstances including, but not limited to,
factors impacting the staff member's family or health, factors related to the staff member's
employment or working conditions, or unforeseen changes in the circumstances impacting the
staff member's ability to continue employment with the district.

If a certificated staff member is currently under contract with the district and the district learns
the staff member has contracted with another district without obtaining a written release, the
district will consider a PTPC complaint against the staff member.

The district will not contract with a certificated staff member under contract with another district
unless the staff member provides a written release from the current employer. If the district
contracts with a certificated staff member who has not disclosed that he/she is under contract
with another school district, the district reserves the right to terminate the contract for material
misrepresentation and to file a PTPC complaint.

Legal Reference:

ALASKA ADMINISTRATIVE CODE

4 AAC 18.010 Teachers' and administrators' contracts
20 AAC 10.020 Code of ethics and teaching standards

Revised 24412/2025
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AR-BP 4117.4 - CERTIFICATED PERSONNEL - DISMISSAL

Note: AASB recommends that districts consult with legal counsel well before dismissal
proceedings are to be instituted. The complexity of legal provisions pertaining to dismissal
make such consultation imperative.

Employees shall not be deprived of their position during the school year except when cause for
the dismissal can be shown. Employees shall be accorded their due process rights provided by
law. Employees shall have the right to call witnesses in a pre-termination hearing held under the
procedure set forth in AS 14.20.180.

(cf. 4116 - Probationary/Permanent-Statns Nontenured/Tenured)
(cf. 4117.6 - Nonretention)

Legal References:

ALASKA STATUTES
14.20.140 Notification of nonretention
14.20.145 Automatic re-employment
14.20.170 Dismissal
14.20.175 Nonretention
14.20.180 Procedure and hearing upon notice of dismissal or nonretention
14.20.205 Judicial review
14.20.215 Definitions

ALASKA ADMINISTRATIVE CODE
4 AAC 18.010 Teachers' and administrators' contracts

Nichols v. Eckers, 504 P. 2d 1359 (Alaska 1973)
Kenai Peninsula Borough Bd of Education v. Brown, 691 P. 2d 1034 (Alaska 1984)
Stirling v. North Slope Borough School District, Supreme Court No. S-18853 (Alaska

2025)
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Revised 9/9712/2025
9/92

AASB Policy Reference Manual

BP 4117.6 - CERTIFICATED PERSONNEL - NONRETENTION

Note: AS 14.20.145 provide automatic reemployment rights to employees who do not receive
notice of nonretention in accordance with AS 14.20.140. This sample policy should be
reviewed in conjunction with the district's collective bargaining agreement, if any, to determine
whether a notice date earlier than that required by law is specified.

The Superintendent or designee shall provide the School Board with his/her recommendations
regarding the nonretention of certificated employees.

The School Board may decide not to rehire a nontenured employee at the end of his/her first,
second or third year and give written notice of its decision to the employee at any time during the
year. If the School Board does not give nontenured teachers written notice of nonretention by the
last day of the school term, the employee shall be offered a contract for the following year.

Note: AS 14.20.175 mandates School Boards to provide by regulation or bylaw procedures by
which nontenured teachers may request and receive an informal School Board hearing
regarding nonretention.

Nonretention of nontenured teachers may be based on any cause deemed adequate by the
Superintendent or designee or, if an informal School Board hearing is held, any cause deemed
adequate by the School Board. The Superintendent or designee shall establish administrative
regulations providing for an informal hearing before the School Board upon teacher request.
The nonretention of tenured teachers shall comply with the cause and procedural requirements
specified in law, including notice of nonretention before May 15.
(c.f. 4112.1 - Contracts)
(cf. 4117.4 - Dismissal)
(cf. 4116 - Nontenured/Tenured Status)
(cf. 4117.3 - Personnel Reduction)
Legal Reference:
ALASKA STATUTES
14.20.140 Notification of nonretention
14.20.145 Automatic re-employment
14.20.175 Nonretention
14.20.180 Procedure and hearing upon notice of dismissal or nonretention
14.20.210 Authority of school board or department to adopt bylaws
Revised 4/204412/2025
9/92
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AASB Policy Reference Manual

BP 4118 - CERTIFICATED PERSONNEL - SUSPENSION/DISCIPLINARY
ACTION

The School Board expects its employees to perform their duties in accordance with state law and
School Board policy and administrative regulations.

(cf. 4119.21/4219.21/4319.21 - Codes of Ethics)

(cf. 4117.4 - Dismissal)

(cf. 4117.6 - Nonretention)

The Superintendent or designee may take disciplinary action, including: 1) verbal warning, 2)
written warning, reasstenment3) letter of reprimand, 4) suspension with-exwithout pay, and 5)
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dismissal, as he/she deems appropriate, and may deviate from the progressive order of
disciplinary actions in light of the particular facts and circumstances involved.

Note: A teacher may be suspended pending an investigation to determine whether cause exists
for dismissal. However, the teacher’s regular compensation must be continued during the
temporary suspension. AS 14.20.170.

The Superintendent or designee shall document all disciplinary actions thoroughly and
accurately and shall ensure that such actions are taken in a consistent, nondiscriminatory manner.
Certificated management and supervisory personnel who are not covered by a collective
bargaining agreement are subject to the disciplinary procedures set forth in BP 4218, except for
discipline involving dismissal or nonretention. The District will provide the statutory and policy
rights afforded to all certificated staff for dismissal and nonretention actions.
(cf. 4218 — Dismissal/Suspension/Disciplinary Action)
(cf. 4300 — Management Employee Definitions)
Legal Reference:
ALASKA STATUTES
14.20.030 Causes for revocation and suspension
14.20.170 Dismissal
[4.20.175 Nonretention
14.20.180 Procedures upon notice of dismissal or nonretention
ALASKA ADMINISTRATIVE CODE
20 AAC 10.020 Code of ethics and teaching standards
Revised 3/204812/2025
9/92
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BP 4119.3/4219.3/4319.3 - ALL PERSONNEL - DUTIES OF PERSONNEL

Note: By requiring employers to reasonably accommodate persons with disabilities who are
capable of performing the job, the Americans with Disabilities Act spotlights the need for
complete, specific job descriptions. Job descriptions are expected to play an important part in
implementing this federal law.

The School Board recognizes the importance of having adequate job descriptions for every
district employee. Student safety, the district's fiscal stability, and the success of the educational
program all depend on employees' fully understanding their responsibilities and duties.
The Superintendent or designee shall prepare and regularly update job descriptions for all
positions. Job descriptions shall clearly specify all essential and peripheral/marginal functions
and duties of the position, the degree of responsibility the position entails, the type and extent of
training required, and the position of the person to whom the employee reports. As a best
practice, job descriptions should be reviewed annually as part of the evaluation process.
All employees shall fulfill the duties and responsibilities set forth in their job descriptions and
shall comply with School Board policies, administrative regulations, applicable employee
agreements, and local, state and federal laws.
(cf. 4030 - Nondiscrimination in Employment)
(cf. 411542454315 - Evaluation/Supervision)
(cf. 4215 - Evaluation/Supervision)
(cf. 4118/4248/4318 - Suspension/Disciplinary Action)
(cf 4218 - Dismissal/Suspension/Disciplinary Action)
Legal Reference:

AMERICANS WITH DISABILITIES ACT, P.L. 101-336

42 U.S.C. 12101 et seq.

Revised 12/2025
9/92
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BP 4119.11/4219.11/4319.11 - ALL PERSONNEL - SEXUAL HARASSMENT

Note: The United States Supreme Court in Meritor Savings Bank, FSB v. Vinson et al., found
that an employer could be held liable in a sexual harassment lawsuit. The bank's complaint
procedure required the employee first to report the complaint to his/her supervisor who, in this
case, was the accused party. We suggest that districts adopt a sexual harassment policy
requiring the immediate supervisor of the offending employee and or personnel officer to
receive the complaint.

The School Board is committed to the elimination of sexual harassment in district schools and
activities. Sexual harassment is strictly prohibited and will not be tolerated. This policy prohibits
sexual harassment of students or staff by other students, staff, School Board members or third
parties. "Third parties" include, but are not limited to, school volunteers, parents, school visitors,
service contractors or others engaged in district business.

(cf. 4119.21/4219.21/4319.21 - Codes of Ethics)

(cf. 4030 - Nondiscrimination in Employment)
(cf. 4117.4 - Dismissal)

(cf. 9020 - Board Standards)

(cf. 9271 - Code of Ethics)

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of
a sexual nature constitute sexual harassment when:

1. Submission to the conduct is made either an explicit or implicit condition of
employment, status or promotion.

2. Submission to or rejection of the conduct is used as the basis for an employment
decision affecting the harassed employee.

3. The harassment substantially interferes with an employee's work performance or creates
an intimidating, hostile, or offensive work environment.

4. Submission to, or rejection of, the conduct is the basis for any decision affecting
benefits, services, honors, programs or other available activities.

An employee or School Board member who feels that he/she is being harassed should
immediately report the incident to the immediate supervisor of the accused employee or the
appropriate personnel department official, without fear of reprisal. All complaints about behavior
that may violate this policy shall be promptly investigated. The personnel department shall be
informed of all such complaints and will assist in the investigation and resolution of complaints.
An employee making a complaint of sexual harassment shall not be required to resolve the
complaint directly with the offending person.
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Note: Ellison v. Brady provides directives to employers responding to sexual harassment
claims in order to shield themselves from liability, including taking immediate and appropriate
action to address the harassment which entails investigation and discipline calculated to reflect
the severity of the conduct, stop the harassment, and deter others from acting in the same
manner.

The initiation of a complaint in good faith about behavior that may violate this policy shall not
adversely affect the terms or conditions of employment or the work environment of the
complainant. There shall be no retaliation by the district against any person who, in good faith,
reports, files a complaint or otherwise participates in an investigation or inquiry of sexual
harassment.

It is the intent of the School Board that appropriate corrective action will be taken by the district
to stop the sexual harassment, prevent its recurrence and address negative consequences.
Employees in violation of this policy shall be subject to discipline, up to and including dismissal
and/or additional sexual harassment awareness training, as appropriate. Other individuals whose
behavior is found to be in violation of this policy shall be subject to appropriate sanctions as
determined and imposed by the Superintendent or designee or School Board.

The Superintendent or designee shall ensure prompt and strict enforcement of School Board
policy.

(cf. 0410 — Nondiscrimination in District Programs and Activities)
(cf- 1312.3 - Public Complaints Concerning Discrimination)
(cf. 1312.1 - Complaints Concerning School Personnel)

Legal Reference:
Meritor Savings Bank, FSB v. Vinson et al.,
477 U.S. 57 (1986)
Ellison v. Brady, 924 F.2d 872 (9th Cir. 1991)

Revised 1/0912/2025
9/92
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ph tor:_The School Board is dedicated to providing a
safe environment. Harassment disrupts a student’s ability to learn and a school’s ability to
educate. Personnel are expected to demonstrate positive character traits and values. Conduct and
speech must be civil and respectful.
Personnel are prohibited from engaging in any form of harassment in any school-related setting,
including but not limited to: school property, during school hours, on school buses, at bus stops,
and at school-sponsored activities, events, or functions.
Harassment means_and includes, but is not limited to, intimidation by threats of or actual
physical violence; the creation by—whatevermeans-of a climate of hostility or intimidation; or the
use of language, conduct, or symbols in such a manner as to convey hatred, contempt, or
prejudice or to have the effect of insulting or stigmatizing an individual. Harassment includes,
but is not limited to, harassment on the basis of race, sex, creed, color, national origin, religion,
marital status, or disability.
(cf- 5131.43 — Harassment, intimidation and bullying)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/ Disciplinary Action)
(cf. 4119.11/4219.11/4319.11 — Sexual Harassment)
(cf 4119.21/4219.21/4319.21 — Codes of Ethics)
To promote an environment free of harassment, the principal or designee shall take appropriate
actions such as removing vulgar or offending graffiti, establishing site rules, and providing staff
inservice or student instruction and counseling. Principals shall discuss this policy with their
employees and shall assure them that they need not endure any form of harassment.
The School Board encourages students or staff to immediately report incidences of harassment to
the principal or designee. The Superintendent or designee shall promptly investigate each
complaint of harassment in a way that ensures the privacy of all parties concerned. In no case
shall the student or staff member be required to resolve the complaint directly with the offending
person.
Notice of this policy will be circulated to all district schools and departments and incorporated in
teacher and student handbooks.
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 1312.3 - Complaints Concerning Discrimination)
(cf. 4030 - Nondiscrimination in employment)
(cf. 5141.42 - Professional Boundaries for of staff end with students)
Legal References:

ALASKA STATUTES

AS 14.18.010 - 14.18.100 Prohibition Against Sex and Race Discrimination
ALASKA ADMINISTRATIVE CODE
4 AAC 06.500 - 4 AAC 06.600 Prohibition of Gender or Race Discrimination

TITLE VI, CIVIL RIGHTS ACT OF 1964

TITLE IX, EDUCATION AMENDMENTS OF 1972

INDIVIDUALS WITH DISABILITIES EDUCATION ACT

AMERICANS WITH DISABILITIES ACT
Revised 10202112/2025
9/92
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E 4119.21 - CERTIFICATED PERSONNEL - 20 AAC 10.020 CODE OF
ETHICS AND TEACHING STANDARDS

(a) The following code of ethical and professional standards governs all members of the teaching
profession. A violation of this section is grounds for discipline as provided in AS 14.20.030.
(b) In fulfilling obligations to students, an educator:
(1) repealed 10/25/2000;
(2) may not deliberately distort, suppress or deny access to curricular materials or
educational information in order to promote the personal view, interest, or goal of the
educator;
(3) shall make reasonable effort to protect students from conditions harmful to learning or
to health and safety;
(4) may not engage in physical abuse of a student or sexual conduct with a student and
shall report to the commission knowledge of such an act by an educator;
(5) may not expose a student to unnecessary embarrassment or disparagement;
(6) may not harass, discriminate against, or grant a discriminatory advantage to a student
on the grounds of race, color, creed, sex, national origin, marital status, political or
religious beliefs, physical or mental conditions, family, social, or cultural background, or
sexual orientation; shall make reasonable effort to assure that a student is protected from
harassment or discrimination on these grounds; and may not engage in a course of conduct
that would encourage a reasonable student to develop a prejudice on these grounds;
(7) may not use professional relationships with students for private advantage or gain;
(8) shall keep in confidence information that has been obtained in the course of providing
professional service, unless disclosure serves a compelling professional purpose or is
required by law;
(9) shall accord just and equitable treatment to all students as they exercise their
educational rights and responsibilities.
(c) In fulfilling obligations to the public, an educator
(1) repealed 10/25/2000;
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(2) shall take reasonable precautions to distinguish between the educator's personal views
and those of any educational institution or organization with which the educator is
affiliated;
(3) shall cooperate in the statewide student assessment system established under 4 AAC
06.710-4 AAC 06.790 by safeguarding and maintaining the confidentiality of test
materials and information;
(4) repealed 10/25/2000;
(5) may not use institutional privileges for private gain, to promote political candidates, or
for partisan political activities;
(6) may not accept a gratuity, gift or favor that might influence or appear to influence
professional judgment, and may not offer a gratuity, gift, or favor to obtain special
advantage;
(7) may not knowingly withhold or misrepresent material information in communicating
with the school board regarding a matter before the board for its decision; and
(8) may not use or allow the use of district resources for private purposes not related to the
district programs and operation.

(d) In fulfilling obligations to the profession, an educator:
(1) may not, on the basis of race, color, creed, sex, age, national origin, marital status,
political or religious beliefs, physical condition, family, social or cultural background, or
sexual orientation, deny to a colleague a professional benefit, advantage, or participation in
any professional organization, and may not discriminate in employment practice,
assignment, or personnel evaluation;
(2) shall accord just and equitable treatment of all members of the profession in the
exercise of their professional rights and responsibilities;
(3) may not use coercive means or promise special treatment in order to influence
professional decisions of colleagues;
(4) may not sexually harass a fellow employee;
(5) shall withhold and safeguard information acquired about colleagues in the course of
employment, unless disclosure serves a compelling professional purpose;
(6) shall provide, upon the request of the affected party, a written statement of specific
reasons for recommendations that led to the denial of increments, significant changes in
employment, or termination of employment;
(7) may not deliberately misrepresent the educator's or another's professional
qualifications;
(8) repealed 10/25/2000;
(9) may not falsify a document, or make a misrepresentation on a matter related to
licensure, employment, evaluation, test results or professional duties;
(10) may not intentionally make a false or malicious statement about a colleague's
professional performance or conduct;
(11) may not intentionally file a false or malicious complaint with the commission;
(12) may not seek reprisal against any individual who has filed a complaint, provided
testimony or given other assistance in support of a complaint filed with the commission;
(13) shall cooperate fully and honestly in investigations and hearings of the commission;
(14) repealed 10/25/2000;
(15) may not unlawfully breach a professional employment contract;
(16) shall conduct professional business through appropriate channels;
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(17) may not assign tasks to unqualified personnel;
(18) may not continue in or seek professional employment while unfit due to
(A) use of drugs or alcohol that impairs the educator's competence or the safety of
students or colleagues;
(B) physical or mental disability that impairs the educator's competence or the safety
of students or colleagues;
(19) may not interfere with a colleague's exercise of political or citizenship rights and
responsibilities.
Revised 4/204412/2025
9/92
AASB Policy Reference Manual

BP 4119.22/4219.22/4319.22 - CERTHAFICATED-ALL PERSONNEL - DRESS
AND GROOMING

Note: The following policy is optional. If the School Board wishes to expand the policy to
proscribe or prohibit specific items of clothing, it is advisable to consult with legal counsel. In
adopting such a policy, the district must ensure that its dress code is reasonable and reasonably
enforced.

The School Board believes that since teachers-staff serve as role models, they should maintain
professronal standards of dress and groomlng J&st—&s—everal—l—ammdeand—mstrue&ena}

The School Board encourages staff during school hours to wear clothing that demonstrates their
high regard for educatlon and presents an image consistent w1th their job respons1b111t1es Clothes

Legal Reference:
Breese v. Smith, 501 P.2d 195 (Alaska, 1979)

Revised 9/9712/2025
9/92
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BP 4119.23/4219.23/4319.23 - ALL PERSONNEL - UNAUTHORIZED
RELEASE OF CONFIDENTIAL INFORMATION

District employees shall maintain the confidentiality of all confidential records until such time as
laws, state regulations and/or bylaws of this district permit disclosure. Information and records
pertaining to executive sessions, negotiations and student records, including individual test
results, are not subject to public disclosure.

(cf- 1340 - Access to District Records)

Any employee who wrl—lrfal-lfyLreleases conﬁdentlal dlstrlct 1nformat10n w1th0ut approprlate
authorlzatlon tbou g o , i shall be

Depeﬂdmg—eﬂ—th%ewemmfe&ﬂees—ﬂhe Supermtendent or de&gnee may deny the employee

further access to any privileged information and shall take any steps necessary to prevent any
further unauthorized release of such information.
(cf. 3580 - District Records)
(cf. 5125 - Student Records; Confidentiality)
(cf 6146.3(AR) — Test Administration)
(cf. 9321 - Executive Sessions)
Legal References:
ALASKA STATUTES
14.03.115 Access to school records by parent, foster parent, or guardian
14.14.090 Additional duties
09.25.120-25.220 Public Records Act
23.40.235 Public Involvement in School District Negotiations
ALASKA ADMINISTRATIVE CODE
4 AAC 06.738 Standards-Based Test Results
4 AAC 06.765 Test Security; Consequences of Breach
UNITED STATES CODE, TITLE 20
1232g FEDERAL FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF
1974
City of Kenai v. Kenai Peninsula Newspapers, Inc., 642 P.2d 1316 (Alaska 1952)
Revised 3204712/2025
9/92
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BP 4119.25/4219.25/4319.25 - ALL PERSONNEL - POLITICAL ACTIVITIES
OF EMPLOYEES

The School Board believes that district employees have an obligation to prevent the improper use
of school time, materials or facilities for political or partisan purposes. The Superintendent or
designee shall regulate political activities on school property-during-the-instruectional-day.
Employees are prohibited from engaging in any activity in the presence of students during
performance of the employee’s duties, where the activity is designed or intended to promote,
further, or assert a position on any voting issue, board issue, or collective bargaining issue. This
prohibition does not apply to classroom instruction that is part of the approved curriculum.
The Board respects the right of school employees to engage in political activities on their own
time. When engaging in political activities, employees shall make it clear that they are acting as
individuals and not as representatives of the district.
Nothing in the policy shall prevent the District or Board from disseminating factual information
regarding school bond projects.
(cf. 4119.21/4219.21/4319.21 - Codes of Ethics)
Legal References:

ALASKA STATUTES
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14.03.090 Sectarian or denominational doctrines prohibited
14.20.095 Right to comment and criticize not to be restricted
14.20.370-.510 Professional Teaching Practices Act
ALASKA ADMINISTRATIVE CODE

4 AAC 06.135 Use of school funds in elections
20 AAC 10.010-10.900 Professional Teaching Practices Commission

Revised 3/204912/2025

9/92
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BP 4119.41/4219.41/4319.41 - ALL PERSONNEL - EMPLOYEES WITH
INFECTIOUS DISEASE

The School Board desires to promote the health of district students and staff in order to reduce
absenteeism and enhance employee and student performance. The Superintendent or designee
shall develop strategies to prevent the outbreak or spread of infectious diseases at district
schools.

(cf. 4112.4/4212.4/4312.4 — Health Examinations)

(cf. 5113 - Absences and Excuses)

An infectious disease is one that is caused by a microorganism and is potentially transmittable to
another individual, whether through airborne transmission, bloodborne transmission, skin-to-skin
contact, foodborne transmission, or other casual or noncasual means. A communicable infectious
disease, such as influenza or chicken pox, is contagious and can be readily transmitted by
infectious bacteria or viral organisms.

To the extent required by law, job applicants shall be required to provide evidence that they are
free of tuberculosis or any other communicable infectious disease prior to beginning
employment.

(cf. 4112.4/4212.4/4312.4 - Health Examinations)

To prevent the outbreak or spread of infectious diseases, the Superintendent or designee may
provide infection prevention supplies and information to employees, including information about
recommended vaccinations. Employees also shall observe universal precautions to avoid contact
with potentially infectious blood or other bodily fluids.

(cf. 4119.42/4219.42/4319.42 - Exposure Control Plan for Bloodborne Pathogens)

(cf. 4119.43/4219.43/4319.43 - Universal Precautions)

(cf. 4131/4231/4331 - Staff Development)

(cf. 423 1/4334 - Staff Development)

Plans for addressing a communicable infectious disease outbreak, including, but not limited to,
plans for addressing employee shortages during such an outbreak, shall be included in the
district's emergency preparedness plan.

(cf. 6114 - Emergencies-and-Disaster-Preparedness Crisis Response Plan)

(cf. 5112.2 - Exclusions from Attendance)

(cf- 5141.22 - Infectious Diseases)

(cf. 5141.31 - Immunizations)
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The Superintendent or designee shall immediately report to the local health officer the presence
or suspected presence of any communicable infectious disease.
Nondiscrimination/Reasonable Accommodation
The district shall not discriminate against any employee or job applicant who has an infectious
disease and is a qualifying individual with a disability under the Americans with Disabilities Act,
Section 504 of the Federal Rehabilitation Act, or Alaska’s Nondiscrimination in Employment
Act.
Upon request, any qualified person with a disability shall be provided reasonable
accommodation to perform the essential duties of his/her position in accordance with the criteria
and processes described by law.
(cf- 4030 - Nondiscrimination in Employment)
Confidentiality
The Board and the Superintendent or designee shall ensure that employee rights to
confidentiality are strictly observed. The district shall disclose medical record information only
to the extent required or permitted by law. The medical records of any employee with a disabling
infectious disease shall be held in strict confidence.
(cf. 4040 — Use-and-Diselosure-of- Employee Medicaldnformeation Health Insurance Portability
and Accountability Act of 1996 (HIPAA Privacy Policy))
Legal References:
UNITED STATES CODE
Americans with Disabilities Act, 42 U.S.C. 12010, et seq.
Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. 794, et seq.
CODE OF FEDERAL REGULATIONS, TITLE 17
17 C.F.R. 2500 Reportable diseases and conditions
17 C.F.R. 2508 Reporting of communicable diseases, duty of schools
ALASKA ADMINISTRATIVE CODE
4 AAC 06.140 AIDS in school personnel
4 AAC 06.150 Confidentiality of AIDS information

Adoption-DateRevised: 3/204912/2025
9/92
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E 4119.42/4219.42/4319.42 — ALL PERSONNEL - HEPATITIS B VACCINE
DECLINATION

Note: The code of Regulations, requires the district to ensure that the following statement is
signed by any employee who declines to accept the hepatitis B vaccination offered by the
district.

I understand that due to my occupational exposure to blood or other potentially infectious
materials I may be at risk of acquiring hepatitis B virus (HBV) infection. I have been given the
opportunity to be vaccinated with hepatitis B vaccine, at no charge to myself. However, I decline
hepatitis B vaccination at this time. I understand that by declining this vaccine, I continue to be
at risk of acquiring hepatitis B, a serious disease. If in the future I continue to have occupational
exposure to blood or other potentially infectious materials and I want to be vaccinated with
hepatitis B vaccine, I can receive the vaccination series at no charge to me.

Signature

Employee Name (Please print)
Date

added-9/93Revised 12/2025
9/92
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BP 4122 - CERTIFICATED PERSONNEL - STUDENT TEACHERS

Note: Effective August 1, 2015, a student teacher must be under the general supervision of a
teacher who holds a valid teaching certificate, has at least one year of teaching experience in
the district where the student teacher is serving, has at least three years total teaching
experience, and meets or exceeds professional content and performance standards described in
4 AAC 04.200. Additional requirements for student teachers are stated in 4 AAC 30.020.

The School Board is legitimately interested in the quality of teacher training programs and
encourages the use of student teachers in the district. Such use shall support the instructional
needs of the district and may enable future teachers to fulfill state requirements, learn how to
teach, and receive valuable feedback which can enhance their competence.
The Superintendent or designee may enter into agreements with accredited colleges and
universities to allow student teachers to have supervised teaching experiences and/or
observations within the district. The Superintendent or designee may collaborate with the
program administrators of teacher preparation institutions to jointly develop, supervise and
evaluate practical programs which provide training, support and evaluation for the student
teacher.
The Superintendent or designee shall establish the criteria for host teacher participation in a
teacher training program, such as including a minimum number of years of teaching experience
and positive evaluations.
Legal Reference:
ALASKA ADMINISTRATIVE CODE

4 AAC 30.020 Student teachers

4 AAC 04.200 Professional Content and Performance Standards
Revised 3/204612/2025
9/92
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BP 4131/4231/4313 — ALL PERSONNEL - CERTHICATED-STAFF
DEVELOPMENT

Note: Under state law, staff training is mandated in evaluative techniques, child abuse
recognition and reporting, the needs of students with alcohol or drug abuse disabilities, sexual
abuse and sexual assault awareness, dating violence and abuse, crisis response, crisis
intervention and suicide awareness and prevention. School Districts must ensure that no less
than 50 percent of the total certificated staff employed by the district receives all of the training
not less than every two years and that all of the certificated staff employed by the district
receives all of the training not less than every four years. AS 14.08.111(12); AS 14.14.090(11);
AS 14.16.020(9). A school district shall provide suicide awareness and prevention training to
each teacher, administrator, counselor and specialist who is employed by the school district to
provide services to students. AS 14.30.362. Effective June 30, 2017, a school district shall
establish a training program for employees relating to sexual abuse and sexual assault awareness
and prevention and dating violence and abuse awareness and prevention. AS 14.30.355; AS
14.30.356. Additionally, effective June 30, 2017, a person is not eligible for a teacher certificate
unless he or she has completed required training set forth in AS 14.20.020. AS 14.33.127 and 4
AAC 06.177 require that the School Board ensure that a sufficient number of school employees
receive periodic training in an approved crisis intervention training program, to meet the needs of
the student population. Crisis intervention programs must meet all legal requirements. The
Department of Education and Early Development will maintain a list of approved crisis
intervention training programs.
Under federal law, the Every Student Succeeds Act defines professional development to include
sustained (not stand-alone, 1-day, or short-term workshops), intensive, collaborative, job-
embedded, data-driven, and classroom focused activities that are available to all school staff,
including paraprofessionals. Professional development activities should be developed with
educator input and regularly evaluated. Professional development activities must be evidence-
based, if reasonably available. 20 U.S.C. §§ 6601-6614.
The School Board recognizes that a competent well-trained staff is essential to carrying out its
goals. Staff development is a necessary, collaborative, continuous and systematic effort to
improve district educational programs by involving all employees in activities that improve their
skills and broaden their perceptions. Professional development provided to teachers, principals,
and other instructional leaders should focus on improving teaching and student learning and
achievement.
Professional development shall be developed with educator input and regularly evaluated. If
reasonably available, staff development activities shall be evidence-based. Staff should receive
training on professional boundaries in accordance with BP/AR 5141.42, Professional Boundaries
for staff and students.
In order to respond directly to the needs of all our students, staff development activities may
address such issues as teacher and staff qualifications, content areas, integrating technology into
instruction, using data to improve student achievement, methodology, student privacy, parent,
family, and community engagement, interpersonal relations between students and faculty,
student learning, growth, development, student welfare and safety, assessments and
accommodations, student identification and referral, and staff communication, problem solving
and decision making. The Superintendent is responsible for ensuring that all training required by
law 1s provided in a timely fashion to appropriate staff.
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(cf. 5131.6 - Alcohol and Other Drugs)

(cf. 5141.41 — Sexual Abuse, Sexual Assault and Dating Violence Awareness and Prevention)
(cf. 5141.42 - Professional Boundaries for of staff end with students)

(cf. 5141.52 — Suicide Prevention)

(cf. 5142.3 — Restraint and Seclusion)

The Superintendent or designee should provide staff with professional development that may
include opportunities such as the following:

1. Release time and leaves of absence for travel and study.
2. Visits to other classrooms and other schools.
3. Conferences involving outside personnel from the district, county, state, region or nation.
4. Membership in committees drawing personnel from various sources.
5. Training classes and workshops offered by the district.
6. Further training in institutions of higher learning, including credit courses conducted in or
near the district instead of on the college campus, whenever possible.
7. Access to professional literature on education issues.
8. Induction and mentoring programs.
(cf. 4116 - Nontenured/Tenured Status)
Legal Reference:
UNITED STATES CODE

The Elementary and Secondary Education Act, 20 U.S.C. §§ 6601-6614, as amended
by the Every Student Succeeds Act (P.L. 114-95)
ALASKA STATUTES
14.08.111 Duties (Regional School Boards)
14.14.090 Duties of school boards
14.16.020 Operation of state boarding schools
14.18.060 Discrimination in textbooks and instructional materials prohibited
14.20.020 Requirements for issuance of certificate; fingerprints
14.20.680 Required alcohol and drug related disabilities training
14.30.355 Sexual abuse and sexual assault awareness and prevention
14.30.356 Dating violence and abuse policy, training, awareness, prevention, and
notices
14.30.362 Suicide awareness and prevention training
47.17.022 Training (child protection)
ALASKA ADMINISTRATIVE CODE
4 AAC 06.530 Guidance and counseling services
4 AAC 06.550 Review of instructional materials
4 AAC 12.397 Mandatory training requirements
4 AAC 19.060 Evaluation Training
4 AAC 52.260 Personnel Development

Revised 4/202212/2025
AASB POLICY REFERENCE MANUAL

9/92

AASB Policy Reference Manual
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BP 4132/4232/4332 - ALL PERSONNEL - PUBLICATION OR CREATION OF
MATERIALS

The School Board recognizes the importance of creating a work environment that encourages
employee innovation in creating and developing high-quality materials to improve student
achievement and the efficiency of district operations.
(cf. 4119.21/4219.21/4319.21 — Codes of Ethics)
(cf. 6162.6 - Use of Copyrighted Materials)
The Superintendent or designee shall oversee the development of instructional materials,
computer programs, and other copyrightable materials by employees, independent contractors,
and consultants. An employee, independent contractor, or consultant shall notify the
Superintendent or designee of his/her intent to publish or register a work developed in whole or
in part within the scope of his/her employment.
Instructional materials, computer programs, and other copyrightable materials developed by an
employee within the scope of his/her employment shall be the property of the district.
(cf. 3523 — E-mail)
(cf. 4040—Employee Use-of DistrictInformationtechnotogy 4170/4210/4370 District Issued
Portable Technology)
(cf. 6161.11 - Supplementary Instructional Materials)
(cf. 6163.1 — Library/Media Centers)
If an employee has developed copyrightable material during both work and non-working hours,
and the work was within the scope of his/her employment, the Superintendent or designee shall
negotiate a contract with the employee to protect the district's right as to the ownership or partial
ownership of the copyright.
(cf. 3312 - Contracts)
The Superintendent or designee shall ensure that any contract with an independent contractor or
consultant contains a provision specifying the district's right to ownership of the copyright of any
work produced by the contractor or consultant for the district.
The Superintendent or designee may secure copyrights in the name of the district for all
copyrightable works developed by the district. All royalties or revenues from these copyrights
shall be used for the benefit of the district.
Legal Reference:
UNITED STATES CODE
17 U.S.C. 101-122 Subject matter and scope of copyright
17 U.S.C. 201 Copyright ownership and transfer

Adeption-Date:3/H9Revised 12/2025
9/92
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AASB Policy Reference Manual

BP 4133/4233/4333 — ALL PERSONNEL - TRAVEL EXPENSES

Note: The following optional policy delegates duties related to employee travel and
reimbursement to the Superintendent or designee and may be revised to reflect district practice.

The School Board shall pay for actaal-and-neeessaryapproved expenses, including travel,
incurred by any employee performing authorized services for the district. Expenses-Approved

expenses shall be reimbursed withinlimits-established-by-the-Sehoel-Boardaccording to district
procedures. The employee shall be on work status when on district funded travel.

The Superintendent or designee may approve employee requests to attend meetings in
accordance with the adepted-district budget.
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The Superintendent or designee shall establish procedures for the submission and verification of
expense claims.

The School Board may establish an allowance on either a mileage or monthly basis to reimburse
designated employees for the use of their own vehicles in the performance of assigned duties.

Note: The following optional paragraph is offered for Boards that wish to closely monitor
district expenses in this area.

All out-of-state travel must have School Board approval T—Pa%lel—%epenses—ﬂet—p%e&sl-y

(cf 33 00 Expendztures/Expendmg Authorzly)
Revised 12/2025
9/92

AASB Policy Reference Manual

BP 4135/4235/4335 — ALL PERSONNEL - SOLICITING AND SELLING

Note: The following optional policy may be revised or deleted.

Employees shall not solicit district students or their families with the intent to sell general
merchandise, books, equipment or services. Any classroom activity requiring students to bring
money to school for any purpose must have the principal's approval.

(cf. 1321 - Solicitation of Funds from and by Students)

Staff shall not distribute promotional, political, controversial or other noninstructional materials
unless approved by the Superintendent or designee.

(cf. 1325 - Advertising and Promotion)

Staff members shall not use their status as district employees to secure information such as
names, addresses and telephone numbers for use in profit-making ventures.

Educational tours may be promoted on school premises only if they are sponsored by the district.
Employees engaged in planning, organizing or leading tours as a private business shall make it
clear that they do not represent the school or district. All activities related to such tours must be
carried on outside of school hours and off school premises.

Revised 12/2025

9/92
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BP 4136/4236/4336 — ALL PERSONNEL - NONSCHOOL EMPLOYMENT
The School Board recognizes that district employees may receive compensation for outside
activities as long as these activities are not inconsistent, incompatible, in conflict with, or
inimical to the employee's duties or to the duties, functions or responsibilities of the district.
Outside paid activities are incompatible with district employment if they require time periods
that interfere with the proper, efficient discharge of the employee's duties, if they entail
compensation from an outside source for activities which are part of the employee's regular
duties, or if they involve using for private gain the district's name, prestige, time, facilities,
equipment or supplies.

(cf. 1321 - Solicitation of Funds from and by Students)

(cf. 4119.21/4219.21/4319.21 - Codes of Ethics)

(cf. 4132/4232/4332 - Publication or Creation of Materials)

(cf. 4135 - Soliciting and Selling)

Revised 12/2025

9/92

AASB Policy Reference Manual
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BP 4141/4241- CERTIFICATED AND CLASSIFIED PERSONNEL -
NEGOTIATED AGREEMENT

Each agreement entered into by the School Board with a duly recognized employee organization
shall constitute a commitment by the School Board to the provisions of the agreement for its
duration.
The provisions of the employee agreement shall be binding on the School Board and on all
employees covered by the agreement. Policies or regulations of the School Board which conflict
with provisions of the negotiated employee agreement shall not be binding on those employees
who are covered by the terms of such agreement.
(cf. 4143/4243 - Negotiations/Consultation)
Legal Reference:
ALASKA STATUTES

23.40.070 - 23.40.260 - Public Employment Relations Act
Revised 9/9712/2025
9/92

AASB Policy Reference Manual

BP 4141.6/4241.6 — CERTIFICATED AND CLASSIFIED PERSONNEL -
CONCERTED ACTIVITY/WORK STOPPAGE
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Note: The following optional policy may be revised or deleted. SB 16 (Statutes of 1992),
repealed Title 14 provisions related to collective bargaining and affirmed placement of public
school employees under the Public Employment Relations Act. In addition, public school
employees were reclassified from class (a) (2) to class (a) (3) under AS 23.40.200 which
provides them the right to strike after exhausting the advisory arbitration process. If advisory
arbitration fails, a strike may not begin until at least 72 hours after notice of the strike is given.
In any event, a strike may not begin on or after the first day of the school term, as that term is
described in AS 14.03.030, unless at least one day in session with students in attendance has
passed after notice of the strike is given by the employees. AS 23.40.080 provides public
employees the right to engage in concerted activities. AASB is available for assistance in
preparing contingency strike plans.

The Superintendent or designee shall maintain a plan for the safe operation of the schools in the
event of a work stoppage. In the event of a strike, a walkout, a coordinated mass use of sick leave
or any other concentrated refusal of staff to perform assigned duties, the Superintendent or
designee shall take whatever emergency steps he/shethey deems necessary for the safety of
students, staff and district property. Such steps shall be reported to the School Board as soon as
possible.
When students raise questions related to a work stoppage, teachers-staff shall be expected to
approach the subject in accordance with the district's policy on controversial issues. Feachers
Staff shall not let such discussions interfere with their regular teaching-employment
responsibilities.
(cf. 6144 - Controversial Issues)
Employees shall not provide students with messages or other information that promotes or
explains the position of any employee organization that is engaged in or contemplating a work
stoppage.
Legal Reference:
ALASKA STATUTES

23.40.080 Right of public employees

23.40.200 Classes of public employees; arbitration
Revised +/0412/2025
9/92 AASB Policy Reference Manual
BP 4143/4243 — CERTIFICATED AND CLASSIFIED PERSONNEL -
NEGOTIATIONS/CONSULTATION
The School Board will strictly construe the scope of negotiations as provided by law and also
meet and negotiate on such topics as are included within the scope of negotiations by the Labor
Relations Board.
The School Board may hold executive sessions with its designated representative(s) prior to
and/or during eensultations-with-representatives-of-employee-organizationsthe collective
bargaining process. The purpose of these executive sessions shall be to review the School
Board's position and instruct and consult with its representative(s).
(cf. 9321 - Executive Sessions)
Legal Reference:

ALASKA STATUTES

23.40.070 - 23.40.260 Public Employment Relations Act

23.40.070 Declaration of Policy

23.40.235 Public involvement in school district negotiations
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44.62.310 Agency meetings public
Kenai Peninsula Borough School District v. Kenai Peninsula Education Assn., 572 P. 2d
416 (Alaska 1977)
Revised 9/9712/2025
9/92

AASB Policy Reference Manual

BP 4144/4244/4344 — ALL PERSONNEL - COMPLAINTS

Note: This optional policy and regulation may be used in connection with employee complaints
alleging the misapplication of policies, regulations, rules and procedures which fall outside the
scope of negotiated employee contract grievance procedures.

The School Board recognizes the need for providing employees with a process for addressing
concerns regarding issues which are not subject to formal grievance procedures. This complaint
process applies to misapplication of policies, regulations or rules of the district.
The Superintendent or designee shall establish complaint procedures which encourage the
prompt submission of complaints and resolution of conflicts.
The School Board expects that employees and supervisors will make every effort to resolve
employee complaints and disagreements informally before resorting to formal complaint
procedures.
(cf. 1312.3 - Complaints Concerning Discrimination)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
(cf. 4141/4241 - Negotiated Agreement)
Legal Reference:
ALASKA STATUTES
23.40.270 Declaration of policy (PERA)
Revised 9/9712/2025
9/92

AASB Policy Reference Manual
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AR 4144/4244/4344 — ALL PERSONNEL - COMPLAINTS

Note: The following sample regulation may be revised or deleted.

The following guidelines shall prescribe the manner in which complaints are handled:
1. A "complaint" shall be defined as an alleged misapplication of the district's policies,
regulations, rules or procedures. Procedures for the resolution of employee complaints
provide a route of appeal through administrative channels and to the School Board, if
necessary. If the complaint is related to discrimination or harassment, the district's
procedure for complaints concerning discrimination should be used.
(cf. 1312.3 - Complaints Concerning Discrimination)
2. So as not to interfere with school schedules, meetings related to a complaint shall be
held before or after the complainant's regular working hours.
3. All matters related to a complaint shall be kept confidential. Only those individuals
directly involved in resolving the complaint shall be informed of the complaint.
4. All documents, communications and records dealing with the complaint shall be placed
in a district complaint file. No such material shall be placed in an employee's personnel
file.
5. No reprisals shall be taken against any participant in a complaint procedure by reason of
such participation.
6. Time limits specified in these procedures may be reduced or extended in any specific
instance by written mutual agreement of the parties involved. If specified or adjusted time
limits expire, the complaint may proceed to the next step.
7. Any complaint not taken to the next step within prescribed time limits shall be
considered settled on the basis of the answer given at the preceding step.
Informal Complaints
Employees are encouraged to resolve complaints informally. Formal complaint procedures shall
not be initiated unless informal efforts to resolve the complaint have been exhausted and the
complainant has provided a written description of such efforts.
Formal Complaint Procedure - Step 1
If a complaint has not been satisfactorily resolved by informal procedures, the complainant may
file a written complaint with the immediate supervisor or principal within 60 days of the act or
event which is the subject of the complaint.
Within five working days of receiving the complaint, the immediate supervisor or principal shall
conduct any necessary investigation and meet with the complainant in an effort to resolve the
complaint.
The immediate supervisor or principal shall present all concerned parties with a written answer
to the complaint within ten working days after the meeting.
Formal Complaint Procedure - Step 2
If a complaint has not been satisfactorily resolved at Step 1, the complainant may file the written
complaint with the Superintendent or designee within five working days of receiving the answer
at Step 1. All information presented at Step 1 shall be included with the complaint, and the
immediate supervisor or principal shall submit to the Superintendent or designee a report
describing attempts to resolve the complaint at Step 1.
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Within five working days of receiving the complaint, the Superintendent or designee shall
conduct any necessary investigation and meet with the complainant in an effort to resolve the
complaint.

The Superintendent or designee shall present all concerned parties with a written answer to the
complaint within ten working days after the meeting.

If a complaint has not been satisfactorily resolved at Step 2, the complainant may file a written
appeal to the School Board within five working days of receiving the answer at Step 2. All
information presented at Steps 1 and 2 shall be included with the appeal, and the Superintendent
or designee shall submit to the School Board a report describing attempts to resolve the
complaint at Step 2.

An appeal hearing shall be held at the next regularly scheduled School Board meeting which
falls at least 12 days after the appeal is filed. This hearing shall be held in executive session if the
complaint relates to matters properly addressed in executive session.

(cf. 9321 - Executive Sessions)

The School Board shall make its decision within 30 days of the hearing and shall mail its
decision to all concerned parties. The School Board's decision shall be final.

Revised 12/2025

9/92

AASB Policy Reference Manual

BP 4151/4251/4351 — ALL PERSONNEL - SALARY GUIDES - EXEMPT
EMPLOYEES

Note: The Fair Labor Standards Act (FLSA) is a federal law that requires most employees in
the United States to be paid at least the federal minimum wage for all hours worked, and
overtime pay at time and one-half the regular rate of pay for all hours worked over 40 hours in
a workweek. However, Section 13(a)(1) of the FLSA provides an exemption from both
minimum wage and overtime pay for employees employed as bona fide executive,
administrative, or professional employees. Sections 13(a)(1) and 13(a)(17) also exempt certain
computer employees. To qualify for exemption, employees generally must meet certain tests
regarding their job duties and be paid on a salary basis at not less than $455-684 per week.
These salary requirements do not apply to teachers. Exempt computer employees may be paid
at least $455-684 on a salary basis or on an hourly basis at a rate not less than $27.63 an hour.
Job titles do not determine exempt status. In order for an exemption to apply, an employee's
specific job duties and salary must meet all the requirements of the Department of Labor's

regulations.

The School Board is committed to compliance with the salary basis requirements of the Fair
Labor Standards Act. Improper deductions from the salaries of exempt employees are prohibited.
(cf. BR 4253 Overtime Pay/Compensatory Time Off)

Salary Basis Requirement

An exempt employee must meet certain tests regarding their job duties and be paid on a salary
basis. Being paid on a "salary basis" means an employee regularly receives a predetermined

amount of compensation each pay-period-on-a-weekly-orlessfrequent;-basisday. The
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predetermined amount cannot be reduced because of variations in the quality or quantity of the
employee's work. Subject to exceptions listed below, an exempt employee must receive the full
salary for any workweek in which the employee performs any work, regardless of the number of
days or hours worked. Exempt employees do not need to be paid for any workweek in which
they perform no work.

Permissible Deductions

Note: Under 2004 amendments to the federal regulations, employers can dock pay of exempt
employees, without losing their exempt status, for disciplinary suspensions for one or more full
days if employees break workplace conduct rules. To be able to take advantage of this
provision, employers must adopt a written policy applicable to all employees that states that
violating workplace conduct rules may result in a suspension.

Deductions from pay are permissible when an exempt employee: is absent from work for one or
more full days for personal reasons other than sickness or disability; for absences of one or more
full days due to sickness or disability if the deduction is made in accordance with a bona fide
plan, policy or practice of providing compensation for salary lost due to illness; to offset amounts
employees receive as jury or witness fees, or for military pay; or for unpaid disciplinary
suspensions of one or more full days imposed in good faith for violations of district policies or
procedures.

The district is not required to pay the full salary in the initial or terminal week of employment;
for penalties imposed in good faith for infractions of safety rules of major significance, or for
weeks in which an exempt employee takes unpaid leave under the Family and Medical Leave
Act. In these circumstances, either partial day or full day deductions may be made.

Complaint Procedure for Improper Deductions

Note: Under the 2004 safe harbor provision, employers will not lose exempt status for
employees as a result of improper deductions, so long as several steps are taken. First, your
district must have a clearly communicated policy prohibiting improper pay deductions. Second,
the policy must contain a complaint procedure. Third, if an employer makes an improper
deduction, it must reimburse employees for the improper deduction and make a good faith
commitment to comply in the future. Finally, if the employer "willfully" violates the policy by
continuing to make improper deductions after a complaint, it will lose exempt status for all
employees in the same job classification working for the same managers responsible for the
improper deductions for the time period in which the improper deductions were made.

H-you-believe-thatEmployees who believe an improper deduction has been made to yeus-their
salary --yeu should immediately report this information to yeustheir direct supervisor, or to
Hinsert-alternative-complaint-mechanism(sHthe human resources department.
Reports of improper deductions will be promptly investigated. If it is determined that an
improper deduction has occurred, you will be promptly reimbursed for any improper deduction
made.
Legal Reference:

Fair Labor Standards Act, 29 U.S.C. § 201, et seq.
Added-Revised +2/0412/2025
9/92
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BP 4154/4254/4354 — ALL. PERSONNEL - HEALTH AND WELFARE
BENEFITS
The district shall provide health and welfare benefits for certificated and classified employees in
bargaining units. Benefits for employees who are not in bargaining units shall be the same unless
otherwise specified by School Board action or individual contract in accordance with negotiated
employee agreements.
The Superintendent or designee shall advise all employees of their rights and responsibilities
related to continuing their health insurance benefits when their eligibility changes.
(cf. 3530 - Risk Management)
(cf. 4141/4241 - Negotiated Agreement)
Legal Reference:
ALASKA STATUTES
23.40.070 Declaration of Policy (PERA)
CONSOLIDATED OMNIBUS RECONCILIATION ACT
Public Law 99-272
Revised 12/2025
9/92

AASB Policy Reference Manual

AR 4154/4254/4354 — ALL PERSONNEL - HEALTH AND WELFARE
BENEFITS
Federal Consolidated Omnibus Reconciliation Act (COBRA)
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Note: COBRA (The Federal Consolidated Omnibus Reconciliation Act) mandates certain
group health coverage requirements designed to alleviate lapses in coverage due to employee
termination, death, separation or divorce, reduction in hours, or eligibility for Medicare. See
Exhibit 4154/4254/4354 for a summary of COBRA imposed notice responsibilities.

Under COBRA, district employees may retain health insurance coverage when they reduce their
working hours and/or are separated from employment. Continued coverage through the district
shall also be made available to an employee's spouse and dependents upon the employee's death,
separation or divorce, eligibility for Medicare or upon termination of a child's dependent status
under the district health insurance program. Employees who are fired for gross misconduct may
not retain health insurance coverage.

Note: The cost of continuation coverage may be charged to the employee or beneficiary, but it
may not exceed 102% of the cost charged to active employees and their beneficiaries under the
district health plan.

Persons who choose to retain health insurance coverage shall be charged the full costs of
coverage within legal limits. Those who have reduced their working hours or who have been
released from employment may retain the coverage for no more than 18 months. All other
qualifying persons may retain the coverage for no more than 36 months. Coverage will end if the
employee or beneficiary 1) fails to pay the insurance premium; 2) secures health insurance
coverage through subsequent employment or remarriage; or 3) becomes eligible for Medicare
benefits.

Revised 12/2025

9/92

AASB Policy Reference Manual

E 4154/4254/4354 — ALL PERSONNEL - INSURANCE/HEALTH AND
WELFARE BENEFITS

Note: The following is a chronological summary of the notice responsibilities required
under COBRA for continued health benefits coverage.

Responsibility Timeline

Plan Administrator Provide written At
notice to all commencement
employees of of coverage
coverage under
COBRA
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District Notify Plan Within 30 days of
Administrator of event
employee death,
termination,
retirement, Medicare
eligibility or
reduction in hours

Plan Administrator Notify Within 14 days
employee/beneficiar
y of option to elect
continued health
coverage

Employee/Beneficiary Elect to accept or 60 days
refuse continuation
coverage

Employee/Beneficiary Notify Plan Upon occurrence

Administrator of a
divorce, legal
separation or
termination of a
child's dependent
status

Revised 12/2025

9/92

AASB Policy Reference Manual

BP 4156.2/4256.2/4356.2 — ALL PERSONNEL - AWARDS AND
RECOGNITION

Note: The following sample policy may be revised or deleted as desired subject to the district's
collective bargaining obligations.

The School Board believes the district's employees are its most valuable resource and encourages
recognition of the services they provide. The Superintendent or designee may issue service pins,
certificates, plaques or other mementos in accordance with established district procedures.

(cf. 1150 - Commendations and Awards)

(cf. 3300 - Expenditures/Expending Authority)
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BP 4156.3/4256.3/4356.3 — ALL PERSONNEL- REIMBURSEMENT,
UNIFORMS AND ALLOWANCES

Note: This optional policy may be revised or deleted as appropriate subject to collective
bargaining obligations.

OPTION 1: The School Board shall not be responsible for the reimbursement of any employee
personal property which may be stolen, destroyed or maliciously damaged while being used in
district schools.

OPTION 2: The School Board shall pay the cost of replacing or repairing employee personal
property, except cash, which has been stolen, destroyed or maliciously damaged, through no
fault of the employee, while being used in district schools.

Reimbursement for personal items used for work-related purposes shall be made only if the
principal or designee approved the use of the personal property in school before the property was
brought to school and at that time agreed on the value of the property.

Revised 12/2025

9/92

AASB Policy Reference Manual
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BP 4157/4257/4357 — ALL. PERSONNEL - EMPLOYEE SAFETY

The School Board believes that safety is every employee's responsibility. The School Board
expects all employees to use safe work practices and to report and correct any unsafe conditions
which may occur. Supervisors shall constantly promote safety and correct any unsafe work
practice through education, training and enforcement.

No employees shall be required to work under unsafe or hazardous conditions or to perform
tasks which endanger their health, safety, or well-being. Working conditions and equipment shall
be maintained in compliance with standards prescribed by federal, state, and local laws and
regulations.

(cf. 3514 - Environmental Safety)

(cf. 3514.1 - Hazardous Substances and Pesticides)

(cf. 4119.41/4219.41/4319.41 - Employees with Infectious Disease)

(cf. 4158/4258/4358 - Employee Security)

Revised 12/2025

9/92
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BP 4158/4258/4358 — ALL PERSONNEL - EMPLOYEE SECURITY

Note: Alaska school districts are required to adopt standards relating to when a teacher,
teacher’s assistant, or other person responsible for students is authorized to use reasonable and
appropriate force to maintain classroom safety and discipline. Effective October 2014, the use
of restraint and seclusion of students is strictly limited and in some situations prohibited by
law. AS 14.33.125. Any use of restraint or seclusion by a district employee of a student must
comply with all legal requirements. A teacher, teacher’s assistant, principal, or another person
responsible for students may not be terminated or otherwise subjected to formal disciplinary
action for lawful enforcement of a school disciplinary and safety program, including behavior
standards. AS 14.33.130. This group is protected from civil liability for acts or omissions
arising out of enforcement of the disciplinary and safety program while in the course of
employment, unless the act constitutes gross negligence or reckless or intentional

misconduct. AS 14.33.140, and the Every Student Succeeds Act.

An employee may use approved methods of physical restraint if a student’s behavior poses an
imminent danger of physical injury to the student or others and less restrictive interventions
would be ineffective at stopping the imminent danger. Restraint must be limited to that
necessary to address the emergency and must be immediately discontinued when the student no
longer poses an imminent danger or when a less restrictive intervention is effective to stop the
danger.

(cf. 5144 - Discipline)

(cf. 5142.3 — Restraint and Seclusion)

Note: A teacher, teacher’s assistant, administrator, or other employee responsible for students
who, during the course of employment, observes a student committing a crime must report the
crime to local law enforcement. AS 14.33.130. The obligation to report to law enforcement
resides with the staff member observing the crime. "Crime" means an offense for which a

sentence of imprisonment is authorized; a crime is either a felony or a misdemeanor. AS
11.81.900.

Employees shall promptly report any student-attack;-assault or threat against them to the
Superintendent or designee. The employee and the principal or other immediate supervisor beth
shall promptly report such instances to the appropriate local law enforcement agency, as
appropriate. The Superintendent or designee shall be made aware of all police reports made by
district personnel.
(cf. 1410 — Interagency Cooperation for Student and Staff Safety)
Legal Reference:

ALASKA STATUTES

[1.81.430 Justification, use of force, special relationships

006481.00001 2657315v1


http://redirector.microscribepub.com/?cat=stat&loc=ak&id=14.33.125&
http://redirector.microscribepub.com/?cat=stat&loc=ak&id=14.33.130&
http://redirector.microscribepub.com/?cat=stat&loc=ak&id=14.33.140&
http://redirector.microscribepub.com/?cat=stat&loc=ak&id=14.33.130&
http://redirector.microscribepub.com/?cat=stat&loc=ak&id=11.81.900&
http://redirector.microscribepub.com/?cat=stat&loc=ak&id=11.81.900&
http://redirector.microscribepub.com/?cat=stat&loc=ak&id=11.81.430&

WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED

11.81.900 Definitions
14.33.120-.140 School disciplinary and safety program
ALASKA ADMINISTRATIVE CODE
4 AAC 07.010-4 AAC 07.900 Student rights and responsibilities
UNITED STATES CODE
Every Student Succeeds Act, P.L. 114-95
Revised 4/202212/2025
AASB POLICY REFERENCE MANUAL
9/92

AASB Policy Reference Manual

BP 4159/4259/4359 — ALL PERSONNEL - EMPLOYEE ASSISTANCE

PROGRAMS

Note: The following optional policy may be revised or deleted as desired to reflect district

philosophy. needs and resources.

The School Board supports the well-being of all emplovyees and recognizes the benefit to the

school system and students of a healthy workforce. The Board also recognizes that school district
employees may have personal preblems-issues which can have detrimental effects upon job
performance and student safety. Many personal preblems-issues are easier to resolve when they
are addressed early, before they reach disabling proportions. The School Board encourages
employees to seek help when such preblems-issues exist and to take advantage of the resources

that are available to assist them.
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Employees shall have confidential access to information about community resources that address
personal problems. This information shall be available, on a voluntary basis, to all employees,
spouses and dependents.

(cf. 4020 - Drug and Alcohol-Free Workplace)

Management and supervisory staff shall be knowledgeable about the district's employee
assistance program. When there are indications of declining performance, attendance problems,
or on-the-job behavioral problems, supervisors shall consult with the Superintendent or designee
to explore the resolution of such problems.

Note: The federal Americans with Disabilities Act, Section 104 states that an employee who
uses drugs or who is an alcoholic may be held to the same job performance standards as held
for other employees, even if any unsatisfactory performance is related to the drug use or
alcoholism. Section 104 also states that an employer cannot discriminate against an individual
who has successfully completed a supervised drug rehabilitation program or an employee who
1s currently participating in a supervised rehabilitation program and no longer engaging in drug
use. The following optional paragraph clarifies that although participation in the assistance
program is risk-free, the district reserves the right to discipline in accordance with its existing
policies and procedures.

Participation in the assistance program will not jeopardize the employee's employment or career
advancement, nor will it protect the employee from disciplinary action for substandard job
performance.

(cf. 4115/4245/434+5 - Evaluation/Supervision)

(cf. 4215 - Evaluation/Supervision)

(cf. 4315 - Evaluation/Supervision

(cf. 4118/4248 - Suspension/Disciplinary Action)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Revised 12/2025

9/92

AASB Policy Reference Manual
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BP 4161/4261/4361 — ALL PERSONNEL - LEAVES

Note: This policy and our other sample leave policies are offered as models for districts.
Districts should take into careful account their past practices and collective bargaining
agreements when providing for leave privileges.

The School Board shall authorize employee absences as provided by law and School Board
policy. The School Board recognizes the following justifiable reasons for absence:
1. Personal sickness or injury, pregnancy, jury duty, military service or emergencies
beyond the employee's control.
2. Family illness, bereavement, religious observances and other personal reasons.
3. Situations stemming from occupational status such as attendance at meetings,
conventions, inservice courses, seminars, etc.
4. Other situations for which leave is provided by law.
(cf. 4161.4/4261.4/4361.4 - Family and Medical Leave)

Note: The Alaska Family Leave Act became law September 16, 1992, and applies to employers
that have employed 21 or more employees for each working day during any period of 20
consecutive workweeks in the preceding two calendar years. Family leave includes, at a
minimum, "unpaid leave' for "serious" health conditions for a total of 18 weeks during any 12
month period, and unpaid leave for pregnancy and childbirth or adoption for a total of 18 work
weeks within a 12 month period. Employees are entitled to apply accrued paid leave toward the
unpaid leave time. Employers must allow employees to continue their existing health insurance
coverage at the same level the employee had before going on leave. However, the employee
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may be required to pay the premium cost for the continuation of the insurance coverage. The
Commissioner of Education may approve a labor contract that does not meet the family leave
requirements if the district can show a lack of qualified, available substitutes to replace a
teacher on leave or a lack of available housing for replacement teachers who do not live in the

community.

Legal Reference:
ALASKA STATUTES
14.14.107 Sick leave and sick leave transfer
14.20.147 Transfer or absorption of attendance area or federal agency school
23.10.500 - 23.10.550 Alaska Family Leave Act
ALASKA ADMINISTRATIVE CODE
4 AAC 09.020 Teachers entitled to pay
FAMILY AND MEDICAL LEAVE ACT, 29 U.S.C. 2601 et. seq.; 29 CFR Part 8§25, amend.
2008
NATIONAL DEFENSE AUTHORIZATION ACT for fiscal year 2008, Public Law 110-181,
$3585(a)
Revised 3/2204212/2025
9/92
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BP 4161.1 — CERTIFICATED PERSONNEL - SICK LEAVE
Every certificated employee werking-five-school-days-each-weekwho works the majority of a

contractual month i is entltled to one and one-third days of sick leave for that-a month. Sueh-leave
& rately-tess—Unused days of

sick leave shall be accumulated from year to year w1thout limitation.
The Superintendent or designee shall establish procedures for reporting and verifying such
absences.

Teachers are subject to disciplinary action, up to and including termination, for misusing sick
leave, including providing false information regarding the use of, or need for, sick leave.
Certificated employees may transfer accumulated sick leave between districts and the
Department of Education and Early Development. Employees are responsible for initiating a
transfer of sick leave credits within 90 days of commencing employment at the district.

(cf. 4161.4/4261.4/4361.4 - Family and Medical Leave)

Sick Leave Bank

Note: AS 14.14.105 provides that the School Board may establish a sick leave bank
independently or jointly with teacherscertificated employees. The following optional language
may be revised or deleted as appropriate.

The School Board authorizes the establishment of a sick leave bank to provide teachers
certificated employees sick leave benefits in unusual circumstances. Feachers-Certificated
employees may draw not more than twice the number of days of sick leave the teacher has
accumulated before the ﬁrst dav of school in any school year, or 24 davs Whichever is

greate
seheel—u—p—te—a—ma*m&a—m—e%—d-ays The School Board may grant addrtlonal leave In cases of

severe illness or external hardship.
Legal Reference:
ALASKA STATUTES
14.14.105 Sick leave bank
14.14.107 Sick leave and sick leave transfer
14.20.147 Transfer or absorption of attendance area or federal agency school
23.10.500 - 23.10.550 Alaska Family Leave Act
ALASKA ADMINISTRATIVE CODE
4 AAC 15.040 Sick leave
4 AAC 15.900 Definitions
FAMILY AND MEDICAL LEAVE ACT, 29 U.S.C. 2601 et. seq.; 29 CFR Part 825, amend.
2008
Revised 3/204212/2025
9/92
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AASB Policy Reference Manual

AR 4161.1 —- CERTIFICATED PERSONNEL - SICK LEAVE

Note: The following sample regulation may be revised or deleted as appropriate.

After any absence due to illness or injury, the employee shall verify the absence by submitting a
completed and signed district absence form to his/her immediate supervisor.

The district may additionally require written verification by the employee's doctor or
practitioner. Such verification may be required whenever an employee's absence record shows
chronic absenteeism or a pattern of absences immediately before or after weekends and/or
holidays or whenever clear evidence indicates that an absence is not related to illness or injury.
Chronic absenteeism may be indicated when an employee has exhausted his/her entire ten-day
sick leave benefit during three or more of the past five years.

At its expense, the district may require an employee to visit a physician selected by the district in
order to receive a report on the nature and severity of an illness or injury. If the report concludes
that the employee's condition does not warrant continued absence, the Superintendent or
designee, after giving notice to the employee, may deny further leave.

Before returning to work, an employee who has been absent for surgery, hospitalization or
extended medical treatment may be asked to submit a letter from his/her doctor stating that
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he/she is able to return and stipulating any recommended restrictions or limitations. The district
may, at district expense, require the opinion of a physician chosen by the district.

Employee Notifications of Absence

Employees shall notify the district of their need to be absent as soon as such need is known, so
that substitute services may be secured. This notification shall include an estimate of the
expected duration of absence. If the absence becomes longer than estimated, the employee shall
again notify the district of the need for a substitute. If the duration of absence is unknown or
becomes shorter than estimated, the employee shall notify the district of his/her intent to return
by at least 3 p.m. of the working day preceding the day he/she returns. If failure to so notify the
district results in a substitute being secured, the cost of the substitute shall be deducted from the
employee's pay.

Revised 12/2025

9/92

AASB Policy Reference Manual

BP 4161.2/4261.2/4361.2 — ALL PERSONNEL - PERSONAL LEAVES

Personal Necessity

Note: 4 AAC 15.040 authorizes the School Board to limit the use of sick leave because of
death, illness or welfare of a person in the teacher's immediate family. The following sample
policy may be revised or deleted as appropriate.

a ‘ees-mav-yse-no-more ---,-.

Personal leave is generally subject to collective bargaining. In the absence of collectively

bargained personal leave, the Superintendent may authorize for following reasons:Aeeeptable
1. Death of a member of the immediate family.
2. An accident involving the employee's property or the person or property of a member of
the immediate family.
3. An illness of a member of the employee's immediate family.
4. Fire, flood, or other immediate danger to the home of the employee.
5. Required court appearance other than those court appearances for which the employee is
obligated to be absent from duty and compensation is required by law.
6. Personal business of a serious nature which the employee cannot disregard.
Leave for personal necessity may be allowed for other reasons at the discretion of the
Superintendent or designee. However, no such leave shall be granted for purposes of personal
convenience, for the extension of a holiday or vacation period, or for matters which can be taken
care of outside of working hours.
(cf- 4161.4/4261.4/4361.4 - Family and Medical Leave)
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Note: Pursuant to 4 AAC 15.040, "immediate family" includes at least husband and wife, father
and son or daughter, mother and son or daughter, and brother and sister.

Legal Reference:
ALASKA STATUTES
23.10.500 - 23.10.550 Alaska Family Leave Act
ALASKA ADMINISTRATIVE CODE
4 AAC 09.020 Teachers entitled to pay
4 AAC 15.040 Sick leave
Revised 3/264212/2025
9/92

AASB Policy Reference Manual
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BP 4161.3 — CERTIFICATED PERSONNEL - SABBATICAL
The School Board recognizes the importance of professional development and may grant a
sabbatical leave of one school year to teachers-certificated employees who have seven years or
more years of service with the district. Such leaves may be approved if they serve an educational
purpose and meet all requirements of law.
The selection of teachers-certificated employees to receive sabbatical leave shall be based on the
potential benefit to the district, the subject field and contribution of the teachercertificated
employee to education in the state, and seniority in the district.
When granting sabbatical leave, the School Board shall determine the amount of leave which
shall be paid by the district. The School Board may grant a teacher credit on the salary schedule
for any leave which the School Board determines was educationally or professionally beneficial
to the teacher or district.
The Superintendent or designee shall establish procedures for preeessten-processing and
approving requests for sabbatical leave, in accordance with state statutes.
Legal Reference:
ALASKA STATUTES

14.20.280-14.20.350 Sabbatical leave

14.20.280 Basis of leave

14.20.290 Application

14.20.330 Selection of teachers

14.20.310 Amount of sabbatical leave and compensation

14.20.320 Responsibility of teacher

14.20.330 Position, tenure, and retirement

14.20.340 Military service and previous leaves of absence

14.20.345 Leave of absence without pay

14.20.350 Definition
Revised 12/2025
9/92 AASB Policy Reference Manual

BP 4161.4/4261.4/4361.4 — ALL. PERSONNEL - FAMILY AND MEDICAL
LEAVE

Note: Your district may be a "covered employer" under both the federal Family and Medical
Leave Act (FMLA) and the Alaska Family Leave Act (AFLA). Covered employers must
provide its employees with the benefits of these laws. FMLA covers public school district
employers, regardless of the number of employees. AFLA covers public school district sites
which have had at least 21 employees within 50 road miles during any period of 20 consecutive
workweeks in the preceding two calendar years. Accordingly, some smaller districts may be
covered by FMLA only. Additionally, some sites may be exempt from AFLA coverage while
other sites in a district are covered. School districts can adopt a more generous policy by
allowing employees who meet the hours-worked requirements to be eligible for family leave,
regardless of the number of employees within a given radius.

The Board is committed to providing employees with family and medical leave in compliance
with the Family and Medical Leave Act (FMLA) and the Alaska Family Leave Act (AFLA), as
applicable. When both laws apply, the provisions more generous to the employee will govern.
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This policy briefly describes rights and responsibilities under FMLA and AFLA but does not
spell out all obligations.

In recognition that FMLA and AFLA provide some employer options for implementation of
leave, the Board directs that leave under these laws will be implemented as set forth below. To
the extent an employee only qualifies for AFLA leave, and AFLA does not contain specific
requirements for implementation of that leave, the Board adopts by policy those procedures and
employer rights set forth in FMLA and its regulations. The Superintendent shall develop
regulations, in accordance with this policy, setting forth the qualifications, entitlements, and
procedures for leave in compliance with these laws.

(cf. 4161/4261/4361 - Leaves)

Covered Employees

Note: FMLA and AFLA are triggered when an employee has worked the requisite number of
hours for a school district. AFLA protections will apply sooner than FMLA protections,
especially for new employees or part-time employees. Accordingly, any employee who
qualifies under FMLA due to length of service will qualify under AFLA. Because AFLA
provides greater leave entitlements, school district employees will usually be entitled to 18
weeks of leave.

Eligibility for FMLA and AFLA leave, as applicable, shall be based entirely on eligibility criteria
established by these laws. This policy is not intended to expand eligibility for FMLA or AFLA
leave beyond that which is legally required.

Under FMLA, an employee who has worked for the District for at least one year, and for 1,250
hours over the previous twelve months, is entitled to up to 12 weeks of leave for qualifying
events. Under AFLA, an employee who has worked for the District for at least 35 hours a week
in the last six consecutive months, or at least 17.5 hours a week during the preceding twelve
months, is entitled to up to 18 weeks of leave for qualifying events. Leave which qualifies under
both FMLA and AFLA is to be used simultaneously.

Unused family and medical leave does not accumulate from year to year.

Reasons for Taking Leave

Note: FMLA provides for two forms of military-related leave that are not covered by AFLA.
Qualifying exigency leave and military caregiver leave are set forth in items 6 and 7 below.
Districts not covered by FMLA may choose to provide similar military family leave.

Covered employees will be granted leave for the following reasons:
1. To care for the employee's infant child during the first 12 months following birth;
2. To care for a child during the first 12 months following placement with the employee
for adoption or foster care;
3. To care for a spouse, son, daughter, or parent with a serious health condition;
4. For incapacity due to the employee's pregnancy, prenatal medical care or child birth;
5. Because of the employee's own serious health condition that renders the employee
unable to perform the employee's job;
6. If FMLA is applicable, for qualifying exigency leave if the employee's spouse, son,
daughter, or parent is a military member and is on covered active duty; or
7. To care for a covered servicemember under the terms set forth in FMLA.
Notices
Required notices shall be posted by the District so that employees are aware of their rights and
responsibilities when the need for family or medical leave arises.

006481.00001 2657315v1



WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED

All requests for family and medical leave shall be made in writing on a District form. The
employee shall provide sufficient information to determine whether the leave qualifies for
FMLA and/or AFLA leave.

The employee is required to provide advance notice, consistent with these laws, and leave may
be denied if notice requirements are not met. The employee must ordinarily provide 30 days
advance notice when the leave is foreseeable.

Concurrent Use of Paid Leave

Note: Both FMLA and AFLA are unpaid leaves. However, these laws permit employees and
employers to substitute paid leave for unpaid leave. The policy language below requires
employees to use all applicable paid leave in conjunction with FMLA/AFLA leave. If such a
policy is not adopted, an employee may take his or her full entitlement of FMLA/AFLA leave,
and then take any additional paid leave to which he or she is entitled. The policy helps
minimize cumulative absences from work.

FMLA and AFLA are unpaid leaves. However, the District has elected to require employees to
substitute paid leave for unpaid leave taken for an FMLA or AFLA qualifying event. Paid leave
substitutions will include personal leave and annual leave; and sick leave if the employee
requests leave because of the employee's own serious health condition or for another event for
which sick leave may be used under District policies or negotiated agreements.

An employee's FMLA or AFLA leave runs concurrently with other types of paid leave and the
District will give proper notice to the employee that FMLA or AFLA leave is being utilized. The
substitution of paid leave for unpaid leave does not extend the maximum FMLA or AFLA leave
period. When paid leave is exhausted, the remaining absences will continue to be FMLA or
AFLA leave, as applicable, but will be unpaid.

(cf- 4161.1 - Sick Leave)

(cf. 4161.2/4261.2/4361.2 - Personal Leaves)

Medical Certification and Fitness for Duty

The District requires medical certification and recertification of any serious health condition of
the employee or qualifying family member. Failure to provide timely certification when
requested will result in denial of leave.

Employees on FMLA or AFLA leave must periodically report on their status and intent to return
to work.

Employees are required to provide a fitness-for-duty certificate upon returning from FMLA or
AFLA leave when the leave is taken because of the employee's own serious health condition.
""Calendar Year'' for Purposes of Leave Entitlement

Note: FMLA allows employers to choose their calendar year for determining the amount of
leave to which an eligible employee is entitled. This can include the actual calendar year, the
District's fiscal year, or a rolling calendar year. The rolling calendar year is recommended as it
allows the employer to look back and eliminate the potential for employees to stack FMLA
leave entitlements between two calendar years.

For purposes of determining total leave availability for an eligible employee, the District utilizes
a rolling twelve-month period measured backwards from the date leave is used, to avoid stacking
of back-to-back leave entitlements.

Intermittent Leave

An employee will be denied intermittent leave or leave on a reduced leave schedule to care for
an immediate family member with a serious health condition, of for the employee's own serious
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health condition, when the employee fails to establish, through medical certification, that there is
a medical need for such leave, as distinguished from voluntary treatments and procedures, and/or
the employee has failed to establish, through medical certification, that it is medically necessary
for the leave to be taken intermittently on a reduced leave schedule.

Instructional Employees

Both the District, and its instructional employees, will comply with the special rules for
instructional employees set forth in law. These rules shall be included in the regulations
developed by the Superintendent.

Job Benefits and Protection

Note: For the duration of FMLA leave, the employer must maintain the employee's health
coverage under any group plan. There is a similar requirement under AFLA, except that school
districts can require the employee to pay the full costs of coverage during periods of unpaid
AFLA leave. For periods when the employee is concurrently on paid leave, health coverage
requirements would apply consistent with what is provided to district employees on paid leave.

To the extent required by law, the District will maintain the employee's health coverage under
any group plan. The employee will be required to continue making employee contributions as
required by the plan. An employee who fails to return to work after expiration of his or her
available leave may be required to reimburse the District for those benefits paid, as allowable by
law.

The District will restore a returning employee to his or her original or an equivalent position,
with equivalent pay, benefits, and other employment terms, unless restoration is not required by
law. The employee will not lose any employment benefit that accrued prior to the start of the
employee's leave.

The District will not interfere with, restrain, or deny to a qualifying employee any right provided
by FMLA or AFLA. Nor will the District discriminate or retaliate against any person for utilizing
leave, enforcing leave rights, or opposing any practice made unlawful by FMLA or AFLA, or for
being involved in any proceeding related to these laws.

(cf. 0410 - Nondiscrimination in District Programs & Activities)

(cf. 4030 - Nondiscrimination in Employment)

No Alternative Employment

Note: Having a second job while on FMLA or AFLA leave does not violate these laws.
However, employers may have and enforce a policy prohibiting its employees from outside
work while on leave from the District.

The District prohibits employees who are on approved family and medical leave from engaging
in other employment during the dates and times the employee would otherwise have been
working for the District. Upon written request by the employee, the Superintendent may, in his
or her sole discretion, grant an exception to this provision.

Enforcement of Rights

Employees who believe their rights under FMLA or AFLA have been violated are encouraged to
bring this to the attention of the Superintendent or designee for investigation and resolution. Any
employee may file a complaint with the U.S. Department of Labor for violations of FMLA, or
the Alaska Department of Labor for violations of AFLA. An eligible employee may bring a civil
action against an employer for violations.

The District reserves the right to take disciplinary action, up to and including termination, against
any employee who abuses the rights, duties, and obligations of FMLA or AFLA.
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Legal References:
ALASKA STATUTES
30.20.500-.550 Alaska Family Leave Act
UNITED STATES CODE
Family and Medical Leave, 29 U.S.C. 2601, et seq.
Family and Medical Leave Act of 1993, 29 C.F.R. 825.100-825.702 (Amend 2015)
Revised 3/2204612/2025
9/92

AASB Policy Reference Manual

AR 4161.4/4261.4/4361.4 — ALL. PERSONNEL - FAMILY AND MEDICAL
LEAVE

Note: Unless the Board has decided to apply the protections of FMLA and AFLA to all school
sites, regardless of the number of employees within a certain radius, the District should conduct
a regular review of the eligibility of its sites.

All school sites are covered by the Family & Medical Leave Act of 1993 (FMLA). The
Superintendent or designee shall determine which sites are covered by Alaska's Family Leave
Act (AFLA). Employees at those sites shall be notified of the coverage determination through
reasonable means. The determination of site coverage will be reviewed on a periodic basis.

‘ A. Eligibility for Leave

Note: Different rules apply under FMLA and AFLA. Accordingly. it is important to determine
which of these laws apply to an individual emplovee. If both apply, the emplovee is entitled to
the more generous protections.

Note: If an employee is an active duty or reserve military member who has been absent from
work due to service covered by USERRA (Uniformed Services Employment and
Reemployment Rights Act), all periods of USERRA absence are counted towards the
employee's eligibility for FMLA leave.

Employees are eligible for FMLA leave if they:
Have been employed by the District for at least a year and have worked at least
1,250 hours in the preceding 12 calendar months immediately preceding the request
for leave. Employers are required to count any service an employee had with an
employer prior to a break in service of up to seven years toward his or her 12-month
employment eligibility threshold.

Employees are eligible for AFLA leave if they:

1. Have worked for the District at least 35 hours per week for at least six consecutive months,
or at least 17.5 hours per week for at least twelve consecutive months, preceding the
request for leave.

and
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2.

Are employed at a work site that has employed at least 21 employees within 50 road miles

during any period of 20 consecutive workweeks in the preceding two calendar years.

Employees with questions about their eligibility for FMLA or AFLA leave should contact

[title of leave administrator] for more information.
B. Qualifying Reasons for Basic FMLA and AFLA Leave

Note: FMLA provides for "basic leave" as well as for military family leave.

N —

W

Employees who meet the eligibility requirements described above are eligible to take leave

for the following reasons:

To care for the employee's infant during the first 12 months following birth;
To care for a child during the first 12 months following the employee's adoption of the
child or foster care placement of the child with the employee;

To care for a spouse, child, or parent with a serious health condition;
For incapacity due to the employee's pregnancy, prenatal medical care, or childbirth; or

Because of the employee's own serious health condition that renders the employee unable

to perform an essential function of his or her position.
Definitions
For purposes of the above:

"Child" means the employee's biological child, adopted child, stepchild, foster child,
or legal ward, so long as the child is under 18 or, if 18 or older, is incapable of self-
care because of mental or physical disability. However, under AFLA, "child" does
not include stepchild for purposes of caring for the child following adoption.
"Parent" under AFLA means a biological or adoptive parent, parent-in-law, or
stepparent. "Parent" under FMLA means biological, adoptive, step or foster parent,
or any other individual who stood "in loco parentis" (in the role of a parent) to the
employee when the employee was a child; it does not include parent-in-law.
"Serious health condition" means an illness, injury, impairment, or physical or
mental condition that involves (1) inpatient care in a hospital, hospice, or residential
health care facility; or (2) continuing treatment or supervision by a health care
provider.

"Spouse'" means a husband or wife. Husband or wife refers to the other person to
whom the employee is legally married, including a same-sex spouse. It may also
include a common law spouse if common law marriage is recognized in the state
where the marriage took place and the individuals qualified as common law spouses
before leaving that state.

C. Total Amount of Leave Availability

FMLA provides up to 12 weeks of unpaid leave during any 12-month period, as defined by

the District.

AFLA provides a total of 18 weeks of unpaid leave during any 24-month period because

of a serious health condition of the employee or qualifying family member.

AFLA provides a total of 18 weeks of unpaid leave during any 12-month period because
of pregnancy and childbirth or adoption. The right to take leave for this reason expires one

year after the birth or placement of the child. The District can require that an employee
using leave for this reason take the leave in a single block of time.

The District defines its 12-month period for determining total leave availability by use of
the rolling calendar. The 12-month period is measured backwards from the first date for

which leave is requested, to avoid stacking of back-to-back leave entitlements.
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Married Couples

Special rules apply to married couples who are employed by the District:
FMLA: Under FMLA, two spouses together may take a combined total of 12 weeks
leave during any 12-month period for birth or adoption of a child, or to care for the
same parent with a serious health condition.
AFLA: Under AFLA, the District is not required to grant simultaneous leave to both
spouses to care for a parent or child with a serious health condition.

D. Military Family Leave

FMLA provides for two types of Military Family Leave.
1. Qualifying Exigency Leave
Employees meeting FMLA eligibility requirements may be entitled to use up to 12
weeks of their basic FMLA leave entitlement to address certain qualifying
exigencies. Leave may be used if the employee's spouse, son, daughter, or parent is
a military member and is on covered active duty or called to covered active duty
status in the National Guard or Reserves in support of a contingency operation.
"Military member" includes members of the National Guard and Reserves and the
Regular Armed Forces.
"Covered active duty" means deployment to a foreign country.
Qualifying exigencies may include:

e Short-notice deployment (up to 7 days of leave)

e Attending certain military events

e Childcare and school activities

e Addressing certain financial and legal arrangements

e Periods of rest and recuperation for the servicemember (up to 15 days of leave)
e Attending certain counseling sessions

e Attending post-deployment activities (available for up to 90 days after the termination of
the servicemember's active duty status)

e (Caring for the military member's parent who is incapable of self-care when the care is
necessitated by the member's covered active duty.

e Other activities arising out of the servicemember's active duty or call to active duty and
agreed upon by the District and the employee.

2. Leave to Care for a Covered Servicemember
Employees meeting FMLA eligibility requirements may take up to 26 weeks of
leave to care for a covered servicemember during a single 12-month period.
A "covered servicemember" is a current member of the Armed Forces - including a
member of the National Guard or Reserves, or a member of the Armed Forces who
is on the temporary disability retired list - with a serious injury or illness incurred in
the line of duty while on active duty, which may render the servicemember
medically unfit to perform his or her duties, and for which the servicemember is
undergoing medical treatment, recuperation, or therapy; or otherwise is in outpatient
status.
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A "covered servicemember" also includes covered veterans who are undergoing
medical treatment, recuperation, or therapy for a serious injury or illness. A covered
veteran is an individual who was discharged or released under conditions other than
dishonorable at any time during the five-year period prior to the first date the
eligible employee takes FMLA leave to care for the covered veteran.
When both husband and wife work for the District, the aggregate amount of leave
that can be taken by the husband and wife to care for a covered servicemember is 26
weeks in a single 12-month period.
E. Use of Leave, Including Intermittent And Reduced-Schedule Leave
An employee does not need to use FMLA or AFLA leave in a single block. Rather, leave
can be taken intermittently or on a reduced leave schedule when medically necessary.
Leave because of a serious health condition, or either type of family military leave under
FMLA, may be taken intermittently (in separate blocks of time due to a single health
condition) or on a reduced-schedule leave (reducing the usual number of hours worked per
workweek or workday), so long as medically necessary.
If leave is unpaid, the District will reduce the employee's salary based on the amount of
time actually worked. In addition, while an employee is on an intermittent or reduced-
leave schedule, the District may temporarily transfer the employee to an available
alternative position that better accommodates the recurring leave and which has equivalent
pay and benefits.
Employees must make reasonable efforts to schedule leave for planned medical treatment
so as not to unduly disrupt the District's operations. Leave may not be taken on an
intermittent basis when used to care for the employee's own child during the first year
following birth, or to care for a child placed with the employee for foster care or adoption,
unless both the employer and employee agree to such intermittent leave.
Military family leave due to qualifying exigencies may also be taken on an intermittent
basis.
F. Right to Transfer for Pregnant Employee (Provided by AFLA Only)
A pregnant employee entitled to AFLA protections may request a transfer to a suitable
position. A position is suitable if: 1) it is an existing unfilled position in the same
administrative division in which the employee is currently employed and is less strenuous
or less hazardous than the employee's current position; 2) the transfer is recommended by
a licensed healthcare provider; 3) the employee is qualified and immediately available to
perform the duties of the position; and 4) the transfer will not subject the District to
liability for violating a collective bargaining agreement or employment contract.
If an employee has requested transfer to a suitable position, the District may not fill the
position with someone other than the requesting employee until the District has offered the
position to the employee and the employee has refused.
An employee who transfers under this provision shall be compensated at the lesser of: 1)
the employee's compensation immediately before requesting the transfer; or 2) the
compensation of the position into which the employee transfers.
G. Pay, Benefits, and Protections During FMLA Leave
FMLA and AFLA leave is unpaid. While on FMLA or AFLA leave, employees may be
eligible for short- or long-term disability payments and/or workers' compensation benefits,
if leave is taken because of an employee's own serious health condition.
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Substitution of paid time off for unpaid leave. The District requires employees to
substitute accrued paid leave for unpaid FMLA and AFLA leave, as determined by the
terms and conditions of the District's normal leave policies or negotiated agreements.

If an employee requests leave because of birth, adoption, or foster care placement of a
child, any accrued annual leave, personal leave, or other applicable leave, first will be
substituted for unpaid family/medical leave.

If an employee requests leave because of the employee's own serious health condition, or
to care for a covered family member with a serious health condition, any accrued paid
annual leave, personal leave, sick leave, or other applicable leave, first will be substituted
for any unpaid family/medical leave. The same rules apply for qualifying exigency leave
or to care for a servicemember.

The substitution of paid leave for unpaid leave does not extend the total leave entitlement
provided by FMLA or AFLA. Furthermore, in no case can the substitution of paid leave
for unpaid leave result in the receipt of more than 100 percent of an employee's salary. An
employee's family medical leave runs concurrently with other types of leave. FMLA and
AFLA leave also run concurrently.

The employer will not provide paid sick leave or paid medical leave in any situation in
which the employer would not normally provide such paid leave.

Medical and other benefits. During an approved FMLA leave, the District will maintain
the employee's group health plan coverage as if the employee continued to be actively
working. If paid leave is substituted for unpaid family medical leave, the District will
continue to deduct the employee's portion of the health plan premium as a regular payroll
deduction. If leave is unpaid, the employee must pay his or her portion of the premium
through [the District should specify the method they will use].

If only AFLA leave applies, or if the employee qualifies for both FMLA and AFLA leave
and FMLA leave has been exhausted, the District [will or may] require that the employee
pay the full costs of health plan coverage as a condition of maintaining those benefits
during any period of unpaid AFLA leave. Premium payments will be paid by the employee
as set forth above.

An employee's healthcare coverage will cease if the employee's premium payment is more
than 30 days late. If the payment is more than 15 days late, the District will send the
employee a letter to this effect. If the District does not receive the payment within 15 days
after the date of that letter, the employee's coverage may cease. If the employee elects not
to return to work for at least 30 calendar days at the end of the leave period, the employee
will be required to reimburse the District for the cost of the premiums paid by the District
for maintaining coverage during the unpaid leave, unless the employee cannot return to
work because of a serious health condition or other circumstances beyond the employee's
control.

Use of FMLA or AFLA leave will not result in the loss of any employment benefit that
accrued prior to the start of the employee's leave.

Return to job at end of FMLA leave. Upon return from FMLA or AFLA leave, most
employees must be restored to their original or equivalent positions with equivalent pay,
benefits, and other employment terms.

H. Instructional Employees (FMLA Leave Only)
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Special rules apply to school districts regarding FMLA leave. In cases where the special
rules for instructional employees apply, the Superintendent may apply those special rules
or the general FMLA rules as best serves the interests of the District.

"Instructional employees" are those employees whose principal function is to teach and
instruct students in a class, small group or an individual setting. The term does not include
administrators, teacher assistants or aides who do not have as their principal job actual
teaching or instruction, nor does it include positions such as counselors, psychologists or
curriculum specialists. It also does not include cafeteria works, maintenance workers, or
bus drivers.

Summer months. For all District employees, instructional and non-instructional, whose
positions do not work during the period between school years (the summer months),
FMLA leave will only apply to scheduled work days and is not counted over the summer
break. Employees who end the school year on FMLA can continue FMLA at the beginning
of the next school year, provided the employee has not used all of the twelve (12) weeks of
their annual FMLA leave as allowed by law.

Medical treatment impacting on instructional time. If an instructional employee wants
to take foreseeable intermittent leave or reduced-schedule leave because of planned
medical treatment, and the leave is more than twenty (20) percent of the total number of
working days in the period over which the leave would extend, the District may require the
employee to take the entire period of leave in a block, or may transfer the employee to an
alternative placement for the period of planned leave. This decision is at the discretion of
the District.

Leave towards the end of the school term. If an instructional employee begins FMLA
leave more than five (5) weeks before the end of the term, and the leave lasts at least three
(3) weeks, the District has the right to require the instructional employee to remain on
leave for the rest of the school term.

If an instructional employee begins FMLA leave five (5) weeks or less before the end of
the term, and the leave will last more than two (2) weeks for a reason other than his or her
own health condition, the District has the right to require the instructional employee to
remain on leave for the rest of the school term.

If an instructional employee begins FMLA leave with three (3) weeks or less before the
end of the term and the leave will last more than five (5) working days for a reason other
than his or her own health condition, the District has the right to require the instructional
employee to remain on leave for the rest of the school term.

In the cases above where the District has exercised its right to extend the leave time, the
leave is unpaid and is not charged against the employee's annual FMLA entitlement.

I. Employee Responsibilities When Requesting L.eave

FMLA Requirements: If the need to use FMLA leave is foreseeable, the employee must
give the District at least 30 days prior notice of the need to take leave. When 30 days
notice is not possible, the employee must give notice as soon as practicable (within 1 or 2
business days of learning of the need for leave except in extraordinary circumstances).
Failure to provide such notice may be grounds for delaying the start of FMLA leave.
Employees can be asked to explain why providing 30 days notice of leave was not
practicable.
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AFLA Requirements: If the need to use AFLA leave is foreseeable based on an expected
birth or adoption, or on planned medical treatment, the employee shall provide prior notice
of the expected need for leave in a manner that is reasonable and practicable.

If the leave is foreseeable based on planned medical treatment, the employee shall make a
reasonable effort to schedule the treatment so as not to unduly disrupt the District's
operations, subject to the approval of the healthcare provider of the employee or the
employee's child, spouse, or parent. Employees should attempt to schedule medical
treatment around work so as to permit employees to work as much of their workday as
possible.

Requests for family and medical leave should be submitted to [Human Resources or title
of FMLA administrator] using the Request for Family/Medical Leave form available from
[Human Resources; title of FMLA administrator].

When submitting a request for leave, the employee must provide sufficient information for
the District to determine if the leave might qualify as FMLA/AFLA leave. The employee
must also provide information on the anticipated date when the leave will start as well as
the duration of the leave. Sufficient information may include that the employee is unable
to perform job functions; that a family member is unable to perform daily activities; that
the employee or family member needs hospitalization or continuing treatment by a
healthcare provider; or the circumstances supporting the need for military family leave.
Employees also must inform the District if the requested leave is for a reason for which
FMLA/AFLA leave was previously taken or certified. Employees are required to provide a
certification and periodic recertification supporting the need for leave for a serious health
condition.

J. Employer Responsibilities

When an employee requests leave, the District will advise the employee within five (5)
business days whether he or she is eligible under FMLA and/or AFLA leave, assuming the
employee has provided the required information to allow the District to make this
determination. If the employee is eligible, the employee will be given a written notice that
includes details on any additional information he or she will be required to provide,
including medical certification. If the employee is not eligible, the District will provide the
employee with a written notice indicating the reason for ineligibility.

The District will designate all qualifying leaves as FMLA or AFLA leave, even if the
employee has not made a family and medical leave request, for example, when requesting
sick leave, requesting annual leave to care for a sick family member, or taking workers'
compensation leave. Any leave for a serious health condition of more than three days may
qualify for FMLA/AFLA leave. If an employee takes leave for a medical condition
involving more than three consecutive calendar days of incapacity and needs to have two
visits to a healthcare provider, those visits must occur within 30 days of the period of
incapacity for the condition to be classified as a serious health condition. Also, for a
chronic serious health condition to be present, an employee must make at least two visits
per year to a healthcare provider. If leave will be designated as FMLA or AFLA leave, the
District will inform the employee in writing and provide information on the amount of
leave that will be counted against the employee's leave entitlement under these law.

K. Medical Certification

If the employee is requesting leave because of the employee's own or a covered family
member's serious health condition, the employee and the relevant healthcare provider must
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supply appropriate medical certification. This is at the employee's expense. Employees
may obtain Medical Certification forms from [the Human Resources Department]. When
the employee requests leave, the District will notify the employee of the requirement for
medical certification and when it is due, which shall be no more than 15 days after the
leave request. If the employee provides at least 30 days notice of medical leave, he or she
should provide the medical certification before leave begins. Failure to provide requested
medical certification in a timely manner may result in denial of leave until it is provided.
The District, at its expense, may require an examination by a second healthcare provider
designated by the District, if it reasonably doubts the medical certification initially
provided. If the second healthcare provider's opinion conflicts with the original medical
certification, the District, at its expense, may require a third, mutually agreeable,
healthcare provider to conduct an examination and provide a final and binding opinion.
The District requires subsequent medical recertification, at the employee's expense.
Recertification shall be not more often than every 30 days, unless the law provides for
more frequent recertification. Failure to provide requested recertification within 15 days,
except in extraordinary circumstances, may result in the delay of further leave until it is
provided. For employees on intermittent leave, the District will require recertification
every six (6) months.
L. Status Reporting While on Leave
If an employee takes leave because of the employee's own serious health condition or to
care for a covered family member, the employee must contact the District on [the first and
third Tuesday of each month, for example] regarding the status of the condition and his or
her intention to return to work. In addition, the employee must give notice as soon as
practicable (within 2 business days, if feasible) if the dates of the leave change, are
extended, or were unknown initially.
M. Moonlighting Prohibited
The District prohibits employees who are on approved family and medical leave from
engaging in other employment during the dates and times the employee would otherwise
have been working for the District. Should an employee desire an exception, the employee
must submit a written request to the Superintendent. The written request must explain why
the employee seeks to engage in work for another employer or entity and why such work is
feasible when the employee is unable to work for the District. The Superintendent may
grant, deny, or grant in part, the employee's request, within the Superintendent's discretion.

Revised 3/204612/2025
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E 4161.4/4261.4/4361.4 — ALL PERSONNEL - FAMILY MEDICAL LEAVE
View or print FAMILY MEDICAL LEAVE exhibit.
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BP 4161.7/4261.7/4361.7 — ALL PERSONNEL - CIVIC LEAVE

The School Board encourages employees to fulfill their civic responsibilities and will
accommodate these responsibilities as provided for below. If a conflict exists between a
provision of this policy and a legally permissible provision in a collective bargaining agreement,
the provision of the collective bargaining agreement will take precedence.

Jury or Witness Duty

Note: Subject to the terms of a collective bargaining agreement, AS 39.20.270 provides for
court leave for any full time employee, whether permanent, nonpermanent, or temporary. The
employee is entitled to administrative leave with pay; however, any compensation received for
service as a juror or witness shall be deducted from the employee's normal compensation.
Alaska Statute 09.20.030 excuses from jury duty during the school term any teacher who is
teaching in a school that is designated as a low performing school under regulations adopted by
the State Board of Education and Early Development. Effective March 6, 2015, regulations
provide that a teacher employed by a school that is identified as a one-or two-star school is
eligible for the jury service exemption in AS 09.20.030.

Any regularly contracted teacher or other full-time employee of the district who is required to be
absent from duty pursuant to a court order, either as a witness or juror, shall receive regular
salary/wage for such period of absence less any amounts received for such service. The payroll
adjustment will be made at the first payroll period following such service.

Employees must show the jury duty summons or court order to their supervisor as soon as
possible so that the supervisor may make arrangements to accommodate their absence.
Employees are expected to report for work whenever the court schedule permits.

Military Leave
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Note: AS 39.20.340 provides that an employee, with the approval of the city council or
borough assembly, who is a member of a reserve or auxiliary component of the United States
Armed Forces is entitled to a leave of absence without loss of pay on all days during which the
employee is ordered to training duty, as distinguished from active duty, or for instruction, or
when under direct military control in the performance of a search and rescue mission. The
leave of absence may not exceed 16 1/2 working days in any 12 month period. If an employee
is called to active duty by the governor, the employee is entitled to five days leave of absence
without loss of pay.

Any regular full-time employee who is a reservist in any branch of the armed forces or a
National Guard member shall be granted time off for military training or temporary military
service required during the school year, as in AS 39.20.43340. An employee requiring such leave
must notify his or her supervisor of the training schedule as far in advance as possible. An
employee requiring such leave will receive regular pay during such service, less any military pay
earned during that time, for a period authorized by law.
Any regular full-time employee with an active military obligation will be granted a leave of
absence without pay if called to active duty within the U.S. armed services. However, eligible
employees may use any available paid time off for the absence. Employees called for active duty
will be entitled to reinstatement in accordance with all applicable state and federal laws.
Legal Reference:
ALASKA STATUTES

09.20.030 Exemptions

14.20.340 Military service and previous leaves of absence

26.05.075 Reemployment rights of the organized militia

39.20.270 Court leave

39.20.340 Leave of absence for reserve or auxiliary members of armed services

39.20.350 Restoration of reserve members to former positions

ALASKA ADMINISTRATIVE CODE

4 AAC 06.883 Jury Service exemption

4 AAC 06.835 Star ratings
Revised 3/204512/2025
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BP 4170/4270/4370 — ALL PERSONNEL - DISTRICT ISSUED PORTABLE
TECHNOLOGY

The School Board believes that technology resources facilitate communication, innovation,
resource sharing, access to information, and student learning. Employees who are trained in and
comfortable with technology devices and their applications are better able to support the use of
technology as an educational strategy in the instructional program.

As approved by the School Board, the Superintendent or designee shall oversee the acquisition
and distribution of portable technology devices, including laptop computers, to district
employees. This equipment is provided to improve and develop the job-related capabilities of
district's employees, including certificated and support personnel. District employees who are
issued portable technology devices are permitted to transport this equipment between home and
office, and on other travel as appropriate. The equipment remains at all times district property.
Employees are permitted to use this equipment outside of the instructional or work-day for
district business only. Familiarity and competence in the multitude of technological applications
and resources assists employees in maintaining and improving present job performance. All use
of district-issued portable technology shall be in compliance with the district's equipment and
Internet use policies.

(cf.3400 - Management of District Assets/Accounts)

(cf- 3512 - Equipment)

(cf- 6161.4 - Internet)

(cf- 6161.5 - Web Sites/Pages)

Added+/09 Revised 12/2025

9/92
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BP 4180/4280/4380 — ALL. PERSONNEL - RESIDENCY AND REMOTE
WORK

Note: This model policy is adopted from a policy created by the Dillingham City School
District.

The Board recognizes the educational and economic benefits that result from district personnel
residing within the boundaries of the school district. The Superintendent or designee may
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determine that the best candidate for certificated or administrative position does not plan to
maintain primary residency within the boundaries of the school district. In order to hire or
continue the employment of such a candidate, the Superintendent or designee shall seek approval
from the Board. The Superintendent or designee shall develop procedures to implement this
policy.

Created-6/25 Revised 12/2025

AASB POLICY REFERENCE MANUAL

9/92

AASB Policy Reference Manual

AR 4180/4280/4380 — ALL. PERSONNEL - RESIDENCY AND REMOTE
WORK

Note: This model regulation is adopted from a policy created by the Dillingham City School
District.

Purpose

To establish a process by which the District may allow an employee to work from home or
another approved location on a full-time or part-time basis, hereafter referred to as “remote
work” or “telecommuting.”

The District requires its employees to report to their designated work location. However, the
Superintendent may decide that the best candidate for a certificated or administrative position
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may not reside or plan to reside within the boundaries of the district. Pursuant to BP
4180/4280/4380, the Superintendent may seek approval from the Board to hire or continue the
employment of such a candidate.

Procedure

Any employee seeking to remote work or telecommuting must enter into a written remote work
agreements. A request for remote work or telecommuting will be evaluated based upon the
following factors:

e The essential job duties of the employee’s position;

e The employee’s reasonable likelihood to be able to successfully perform the essential job
duties and responsibilities from an alternate work site; and

e The supervisor’s reasonable likelihood to ensure the employee completion of the essential
job duties and responsibilities at an alternate worksite.

Remote work or telecommuting is not designed to be a substitute for childcare or care of a
dependent family member. Any employee approved for remote work or telecommuting is
obligated to perform the essential job duties and responsibilities of the employee’s position.
A remote work agreement must be in writing, and signed by the employee, their immediate
supervisor, and be approved by the Superintendent. The agreement must specify the number of
days and hours worked each week. During working hours, the employee shall be accessible by
phone and email within a reasonable time period during the agreed upon work schedule based on
Alaska Standard Time. The district will not pay for voice and/or data communication charges.
Unless otherwise specified in the written agreement, a remote work employee is responsible for
providing office equipment and workspace and is responsible for maintenance and repair of any
office equipment. Any district materials in the alternate work site remain the property of the
district and must be kept secure and confidential. Any materials containing student records or
personnel records must be maintained in a lockable file cabinet or other location that cannot be
accessed by any family, guests, or other occupants at the approved alternate worksite.
The district retains the right to inspect remote work site locations for the purpose of determining
that the site is secure and safe, and that the employee is performing the essential job duties and
responsibilities of the employee’s position and complying with the terms of the remote work
agreement.
Out-of-pocket expenses for office supplies will not be reimbursed unless the employee obtains
prior, written authorization from a supervisor.
The district assumes no liability for injuries occurring in the employee’s approved alternate
worksite outside the agreed-upon work hours. The district is not liable for loss, destruction, or
injury that may occur in or to a remote work employee’s alternate work site. This includes family
members, visitors, or others that may become injured within or around a remote work
employee’s alternate work site.
It is the responsibility of a remote work employee to determine any income tax implications of a
remote work agreement. The district will not provide tax guidance to remote work employees
and does not assume any additional tax liabilities through the approval of a remote work
agreement. All employees are encouraged to consult with a qualified tax professional to discuss
any potential income tax implications from remote work agreements.
Created 6/2512/2025
AASB POLICY REFERENCE MANUAL
9/92
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BP 4212 — CLASSIFIED PERSONNEL - APPOINTMENT AND CONDITIONS

OF EMPLOYMENT

The Superintendent or designee will recommend-the-appointment ef-and report the hire of all
regular full-time and part-time and regular hourly employees to the School Board. Selection will
be based upon competence and will be in accordance with School Board policy and
administrative regulations, and state and federal laws efthe-Stateand regulations.

Temporary, substitute, short-term and student help may be appointed by the Superintendent or
designee. The position and the pay rate shall be reported at a regular meeting of the School
Board.

The district personnel policies and regulations apply only to the extent that they are not in
conflict with any collective bargaining agreement between the district and an employee
organization officially recognized to meet and negotiate with the School Board.

(cf. 6181—Charter-Sehool 10000 - Concepts and Roles)

Revised 9/9712/2025

9/92

AASB Policy Reference Manual
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BP 4213 — CLASSIFIED PERSONNEL - ASSIGNMENT/CLASSIFICATION
Classified employees shall be assigned by their immediate supervisors with the approval of the
Superintendent or designee. They shall be required to perform those duties prescribed by the
School Board for the position the employee holds.
(cf. 4119.3/4219.3/4319.3 - Duties of Personnel)
Legal Reference:

ALASKA STATUTES

23.40.070 Declaration of policy (PERA)

Revised 12/2025
9/92

AASB Policy Reference Manual

BP 4215 — CLASSIFIED PERSONNEL - EVALUATION/SUPERVISION
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The School Board endorses a continuous program of evaluation of all individuals employed by
this district. The basic objective of the evaluation program is the improvement of performance of
service to the district.
Legal Reference:

ALASKA STATUTES

23.40.070 Declaration of policy (PERA)

Revised 12/2025
9/92

AASB Policy Reference Manual

BP 4216 — CLASSIFIED PERSONNEL - PROBATIONARY/PERMANENT
STATUS

Note: District may designate below a probationary period for classified personnel subject to
collective bargaining obligations.

Employees newly hired in regular positions or promoted to higher level positions within the
classified service shall be considered probationary employees until having satisfactorily
completed the designated probationary period of
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Regular classified employees who have satisfactorily completed the designated probationary
period shall become permanent classified employees of the district.
Legal Reference:
ALASKA STATUTES
23.40.070 Declaration of policy (PERA)
Revised 12/2025
9/92

AASB Policy Reference Manual
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BP 4218 — CLASSIFIED PERSONNEL-

DISMISSAL/SUSPENSION/DISCIPLINARY ACTION

Probationary Employees

At any time prior to the expiration of the probationary period, the Superintendent or designee

may, at his/her discretion, dismiss a probationary classified employee from district

employment. A probationary employee shall not be entitled to a hearing.

Permanent Employees

Permanent classified employees shall be subject to personnel action (including, but not limited

to, reprimand, suspension without pay, demotion, reduction of pay step in class, dismissal) only

for cause. This policy also applies to classified management and supervisory employees unless

otherwise provided by law.

(cf. 4300 — Management Employee Definitions)

In addition to any disqualifying or actionable causes otherwise provided for by statute or by

policy or regulation of this district, each of the following constitutes cause for personnel action

against a permanent classified employee:

1. falsifying any information supplied to the school district, including, but not limited to,

information supplied on application forms, employment records, or any other school
district records

2. incompetency

3. inefficiency

4. neglect of duty

5. insubordination

6. dishonesty

7. possessing or consuming alcohol, tobacco, controlled substances, including marijuana, or

other illegal drugs or synthetic drugs while on duty or on District premises whether or not
on duty; or being under the influence of these prohibited substances while on duty

8. conviction of a felony, conviction of any sex offense made relevant by provisions of law,
or conviction of a misdemeanor which is of such a nature as to adversely affect the
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employee's ability to perform the duties and responsibilities of his/her position. A plea or
verdict of guilty, or a conviction following a plea of nolo contendere is deemed to be a
conviction within the meaning of this section. Applicants and employees must inform the
Superintendent of any conviction so that a determination can be made by the district
regarding its applicability to employment. For existing employees, reporting must occur
within 48 hours of conviction.

9. absence without leave

10. immoral conduct

11. discourteous treatment of the public, students, or other employees

12. improper political activity

13. willful disobedience

14. misuse, theft, or destruction of district property

15. violation of district, School Board or departmental rule, policy, procedure, or violation of
federal, state, or local statute, regulation, or ordinance

16. physical or mental disability, which disability precludes the employee from the proper
performance of his/her essential duties and responsibilities as determined by competent
medical authority, except as otherwise provided by a contract or by law regulating the
accommodation of disabilities or the retirement of employees

17. failure to possess or keep in effect any license, certificate, or other similar requirement
specified in the employee's class specification or otherwise necessary for the employee to
perform the duties of the position

18. unlawful discrimination, including harassment, on the basis of race, religion, creed, color,
national origin, ancestry, physical or mental disability, marital status, sex, pregnancy, or
age against the public, students, or other employees

19. unlawful retaliation against any other district officer or employee, student, or member of
the public who, in good faith, reports, assists, discloses, divulges, or otherwise brings to
the attention of any appropriate authority, whether an outside person, agency, or school
district official, any information relative to actual or suspected violation of any law or
district policy or procedure occurring on the job or directly related thereto

20. any other failure of good behavior either during or outside of duty hours which is of such
nature that it causes discredit to the district or his/her employment

Disciplinary Procedures

The following procedures will govern personnel action unless an applicable collective bargaining
agreement provides different procedures. In such event, the collective bargaining agreement will
govern and employees must utilize the negotiated grievance procedures to appeal any discipline.
In cases involving a personnel action, the Superintendent or designee shall prepare a written
statement of the personnel action which shall be served upon the employee either personally or
by registered or certified mail, return receipt requested, at the employee's last known

address. The statement shall include:

1. A statement of the nature of the personnel action (the disciplinary action being imposed).

2. A statement of the cause or causes for the discipline.

3. A statement of the specific acts or omissions upon which the causes are based. If violation
of rule, policy, or regulation of the district is alleged, the rule, policy, or regulation
violated shall be identified.

4. A statement of the employee's right to appeal the recommendation and the manner and
time within which his/her appeal must be filed.
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In the event the Superintendent or designee determines that an employee should be removed
from duty while an investigation into alleged misconduct is conducted, the employee will be
placed on administrative leave with pay.

In cases where the Superintendent or designee has determined that a permanent classified
employee should be dismissed, termination of employment will be effective upon delivery to the
employee of the statement of personnel action.

For all discipline short of dismissal, demotion in a reduction in pay, or unpaid suspension of five
(5) or more days, a permanent employee may, within five calendar days after receiving the
statement of personnel action described above, file a written appeal to the Superintendent. If the
Superintendent did not decide the original discipline, the Superintendent shall hear and decide
the appeal. Otherwise, the Superintendent will appoint another district administrator to hear and
decide the appeal. The appeal may be conducted without a hearing, based upon a review of the
personnel action and the written appeal. At the Superintendent or designee’s sole discretion, an
informal hearing may be held if determined to be necessary to inform the decision maker. The
decision on appeal is final.

A permanent employee who has been dismissed, demoted with a reduction in pay, or placed on
unpaid suspension of five (5) or more days, may, within five calendar days after receiving the
statement of personnel action described above, file a written appeal to the School Board by
submitting his/her request to the Superintendent. The appeal may include a formal hearing
before the School Board, in the event this is requested by the employee. If not, the appeal may
be conducted without a hearing, based on the School Board’s review of the statement of the
personnel action and the written appeal. The School Board shall determine the procedures for
the hearing, giving the employee advanced notice of the procedures. The decision of the School
Board is final.

If an employee fails to appeal personnel action within the time specified in these rules, the
employee shall be deemed to have waived his/her right to an appeal.

At any time before an employee's appeal is finally submitted to the Superintendent or School
Board for decision, the Superintendent or designee may serve on the employee and file with the
decision maker an amended or supplemental statement of personnel action.

The Superintendent, designee, or School Board who is hearing an appeal may affirm, modify or
revoke the personnel action.

Revised 3264812/2025

9/92

AASB Policy Reference Manual

BP 4222 — CLASSIFIED PERSONNEL- TEACHER
AIDES/PARAPROFESSIONALS

Note: Under the Every Student Succeeds Act, NCLB’s requirements establishing minimum
professional standards for paraprofessionals have been repealed. Instead, paraprofessionals in
Title I supported programs must meet licensure or certification requirements as adopted by the
State of Alaska. Alaska’s qualifications, found at 4 AAC 04.220, reflect NCLB’s past
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requirements for paraprofessionals working in Title I programs. Additionally, content,
knowledge. disposition, and performance standards for all paraprofessionals are set out in the
Alaska State Paraprofessional Performance Standards.

The School Board favors the use of paid and volunteer teacher aides/paraprofessionals and
considers them to be members of a professional team dedicated to the best interests of

students. By relieving teachers of duties that do not require professional training,
noncertificated persons allow teachers to dedicate their skills, knowledge and efforts primarily to
teaching. Paraprofessionals also can help teachers to provide individualized student instruction
and an enriched educational program.

(cf. +240-1250 - Volunteer Assistance)

The district shall use paraprofessionals in those classes where they will provide the greatest
benefit to students, taking into consideration such factors as large class size, student age group
and teacher workload.

The Superintendent or designee shall ensure that all paraprofessionals have appropriate training
and supervision, including the training set forth in BP/AR 5141.42, Professional Boundaries for
staff and students.

(cf. 5141.42 - Professional Boundaries for of staff end with students)

Note: Special Education aides must serve under the supervision of qualified personnel and
receive training in accordance with 4 AAC 52.250.

Paraprofessionals are expected to employ high ethical standards as they work with students and
to respect school rules, district policies and administrative regulations.

The School Board recognizes the need for qualified teaching staff and encourages
paraprofessionals to seek opportunities leading to a teaching credential. The district shall
support these efforts to the extent possible, particularly as they relate to obtaining bilingual or
special education credentials.

The Superintendent or designee and/or the staff development committee shall develop an
appropriate professional development program for paraprofessionals.

Paraprofessionals Working in Title I Programs

Note: Under 4 AAC 04.220, paraprofessionals working in programs supported with Title 1
funds who do not meet the higher education requirements must: 1) take and pass the ParaPro
Assessment by achieving a score of at least 459; and, 2) show, through observations and
interviews conducted by qualified district personnel, mastery of all entry level requirements of
the instructional content/assisting practice content standard set out in the Alaska State
Paraprofessional Performance Standards.

Paraprofessionals working in a program supported with Title I funds must have a high school
diploma or its recognized equivalent and must meet at least one of the following

requirements: (1) completed at least two years of study, or 48 semester hours or equivalent, at an
accredited institution of higher education; (2) obtained an Associate’s or higher degree at an
accredited institution; or (3) demonstrated, through formal assessment, the instructional
content/assisting practice standards required by the State of Alaska.

Exceptions to the above requirements may be made for paraprofessionals who act as translators,
who have instructional-support duties that consist solely of parent involvement activities, or who
have only non-instructional duties.
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Note: Non-instructional duties include providing computer technical support, personal care
duties, and clerical duties. 4 AAC 04.220(e).

Legal Reference:
ALASKA ADMINISTRATIVE CODE
4 AAC 04.220 Paraprofessional standards
4 AAC 05.080 School curriculum and personnel
4 AAC 52.250 Special education aides
4 AAC 52.255 Interpreters
UNITED STATES CODE
Elementary and Secondary Education Act, 20 U.S.C. § 6311, as amended by the
Every Student Succeeds Act, (P.L. 114-95 (December 10, 2015)
Revised 10/202112/2025
9/92

AASB Policy Reference Manual

AR 4222 — CLASSIFIED PERSONNEL - TEACHER
AIDES/PARAPROFESSIONALS

Note: The following sample regulation may be revised or deleted as desired

Paraprofessionals are auxiliary personnel who work directly with professional educators to assist
them in discharging their professional duties. Instructional aides, tutors, noontime assistants, and
various similar categories, both volunteer and paid, are included within the definition of
paraprofessionals.
Purpose of the Paraprofessional Aide Programs -- Volunteer and Paid
Purposes of the paraprofessional aide programs are to:
1. assist teachers in providing more individualization and enrichment of instruction to their
classes
2. relieve teachers of many nonteaching duties and tasks
3. build an understanding of school problems among citizens, thus stimulating widespread
involvement in the total education process
Kinds of Services Provided
The kinds of services which paraprofessionals perform will vary according to local building site
needs. Services generally fall into one or more of the following areas:
1. relieving the professional of clerical, noninstructional, house-keeping, and/or certain
instructional tasks
2. assisting in classroom management
3. giving special aid to students with difficulties such as English as a second language,
which may include acting as a translator
4. giving special aid to students with exceptional talents
5. enriching the curriculum in areas requiring special skills or unique experiences
6. providing instructional support services which may include one-on-one tutoring if
scheduled at a time when the student wouldn't otherwise receive instruction from a teacher
Responsibilities of the Principal
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The principal's responsibilities include:
1. responsibility for both volunteer and paid paraprofessional aide programs at his/her site
2. organization of the programs within the school
3. promotion of good staff-paraprofessional aide relationships
4. responsibility for evaluation of the paraprofessionals at his/her site
Responsibilities of the Teacher or Staff Person using a Paraprofessional
Responsibilities of staff using aides include the following:
1. become familiar with paraprofessional aide programs and their materials through
orientation sessions
2. direct and supervise each aide
3. provide guidance for each aide
4. determine specific duties to be undertaken
5. work cooperatively with others in charge of the programs
6. implement the key pointers described in the handbooks for teachers and staff
Responsibilities of Paraprofessional Aides - Volunteer and Paid
Paraprofessionals are members of a professional team dedicated to working for the best interests
of students. All members of the team are expected to be loyal, courteous, cooperative,
industrious, dependable, and committed to the highest ethical standards.
Responsibility to the Student
Responsibility to the student imposes the following obligations:
1. assuring the school that any personal information about the student will remain
confidential
2. enjoying the working relationships with students and valuing their achievements,
however modest they may be
Responsibility to the Paraprofessional Programs
Responsibility to the program imposes the following obligations:
1. being able to accept differences in people, values, standards, goals, ambitions, and
having respect for individual integrity
2. maintaining consistent and regular attendance
3. being reliable and flexible
4. having sufficient sense of organizational procedures to be able to accept discipline while
working happily within the established structure and policies of the school
5. being willing to acquire skills needed to be of value to the school programs
6. discussing any specific problems with the supervising staff member or the principal
7. using discretion in commenting on school matters, including the performance of
individual paraprofessionals or other school personnel
Responsibility to the School
The responsibility to the school imposes the following obligations:
1. recognition that the professional staft will specify the tasks aides will perform, the
authority aides will be given, and the information and materials aides will use
2. understanding that regulations and procedures of the school are to be followed at all
times
Responsibility to Self
Responsibility to self requires each paraprofessional to:
1. maintain positive attitudes
2. accept the responsibility to help all students develop positive self-esteem
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3. be responsible for his/her own actions
4. know his/her role and be able to express what that role is to the community in a positive
manner
5. maintain personal cleanliness
6. wear appropriate clothing (avoiding extremes)
7. use appropriate language
8. give full cooperation to the total school staff
Revised 3/264612/2025
9/92
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006481.00001 2657315v1



WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED

BP 4231 — CLASSIFIED PERSONNEL - CLASSIFIED STAFF
DEVELOPMENT
The Superintendent or designee may approve professional development opportunities for
classified staff to improve job skills, to improve instructional program, to provide training in
areas mandated by law, to prepare for more responsible opportunities within the district, and to
meet qualifications as established by federal and state law.
Such opportunities may include, but are not limited to, the following:
1. Visits to other schools and school districts.
2. Local and state conferences involving other classified personnel.
3. Training classes and workshops offered by private organizations or by the district,
county or other appropriate agency.
Revised 3/204612/2025
9/92

AASB Policy Reference Manual

BP 4253 — CLASSIFIED PERSONNEL - OVERTIME PAY/COMPENSATORY
TIME OFF
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Note: The Fair Labor Standards Act (FLSA) is a federal law that requires certain "covered"
employees who work more than 40 hours a week in a seven-day period to be paid at one-and-a-
half times their basic hourly rate for the time they work over 40 hours. Covered employees
include most nonteaching, nonadministrative employees, such as cafeteria workers, bus drivers,
and paraprofessionals. Teachers, administrators, and other professional employees are exempt
from the law. Covered employees cannot waive, or give up, their rights to overtime under the
FLSA. A violation of the law can result in criminal and civil penalties.

The School Board is committed to compliance with the overtime pay, compensatory time, and

record-keeping requirements of the Fair Labor Standards Act (FLSA). The FLSA requires that

overtime be paid to nonexempt employees either in the form of monetary compensation or

compensatory time, as described below at the rate of 1.5 times the regular hourly rate of pay for

the number of hours worked in excess of 40 hours per week.
1. Covered employees. Employees in the following job classifications are covered under
the FLSA: assistant teachers, bookkeepers, clerks, custodians, food service workers,
maintenance personnel, receptionists, secretaries, bus drivers, mechanics, and security
personnel. This list of job classifications is not exhaustive. Some employees in the above
positions may be exempt from coverage if they have supervisory responsibilities and their
supervisory duties exceed 50 percent of their work time or for other reasons.
2. Exempt employees. Certain employees are exempt under the FLSA and are not subject
to compensation for overtime work. Exempt employees include executive, administrative,
and professional employees, such as teachers, counselors, supervisors, and administrators.
Employees or supervisors who are unsure if an employee is exempt from coverage shall
consult the distriet's-Superintendent or designee.

(cf- BR4151/4251/4351 Salary Guides - Exempt Employees)
3. Hours worked. The district's workweek begins on Sunday and ends of Saturday.
Employees are expected to arrive and depart at or about the time specified by the district,
unless requested to work overtime by their immediate supervisor. Covered employees shall
accurately record hours worked during each week, including the exact time of arrival and
departure from work and all overtime, by time sheet or time card. Supervisors and
principals shall review, approve, and submit all time sheets or time cards to the payroll
office by the established deadline prior to each pay period.
4. Overtime pay. Employees covered by the FLSA shall be paid no less than 1.5 times
their regular rate of pay for all hours worked over 40 in a week. For those employees
working two or more jobs for the district, overtime pay shall be calculated on the basis of a
blended hourly rate on all jobs worked by-afermula-setby-the-distriet-by the employee
that, when combined, exceeded 40 hours in the week.
5. Compensatory time. The district reserves the right to grant compensatory time in lieu
of paying employees monetary compensation. Prior to employees' overtime work, the
district and employees must agree to compensatory time arrangement. Employees may
accumulate a maximum of 240 compensatory time hours while employed by the district.
Employees must get their supervisor's approval on when to take the compensatory time
and must take the time off during the pay period immediately following when it was
earned, if possible.
6. Authorization for overtime required. Employees shall not work overtime without
prior permission from their immediate supervisors, except in cases of emergency. Each
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employee responsible for the supervision of employees subject to the FLSA shall receive
authorization from the Superintendent or designee prior to authorizing overtime.
7. Overtime work without prior approval. Employees covered by FLSA who work
overtime without prior approval will be allowed to claim the hours worked in accordance
with the FLSA. If the supervisor determines that the work was unforeseen or emergency in
nature, it will be approved. If the supervisor determines that the performance of the work
was unnecessary at the time it was performed, the employee will receive pay for the hours
worked, but disciplinary action may be taken for failure to follow established policy.
8. Record keeping and posters. All records on wages, hours, and other items listed in the
record-keeping regulations will be kept by the business office for the time specified by the
FLSA. The district will display minimum wage posters at each district work site where
employees will be likely to see them.
Legal Reference:
ALASKA STATUTES
23.40.070 Declaration of policy (PERA)
UNITED STATES CODE
Fair Labor Standards Act 29 U.S.C. 201-216
Department of Labor Regulations 29 C.F.R. Parts 511-800
Revised 12/6412/2025
9/92
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BP 4300 - MANAGEMENT AND SUPERVISORY PERSONNEL —
MANAGEMENT EMPLOYEE DEFINITIONS

Note: Pursuant to state law, the Superintendent, Assistant Superintendent, and other employees
who exercise significant responsibilities for the district in the area of collective bargaining
formulation and implementation are excluded from the bargaining units of other certificated or
classified employees.

Management and supervisory employees are excluded from the bargaining units of other
certificated or classified employees.

Management employees are those employees who have significant responsibilities for
formulating district policies or administering district programs and who have been designated as
management by the School Board.

Supervisory employees are those employees who have the authority to make recommendations to
the Superintendent or designee concerning the employees under their supervision. This authority
extends to the following areas: hiring, transfer, suspension, layoff, recall, promotion, discharge,
assignment, reward, discipline, direction, work assignment and discipline.

Note: The following optional paragraphs may be useful when situations arise for which the
district has not adopted policies specifically governing management and supervisory
employees. Policies related to supervisory employees should be reviewed in conjunction with
any applicable employee agreements.
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School Board policies and administrative regulations in the 4100 series for certificated personnel
apply to certificated management and supervisory employees unless otherwise specified by law,
School Board policies or administrative regulations, or School Board action.
School Board policies and administrative regulations in the 4200 series for classified personnel
apply to classified management and supervisory employees unless otherwise specified by law,
School Board policies or regulations, or School Board action.
Legal Reference:
ALASKA STATUTES
23.40.090 Collective bargaining unit
23.40.250 Definitions
ALASKA ADMINISTRATIVE CODE
8 AAC 97.990 Definitions
Revised 9/9712/2025
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BP 4313.2 - MANAGEMENT AND SUPERVISORY PERSONNEL -
PROMOTION/DEMOTION/RECLASSIFICATION

The Superintendent or designee may promote, demote, and reclassify certificated and classified
management employees when such action is determined to be in the best interest of the district.
All decisions concerning promotion, demotion and reclassification shall be based upon the
recommendation of the Superintendent or designee and prior consultation with district legal
counsel.
The Superintendent or designee shall ensure that the promotion, demotion and reclassification of
management employees, complies with applicable statutory deadlines and procedures.
Legal Reference:
ALASKA STATUTE

14.14.130 Chief School Administrator

14.20.158 Continued contract provisions

14.20.140 Notification of layoff or nonretention
Revised 9/9712/2025
9/92
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BP 4314 - MANAGEMENT AND SUPERVISORY PERSONNEL -

TRANSFER/REASSIGNMENT

The Superintendent or designee shall assess the needs of the district and to assign management
personnel to positions which will meet those needs.

INVOLUNTARY REASSIGNMENT OF CERTIFICATED ADMINISTRATORS
Involuntary reassignment within the administrator's classification (same job title) may be
initiated upon the recommendation of the Superintendent or designee in the best interests of the
district.

Note: The following optional language is provided for districts which practice lateral rotation
of administrators and may be modified to reflect district practice. Fill in the appropriate number
of vears in the blank below. Legal counsel should be consulted regarding procedure for lateral
rotation.

Administrators in job-alike and equal compensation positions shall be subject to rotation of

assignments on a lateral basis. %&Sﬁ-p%%%ﬂé%ﬂ%@f—é%&kgﬂ%%h&&?&ﬂ%&&ém&ns&a%eﬂ—%eﬁz

LegalReference:
ALASKA STATUTE

14.20.158
Revised 9/9712/2025
9/92
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BP 4315 - MANAGEMENT AND SUPERVISORY PERSONNEL -
EVALUATION/SUPERVISION

Note: Effective July 1, 1997, all School Boards must adopt a certificated employee evaluation
system for the evaluation of teachers and administrators. The evaluation system must apply to
all certificated employees except the Superintendent or designee. In designing and periodically
reviewing the system, the School Board must consider input from students, parents, community
members, teachers, administrators, and affected bargaining units. AS 14.20.149

CERTIFICATED MANAGEMENT PERSONNEL
The School Board shall establish and define job responsibilities for administrative personnel.
The evaluation of administrative personnel shall be based on observation of the employee and
assessment of the following criteria:
1. The administrator's progress toward agreed-upon goals, objectives and tasks.
2. General expectations of performance, as set forth in the district's performance standards,
which recognize professional responsibility, accountability and attitude.
3. The fulfillment of responsibilities contained in the specific job descriptions adopted by
the School Board.
4. Evaluations from teachers who the administrator supervises, as well as from students,
parents, community members and other administrators.
5. Additional factors as determined by the Superintendent or designee.
(cf. 4315.1 - Competence in Evaluation of Teachers)
The evaluation shall recognize the worth and needs of the individual in the total working
environment and shall provide direction toward the improvement of his/her effectiveness.
Each administrator shall be evaluated formally at least once every school year. Evaluation is a
continuous process and may occur between scheduled periods at the request of the administrator,
the administrator's immediate supervisor or any higher supervisor.
CLASSIFIED MANAGEMENT PERSONNEL
Classified management personnel will be evaluated according to the procedures developed by the
Superintendent or designee and approved by the School Board. The evaluation shall include
recommendations for improvement if needed.
Legal Reference:
ALASKA STATUTE
14.20.149 Employee evaluation
ALASKA ADMINISTRATIVE CODE
4 AAC 19.010-4 AAC 10.060 Evaluation of professional employees
4 AAC 04.200 Professional content and performance standards
Revised 9/9712/2025
9/92
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BP 4315.1 - MANAGEMENT AND SUPERVISORY PERSONNEL -
COMPETENCE IN EVALUATION OF TEACHERS

Note: Pursuant to 4 AAC 19.030 teacher evaluations must be approved by a person who
possesses an administrative credential issued under 4 AAC 12.030. Under AS 14.20.149, a
person may not conduct a certificated employee evaluation unless: the person holds a type B
certificate or is a site administrator under the supervision of a person possessing a type B
certificate; the person is employed as an administrator; and the person has completed training
in the use of the district's evaluation system.

The School Board believes that the Superintendent or designee is competent to evaluate the
professional staff and determine the competence of other administrators to evaluate teachers
whom they supervise. All persons designated as competent to evaluate certificated personnel
shall complete training in the use of the district's teacher evaluation system.

Competence in evaluation shall be a factor in the evaluation of administrators who are assigned
to evaluate teachers.
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Note: 4 AAC 19.060 and AS 14.20.149 mandates inservice training in evaluative techniques
for all certificated staff.

The superintendent or designee shall provide appropriate inservice training in evaluative
techniques.
(cf. 4115 - Evaluation/Supervision)
Legal Reference:
ALASKA STATUTE
14.20.149 Employee evaluation
ALASKA ADMINISTRATIVE CODE
4 AAC 19.030 Method for evaluating professional employees
4 AAC 19.060 Evaluation training
4 AAC 04.200 Professional content and performance standards
Revised 9/9712/2025
9/92
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BP 4361.1 - MANAGEMENT AND SUPERVISORY PERSONNEL - LEAVES

Note: Leave provisions for management staff vary greatly from district to district. In lieu of
policy, districts may state these provision in individual contracts or memorandums of
understanding. The following statement may be expanded by districts that adopt policy in this
area.

The School Board recognizes the need to provide for leaves which management;-supervisors-anéd
eonfidential and supervisory personnel may take forjustifiablereasons-as set forth in state and
federal law and regulation. Such leaves shall be authorized pursuant to School Board policies
and/or administrative regulations, and School Board action or individual contract.

Note: The following optional paragraphs maintain equal leave provisions for all emplovees and
should be revised or deleted as appropriate.

Certificated management and supervisory employees shall be entitled to those leave provisions
provided in the applicable certificated negotiated agreement unless otherwise specified in School
Board policy, administrative regulations or individual contract.
Classified management and supervisory employees shall be entitled to those leave provisions
provided in the classified negotiated agreement unless otherwise specified in School Board
policy, administrative regulations or individual contract.
Legal Reference:
ALASKA STATUTES
14.14.107 Sick leave and sick leave transfer
14.20.147 Transfer or absorption of attendance area or federal agency school
23.10.500 - 23.10.550 Alaska Family Leave Act
ALASKA ADMINISTRATIVE CODE
4 AAC 09.020 Teachers entitled to pay
Revised 9/9712/2025
9/92
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