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SAUGUS UNION SCHOOL DISTRICT 
24930 AVENUE STANFORD 
SANTA CLARITA, CA  91355 
 
SAUGUS UNION SCHOOL DISTRICT 
  and 
SAUGUS TEACHERS ASSOCIATION 
WITNESSETH: 
 

ARTICLE 1 1 

Agreement 2 
1.0 This is a bilateral and binding agreement retroactively effective July, 1, 2024, between 3 

the Saugus Teachers Association/CTA/NEA (hereafter referred to as the Association) and 4 
Saugus Union School District (hereafter referred to as the District) and all rules, 5 
regulations, and practices of the Board will be consistent with the terms of this 6 
agreement. 7 

ARTICLE 2 1 

Exclusive Representation 2 
2.0 The District confirms its recognition of the Association as the exclusive representative 3 

for this bargaining unit recognized by the District by its motion dated June 23, 1976. 4 
 5 
2.1 Bargaining unit members include General Education and Special Education Teachers, 6 

Resource Specialists, Speech and Language Pathologists, Adaptive PE Teachers and 7 
Counselors.8 

ARTICLE 3 1 

Non-Discrimination 2 
3.0 The District shall comply with federal and state laws which prohibit discrimination on 3 

the basis of actual or perceived race, color, ancestry, national origin, age,  religious 4 
creed, pregnancy, childbirth, termination of pregnancy, lactation, sex, sex stereotypes; 5 
sex characteristics; sexual orientation; gender; gender identity; gender expression,  6 
physical or mental disability, medical condition; genetic information; veteran or military 7 
status; parental, family, or marital status, economic status, political affiliation, domicile, 8 
membership in an employee organization, participation in the activities of an employee 9 
organization, union affiliation, or exercise of the rights contained in this Agreement. 10 

3.1 Inquiries or complaints regarding discrimination are to be addressed to the Assistant 11 
Superintendent of Human Resources or designee in compliance with School Board Policy 12 
4030, “Nondiscrimination in Employment.” 13 
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Sexual Harassment 14 
3.2 The District shall comply with federal and state law, which prohibits sexual 15 

discrimination and sex-based harassment in the workplace. School Board Policy 4119.11 16 
declares the intent of the district to act promptly, visibly, and vigorously to eliminate all 17 
forms of sexual discrimination and sex-based harassment in the workplace. 18 

Consultation  19 
3.3 “Consultation” means that prior to adopting or changing policy the District will consult 20 

with the Association Leadership, typically, during meet and confer on topics of interest 21 
such as: 22 

• The definition of educational objectives 23 
• The determination of content of courses and curriculum 24 
• The methods and materials used for assessment 25 
• The selection of textbooks and materials 26 
• The establishment of goals for district staff development 27 
• The direction of new or existing programs 28 
• The policies regarding master or training bargaining unit members 29 
• The requirements for physical examinations 30 
• The job description or duties of bargaining unit members 31 
• Class size, structure, and ratio 32 
• Site-based management and restructuring 33 

3.4 The Association and the District agree that it is in the best interest of the District to 34 
cooperatively engage in exploration of the most current educational reform proposals.  35 
Consultation process for the District will be defined as: An open invitation to all 36 
bargaining unit members to participate in an open forum to discuss topics of interest.  37 
Topics may be suggested by the District or other interested parties.   38 

3.5 In recognition that educational reform or restructuring may require collective bargaining 39 
flexibility, the Association and the District will establish guidelines to assist in the 40 
implementation of a joint commitment to reform.  All agreements to modify, amend or 41 
otherwise change contract provisions will be subject to the bargaining process. 42 

ARTICLE 4 1 

Negotiation Procedure 2 
4.0 No later than March 1, 2027, either party may notify the other party of its intent to 3 

terminate, amend or modify this Agreement. 4 
4.1 Negotiations will take place at mutually agreeable times and places provided that 5 

meetings will be held within five (5) days from receipt of a written request. 6 
4.2 Either party may utilize the services of outside consultants to assist in the negotiations. 7 
4.3 The Association and the Board may discharge their respective duties by means of 8 

authorized officers, individuals, representatives or committees. 9 
4.4 The Association will designate representatives who will receive a sufficient number of 10 

hours per week, but in no event less than 60 hours of release time per school year 11 
without loss of compensation to prepare for and attend negotiations and impasse 12 
proceedings.  The Association will determine the division of the hours among its 13 
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representatives.  In the event the Association representatives do not need the release 14 
time to prepare or negotiate, it will not be used. 15 

4.5 The Board will furnish the Association with two copies of all county and state required 16 
reports as soon as they are transmitted to the county or state, and copies of all 17 
budgetary and other information it produces that the Association deems necessary to 18 
fulfill its role as the exclusive bargaining representative as soon as it becomes available. 19 

4.6 Not later than October 15, the Board will furnish the Association with the placement of 20 
personnel on the respective salary schedule as of October 1. 21 

ARTICLE 5 1 

Openers and Reopeners 2 
5.0 In addition to salary, benefits, and calendar, the Association and the District agree to 3 

meet and confer as needed at mutually agreeable times. 4 

ARTICLE 6 1 

Association Rights 2 
6.0 The Association and its members will have the right to make use of school equipment, 3 

buildings and facilities for official Association business when not otherwise in use. 4 
 Any accrued expenses will be paid by the Association. The District has the right to 5 

rescind such agreement during a work stoppage. 6 
6.1 The Association will have the right to post notices of activities and matters of 7 

Association concern on Association bulletin boards, at least one of which will be 8 
provided in each school building in areas frequented by bargaining unit members.  The 9 
Association may use all District mail service, District email, and bargaining unit member 10 
mailboxes for communications (with the exception of political content) to unit 11 
members. 12 

6.2 Authorized representatives of the Association will be permitted to transact official 13 
Association business on school property at all times they are not required to be 14 
performing professional duties. 15 

6.3 Names, addresses and telephone numbers of all District bargaining unit members will be 16 
provided without cost to the Association no later than October 15 of each school year.  17 
Individual bargaining unit members may request, in writing, that their addresses and 18 
telephone numbers not be included. 19 

Association Leave 20 
6.4 The Association will be granted twenty (20) days of leave of absence per school year to 21 

distribute among its representatives for local, state or national conferences or for 22 
conducting Association business.  The Association may take an additional ten (10) days 23 
of leave, however, in such case the Association will reimburse the District for cost of a 24 
day-to-day substitute, at the prevailing daily rate, for each additional Association leave 25 
day which is utilized.  The Association will reimburse the District for one-half of all costs 26 
associated for the release of the STA President each year.  Release time will be provided 27 
through the use of substitute teachers at the prevailing daily rate.  The release time will 28 
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not exceed the equivalent of sixty (60) full substitute days.  The District will make a good 29 
faith effort to assign the same substitute teacher as requested by the STA President. 30 

6.5 At least two (2) days prior to the utilization of any Association leave day, the Association 31 
president will notify the Human Resources Department of such utilization. 32 

6.6 No bargaining unit member taking leave under this section may use more than five (5) 33 
consecutive days at a time 34 

6.7 Nothing contained in this section will be interpreted to mean that Association leave is to 35 
be used for purposes of negotiation or grievance processing. 36 

Management Rights 37 
6.8  The Association understands and agrees that consistent with the laws of the State of 38 

California, the rights, powers, prerogatives, and authority to manage, control, and direct 39 
the operations and affairs of the District are reserved exclusively to the District and the 40 
Governing Board, except as specifically limited, or modified by this Agreement or as 41 
otherwise provided by the parties. 42 

6.9  It is not the intention of the parties in setting forth the above-mentioned rights of 43 
management to detract or diminish in any way the rights of the Association or of unit 44 
members as expressly set forth elsewhere in this Agreement.  It is the Parties' intention 45 
that the clear and explicit provisions of the other articles of this Agreement constitute 46 
the only contractual limitations upon the District's rights. 47 

6.10  All other rights of management, not expressly limited by the language of this 48 
Agreement, are also expressly reserved to the District, even though not numerated 49 
above.  The exercise of any right reserved to the District herein in the particular manner, 50 
or the non-exercise of any such right, shall not be deemed a waiver of the District's right 51 
or preclude the District from exercising the right in a different manner. 52 

6.11  If there is a direct conflict between the rights set forth in this article and the provisions 53 
of another article of this Agreement, the language of the latter shall prevail. 54 

ARTICLE 7 1 

Grievance Procedure 2 
7.0 The purpose of this procedure is to secure at the lowest possible administrative level, 3 

equitable solutions to the problems which may from time to time arise affecting the 4 
welfare or working conditions of unit members and the Association. Both parties agree 5 
that these proceedings will be kept as informal and confidential as may be appropriate 6 
at any level of the procedure. 7 

7.1 Nothing in the formal grievance procedure will preclude a bargaining unit member from 8 
scheduling an informal conference with his/her supervisor, the Superintendent or 9 
designee, or communicating in writing with the Governing Board if the unit member has 10 
a problem or complaint. The bargaining unit member may be accompanied by a 11 
representative of the Association if the unit member so chooses. 12 

7.2 Grievance is defined as a written complaint by a bargaining unit member, a group of 13 
bargaining unit members or the Association that there has been a violation or 14 
misinterpretation of this Agreement. Days is defined as any day on which the central 15 
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administrative offices of the District are open for business.  It is the intent of the parties 16 
to equitably resolve grievances at the lowest possible level. 17 

7.3 Procedure:  18 
Step I: Within twenty (20) days following knowledge of the act or condition which is 19 

the basis for the grievance, a bargaining unit member, a group of unit 20 
members, or the Association may file a grievance in writing with the 21 
appropriate immediate supervisor. An informal meeting may be held 22 
between the grievant and supervisor before the formal process begins. 23 
Within ten (10) days of the date the grievance is filed; the supervisor will 24 
communicate his/her decision to the grievant in writing. 25 

Step II: If no response has been received or the grievant is not satisfied with the 26 
decision at Step I, he/she may appeal in writing to the Superintendent or 27 
designee within ten (10) days following the last date for response from Step 28 
I. The Superintendent or designee will, within ten (10) days from receipt of 29 
the appeal, respond to the grievant in writing. 30 

Step III: If no response has been received or the grievant is not satisfied with the 31 
decision at Step II, he/she may request in writing that the Association submit 32 
his/her grievance to arbitration within ten (10) days following the last date 33 
for response from  34 

Step IV.  Within ten (10) days following receipt of such request, the Association may 35 
notify the Superintendent or designee in writing that the grievance is being 36 
submitted to arbitration under the Voluntary Labor Arbitration Rules of the 37 
American Arbitration Association.  The parties may attempt to choose a 38 
mutually satisfactory arbitrator.  If, however, the parties cannot agree upon 39 
the choice of an arbitrator within ten (10) days, they will file a request with 40 
the California Conciliation and Mediation Service to receive a list of five (5) 41 
names of people who are willing to serve as arbitrator.  The parties will then 42 
each alternately strike one name from the list until one name remains.   43 

7.4 The order of striking will be determined by lottery. The grievance will then be submitted 44 
to the arbitrator. The submitted documents will state the issue(s) and propose a 45 
remedy.  The arbitrator’s decision will be in writing and will set forth the findings of fact 46 
and conclusions of law. The arbitrator will be without power or authority to recommend 47 
any decision which requires the commission of any act prohibited by law or which is 48 
violative of the terms of this Agreement. However, it is agreed that the arbitrator is 49 
empowered to include in any award, such financial reimbursement as he/she judges to 50 
be proper. The decision of the arbitrator will be submitted to the Superintendent or 51 
designee and the Association and be final and binding upon the parties.  52 

7.5 Miscellaneous - No reprisals of any kind will be taken by the Superintendent or designee 53 
or by any member or representative of the administration or the Board against any 54 
bargaining unit member, any party in interest, any member of the Association or any 55 
other participant in the grievance procedure by reason of such participation. 56 

7.6 A bargaining unit member may be represented at all stages of the grievance procedure, 57 
prior to arbitration, by himself/herself, his/her designee, or, at his/her option, by a 58 
representative selected by the Association. The Association will be entitled to represent 59 
any grievant at the arbitration level. If a bargaining unit member is not represented by 60 
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the Association or its representative, the Association will have the right to receive a 61 
copy of the grievance and any proposed resolution and to state its view before the 62 
grievance is resolved at all stages of the grievance procedure. 63 

7.7 If a grievance arises from action or inaction on the part of a member of the 64 
administration at a level above the principal or immediate supervisor, the aggrieved 65 
bargaining unit member will submit such grievance in writing to the Superintendent or 66 
designee and the Association directly and the processing of such grievance will be 67 
commenced at Step II.  The Association may process such a grievance through all levels 68 
of the grievance procedure even though the aggrieved bargaining unit member does not 69 
wish to do so. 70 

7.8 When it is necessary for a representative designated by the Association to investigate a 71 
grievance or attend a grievance meeting or hearing during the day, he/she will, upon 72 
notice to his/her principal or immediate supervisor by the president of the Association 73 
or designee, be released without loss of pay in order to permit participation in the 74 
foregoing activities. Any bargaining unit member who is requested to appear in such 75 
investigation, meetings or hearings as a witness will be accorded the same right. 76 

7.9 All documents, communications and records dealing with the processing of a grievance 77 
will be filed in a separate grievance file and will be maintained in the Human Resources 78 
office. No grievance records will be kept in the personnel file of a bargaining unit 79 
member. 80 

7.10 Forms for filing grievances, serving notices, taking appeals, making reports and 81 
recommendations, and other necessary documents, will be prepared jointly by the 82 
Superintendent or designee and the Association so as to facilitate operation of the 83 
grievance procedure.  The costs of preparing such forms will be borne equally by both 84 
parties. 85 

7.11 All costs of the services of the arbitrator, including per diem expense, travel and 86 
subsistence, will be borne equally by both parties.  87 

ARTICLE 8 1 

Personnel Files 2 
8.0 Any person or persons who draft and/or place materials in a bargaining unit member’s 3 

personnel file will sign the material and signify the date on which such material was 4 
drafted and placed in the file. 5 

8.1 The disposition of material in a bargaining unit member’s personnel file is to be 6 
governed by the provisions of Education Code Section 44031 which states: 7 

8.2 Materials in personnel files of bargaining unit members which may serve as a basis for 8 
affecting the status of their employment are to be made available for the inspection by 9 
the person involved. 10 

8.3 Such material is not to include ratings, reports, or records which (1) were obtained prior 11 
to the employment of the person involved, (2) were prepared by identifiable 12 
examination committee members, or (3) were obtained in connection with a 13 
promotional examination. 14 
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8.4 Every bargaining unit member will have the right to inspect such materials upon 15 
request, provided that the request is made at a time when such person is not actually 16 
required to render service to the employing district. 17 

8.5 Information of a derogatory nature, except material mentioned in the second paragraph 18 
of this section, will not be entered or filed in the personnel file unless and until the 19 
bargaining unit member is given notice and an opportunity to review and comment 20 
thereon. Such material will be added in a timely fashion.  A bargaining unit member will 21 
have the right to enter, and have attached to any such derogatory statement, his/her 22 
own comments thereon.  Such review will take place during normal business hours, and 23 
the bargaining unit member will be released from duty for this purpose without salary 24 
reduction. 25 

8.6 The Superintendent, or a designated confidential representative, will be responsible for 26 
maintaining a log attached to each personnel file which indicates access to the file. The 27 
log will include the specific reason the file was accessed, the date of access, and the 28 
signature of the person accessing the file. 29 

8.7 Upon written authorization by the bargaining unit member, a representative of the 30 
Association will be permitted to examine and/or obtain copies of materials in such unit 31 
member’s personnel file. 32 

8.8 Access to personnel files will be limited to the members of the District administration on 33 
a need-to-know basis. Governing Board members may request the review of a 34 
bargaining unit member’s file at a personnel session of the entire Governing Board.  The 35 
contents of all personnel files will be kept in the strictest confidence. 36 

8.9 The District will maintain the bargaining unit member’s personnel file at the District 37 
central office.  A bargaining unit member’s file kept by their immediate supervisor will 38 
be accessible to the bargaining unit member or Association representative. Copies of 39 
such documents will be made available upon request. Upon the transfer of a unit 40 
member to another site, all supervisor’s files will be forwarded to the Assistant 41 
Superintendent of Human Resources for review and disposition. 42 

8.10 Four years following a signed, written, proven public complaint against a bargaining unit 43 
member, at the request of the unit member, all copies of the material relative to the 44 
complaint will be placed in a sealed envelope inside the personnel file. 45 

Complaints from the Public 46 
8.11 Any signed written complaint about a bargaining unit member will be reported within 47 

five (5) working days to the unit member by the administrator receiving the complaint. If 48 
the complaint is to be placed in the unit member’s personnel file, an investigation will 49 
be completed within thirty (30) days. 50 

8.12 Should the involved bargaining unit member believe that the allegations in the 51 
complaint are sufficiently serious to warrant a meeting, the immediate supervisor will 52 
schedule a meeting with the unit member and the complainant. At the request of the 53 
bargaining unit member, an Association representative may be present at the meeting. 54 
If the complainant does not appear at the meeting and does not have a reasonable 55 
excuse, the complaint is dismissed. 56 

8.13 Any unsubstantiated complaint will not be placed in the bargaining unit member’s 57 
personnel file. The Board will not dismiss or refuse to re-employ a bargaining unit 58 
member on the basis of unsubstantiated allegations. 59 
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8.14 Administrators have the responsibility to review parental complaints with bargaining 60 
unit members within the framework of meeting the needs of students, parents and unit 61 
members. They have the obligation to support bargaining unit members when charges 62 
are unfounded, to help the communication process when misunderstandings occur and 63 
to help correct problems which are referred.  64 

ARTICLE 9 1 

Professional Dues and Payroll Deductions 2 
9.0 Any bargaining unit member who is a member of the Association, or who has applied for 3 

membership, may sign and deliver to the Board an assignment authorizing deduction of 4 
unified member dues, initiation fees and general assessments assessed by the 5 
Association. Pursuant to such authorization, the District will deduct one-tenth of such 6 
dues from the regular salary check of the bargaining unit member each month for ten 7 
(10) months.  Deductions for bargaining unit members who sign such authorization after 8 
the commencement of the school year will be prorated to complete payments by the 9 
end of the school year. 10 

9.1 With respect to all sums deducted by the District pursuant to paragraphs 9.0, the 11 
District agrees to promptly remit such monies to the Association accompanied by an 12 
alphabetical list of unit members for whom such deductions have been made, and 13 
indicating any changes in personnel from the list previously furnished. 14 

9.5 The Association agrees to furnish any information needed by the District to fulfill the 15 
provisions of this Article. 16 

Hold Harmless Clause 17 
A. The Association agrees to pay to the District all reasonable legal fees and legal 18 

costs incurred in defending against any court action and/or administrative action 19 
before the Public Employment Relations Board challenging the legality or 20 
constitutionality of the agency fee provisions of the Agreement or their 21 
implementation.  22 

B. The Association shall have the exclusive right to decide and determine whether 23 
any such action or proceeding referred to in Paragraph A (above) shall or shall not 24 
be compromised, resisted, defended, tried or appealed. 25 

ARTICLE 10 1 

New Employee Orientation 2 
10.0 During the district-wide new employee orientation day, time will be made available to 3 

the Association for a presentation. The Association president and/or designee(s) will be 4 
given sufficient release time to make the presentation at the orientation meeting. 5 

ARTICLE 11 6 

Teaching Hours 7 
11.0 All schools will be standardized according to the following schedule: 8 
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Instructional minutes: 9 
Regular Instructional Days (Includes minutes per Article 11.15): 10 
 Grades TK-K: 200 minutes per day 11 
 Grades 1 -6: 320 minutes per day 12 

Minimum Days and Collaborative Instructional Planning Wednesdays: 13 
 Grades 1-6: 245 minutes per day 14 

Hours of Access 15 
11.0.1  Bargaining unit members shall have access to their work location during the school year 16 

as follows: 17 

• Week Days and Breaks – custodial hours 18 
• Weekends – 6:00 am – 6:00 pm  19 
• District Office Designated Holidays – No access 20 
• Summer – Access shall be prearranged with the Site Administrator 21 

Bargaining unit members shall notify their site administrator(s) via text or phone call 22 
when they plan to be on campus during non-student attendance days. District support 23 
services will not be available to bargaining unit members on these days unless 24 
previously scheduled (i.e., report card support).  25 

Peer Assistance and Review (PAR) Panel  26 
11.1 The Peer Assistance and Review (PAR) Panel will be comprised of three (3) bargaining 27 

unit members and two (2) administrators (Assistant Superintendent or designee and 28 
principal).  The Association will provide the names of the three (3) bargaining unit 29 
members to the Superintendent or designee by July 1st of each year.  The 30 
Superintendent or designee will provide the names of two administrators to the 31 
Association by July 1st of each year. 32 

11.2 The committee selected will serve for one school year.  If a committee vacancy should 33 
occur during the year, a bargaining unit member vacancy will be replaced by the 34 
association and an administrator vacancy will be replaced by the Superintendent or 35 
designee 36 

Minimum Days 37 
11.3 All minimum days will be standardized to 245 minutes for First Grade through Sixth 38 

Grade. This time will be measured from the time students are expected to enter the 39 
classroom until they are dismissed.  If a site is granted more than eight minimum days 40 
during a school year by the Board, the 15-minute recess will be excluded from the 245-41 
minute minimum day schedule. Bargaining unit members will be required to be in 42 
attendance until regular dismissal time unless released by site administrator. 43 

Parent Conference Requirements 44 
11.4 Bargaining unit members accept the professional responsibility for parent conferences. 45 

Bargaining unit members will make their own conference schedules and submit a copy 46 
to the principal or designee.  Group scheduling and faculty consensus is highly 47 
encouraged. 48 
A. During parent conference week, grades TK-6 will have four (4) minimum days and 49 

one (1) pupil-free day. 50 



Page | 10 
 

B. If a bargaining unit member has conferenced with a parent within two (2) weeks of 51 
the district-scheduled conference, an additional conference will not be required on 52 
the designated conference day. 53 

C. Optional Spring Conference - Parents of 4-6 grade students who have earned all A's 54 
and B's, or TK-3 students who are exceeding standards may opt out of the spring 55 
parent conference. 56 

D. Counselors will attend conferences as requested. 57 

Meetings and Required Activities 58 
11.5 The Association and the District recognize that site-based decision making, in which 59 

employees at individual schools are given increased responsibility for making decisions, 60 
may improve effective professional practice and the educational process. 61 

11.6 Attendance at up to twenty-two (22) staff meetings per school year for purposes of 62 
conducting school business may be required by the school principal. Individual school 63 
sites are encouraged to work collaboratively in implementing ways to run efficient staff 64 
meetings. Every attempt will be made by administrators to keep meetings to 60 minutes 65 
in length. When possible, site operational information will be shared ahead of time via 66 
email. Site Administrators will make efforts not to schedule staff meetings the week of 67 
Back to School Night and Open House (unless Back to School Night is scheduled the first 68 
week of school). In the spirit of efficiency, unit members will be responsible for 69 
completing mandated online safety training as part of their professional responsibilities.  70 
Agendas should be collaboratively developed by the site administrator and the site 71 
leadership team. Individual school sites are also encouraged to hold grade-level 72 
meetings for the purpose of conducting grade-level specific business. These meetings 73 
may be held during regular staff meeting time. Bargaining unit members will be 74 
permitted to place items on the agenda. The Association and standing committees will 75 
be standard agenda items. 76 

 11.7 Bargaining unit members may be required to attend Back-to-School and Open House. If 77 
a third meeting is mutually agreed upon amongst administrator and bargaining unit 78 
member, the bargaining unit member will be paid extra duty, extra pay for up to 1.5 79 
hours to attend. Reasonable efforts will be made to collaboratively determine all regular 80 
night meetings by the end of the first month. Unit members at more than one site will 81 
determine night meeting attendance with the site(s) administrator. Attendance at other 82 
meetings and activities is to be encouraged. 83 

11.8 Wednesdays (with the exception of the first week of school), will be reserved by 84 
bargaining unit members for staff meetings unless excused by the administrator. Staff 85 
meetings shall begin sixty (60) minutes prior to the end of the 7.5-hour work day. 86 

11.9 Wednesdays will be reserved for Association activities. Association meetings will be 87 
posted on the District Master Calendar. Administrators may schedule meetings on 88 
Wednesdays as long as they do not conflict with Association activities. 89 

11.10 No bargaining unit member will be required to attend an in-service training session 90 
without 48-hour notice in order that suitable substitute plans may be prepared. If 91 
teachers are required to attend meetings within a 48-hour time frame, teachers will be 92 
compensated for one (1) hour to complete adequate substitute plans. 93 

11.11 All bargaining unit members will be given equal opportunity to attend district in-94 
services. 95 
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Work Year 96 
11.12 The number of work days for returning bargaining unit members will be 186. The 97 

number of work days for new bargaining unit members will be 188. The calendar of 98 
bargaining unit member work days for all plans will be negotiated annually. This includes 99 
three staff development days which have been added to the calendar as long as state 100 
funding is provided. 101 

11.13 New bargaining unit members will report to their assignments for five (5) days of service 102 
prior to the start of instruction. Returning bargaining unit members will report to their 103 
assignments for three (3) days of service prior to the start of instruction. One and a half 104 
(1.5) days will be meeting free. Bargaining unit members in attendance at New 105 
Employee Orientation will be paid at the District’s lowest substitute rate of pay. 106 

Work Hours 107 
11.14 The work week for a full-time employee shall not be less than thirty-seven and one half 108 

(37.5) hours, normally to be rendered in units of seven and one half (7.5) hours of 109 
school-based service per day, inclusive of not less than a 30-minute duty free lunch 110 
period. The seven and one half (7.5) hours of school-based service shall be structured, 111 
directed or modified by the immediate supervisor. The work day shall begin thirty (30) 112 
minutes prior to the start of the school day.  113 

11.15 Transitional Kindergarten and Kindergarten teachers will be required to provide 114 
additional school-based services after their students are dismissed under the direction 115 
of the site administrator. These services may include providing intervention instruction 116 
for students in grades 1-3 and covering classrooms for teachers to attend IEP and/or SST 117 
meetings.  118 

11.16 After the 7.5-hour workday, bargaining unit members may, under the direction of their 119 
immediate supervisor, be required to render reasonable additional hours of service each 120 
school year without extra duty-extra pay. The extended service shall not exceed one (1) 121 
hour each week beyond the seven and one-half hour workday. Extended service 122 
includes, but is not limited to, meetings regarding students (IEP/SST/504), parent 123 
conferences, Wednesday staff/CIP meetings, and District in-service meetings. It is 124 
understood that Back to School Night and Open House fall within bargaining unit 125 
members’ professional duties and are not subject to extra duty-extra pay. If extended 126 
service carries over beyond the additional one (1) hour of service for the work week, 127 
bargaining unit members will be paid at the extra duty-extra pay rate for service after 128 
the one (1) hour. 129 

Class Size Compensation  130 
11.17 The district will provide an equal allotment of money to bargaining unit members in 131 

grades K-6th for classroom supplies. Unit members shall utilize all class size 132 
compensation during the present school year. Monies must be spent by April 1 each 133 
year. All unused funds will be swept June 30 each year, and cannot be carried over from 134 
year-to-year. The allotment shall be equal to the number of sites times $4,000.  135 
Utilization of the money shall be determined at each site as mutually agreed to by the 136 
bargaining unit members at the site and the principal. 137 
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Collaborative Instructional Planning 138 
11.18 Every regular Wednesday, students in grades one (1) through six (6) will be released on 139 

a minimum day schedule to accommodate Collaborative Instructional Planning. 140 
Bargaining Unit Members’ lunch on Collaborative Instructional Planning time shall not 141 
exceed forty-five (45) minutes.  142 
Collaborative Instructional Planning will be Principal directed thirteen (13) of the 143 
Wednesdays. Principal directed planning days shall begin sixty (60) minutes prior to the 144 
end of the 7.5-hour work day.                           145 
The time prior to the staff and/or CIP meeting shall be allocated as the bargaining unit 146 
members’ instructional planning time. Planning time may be individual or in a group and 147 
shall be used for the purposes of planning lessons, writing lesson plans, grading student 148 
work, analyzing student achievement data, preparing instructional materials, preparing 149 
classroom activities, creating/modifying the classroom environment, and other activities 150 
directly related to their work assignment. Wednesday planning time is considered a 151 
professional day and unit members will not leave their school/District sites prior to the 152 
end of their 7.5-hour work day. 153 
Each bargaining unit member will be assigned three (3) days of full day substitutes (if 154 
required for their position) for the purpose of collaborative grade level instructional 155 
planning release time with the following conditions: 156 

• A maximum of 20 substitutes per day will be allocated for the collaborative 157 
grade level instructional planning release time. 158 

• A calendar will be developed by SUSD no later than the first day bargaining unit 159 
members are required to return to school. 160 

• If a substitute is not available to cover a unit member’s assignment on the 161 
scheduled day for collaborative grade level instructional planning release time 162 
the unit member will be required to cover their regular assignment.  163 
Administration will not cover the assignment or place the students into another 164 
unit member’s classroom.  The unit members will work with his/her 165 
administrator to ensure that make-up release time is scheduled as soon as 166 
possible. 167 

• If a unit member is absent on the day that collaborative grade level instructional 168 
planning release time is scheduled, the unit member shall report his/her absence 169 
and have the appropriate leave reason deducted from their leave balances and 170 
the unit member will not be able to reschedule collaborative grade level 171 
instructional planning release time. 172 

• Bargaining unit members with split grade level classes may voluntarily choose to 173 
be released for an additional three (3) days, but must inform the Principal within 174 
two (2) weeks of the first day of school or formation of the split class. 175 

Collaborative Instructional Planning will be time that bargaining unit members meet 176 
with grade level or cross grade level colleagues at an SUSD facility. Examples include 177 
activities such as: designing lessons, performance-based activities, assessments, 178 
analyzing student assessment data, evaluating student performance, planning data-179 
driven intervention activities, or other activities agreed upon between the principal and 180 
grade level teams at the school site. 181 
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The twenty-three (23) Wednesday early release days that are allocated as bargaining 182 
unit member directed collaborative instructional planning time shall be utilized for 183 
bargaining unit member directed collaborative instructional planning. However, there 184 
may be times when individual planning time is necessary. In those circumstances, 185 
individual planning time shall be used for the purposes of planning lessons, writing 186 
lesson plans, grading student work, analyzing student achievement data, preparing 187 
instructional materials, preparing classroom activities, creating/modifying the classroom 188 
environment, and other activities directly related to their work assignment. Wednesday 189 
individual planning time is considered a professional day and unit members will not 190 
leave their sites prior to the regular dismissal time for the upper grade students. 191 

Duty Free Lunch 192 
11.19 Every bargaining unit member will be entitled to one duty-free uninterrupted lunch 193 

period each day.  Supervision of the children may be required during inclement 194 
weather.  The lunch period will be equivalent to the student lunch period.  In no case 195 
will there be less than a thirty (30) minute lunch period. 196 

Supervision-Free Day 197 
11.20 The District will provide all bargaining unit members a playground supervision-free day.  198 

Except for emergency situations, as reasonably determined by the site administrator, 199 
bargaining unit members will not be required to do playground duty. The District 200 
reserves the right to assign duty to bargaining unit member(s) if the site administrator 201 
determines that an unforeseen circumstance requires such supervision.  At the end of 202 
the school day, bargaining unit members will monitor their students until safely 203 
dismissed. 204 

Recess and Lunch Schedules 205 
11.21 On regular school days recess will be twenty (20) minutes in length and lunch will be 206 

forty-five (45) minutes in length. Bargaining Unit Members shall take lunch at the same 207 
time as their students. On minimum school days, recess will be twenty (20) minutes in 208 
length. Grades 1-6 will not have a lunch period. Bargaining Unit Members’ lunch shall 209 
not exceed forty-five (45) minutes on minimum days. Sites must ensure students receive 210 
at least 30 minutes of play time between the combination of morning recess and lunch. 211 

Multitrack Year-Round Education 212 
11.22 In the event that the Saugus Union School District Governing Board adopts a Multitrack 213 

Year-Round Education program for one or more school sites, the Association reserves 214 
the right to negotiate all terms and conditions which affect unit members.  Bargaining 215 
will be initiated immediately irrespective of previously established limits of issues to be 216 
negotiated at that time. 217 

Bargaining Unit Member Personal Property - Use in Classroom 218 
11.23 Bargaining unit members will be required to secure permission of the building principal 219 

for use of personal property in order to be eligible for reimbursement purposes. The 220 
bargaining unit member will sign a register listing the property and its monetary value. 221 
Personal Items (such as clothing, watches, eyeglasses, hearing aids, etc.) that have been 222 
damaged or destroyed in the performance of duties shall be reimbursed by the District 223 
to a maximum of one thousand dollars ($1,000) occurrence. Verification of work-related 224 
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loss shall be made by the Assistant Director of Human Resources & Risk Management or 225 
designee. Proof of the loss/damage shall be required. Any money recovered through 226 
insurance shall be deducted from the amount due. An employee may make no more 227 
than one claim per school year unless otherwise agreed to by the District and the 228 
Association. The total amount that may be recovered district-wide pursuant to this 229 
article shall not exceed five thousand dollars ($5,000) per school year. Any amounts 230 
unused during the school year may not be carried over to a subsequent school year. 231 

Independent Study Contracts (ISCs) 232 
11.24 For any ISC that is one to two (1-2) days in length, the bargaining unit member must be 233 

given twenty-four (24) hours’ notice to properly prepare for the ISC. For any ISC that is 234 
three (3) days or longer, the bargaining unit member must be given five (5) days’ notice 235 
to properly prepare for the ISC, with the exception of emergency circumstances (such as 236 
death in the family, accident, etc.). The bargaining unit member will not be held 237 
responsible for incomplete ISCs. Returned ISC work must be checked for completion and 238 
returned to office personnel within three (3) days. 239 
For one (1) day of an ISC that is written; the bargaining unit member will receive (30) 240 
thirty minutes of extra-duty/extra pay at the negotiated rate. For two (2) to three (3) 241 
days of ISCs that are written; the bargaining unit member will receive one (1) hour of 242 
extra-duty/extra pay at the negotiated rate. For four (4) to five (5) days of an ISC that is 243 
written; the bargaining unit member will receive (1.5) one hour and thirty minutes of 244 
extra-duty/extra pay at the negotiated rate. For six (6) to eight (8) days of ISCs that are 245 
written; the bargaining unit member will receive two (2) hours of extra-duty/extra pay 246 
at the negotiated rate. For nine (9) to eleven (11) days of an ISC that is written; the 247 
bargaining unit member will receive (2.5) two hours and thirty minutes of extra-248 
duty/extra pay at the negotiated rate. For twelve (12) to fifteen (15) days of ISCs that 249 
are written; the bargaining unit member will receive three (3) hours of extra-duty/extra 250 
pay at the negotiated rate. ISCs beyond fifteen (15) days shall be fulfilled at the 251 
discretion of the bargaining unit member. Bargaining unit members will receive one (1) 252 
additional hour of extra-duty/extra pay at the regular rate for each additional three (3) 253 
days. 254 

Compensation  255 

ISC Length 1 day 2-3 days 4-5 days 6-8 days 9-11 days 12-15 days 

Compensation 30 mins. 1 hour 1.5 hours 2 hours 2.5 hours 3 hours 

Class Size 256 
11.25 Transitional Kindergarten class-size enrollment shall not exceed 24:1 (Education Code). 257 

The parties agree to an alternative annual class-size enrollment in grades Kindergarten-3 258 
for each school site as authorized by Education Code section 42238.02(d)(3)(B). The 259 
grades Kindergarten (K) through third (3rd) maximum average class-size enrollment shall 260 
be 28:1. The District agrees, if financially viable, to make progress toward the 24:1 261 
average class size goal in grades K-3 at each school site, but the amount of annual 262 
progress shall not be tied to the “making annual progress” formula in law (Education 263 
Code 42238.02 (d) (3) (B) (i)-(v)). Instead, if economically viable, the District shall 264 
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decrease the average class size at each school site incrementally each year such that any 265 
increase in certificated staffing is fully funded by the increase in the K-3 funding 266 
adjustment to the District’s base grant provided under the LCFF. In this manner, the 267 
parties intend for the District’s efforts to reduce class-size in the K-3 to be “cost 268 
neutral”. 269 
If at any time the District learns that compliance with the foregoing contractual 270 
provisions will likely result in penalties which would reduce or eliminate the additional 271 
funding grant for K-3 class size reduction, the parties agree to meet and negotiate to 272 
discuss and implement a mutually agreed solution. If the District in fact ceases to 273 
receive the additional funding grant for TK, K-3 CSR, these class size limitations shall be 274 
suspended until funding is restored. 275 

ARTICLE 12 276 

Shared Contract  277 
12.0 Applications for shared positions must be made to the principal of the desired site prior 278 

to February 25.  If the principal determines the proposal to be viable, it will be 279 
forwarded to the Assistant Superintendent of Human Resources no later than March 5. 280 
If the Assistant Superintendent of Human Resources determines that the proposal 281 
meets the district’s identified student requirements, it will then be presented to the 282 
Governing Board for final approval.  The Governing Board will review the proposal and 283 
notify applicants of approval or denial prior to April 1.  284 

12.1 The term of each job share plan will not exceed one (1) school year.  Each plan will 285 
involve two (2) district bargaining unit members 286 

12.2 The base salary costs for implementing the plan will be no greater than the pro-rated 287 
standard placement on the salary schedule of each of the participants. The total 288 
allowance for benefits will not exceed the cost of the maximum benefits package for 289 
one full time bargaining unit member.  To the extent allowed by law and the insurance 290 
carriers, the benefit packages will be prorated for each party, except that employees 291 
working less than 50% of an FTE (full-time equivalent) shall earn no Health & Welfare 292 
benefits entitlement. 293 

12.3 “Shared Contract” refers to two (2) regular permanent bargaining unit members sharing 294 
one assignment. 295 
• Only regular tenured bargaining unit members shall be eligible for shared contracts. 296 
• If the request for job sharing is denied and if the affected employee(s) request, the 297 

reasons shall be provided. The decision of the Assistant Superintendent of Human 298 
Resources shall be final. 299 

• Notwithstanding other provisions of this contract, shared contract participants’ 300 
wages, benefits, and paid leaves shall be prorated relative to the actual time 301 
worked.  302 

• For employees working in a minimum of a 50% position, upon completion of the 303 
second-consecutive year of a shared contract, provided that 75% or more of the 304 
contracted days have been worked in each year, one year of step advancement will 305 
be granted.  306 
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• Upon requests of the two bargaining unit members, a job-sharing assignment may 307 
be renewed provided the two bargaining unit members reapply to the principal prior 308 
to February 25. In the event the two bargaining unit members fail to reapply by the 309 
required date or in the event the principal and/or District does not approve the 310 
continuation of the shared contract, the bargaining unit members shall return to 311 
full-time assignments. 312 

•  If a bargaining unit member in a job-sharing assignment returns to a full-time 313 
position, he/she will be assigned to his/her current school if a vacancy exists, 314 
otherwise the bargaining unit member will be assigned to an available position for 315 
which he/she is credentialed following the guidelines in Section 14.6. 316 

• Responsibilities of the job-sharing assignment shall be allocated according to the 317 
standard shared contract agreement provided by the District. 318 

• Approved shared contracts shall be provided to the association when requested.  319 
12.4 For purposes of salary, the work year for each bargaining unit member sharing a 320 

contract shall be ninety-three (93) days.  In the case of a 50/50 job share, otherwise the 321 
work year shall be pro-rated according to the percent worked.  Each bargaining unit 322 
member will receive full per diem pay for any work days that are assigned service days 323 
beyond their shared contract agreement.  Participating bargaining unit members will 324 
receive a pro-rata percent of the allotment of sick leave provided to full-time bargaining 325 
unit members. 326 

12.5  If one of the participants is unable to complete the job share contract, the other 327 
bargaining unit member will be required to work full-time for the balance of the 328 
contract year. 329 

ARTICLE 13 330 

Bereavement Leave 331 
13.0 Bargaining unit members may be absent from their duties on account of acute 332 

bereavement as defined herein. Acute bereavement will mean bereavement occasioned 333 
by death or serious illness where death is imminent of a member of the bargaining unit 334 
member’s immediate family as identified below. Bereavement leave must be taken 335 
within six (6) weeks of the death of the immediate family member. Bereavement leave 336 
may be taken after six (6) weeks of the death due to extenuating circumstances if 337 
mutually agreed upon by STA and the District. Bereavement leave will be in addition to 338 
any accrued sick leave and not deducted from sick leave.  The number of days for 339 
bereavement afforded by this section will be as follows: 340 
(A)  Up to five (5) days when acute bereavement involves a parent, parent-in-law, 341 

grandparent, or grandchild of the employee or of the spouse of the employee, and 342 
the spouse, domestic partner, child (including miscarriage and loss due to child 343 
birth), child-in-law, sibling, sibling-in-law of the employee, or any relative living in 344 
the immediate household of the employee.  345 

(B)  One (1) day of bereavement leave will be extended if requested by bargaining unit 346 
member to attend funeral of one of his/her students. 347 
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Sick Leave 348 
13.1 Every bargaining unit member will be entitled to twelve (12) days paid sick leave each 349 

school year.  New bargaining unit members beginning at times other than the beginning 350 
of the contract year will be prorated on the number of days of sick leave granted.  At the 351 
beginning of each school year, every bargaining unit member will receive a sick leave 352 
allotment credit equal to his or her sick leave entitlement for the school year.  A 353 
bargaining unit member may use his or her credited sick leave at any time during the 354 
school year.  If a bargaining unit member is terminated and has used more sick leave 355 
days than were earned, the amount used, but not earned, will be deducted from his or 356 
her final warrant. 357 

13.1.1  The adopted general education substitute rate (daily or long term – whichever is 358 
applicable) shall be deducted for all bargaining unit members when in substitute 359 
differential pay status.  360 

13.2 It is imperative that the District be notified through the Absence Management System of 361 
an absence from the classroom.  This notification must be made prior to one hour prior 362 
to the start of school.  The Absence Management System may be notified up to one year 363 
in advance of a known absence. In the event no sick days remain, a substitute will be 364 
hired for the day and the bargaining unit member’s salary will be reduced by the daily 365 
sub rate.  366 

13.3 Unused sick leave will accrue from school year to school year.  There is no limit to the 367 
number of sick days that will be accrued. New bargaining unit members with 368 
accumulated sick leave from other California school districts may transfer unused sick 369 
leave in accordance with state law within one year from the date of hire. 370 

13.4 Accumulated and unused sick leave of certificated bargaining unit members will be 371 
counted as service credit for purposes of computing length of service for retirement 372 
benefits under the State Teachers Retirement System. 373 

13.5 The Assistant Superintendent of Human Resources or designee may require a doctor’s 374 
release prior to returning to work for the following reasons: 375 
• Worker’s compensation case 376 
• A disability or illness including pregnancy, miscarriage, childbirth 377 
• An absence of 5 or more consecutive days 378 

13.5.1  In cases where a work record reflects suspected abuse of sick leave, the Assistant 379 
Superintendent of Human Resources or designee shall notify and/or meet with the 380 
employee. If the abuse continues, the District shall have the right to request and receive 381 
a doctor's affidavit verifying the illness or injury of the absent bargaining unit member 382 
for the day(s) of absence in question. In the case the employee is unable to obtain a 383 
doctor’s affidavit from his/her personal doctor, the District reserves the right to require 384 
the bargaining unit member to be examined by a District doctor, at District cost. 385 

Workers Compensation Leave 386 
13.6 Section 44984 of the Education Code is supplemented as follows: 387 

(A) A bargaining unit member will report a personal injury which occurs at school to 388 
the site administrator or designee as soon as possible. 389 
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(B) The total of the bargaining unit member’s temporary disability indemnity and the 390 
portion of salary due him or her during his or her absence will equal his or her full 391 
salary. 392 

(C) The benefits provided in this paragraph are in addition to sick leave benefits.  The 393 
Board will not deduct accumulated sick leave from the sick leave allotment of a 394 
bargaining unit member who is absent as the result of an industrial accident or 395 
illness. 396 

Parental Leave 397 
13.7 The Board will provide for leave of absence from duty in accordance with Assembly Bill 398 

2393 for any certificated bargaining unit member of the District who is required to be 399 
absent from duties because of adoption, pregnancy, miscarriage, childbirth and 400 
recovery therefrom.  401 

13.8 Disabilities caused by or contributed to by pregnancy, miscarriage, childbirth and 402 
recovery therefrom are, for all job-related purposes, temporary disabilities and will be 403 
treated as such under any health or temporary disability insurance or sick leave plan 404 
available in connection with employment by any school district.  The length of leave of 405 
absence, including the date on which the leave will commence and the date on which 406 
the bargaining unit member will resume duties, will be determined by the unit member 407 
and the unit member’s physician. All written employment policies of the District will be 408 
applied to disability due to pregnancy, miscarriage, childbirth and recovery therefrom 409 
on the same terms and conditions applied to other temporary disabilities. Any 410 
bargaining unit member will have the right to utilize sick leave for absences necessitated 411 
by pregnancy, miscarriage, childbirth and recovery therefrom. (See Article 18.17) 412 

Family Care and Medical Leave 413 
13.9 Provision for Family Care and Medical Leave will be applied in accordance with the 414 

Federal Family and Medical Leave Act of 1993 and the California Family and Medical 415 
Leave Act of 1994. (See applicable Board Policy and Administrative Regulations). 416 

13.10 The Saugus Union School District Governing Board shall grant family care and medical 417 
leave to eligible employees in accordance with current federal and state law. Employees 418 
taking this leave shall be reinstated in the same or comparable position upon returning 419 
from family care or medical leave, except as allowed by law. 420 

13.11 Any employee who has served the district more than one continuous year shall be 421 
eligible to take unpaid family care and medical leave under the provisions of federal and 422 
state law.  423 

Catastrophic Leave 424 
13.12 Definition: A “catastrophic illness” or “injury” means an illness or injury that is expected 425 

to incapacitate the employee for an extended period of time, or that incapacitates an 426 
employee’s immediate family member (as identified in STA Agreement Article 13.0 “A”) 427 
and requires the employee to take time off from work for an extended period of time to 428 
care for that family member. 429 

13.13 Participation: All certificated employees are eligible to request Catastrophic Leave in 430 
accordance with this Article.  Participants may request either leave from the 431 
Catastrophic Leave Bank (“Bank”) or may request Direct Donation Sick Leave (“Direct 432 
Donation”).  Participants may also request to utilize their accumulated sick leave for 433 
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family emergency situations. Participation is voluntary and requires a one-time donation 434 
of one (1) day to the Bank, to be deposited within the first sixty (60) calendar days of the 435 
school year in which an employee chooses to join or from the start of employment.  If 436 
the Catastrophic Leave Bank is less than 20 days, members will need to deposit another 437 
day to keep participating. Employees wishing to donate days must have a balance of at 438 
least five (5) days in their own sick leave account.  Donated sick days will not affect an 439 
employee’s “perfect attendance” status. 440 

 A. Bank Participation 441 
 A maximum of three (3) days may be donated per year. Donations are 442 

irrevocable and must be in the employee’s full day equivalent, whatever their 443 
classification.  Those employees donating days must submit a signed donation 444 
form to payroll.  In the event the Bank is depleted and a specific need for 445 
additional days arises during the course of the school year, any certificated 446 
employee who presently has five or more days of earned and unused sick leave, 447 
who had not previously participated, may donate to the Bank and become a 448 
member of the Bank. 449 

 B. Direct Donation 450 
Direct Donation days can only be requested/donated for current needs and may 451 
not be accumulated for future purposes.  A maximum of two (2) Direct Donation 452 
days may be deposited by an employee each school year.  A direct donation does 453 
not qualify the donator for eligibility in the Bank. 454 

13.14 Participation Limitations:  Participants who have exhausted all sick leave, which 455 
includes the exhaustion or denial of income protection, may apply for catastrophic 456 
illness or injury leave. The combined total number of Catastrophic Leave days (Bank plus 457 
Direct Donation) received shall be limited to a maximum of sixty (60) days in a two-year 458 
period with a lifetime maximum of 120 days. 459 

   A. Bank Withdrawals 460 
 Withdrawals from the Bank shall be granted in units of no more than 30 461 

workdays.  Participants may submit requests for a one-time extension of a 462 
maximum of 30 days as their grant expires. Withdrawals will be made in 463 
increments of either one half (1/2) or one (1) full day at a time, which reflects 464 
the employee’s regular work assignment. 465 

   B. Direct Donation Requests 466 
 An employee wishing to receive Direct Donation Sick Leave must solicit 467 

donations on the Sick Leave Direct Donation form(s) and submit completed 468 
forms to Human Resources prior to, during, or within seven (7) days of return 469 
from leave.  An employee may receive a maximum of eleven (11) Direct 470 
Donation days per school year. 471 

 C. Sick Leave Requests 472 
  An employee wishing to use more than their annual allotment of sick leave for 473 

family emergency situations may submit an application to the Catastrophic 474 
Review Committee for approval. 475 
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13.15 Review Committee:  Catastrophic Leave shall be administered by a three (3) member 476 
committee, consisting of two bargaining unit members named by the Association, and 477 
one certificated administrator named by the Assistant Superintendent of Human 478 
Resources, or Designee.  The District Assistant Superintendent of Human Resources, or 479 
Designee shall also serve on the committee as a non-voting member. Administration of 480 
the program will be through the Human Resources Department. 481 

13.16 Request for Leave and Review Process: A participant shall submit a Certificated 482 
Catastrophic Leave Application for Bank withdrawal, Direct Donation days, and/or Sick 483 
Leave along with the Sick Leave Direct Donation form(s) if applicable to the Assistant 484 
Superintendent of Human Resources, or Designee, and provide verification of the 485 
catastrophic injury or illness.  Verification shall be made by a letter, dated and signed by 486 
the sick or injured person’s physician, indicating the incapacitating nature and probable 487 
duration of the illness or injury.  The Assistant Superintendent of Human Resources, or 488 
Designee will then convene the committee, which will determine if the illness or injury 489 
meets the appropriate criteria and/or if additional verification is required. 490 

13.17 Employees may apply to the Catastrophic Leave Committee to utilize their accumulated 491 
sick leave for family emergency situations consistent with Catastrophic Leave guidelines. 492 

Child Rearing Leave 493 
13.18 In the case of a birth or adoption of a child, any bargaining unit member may be entitled 494 

to leave without pay for child rearing purposes. The granting of such leave will be at the 495 
District’s discretion and will be in addition to any leave required by law. 496 

13.19 The application for child rearing leave will be made to become effective immediately 497 
upon the termination of pregnancy leave. 498 

13.20 Child rearing leave may be granted for a period of no longer than two years, or three (3) 499 
years in extenuating circumstances.  A bargaining unit member will notify the Board that 500 
he or she intends to take a leave at least four weeks prior to the anticipated date on 501 
which the leave is to commence, unless extenuating circumstances exist. 502 

13.21 Where the birth of a child is anticipated during the first month of a school year and a 503 
child rearing leave has been granted, the child rearing leave must commence at the start 504 
of the school year. 505 

13.22 The bargaining unit member requesting such leave will not be permitted to return 506 
following such leave during the last month of the school year. 507 

13.23 Where a bargaining unit member on a child rearing leave returns to the school system 508 
at any time other than the start of the school year, such unit member may be assigned 509 
to any position decided upon by the Superintendent or designee so long as such 510 
assignment is within the certification of such unit member, it being the purpose of such 511 
assignment not to interfere with or disrupt the instruction of the pupils, particularly 512 
when such pupils may have commenced their instruction with a bargaining unit member 513 
who was assigned to such pupils at the start of the school year. 514 

13.24 Notwithstanding the foregoing provisions, a request for a child rearing leave from a non-515 
tenured bargaining unit member need not be extended beyond the end of the contract 516 
school year in which the leave is obtained. 517 
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Personal Necessity Leave 518 
13.25 Personal necessity will mean legal, business or personal demands, all of which are 519 

serious in nature, involve circumstances the bargaining unit member cannot reasonably 520 
be expected to disregard and require the immediate attention of the unit member 521 
during his/her assigned hours of service. “Vacation” is not an appropriate use of PN 522 
time. 523 

13.25.1 Three (3) of the ten (10) personal necessity days per year may be used at the employee’s 524 
discretion but may not be taken on a District professional development day, the days 525 
before or after a Board approved break or holiday weekend, or high needs substitute 526 
days. “Discretionary” days may not be used on consecutive days. The Assistant 527 
Superintendent of Human Resources or designee will publish a calendar indicating high 528 
needs substitute days.  “Discretionary” days are listed as such in the substitute system 529 
but are drawn from the employee’s Personal Necessity allotment. Discretionary Days do 530 
not carry over from year to year. 531 

13.26 The bargaining unit member will request the use of personal necessity by entering the 532 
absence into the absence management system for supervisor approval prior to the use 533 
of the requested time. 534 

13.27 It will not be necessary to request prior approval in cases of death, serious illness of a 535 
member of his/her immediate family, accident involving his/her person or property or 536 
the person or property of the immediate family. 537 

13.28 The following limitations and conditions are placed upon the types of leaves specified 538 
above: 539 

(A) The total number of days allowed in one year for this type of leave will not exceed 540 
ten (10) days. 541 

(B) The days allowed under this section will be deducted from the total number of 542 
days the bargaining unit member has accumulated for purposes of sick leave. 543 

(C) Bargaining unit members are entitled to half-day absences. 544 

Judicial Government Leave 545 
13.29 A bargaining unit member will be granted leave to appear in court as a witness, when 546 

subpoenaed to serve on a jury, or respond to an official order from another government 547 
jurisdiction.  A bargaining unit member will receive his/her regular pay.  The bargaining 548 
unit member will reimburse the District the amount received from jury or witness fees. 549 

13.30 A bargaining unit member will be eligible to utilize any days of personal necessity to 550 
which the unit member may be entitled if the unit member is a litigant and must appear 551 
in court.  The bargaining unit member will be entitled to unpaid leave after the 552 
exhaustion of personal necessity days or if the unit member elects not to use personal 553 
necessity days. 554 

13.31 In any school related action in which the bargaining unit member is a litigant or the unit 555 
member and the District are joint litigants, the unit member will be granted paid leave. 556 

13.32 Judicial Government Leave – Unit members called to serve on jury duty during a day the 557 
employee is required to attend Staff Development Training (buy-back day) will be 558 
granted a paid leave of absence. 559 
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Unpaid Leave 560 
13.33 The Board may grant a bargaining unit member an unpaid leave of absence to pursue 561 

any activities which the Board feels will enhance the unit member’s performance or for 562 
personal reasons.  The duration of such leaves may be at the discretion of the Board. 563 

In-service Leave 564 
13. 34 A bargaining unit member will, upon request to the principal, be entitled to in-service 565 

leave during the school year for the purpose of improving his/her performance when (1) 566 
he/she has received an unsatisfactory rating in an area of evaluation, or (2) when 567 
requested to implement a new program. 568 

13.35 Other bargaining unit members who wish to enhance their programs will be entitled to 569 
utilize substitute time which has been allotted for that purpose.  Procedures for allotting 570 
said substitute time will be determined by the principal. 571 

13. 36 Every effort will be made to notify bargaining unit members at least 48 hours in advance 572 
of proposed in-service meetings. 573 

Return from Unpaid and/or Child Rearing Leave 574 
13. 37 The District may require bargaining unit members on leave to enter into an agreement 575 

requiring the unit member to return from leave on a designated day. For bargaining unit 576 
members on full-year leaves, notification of intent to return must be submitted to the 577 
District on or before March 1 of that year. The District may require a bargaining unit 578 
member to submit a letter of resignation indicating that should the unit member not 579 
notify the District within 15 days of the designated day of return, or notify the District by 580 
March 1 if on full-year leave, the unit member shall be deemed to have voluntarily 581 
submitted his/her resignation.  At least 15 days prior to the return date, or by February 582 
15 if on a full-year leave, the District will send each bargaining unit member on leave a 583 
reminder notice to be sent by certified mail, return receipt requested, of his/her 584 
obligation to notify the District of his/her intent to return. Nothing in this paragraph will 585 
preclude a bargaining unit member from requesting additional leave time prior to the 586 
end of a particular leave of absence. The District is not required to grant additional leave 587 
except as provided above.  588 

ARTICLE 14 589 

School and Grade-level Assignments 590 
14.0 Assignments will reflect the needs, interests, grade-level preference and abilities of the 591 

total teaching faculty and be in the interest of the students of the District. 592 
14.1 Prior to Spring Break, the site administrator will discuss possible grade-level assignments 593 

individually or in groups. 594 
14.2 All bargaining unit members will know their school and grade-level assignments by the 595 

last day of school.  Should circumstances change after the last day of school, all possible 596 
effort will be made to secure voluntary replacements which are acceptable to all 597 
personnel.  The District will notify bargaining unit members of any changes which may 598 
be required at the earliest possible time. 599 
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Split Grade Classes 600 
14.2.1  The District will make a good faith effort not to assign bargaining unit members to split 601 

grade level classes in successive years unless the bargaining unit member volunteers for 602 
such an assignment. In addition, efforts will be made not to assign bargaining unit 603 
members without prior teaching experience to split grade level classes during their first 604 
two years of service in the District. The District and STA acknowledge that split grade 605 
level classes are sometimes unavoidable. The Principal has the final responsibility for 606 
grade level assignment, including the assignment of a split grade level class. The 607 
assignment of grade level remains at the discretion of the Principal. 608 

Procedure for Voluntary Transfers 609 
14.3 Timeline and procedure for voluntary transfers is as follows: 610 

• Begin Transfer Process on the Monday of last full week in April  611 
• Day 1 - Round 1 Opens with Posting of Openings 612 
• Day 3 - Last Day for Bargaining Unit Members to Request Transfer 613 
• Days 4-7 - Principal Contact Unit Members Regarding Transfer Request 614 
• Day 7 - Last Day for Principals to Notify Human Resources of Decision 615 
• Day 8 - District Prepares New List of Openings 616 
• Day 9 - Round 2 Opens with Posting of All Vacancies 617 
• Each Round will follow the same timeline procedures 618 

Human Resources will notify unit members of Principal’s decision prior to subsequent 619 
Round posting. 620 
Human Resources will notify unit members within two days of Principal’s decision during 621 
Round 4. 622 

A. No voluntary transfer will be finalized without bargaining unit member’s consent. 623 
B. Any bargaining unit member may request from the Superintendent or designee or 624 

Assistant Superintendent of Human Resources a written statement of reasons for 625 
the denial. 626 

C. The Administration will attempt to fill as many voluntary transfer requests as 627 
possible based upon the educational needs of the school site. 628 

D. Bargaining unit member requests for voluntary transfer will not be used as 629 
justification for later administrative transfer. 630 

E.  Current bargaining unit members who wish to be considered for a transfer, after 631 
transfer rounds are complete, may submit a Summer Transfer Request Form to 632 
Human Resources by June 30th to be considered for any vacancies that may arise 633 
between school years. 634 

Procedure for Administrative Transfers 635 
14.4 Procedure for involuntary transfers is as follows: 636 

A. Bargaining unit members will be transferred for good and sufficient cause.  637 
Bargaining unit members may request an administrative transfer to the Assistant 638 
Superintendent of Human Resources for good and sufficient cause. The reasons 639 
include: 640 

1. Change in school population 641 
2. Specialty credential/certification (training) 642 
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3. Forming new sites or closing sites 643 
4. Program elimination 644 
5. Professional growth 645 
6.  Other reasons that shall be considered on a case-by-case basis by the Assistant 646 

Superintendent of Human Resources 647 

B. Involuntary transfers other than to alleviate over/under staffing during the course 648 
of the school year will be made after two or more meetings between the 649 
bargaining unit member and the site administrator. The reason(s) for the transfer 650 
shall be in writing and agreed upon by the Association. Every effort will be made to 651 
complete this process by March 14. 652 

C. A bargaining unit member who has received a less than satisfactory evaluation 653 
may be transferred only when the transfer is part of a written program designed to 654 
improve the appropriate areas of the employee’s performance. The bargaining 655 
unit member and the new site administrator will be provided with the written 656 
program to be implemented in the next school year. 657 

D.  A transfer initiated under this section is grievable under Article 7. 658 
E. Bargaining unit members may request an administrative transfer to the Assistant 659 

Superintendent of Human Resources for good and sufficient cause. 660 
F. For safety reasons, a transfer may be initiated by the Assistant Superintendent of 661 

Human Resources during the course of the school year. Any other mid-year 662 
transfer may only occur with the agreement of the Association. 663 

G. Unit members being transferred involuntarily, will with the agreement of the 664 
Assistant Superintendent of Human Resources receive sixteen (16) hours of extra 665 
duty pay or two (2) substitute release for moving. Boxes will be provided for 666 
bargaining unit members involuntarily transferring. 667 

14.5 The order for placement will be: 668 
A. Bargaining unit members trained at District expense for a specific 669 

program or unit members with specialized credentials 670 
B. Bargaining unit members transferred when site calendar is changed 671 
C. Bargaining unit members transferred for administrative reasons 672 
D. Bargaining unit member-initiated transfers 673 
E. Beginning with the second round, bargaining unit members returning 674 

from leave and newly hired unit members 675 
14.6 When unanticipated enrollment fluctuations result in the need to reduce staff at a 676 

school site the following hierarchy shall be used as a guideline for selecting the 677 
bargaining unit member(s) to be displaced.  678 

• Volunteers will be solicited 679 
• Temporary employees 680 
• Probationary employees (if the reduction occurs prior to the first observation of 681 

the first probationary year, otherwise they shall be excluded) 682 
• District seniority 683 

The following additional criteria may also be used in conjunction with and/or to modify 684 
the above order: 685 
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• CTC Credentials & Certifications held 686 
• Experience and special Qualifications 687 
• Grade level(s) affected 688 
• Minimizing the number of students affected 689 
• Least length of service at Site 690 
• The unwinding of a shared contract arrangement 691 

ARTICLE 15 1 

Certificated Employee Evaluations 2 
15.0 Certificated bargaining unit members will be evaluated based on the Improvement of 3 

Instruction Teacher Evaluation Manual which is included as Appendix D herein.   4 
15.1  Evaluation Cycle - At least every three years for personnel with permanent status who 5 

have been employed at least 10 years with the school district, are highly qualified, as 6 
defined in 20 U.S.C. Sec. 7801, and whose previous evaluation rated the employee as 7 
meeting or exceeding standards, if the evaluator and certificated employee being 8 
evaluated agree. Employees who have been employed at least fifteen (15) years with 9 
the district, and whose prior evaluation rated the employee as meeting or exceeding 10 
standards, may be evaluated every five (5) years if the evaluator and certificated 11 
employee being evaluated agree. No employee may go longer than a five (5) year period 12 
without an evaluation. The certificated employee or the evaluator may withdraw 13 
consent at any time. The evaluator may choose to evaluate a certificated employee any 14 
year. Any changes to current statutory language would make the entire section null and 15 
void. 16 

ARTICLE 16 1 

Safety and Teaching Conditions 2 
16.0 Bargaining unit members will not be required to work under unsafe conditions or to 3 

perform tasks which endanger their health, safety or well-being.  If a bargaining unit 4 
member feels an unsafe condition exists, he/she will notify the building principal or 5 
designee.  In the event the bargaining unit member reports an alleged unsafe condition 6 
in writing, the immediate supervisor will acknowledge in writing within five (5) working 7 
days the receipt of the communication. The principal will propose a correction or plan of 8 
action for remediation complete with a time line. 9 

16.1 When, in the judgment of a bargaining unit member, a student requires the attention of 10 
the principal, psychologist, physician or other specialist, he/she will so inform his/her 11 
principal or immediate supervisor as soon as possible.  The district may require a written 12 
statement describing the problem. Within five (5) working days, the principal or 13 
immediate supervisor will arrange for a conference between the principal, the 14 
bargaining unit member and the parents to discuss the problem and to decide upon 15 
appropriate steps for its resolution. 16 

16.2 A written description of the rights and duties of all administrators and bargaining unit 17 
members with respect to student discipline, and the rights of a suspended student, will 18 
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be presented to each bargaining unit member in writing on the first day of each school 19 
year. 20 

16.3 Any abuse of school personnel, including verbal abuse, assault or battery upon school 21 
personnel or any threat of force or violence directed toward school personnel at any 22 
time or place which is related to school activity or school attendance will be reported by 23 
bargaining unit members to their immediate supervisor.  Bargaining unit members will 24 
complete reports required by the District relating to the violations described herein. 25 

16.4 Bargaining unit members will be provided coverage under the terms and conditions of 26 
the district workers’ compensation program and illness leave provision for any injury or 27 
illness arising out of or in the course of their employment.  At the beginning of the 28 
school year each bargaining unit member will be given the opportunity to designate the 29 
physician of their choice. 30 

16.5 Only bargaining unit members with the appropriate training and who express a 31 
willingness to do so will perform medical procedures.  Bargaining unit members are 32 
required to use reasonable judgment in emergency situations.   33 

16.6 A bargaining unit member will be responsible for submitting written recommendations 34 
to the District regarding the maintenance of safe working conditions, facilities and 35 
equipment, repairs and modifications and other practices designed to insure compliance 36 
with applicable standards of the California Occupational Safety and Health Act, 37 
California State Compensation Insurance Fund and the provisions of the school district 38 
fire and liability insurance programs. 39 

16.7 The Board will, at the start of any school year, provide liability coverage with a qualified 
insurer. 

ARTICLE 17 40 

District Standing Committees 41 
17.0 Members of the District Standing Committees will be elected by the bargaining unit 42 

members at each school, and the names will be submitted to the president of the 43 
Association or designee and Superintendent or designee within the first 30 calendar 44 
days of the new school year.  Each school will elect one member to serve on each 45 
committee.  A bargaining unit member may not be elected to serve on more than one 46 
committee during a school year. 47 

17.1 The meetings of all Standing Committees will be open to all faculty members.  District 48 
Standing Committees include the following list:  49 

  A) Health & Safety Committee 50 
B) Insurance Committee 51 
C) Site Council 52 
D) District Committees as designated by the needs of the District 53 

17.2 District Standing Committees will elect a secretary from among its members. The 54 
minutes of these meetings will be sent to each committee representative, 55 
administrator, and Board Member. 56 
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17.3 Except by mutual consent or for information purposes only, in no event will any 57 
committee discuss conditions which fall within the scope of the contract and are subject 58 
to negotiations.  59 

ARTICLE 18 60 

Statutory Changes 61 
18.0 Improvements in bargaining unit member benefits which are brought about by the 62 

amendment or addition of statutory guarantees now provided in California or federal 63 
law will be incorporated into this agreement.  64 

Bargaining Unit Member Benefits 65 
18.1 The District will provide health benefits at the current level or better.  Benefits for 66 

subsequent years are subject to re-negotiation. 67 
18.2 The benefits provided in this article will remain in effect during the term of this 68 

Agreement.  Should a bargaining unit member take an unpaid leave during the school 69 
year, he or she will be entitled to continue coverage under all fringe benefit programs 70 
for which he or she is eligible.  Such bargaining unit member will pay the premium for 71 
the continued coverage to the District on a month-to-month basis. 72 

18.3 The District will provide an IRC Section 125 plan. 73 
18.4 The District allows participation in a 457 Plan. 74 

Insurance Committee 75 
18.5 A committee of district employees, including bargaining unit representatives named by 76 

the Association, will be ongoing each year to research and study benefit packages for 77 
possible recommendation to the negotiating teams.  Each bargaining unit will be 78 
allowed three (3) committee representatives.  Names of representatives will be 79 
submitted to the Superintendent or designee in a letter from the Association president. 80 

18.6 At the first meeting, a chair and secretary will be elected.  Minutes will be recorded and 81 
a copy submitted to the president of each participating association.  A calendar will be 82 
established for the gathering and study of information and for the final report of 83 
findings.  Dates, times, and locations of all meetings will be communicated to all 84 
bargaining units and posted at all sites. 85 

18.7 Committee findings will be reported to all bargaining unit members at a single 86 
presentation.  If a committee recommendation is proposed, it is in no way binding upon 87 
the negotiating parties. 88 

Medical 89 
18.8 The District will provide all bargaining unit members and their eligible dependents 90 

(spouses, registered domestic partners, and eligible children) with a choice of health 91 
insurance plans. 92 

18.9 The plans will be provided by California Public Employees Retirement System (PERS).  93 
Unit members will have a choice between a Preferred Provider (PPO) or Health 94 
Maintenance Organizations (HMO) plan. 95 

18.10 The medical cap is $900 monthly ($10,800 per year). Married, or registered domestic 96 
partners, who are both District employees may combine their district provided medical 97 
caps up to $1800 monthly ($21,600 per year). 98 
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18.11 Employees who are eligible for health insurance may elect to receive cash in lieu of 99 
health benefits in the amount of $350 a month (for 10 months), upon showing proof of 100 
alternate minimum essential coverage, through a plan not obtained on the individual 101 
market, for the employee and his or her expected tax family.   102 

Dental 103 
18.12 The District will provide all benefit-eligible unit members and their eligible dependents 104 

with a fully paid dental insurance plan.  The plan will be provided by Delta Dental 105 
Insurance Company with coverage up to an annual maximum of $1500.00 per person 106 
covered. 107 

Vision 108 
18.13 The District will provide all benefit-eligible unit members and their eligible dependents 109 

with a fully paid vision care insurance policy mutually agreed upon by the District and 110 
bargaining unit members. 111 

Life Insurance 112 
18.14 The District will provide all unit members eligible for benefits a total of $100,000 of fully 113 

paid life insurance, including $20,000 of accidental death and dismemberment 114 
coverage.  115 

18.15 Supplemental life insurance for employees and their eligible dependents may be 116 
purchased by all unit members through carriers as recommended by the Insurance 117 
Committee through payroll deductions. 118 

18.16 Supplemental Accidental Death and Dismemberment Insurance from approved carriers 119 
will be available for purchase through payroll deductions. 120 

Income Protection 121 
18.17 The District will provide up to seventy-five (75%) percent of income benefits (upon claim 122 

approval) for up to one (1) year. A long-term disability benefit (up to age 65) is available 123 
to unit members who are not eligible for a STRS Disability Allowance. Differential pay 124 
per applicable sections of the Ed Code is considered to run concurrently with the 125 
benefits provided in this section. During any time when the employee is receiving 126 
substitute differential pay, the total amount of income received (including income 127 
protection) will not exceed the employee’s regular salary. The disability plan offered will 128 
be mutually agreed upon.  129 

Post-Retirement Benefits 130 
18.18 The District will provide premium reimbursement for medical insurance for unit 131 

members who have reached age 55, have completed a minimum of 10 years of service, 132 
and elect to retire. The premium paid will be a percentage of the medical cap included 133 
in the Collective Bargaining Agreement and service required shall be actual service with 134 
the District. The District will also pay a percentage of dental and vision premiums based 135 
on the age and years of service at retirement. Service and age requirements and 136 
percentage of premiums paid are as follows: 137 
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Years of Service 138 
(after complete years) 139 

Age 10 11 12 13 14 15 16 17 18 19 20-24 25-29 30 
55 40% 44% 48% 50% 56% 60% 64% 68% 72% 78% 80% 80% 100% 
56 45% 49% 53% 57% 61% 65% 69% 73% 77% 80% 80% 80% 100% 
57 50% 54% 58% 62% 66% 70% 74% 78% 80% 80% 80% 80% 100% 
58 55% 59% 63% 67% 71% 75% 79% 80% 80% 80% 80% 90% 100% 
59 60% 64% 68% 72% 76% 80% 80% 80% 80% 80% 80% 90% 100% 

60+ 60% 64% 68% 72% 80% 80% 80% 80% 80% 80% 80% 100% 100% 
The percentages in the chart are percentages of the medical cap. 140 

18.19 Cash in Lieu of Benefits for Eligible Retirees 141 

• Retirees who are eligible for health insurance and show evidence of being covered 142 
through a spouse’s employer, may waive medical insurance and receive up to 143 
$3,000 per year in lieu of health benefits.  144 

• Retirees must request to participate in the Cash in Lieu program during the 145 
District's standard Open Enrollment Period 146 

• The Cash in Lieu benefit will be earned at the same rate as the retiree’s earned 147 
prorated benefits entitlement (e.g., if an employee receives 40% of their medical 148 
cap, they will receive 40% of the negotiated Cash in Lieu benefit) 149 

• Bargaining unit members retiring at the end of the school year will begin to accrue 150 
the Cash-in-Lieu benefit on September 1. Bargaining unit members retiring at any 151 
other time during the school year will begin to accrue the Cash in Lieu benefit on 152 
the first day of the second month following retirement (e.g., if an employee retires 153 
December 15, he/she will begin to accrue Cash in Lieu benefits on February 1) 154 

• Payment will be made once a year in December 155 
• The Cash in Lieu benefit will be taxable 156 
• The Cash in Lieu of benefits will end when the retiree turns age 65 157 
• The Benefits Department will send a reminder notice to eligible retirees of the 158 

Open Enrollment Period 159 
• The Benefits Department will run a supplemental payroll run for the Cash in Lieu 160 

payment which will automatically generate a W-2 161 
• If there is a Qualifying Event, retirees can opt out of Cash in Lieu at any time during 162 

the year, but they can only switch into Cash in Lieu during the Open Enrollment 163 
Period 164 

18. 20 All district paid premiums will stop when members become eligible for Medicare or are 165 
65 years of age, whichever comes first.  However, medical and dental may be continued 166 
indefinitely at the bargaining unit member’s own expense. 167 

Extension of Benefits 168 
18. 21 Terminated full-time employees and his/her enrolled dependents, have the right to pay 169 

for continued membership in District provided benefit plans under certain 170 
circumstances of the Consolidated Omnibus Budget Reconciliation Act (COBRA). 171 

18.22 It is agreed to by the parties that the District’s obligation upon the expiration of this 172 
agreement is to continue the provisions of this agreement until a successor agreement 173 
has been reached or until the impasse procedures (Gov. Code 3548 et. seq.) have been 174 
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exhausted. It is further agreed that the District will continue to pay premiums for the 175 
health and welfare insurance programs at the rates specified herein until the successor 176 
agreement is reached or until the impasse procedures (Gov. Code 3548 et. seq.) have 177 
been exhausted. 178 

ARTICLE 19 1 

Part-time Employment with Full Retirement Credit 2 
19.0 Certificated bargaining unit members may qualify to request a reduced workload from 3 

full-time to part-time duties with full retirement credit under the following conditions: 4 
• The bargaining unit member must have reached the age of 55 prior to the reduction 5 

in workload. 6 
• The bargaining unit member must have been employed full-time in a position 7 

requiring certification for at least ten (10) years with the District, of which the 8 
immediately preceding five (5) years was full-time employment. 9 

• The option of part-time employment must be exercised at the request of the 10 
bargaining unit member and can be revoked only with the mutual consent of the 11 
employer and the unit member. 12 

• The bargaining unit member will be paid a salary which is the prorated salary of the 13 
unit member’s regular salary placement. 14 

• The bargaining unit member will receive benefits in the same manner as a regular 15 
unit member. 16 

• Both the District and the bargaining unit member will contribute retirement 17 
contributions based on the regular full-time salary. 18 

• No bargaining unit member will be granted this provision for more than five (5) 19 
years after reaching age 60. 20 

• All bargaining unit members who are eligible will notify the District Superintendent 21 
or designee prior to March 1 of the year that they are applying. 22 
The granting of the part-time employment with full retirement credit will be at the 23 
discretion of the Board.  Notification will be made by the second Governing Board 24 
meeting in March.  25 

ARTICLE 20 26 

Salary 27 
 20.0 Salary Regulations: 28 

A. All bargaining unit members will be placed on the schedule on the basis of training, 29 
years of service in the District and prior service. 30 

B. Teaching experience outside the District may be recognized to a maximum of ten 31 
(10) years on the schedule. (Bargaining unit members with more than 10 years of 32 
experience will be placed on Step 11, if not already there. Retroactive to July 1, 33 
2021.) 34 

C. The proportion of days worked during the school year will determine STRS service 35 
credit. 36 
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D. No credit for experience will be allowed for fractional parts of a year less than 75% 37 
of total days worked in a paid status in the District to determine certificated 38 
personnel position on the salary schedule for the following school year, except 39 
that part-time employees and job shares may combine two consecutive years of 40 
50% or greater employment for one (1) year of service credit. 41 

E. A bargaining unit member awarded a Doctorate Degree from an institution which 42 
has been accredited by N.C.A.T.E. or any of the six (6) regional associations (Middle 43 
States, Northwest, North Central, New England, Southern, or Western Association 44 
of Schools and Colleges) will receive a salary credit of an additional $700.00 from 45 
the Board. A Doctorate Degree awarded by a non-accredited institution will be 46 
recognized for salary purposes at any time in the fiscal year in which the institution 47 
receives final accreditation. 48 

F. It is the bargaining unit member’s responsibility to submit to the Human Resources 49 
Department appropriate evidence of eligibility, or intent to become eligible, for 50 
progression to the next column on the salary schedule by June 30 of the school 51 
year preceding the issuance of a new notice of employment. September 15 will be 52 
the last day to submit verification for eligibility for advancement on the salary 53 
schedule. Grade record reports may be used as evidence of eligibility for 54 
advancement on the salary schedule pending the arrival of official transcripts. 55 

G. Bargaining unit members requesting a January 1 adjustment on the salary 56 
schedule must submit a notice of intent by December 1 to the Assistant 57 
Superintendent of Human Resources or designee. January 15 will be the last day to 58 
submit verification for eligibility for advancement on the salary schedule.  Grade 59 
record reports may be used as evidence of eligibility for advancement on the 60 
salary schedule pending the arrival of official transcripts.   61 

H. Military service will be recognized for provisions of the schedule.  Should a 62 
bargaining unit member employed by the District be drafted for involuntary 63 
service or called to active duty from reserve status, he or she may continue to 64 
advance on the schedule for a maximum of two years if he or she returns to the 65 
District the year following his or her discharge.  One-year credit will be granted to 66 
incoming bargaining unit members who have served two years in military service. 67 

I. Bargaining unit members classified as temporary bargaining unit members in 68 
yearly assignments will be treated as contractual bargaining unit members for the 69 
purposes of this schedule.  70 

J. Salary credit will be granted for post baccalaureate courses as follows: 71 
 (1) Education Courses in which the course description is specific to teaching and 72 

the bargaining unit member earns a grade of “B” or better or a “Pass” grade in a 73 
“Pass/Fail” course. 74 

 (2) Content Courses in which the course description encompasses all other 75 
acceptable course work and the bargaining unit member earns a grade of “C” or 76 
better or a “Pass” grade in a “Pass/Fail” course.  Please note:  Salary credit is only 77 
given for courses paid for by the bargaining unit member. 78 

K. Any stipend from a supervising college or university will be forwarded to 79 
bargaining unit members who supervise student bargaining unit members within 80 
15 days of receipt by the District. 81 
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L. The extra-duty/extra-pay assignments shall be compensated at the negotiated rate 82 
(currently $50/hour).  Extra duty/extra pay assignments include:   83 

1. Health & Safety 84 
2. Insurance Committee (three (3) members selected by STA, maximum nine 85 

meetings, two hours each) 86 
3. Site Council (three (3) bargaining unit members per school, one (1) meeting 87 

per month, two hours each) 88 
4. Student Event Lead Coordinator (one (1) bargaining unit member per school 89 
5. District Curriculum Committees as designated. 90 
6. Intersession, Summer School, Saturday Academy, and Home Teaching 91 

positions. 92 
7. ELD, PBIS, and SST Coordinator (1 per school site) not to exceed twenty (20) 93 

hours per year. Additional hours mutually agreed upon by the Site 94 
Administrator and Coordinator may be paid out of site funds.  95 

8. Other extra duty assignments, outside of the bargaining unit member’s 96 
regularly scheduled work day, if approved, will be compensated at the 97 
negotiated hourly rate. 98 

M. Three (3) days of additional sick leave will be awarded each full-time unit member 99 
who does not utilize any sick leave during the school year.  Two (2) days of 100 
additional sick leave will be awarded each full-time unit member who uses only 101 
one day, or any part of one day, of sick leave during the school year.  One (1) day 102 
of additional sick leave will be awarded each full-time unit member who uses only 103 
2 days or any part of two days, of sick leave during the school year.  This will be 104 
distributed to all certificated unit members who worked in a paid status for a 105 
minimum of 75% of the days of the current school year in the District. 106 
Unit members will be allowed to utilize a maximum of two days of available 107 
personal necessity leave for the purpose of legitimately held religious observance. 108 
The two days will not affect the award of additional sick days for good attendance 109 
as provided in this paragraph. Unit members must receive prior approval from the 110 
Assistant Superintendent of Human Resources or designee but said approval shall 111 
be granted if the unit member is utilizing the requested days for legitimately held 112 
religious observance. 113 

N. The principal at each site will designate three (3) bargaining unit members for the 114 
positions of Head Teacher, K-3 Learning Specialists, and 4-6 Learning Specialists.  A 115 
job description which includes the specific responsibilities and duties will be 116 
located at each site.  An employee may hold no more than one of the before 117 
mentioned positions.  The Head Teacher, K-3 Learning Specialist, and 4-6 Learning 118 
Specialist will each receive an annual stipend of $1,500. 119 

O. A PAR consulting teacher will receive an annual stipend of $3,500 if full-time 120 
release teacher or $2000 for regular teachers performing PAR consulting, 121 
maximum 4 per year. All duties described in the PAR Handbook must be met in 122 
order to receive the stipend payment. 123 

P. Bargaining unit members awarded the National Board Certification will receive an 124 
annual stipend of $500.00. 125 
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Q. Unit members serving under the Speech & Language Pathologist (SLP) Job 126 
Description shall be compensated based on the regular bargaining unit member 127 
salary schedule plus 12% increase. 128 

• SLPs shall be compensated at their full daily per diem rate for additional days 129 
worked beyond 186 (or 188 for first-year bargaining unit members) 130 

• A signing bonus of $3,000 for new SLP hires divided over the first three (3) 131 
checks. The new employee must stay in the District for a minimum of three (3) 132 
years, or the stipend must be repaid on a pro-rata basis. 133 

R. Bargaining unit members who hold credentials and/or authorizations and serve as 134 
special education teacher with the following job descriptions receive an annual 135 
stipend of $3,500 for the school year. In addition, if they teach summer school, 136 
they receive a $1,000 summer school stipend, in addition to the negotiated hourly 137 
rate. (This stipend is not based on performance of additional services.) 138 

• SDC Moderate/Severe 139 
• Regional Autism Program 140 
• Early Childhood SDC 141 

 Bargaining unit members who hold credentials and/or serve as special education 142 
teachers with the following job description receive an annual stipend of $2,500 for 143 
the school year. In addition, if they teach summer school, they receive a $1,000 144 
summer school stipend, in addition to the negotiated hourly rate. (This stipend is 145 
not based on performance of additional services.) 146 

• SDC Mild/Moderate 147 
• Resource Specialist Program 148 

Bargaining unit members who hold credentials and/or authorizations and serve as 149 
Dual Language Immersion (DLI) teachers will: 150 

• Receive a signing bonus of $3,000 for new DLI hires divided over the first 151 
three (3) checks. The new employee must stay in the District for a minimum 152 
of three (3) years, or the stipend must be repaid on a pro-rata basis. 153 

• Receive an annual stipend of $2,500 for the school year. (This stipend is not 154 
based on the performance of additional services.) 155 

Induction Mentor Teacher Stipend 156 

• The Induction Mentor Teacher stipend will be increased from $1000 per year 157 
to $2000 per year effective July 1, 2022. 158 

S. Bargaining unit members will receive an Anniversary/Longevity Bonus to be paid 159 
annually in addition to their regular pay. The bonuses will be paid according the 160 
following criteria: 161 

 $1,500 after 14 years in the Collective Bargaining Unit 162 
 $2,500 after 15 years in the Collective Bargaining Unit 163 
 $3,000 after 20 years in the Collective Bargaining Unit 164 
 $3,500 after 25 years in the Collective Bargaining Unit 165 
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 $4,500 after 28 years in the Collective Bargaining Unit 166 
 $5,500 after 32 years in the Collective Bargaining Unit 167 

T. Certificated employees who work eleven (11) months per year will receive 168 
twelve (12) equal monthly paychecks beginning in July 2012. 169 

U.  General Education Bargaining unit members who teach a multi-grade class shall 170 
receive a $1000 stipend for the school year.  171 

ARTICLE 21 172 

Supervision of Instructional Assistants 173 
21.0 Bargaining unit members may assist in the selection, assignment and evaluation of the 174 

instructional assistants who will service their students.  The duties to be performed by 175 
the instructional assistants may be approved and supervised by the bargaining unit 176 
member to whom the Instructional Assistant is assigned.  An Instructional Assistant 177 
need not perform such duties in the physical presence of the bargaining unit member, 178 
but the unit member will retain responsibility for the instruction and supervision of the 179 
pupils in his/her charge.  (Education Code section 45344) 180 

ARTICLE 22 1 

Miscellaneous Provisions 2 
22.0 All bargaining unit members who participate in the production of media, publications, or 3 

other educational material will retain residual rights should they be copyrighted or sold 4 
by the Governing Board. 5 

22.1 Any issue of mutual concern to the Governing Board and the Association will be subject 6 
to the negotiation process at any time during the term of the contract. 7 

22. 2 A bargaining unit member’s notification to the Board that he/she intends to resign will 8 
remain revocable until such time as the Governing Board officially takes action on such 9 
notification or upon resolution or delegation.  10 

22. 3 Teaching positions for summer school funded by District General or Categorical Funds 11 
will be offered by open application to bargaining unit members.  Summer school 12 
positions that are funded through site specific categorical funds (for example: Title I, site 13 
specific grants, etc.) will be offered to bargaining unit members at that specific site first.  14 
If there are not sufficient unit members interested to fill all of the site-specific summer 15 
school positions, then the summer school positions will be offered by open application 16 
to bargaining unit members.  17 

 

ARTICLE 23 18 

Open Communication 19 
23.0 All bargaining unit members, individually or in groups, may discuss any issue which 20 

concerns educational or school policies of any nature with their building administrator 21 
at any time mutually acceptable to the parties involved. 22 
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23.1 Certificated personnel may meet informally at any time when other duties are not 
required, without the building administrator being present to discuss any issues of 
concern. 

ARTICLE 24 1 

Conclusion of Negotiations 2 
24.0 During the term of this Agreement, the Association and the District expressly waive and 3 

relinquish the right to meet and negotiate and agree that the District and Association 4 
will not be obliged to meet and negotiate with respect to any subject or matter whether 5 
referred to or covered in this Agreement or not, even though each subject or matter 6 
may not have been within the knowledge or contemplation of either or both the District 7 
or the Association at the time they met and negotiated on and executed this 8 
Agreement, and even though such subjects or matters were proposed and later 9 
withdrawn.  Nothing in this Agreement will preclude both parties from initiating a 10 
separate agreement by mutual consent to serve any new problem or to react to new 11 
legislation or court decisions that may be in the interest of both parties. 12 

ARTICLE 25 1 

Saving 2 
25.0 If any provisions of this Agreement or any application thereof to any bargaining unit 3 

member is held by the highest court of the State or by a federal court to be contrary to 4 
law, then such provision or application will be deemed invalid, to the extent required by 5 
such court decision, but all other provisions or applications will continue in full force and 6 
effect.  7 

8 
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9 

ARTICLE 26 1 

Term 2 
26.0  This Agreement will remain in full force and effect from July 1, 2024, up to and including 3 

June 30, 2027.  4 

ARTICLE 27 5 

Provision for Contract Amendments or Additions 6 
27.0 In addition to this agreement the Human Resources Department will maintain a file and 7 

post electronically to include the following items: 8 

 • 2nd and 3rd year negotiated agreements 9 
 • Side agreements 10 
 • Agreed upon interpretations of the contract 11 
 • Other items agreed upon by both parties 12 

27.1 NOW, WHEREOF, this Agreement is entered into on the date indicated below and as 13 
indicated herein. 14 

NOW, WHEREOF, this Agreement is entered into on the date indicated below and as indicated 
herein. 
 
 
 
 
 
 
 
 
   
    

Saugus Union School District  Saugus Teachers Association 
Board Representative 
 
 
 
 
 
May 6, 2025  April 30, 2025  
Ratified by Governing Board  Ratified by the Saugus Teachers Association 
of the Saugus Union School District 



 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

GLOSSARY OF TERMS 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 

Association 
Association means the Saugus Teachers 
Association, CTA/NEA, its officers, and 
representatives.  The Association is the 
exclusive representative of the certificated 
bargaining unit in the District. 

Binding Arbitration 
A simple proceeding voluntarily chosen by the 
parties wanting a dispute determined by an 
impartial person whose decision, based on 
the merits of the case, is considered binding. 

Daily Rate of Pay 
The unit member's annual scheduled salary 
divided by the number of duty days required 
by the Agreement. 

Day 
Days the District Office is open for business. 

District 
District is the Saugus Union School District, its 
Board of Education, Administration, and other 
designated representatives. 

Emergency 
A sudden, generally unexpected occurrence 
or set of circumstances demanding 
immediate action. 

Grievance 
A grievance is a claim by one or more-unit 
members or the Association that there has 
been a violation, misinterpretation or 
misapplication of a provision of this 
Agreement, a violation of the right to fair 
treatment, or a violation, misapplication, or 
misinterpretation of any law, Board Policy, or 
regulation. 
Immediate Supervisor 
The immediate supervisor is the unit 
member's administrator, supervisor, or line 
manager employed by the District who has 
direct responsibility for supervising the Unit 
Member.   

In a Paid Status 
Certificated employees who are working and 
receiving District benefits. 

Instructional Day 
Any day(s) pupils are present for instruction 

Long Term Substitute 
Any person employed in a position requiring 
certification needed during a particular 
semester or school year to replace a 

certificated employee in a paid status, in an 
assignment lasting 21 days or longer. 
Paid Leave of Absence 
A unit member shall be entitled to receive 
wages and all fringe benefits, including, but 
not limited to, insurance and retirement 
benefits, return to the same or similar 
assignment which s/he enjoyed immediately 
preceding the commencement of the leave, 
and receive credit for annual salary 
increments provided during that leave time. 

Pupil Free Day 
Any day of service required of unit members 
for the purposes of staff development, 
preparation, planning, or other professional 
activities. 

Seniority 
A unit member's initial date of service in the 
bargaining unit. 

Sexual Harassment 
Unwelcome sexual advances, requests for 
sexual favors, and other verbal, visual, or 
physical conduct of a sexual nature, made by 
someone from or in the work or educational 
setting. 

Shared Contract 
Two (2) regular permanent bargaining unit 
members sharing one job assignment. 

Site 
The building or location where unit members 
work. 

Substitute Employee 
Those persons employed in positions 
requiring certification qualifications, to fill 
positions of regular employed persons absent 
from service. (Ed Code 44917) 

Temporary Employee 
Any person employed in positions requiring 
certification needed during a particular 
semester or school year, working 75% of the 
school year, to replace a certificated 
employee on leave.  

Unit Member 
A unit member is any District certificated 
employee who is included in the appropriate 
unit as defined in Article II of the Agreement 
and therefore covered by the terms and 
provisions of this Agreement. 

Vacancy 



 

Any position that does not have a unit 
member assigned to it.  This includes any 
vacated promotional, or newly created 
position, including positions created by 
reconfiguration or restructuring. 

Workday 
The workday commences thirty (30) minutes 
before the beginning of the student's regular 
school day.  Unit members may leave the 
work site after the end of the regular school 
day when s/he is ready for the following work 
day.  No unit member shall be required to 
work in any capacity on any day other than 
those negotiated in the contract. 
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FORMS



 

  
Certificated Catastrophic Leave Application  

(Please review guidelines and procedures outlined on back of this Application Form)   
 
       

Employee Name: Last, First (Please Print)  Site  Employee ID # (Optional)  

I am requesting consideration of donated days or sick days under one of the three following certificated 
Catastrophic Leave options. I understand that participation requires that I have made a one-time donation of one 
(1) day to the Bank as outlined in STA Agreement Article 13.13.  
To apply for Option 1 or Option 2, I must have exhausted all sick leave including Income Protection. 
 

To submit a request to the Catastrophic Review Committee, please include the following attachments and 
check the appropriate box below: 
 

 Option 1 - Bank Days 
 

1. A letter explaining your need for Catastrophic Bank Days. 
2. A physician’s letter of verification. 

 

  A “catastrophic illness” or “injury” means an illness or injury that is expected to incapacitate the employee 
for an extended period of time, or that incapacitates an employee’s immediate family member (as 
identified in STA Agreement Article 13.0 “A”) and requires the employee to take time off from work for an 
extended period of time to care for that family member. 

 

 Option 2 - Direct Donation Days  
 

1. A letter explaining your need for Catastrophic Direct Donation Days. 
2. A physician’s letter of verification. 
3. All Direct Donation Form(s) completed by employee(s) wishing to donate days to you. 

 

 To care for the well-being of the employee’s child after birth, or placement for adoption or foster care. 
 To care for the employee’s family member who has a serious health condition. 
 For a serious health condition that makes the employee unable to perform the employee’s job. 

 

 Option 3 - Sick Leave Days 
 

1. A letter explaining your need for use of additional personal Sick Leave Days. 
2. A physician’s letter of verification. 

 

 To care for the well-being of the employee’s child after birth, or placement for adoption or foster care. 
 To care for the employee’s family member who has a serious health condition. 

   
                          
Employee Signature            Date  

 

Personnel/Payroll Department Use Only: 
   

   Approved by committee                     Not approved by committee  
   

                            
          Assistant Superintendent, Human Resources                                                    Date   
    

 Day(s) credited as requested above.  
    

                           
         Payroll Technician                                                                                          Date  

Appendix A 



 

 
 

 
 

CERTIFICATED CATASTROPHIC LEAVE  
SICK LEAVE “BANK” DONATION/PARTICIPATION FORM   

       

                            
Please Print Name         School Site    Employee ID #  
 
I wish to donate     day(s) of my unused sick leave to the Catastrophic Leave Bank.  
      
I understand that participation is voluntary and requires a one-time donation of one (1) day to 
the Bank, to be deposited within the first sixty (60) calendar days of the school year in which I 
choose to participate or from my start of employment.  I understand that no additional days are 
required for continued participation.  
  
I understand that I must have at least five (5) sick days in my sick leave account in order to make 
this donation, and that any sick leave I donate is an irrevocable donation.    
  
I understand as a member of STRS that the donated sick leave will not be available for 
certification to the retirement system.  This will result in a reduction of service credit that may 
have otherwise been available to me at the time of retirement.  I verify that I understand as a 
result of this donation, I may exhaust my own accrued sick leave more quickly and be left 
without compensation/coverage.  
  
 Signature                Date           
  
  
 

Personnel/Payroll Department Use Only:  

                                                                                 
Assistant Superintendent, Human Resources  Date      
  
  * Day(s) transferred as requested above. 

                                                                                 
Payroll Technician  Date  

*If zero days are listed, a transfer could not be made because you do not have the required 5 days in your sick leave account.  
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CERTIFICATED CATASTROPHIC LEAVE  
SICK LEAVE "DIRECT DONATION" FORM   

I wish to donate              day(s) of my unused sick leave to:  
Maximum of 2 

                                                                                 
Please Print Name School Site 
 
I understand that I must have at least five (5) sick days in my sick leave account in order to make this 
donation, and that any sick leave I donate is an irrevocable donation. 

I understand a direct donation does not qualify the donator for eligibility in the "Bank." 

I understand as a member of STRS that the donated sick leave will not be available for certification to 
the retirement system.  This will result in a reduction of service credit that may have otherwise been 
available to me at the time of retirement.  I verify that I understand as a result of this donation, I may 
exhaust my own accrued sick leave more quickly and be left without compensation/coverage.  
 
 
Signature:                                  Date:                                               
 
Name:                                  Site:                                               

 
 

Personnel/Payroll Department Use Only:  

                                                                                 
Assistant Superintendent, Human Resources  Date      
  
  * Day(s) transferred as requested above. 

                                                                                 
Payroll Technician  Date  

* If zero days are listed, a transfer could not be made because you do not have the required 5 days in your sick leave account. 
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Evaluation Overview 
 

Saugus Union School District has developed an evaluation system which meets requirements 
specified in the legislation and follows standards which constitute a legal system of employee 
evaluation. 

• The evaluation system contains the components mandated by the Legislature and is in 
harmony with statutory procedural standards. 

• Standards for satisfactory performance are available to employees and are applied equally 
to all. 

• Notices of deficiencies are provided to employees in written form along with specific 
directions and assistance to improve unsatisfactory performance. 

 
The present instrument for the improvement of instruction is based on The California 

Standards for the Teaching Profession which are organized around the following six 
categories: 

• Engaging and Supporting All Students in Learning 
• Creating and Maintaining Effective Environments for Student Learning 
• Understanding and Organizing Subject Matter for Student Learning 
• Planning Instruction and Designing Learning Experiences for All Students 
• Assessing Students for Learning 
• Developing as a Professional Educator 

 
The purpose of evaluation is to improve the quality of education provided to students. It is 

an ongoing process focused on the means by which each individual can more effectively 
contribute to the educational effort of the District.  It is based upon a fair and objective 
assessment of performance. 

Site Administrators are responsible for completing all evaluation documents. Teacher support 
programs which assist in the development of good teaching skills include: Beginning Teacher 
Support and Assessment (BTSA), Pre-intern, Intern, and Peer Assistance and Review (PAR). 
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Evaluation Process Schedule for PERMANENT Teachers 
 

If the teacher has received a "competent or proficient" rating on the summative, she/he may 
be evaluated every other year. 

If a teacher receives an "unsatisfactory" or two or more "needs to improve" on the 
summative, she/he will be evaluated yearly.  If a teacher receives a single "needs to improve" 
she/he may be evaluated yearly. 

If the teacher is permanent in the district, but new to the school, and has been evaluated the 
previous year as "competent or proficient", the principal may choose to evaluate the teacher. 

If the teacher receives an "unsatisfactory" or two consecutive "needs to improve" ratings on 
the summative, participation in Peer Assistance and Review (PAR) will be mandatory. 

The following steps are to be completed: 
 

STEPS TO BE COMPLETED 
 

1. A Professional Planning Conference is scheduled with each teacher 
to discuss: instructional expectations, class profile, teacher and 
principal expectations regarding district objectives, and legal 
mandates. 

 
 

2. If requested by the evaluatee and/or evaluator, an additional meeting 
to re-evaluate instructional expectations, behavioral standards, and 
learning environment can be arranged. 

 
 

3. The principal and the teacher arrange a pre-observation 
conference prior to the observation. During the conference, the 
teacher explains the objective(s), gives necessary background 
information for the objective(s), and discusses additional ways to 
present the lesson. The observation period lasts until the lesson is 
completed or a minimum of 20 minutes. This observation is followed 
by a post-observation conference held within five working days. At 
this time, the teacher receives a completed observation form. The 
principal completes at least two formal classroom observations. 

 
 

4. The summative evaluation is a compilation of at least two formal 
observations, informal observations, and other pertinent information 
necessary to assess accurately the teacher's performance. A copy of 
the summative evaluation is given to the teacher at the summative 
conference and placed in the teacher's personnel file. Observation 
summaries and other pertinent data may accompany the summative 
evaluation. 

TIME LINE 
Not sooner than the 35th 
student day nor later than 
the 55th student day and 
5 days past Goal Setting 
Mutually agreed upon date 
by the administrator and 
individual teacher 

Ongoing 
 
 
 
 
 

Observations by: 

1st - January 31 

2nd - April 30 

 
 
 
 
 
 
 

Summative 
No later than 
30 calendar days 
prior to the last 
day of school 
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Evaluation Process Schedule for NON-TENURED Teachers 

Each non-tenured teacher receives two summative evaluations in each year. A non-tenured 
teacher who receives an "unsatisfactory" or two "needs to improve" ratings is required to 
participate in Peer Assistance and Review (PAR). 

The following steps are to be completed: 

STEPS TO BE COMPLETED  TIME LINE 

1. A teacher new to the district attends an orientation meeting to review 
the Improvement of Instruction process. 

 
2. A Professional Planning Conference is scheduled with each teacher to 

discuss: instructional expectations, class profile, the teacher and 
principal expectations regarding district objectives and legal mandates. 

 
3. If requested by the evaluatee and/or evaluator, an additional meeting 

to re-evaluate instructional expectations, behavioral standards and 
learning environment can be arranged. 

 
4. The principal and teacher arrange a pre-observation conference, prior to 

the observation. During the conference, the teacher explains the 
objective(s), gives necessary background information for the objective(s), 
and discusses additional ways to present the lesson. The observation 
period lasts until the lesson is completed or a minimum of 20 minutes. 
This observation is followed by a post-observation conference held 
within five working days. At this time the teacher receives a completed 
observation form. The principal completes at least two formal classroom 
observations. 

 
5. The summative evaluation is a compilation of at least two formal 

observations, informal observations, and other pertinent information 
necessary to assess accurately the teacher's performance. A copy of the 
summative evaluation is given to the teacher at the summative 
conference and placed in the teacher's personnel file. Observation 
summaries and other pertinent data may accompany the summative 
evaluation. 

 
6. The principal completes at least two additional formal classroom 

observations. The summative evaluation is a compilation of at least 
two for- mal observations, informal observations, and other pertinent 
information necessary to assess accurately the teacher's performance. 
A copy of the summative evaluation is given to the teacher at the 
summative conference and placed in the teacher's personnel file. 
Observation summaries and other pertinent data may accompany the 
summative evaluation. 

Within the first ten 
working days. 

 
Not sooner than the 35th 
student day nor later than 
the 55th student day and 
5 days past Goal Setting 
Mutually agreed upon 
date by the administrator 
and individual teacher 

 
 
 

Observations by: 
1st - Nov. 15 
2nd - Jan. 25 
3rd - Mar. 1 
4th - Apr. 30 

 
 
 

Mid-year 
Summative by: 

Jan. 31 
 
 
 
 

Final Summative: 
By 30 calendar 
days prior to 
the end of school 
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Professional Planning Conference 
 

In evaluation year, teachers will complete the Student Summary Curriculum Planning/Pacing and 
Professional Goals Forms. In non-evaluation year, the teacher is not responsible for providing any 
documents at the Professional Planning Conference. 

 
Professional Planning Conferences Timeline: 
• Not sooner than the 35th student day. 
• Not later than the 55th student day. 
• Not sooner than 5 days past Goal Setting Conference. 
• Mutually agreed upon date by the administrator and individual teacher.  
 
The purpose of this conference shall be to: 

Review current information: 
Daily schedule, homework, discipline plan Record keeping system (procedures and format) 
Substitute folder (daily schedules and emergency plans) Parent communication samples 
Diagnostic assessments and results 
Initial placement and groupings 
A student summary form (see online examples) 

 
Curriculum planning/pacing information for language arts, math, social studies, and science. Establish 
four professional goals yearly which must include: 
Three mutually agreed upon goals selected from Standards One through Five:  
 

     Standard One Engaging and Supporting All Students in Learning 
 

     Standard Two Creating & Maintaining Effective Environments for Student Learning  
      
     Standard Three Understanding & Organizing Subject Matter for Student Learning  
 
    Standard Four Planning Instruction & Designing Learning Experiences for All Students  

 
     Standard Five Assessing Students For Learning 

 
Plus, one goal selected from Standard Six: 

 
Standard Six Developing as a Professional Educator (required yearly) 
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Curriculum Planning/Pacing Information Documentation is limited to approved forms 
Indicate specific curriculum in the areas of: Language Arts, Mathematics, Social Studies, and Science. 
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August / September October November 

December January February 

March April May / June 



 

Professional Goals 
Establish four professional goals yearly from the CSTP which must include three mutually agreed upon goals 
selected from Standards One through Five, plus, one goal from Standard Six. These will support the narrative on 
the Summative Evaluation. In a non-evaluation year the teacher will self-evaluate progress toward goals. 
Adjustment of goals may be made midyear if necessary. 

Standard One:  Engaging and Supporting All Students in Learning 
Goal: 
 
 
 
 
Evidence/Activities: 
 
 
 
 
 
Standard Two:  Creating and Maintaining Effective Environments for Student Learning 
Goal: 
 
 
 
 
 
Evidence/Activities: 
 
 
 
 
 
Standard Three:  Understanding and Organizing Subject Matter for Student Learning 
Goal: 
 
 
 
 
 
Evidence/Activities: 
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Professional Goals 
Establish four professional goals yearly from the CSTP which must include three mutually agreed upon goals selected from 
Standards One through Five, plus, one goal from Standard Six. These will support the narrative on the Summative 
Evaluation. In a non-evaluation year the teacher will self-evaluate progress toward goals. Adjustment of goals may be 
made midyear if necessary. 

Standard Four:  Planning Instruction and Designing Learning Experiences for All Students 
Goal: 
 
 
 
 
Evidence/Activities: 
 
 
 
 
 
 
Standard Five: Assessing Students for Learning 
Goal: 
 
 
 
 
 
 
Evidence/Activities: 
 
 
 
 
 
 
Standard Six:  Developing as a Professional Educator 
Goal: 
 
 
 
 
 
Evidence/Activities: 
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Teacher Evaluation Reflection 

 
Please reflect on your progress this year as it relates to each of your selected goals. Tenured — 
Submit to site administrator by April 1 (evaluation year only). 
Non-Tenured — Submit to site administrator by December 1 and April 1 (evaluation year only). 

 

Standard 1 - Engaging and Supporting All Students in Learning 
 
 
 
 

 
Standard 2 - Creating and Maintaining Effective Environments for Student Learning: 

 
 
 
 

 
Standard 3 - Understanding and Organizing Subject Matter for Student Learning: 

 
 
 
 

 
Standard 4 - Planning Instruction and Designing Learning Experiences for All Students: 

 
 
 
 

 
Standard 5 - Assessing Students for Learnings: 

 
 
 
 

 
Standard 6 - Developing as a Professional Educator: 
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California Standards For The Teaching Profession 
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STANDARD ONE: 

Engaging and Supporting All Students in Learning 
1.1  Using knowledge of students to engage them in learning 
1.2  Connecting learning to students’ prior knowledge, 

backgrounds, life experiences, and interests 
1.3  Connecting subject matter to meaningful, real-life 

contexts 
1.4  Using a variety of instructional strategies, resources, and 

technologies to meet students’ diverse learning needs 
1.5  Promoting critical thinking through inquiry, problem 

solving, and reflection 
1.6  Monitoring student learning and adjusting instruction 

while teaching 

STANDARD TWO: 

Creating and Maintaining Effective  
Environments for Student Learning 

2.1 Promoting social development and responsibility within a caring 
community where each student is treated fairly and respectfully 

2.2  Creating physical or virtual learning environments that promote 
student learning, reflect diversity, and encourage constructive 
and productive interactions among students 

2.3  Establishing and maintaining learning environments that are 
physically, intellectually, and emotionally safe 

2.4  Creating a rigorous learning environment with high expectations 
and appropriate support for all students 

2.5  Developing, communicating, and maintaining high standards for 
individual and group behavior 

2.6  Employing classroom routines, procedures, norms, and supports 
for positive behavior to ensure a climate in which all students 
can learn 

2.7  Using instructional time to optimize learning 

STANDARD THREE: 

Understanding and Organizing Subject  
Matter for Student Learning 

3.1  Demonstrating knowledge of subject matter, academic 
content standards, and curriculum frameworks 

3.2  Applying knowledge of student development and 
proficiencies to ensure student understanding of content 

3.3  Organizing curriculum to facilitate student understanding 
of the subject matter 

3.4 Utilizing instructional strategies that are appropriate to 
the subject matter 

3.5  Using and adapting resources, technologies, and 
standards-aligned instructional materials, including 
adopted materials, to make subject matter accessible to 
all students 

3.6  Addressing the needs of English learners and students 
with special 

STANDARD FIVE: 
Assessing Students for Learning 

5.1 Applying knowledge of the purposes, characteristics, and 
uses of different types of assessments.  

5.2 Collecting and analyzing assessment data from a variety 
of sources to inform instruction.  

5.3 Reviewing data, both individually and with colleagues, to 
monitor student learning.  

5.4 Using assessment data to establish learning goals and to 
plan, differentiate, and modify instruction.  

5.5 Involving all students in self-assessment, goal setting, and 
monitoring progress.   

5.6 Using available technologies to assist in assessment, 
analysis, and communication of student learning.  

5.7 Using assessment information to share timely and 
comprehensible feedback with students and their 
families.  

 
 

STANDARD FOUR: 

Planning Instruction and Designing  
Learning Experiences for all Students 

4.1  Using knowledge of students’ academic readiness, language 
proficiency, cultural background, and individual development to 
plan instruction 

4.2  Establishing and articulating goals for student learning 
4.3  Developing and sequencing long-term and short-term 

instructional plans to support student learning 
4.4  Planning instruction that incorporates appropriate strategies to 

meet the learning needs of all students 
4.5  Adapting instructional plans and curricular materials to meet the 

assessed learning needs of all students 
 

STANDARD SIX: 

Developing as a Professional Educator 

6.1 Reflecting on teaching practice in support of student learning.  
6.2 Establishing professional goals and engaging in continuous and 

purposeful professional growth and development.  
6.3 Collaborating with colleagues and the broader professional 

community to support teacher and student learning.  
6.4 Working with families to support student learning.  
6.5 Engaging local communities in support of the instructional 

program.  
6.6 Managing professional responsibilities to maintain motivation and 

commitment to all students.  
6.7 Demonstrating professional responsibility, integrity, and ethical 

conduct.  
 



 

Formal Observation Process 
 

A pre-conference is held prior to a formal observation. Formal observations are made according to 
the prescribed timelines and include a pre-observation conference, observation, and post-observation 
conference. To increase the reliability of the information gained through the formal observation, the 
following procedure is required for all formal observations: 

1. A pre-observation conference held prior to the formal observation by the teacher and 
administrator to discuss: 

• The mechanics of the observation - time, length and subject to be observed. 
• Lesson objectives 
• Teacher concerns 
• Background information 

2. Observation 
3. A post-observation conference is held within five school days from the date of the formal 

observation to discuss: 
• Strengths and suggestions for improvement of the lesson. 
• Target objectives, solutions, resources and assessment procedures. 
• Future observations 

4. The summative evaluation is a compilation of at least two formal observations. The 
teacher will receive a copy of the completed observation form. The summative 
evaluation, together with necessary support materials, is placed in the teacher’s 
personnel file. Prior to placement in the personnel file, and within twenty calendar 
days of receiving a copy of the summative evaluation, the teacher may attach a 
written comment to the final evaluation. 

 
Peer Assistance and Review (PAR) / Assistance Plans 

 
The Peer Assistance and Review (PAR) program identifies the areas of classroom management, 

instructional strategies, and student progress as critical components. The California Standards for 
the Teaching Profession align with those categories as follows: 

Classroom management Standard 2 
Instructional strategies Standards 1, 3, and 
4 Student progress Standard 5 

On the Summative Evaluation, an "Unsatisfactory" rating in any category (Standards 1-5) 
requires mandatory participation in PAR. 

On the Summative Evaluation, two consecutive "Needs to Improve" in the same category 
(Standards 1-5) requires mandatory participation in PAR. 
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Education Code 44662 EC 

California Peer Assistance and Review Program for Teachers 
 

(a) The governing board of each school district shall establish standards of expected pupil achievement at each 
grade level in each area of study. 

(b) The governing board of each school district shall evaluate and assess certificated employee performance as 
it reasonably relates to: 

(1) The progress of pupils toward the standards established pursuant to subdivision (a) and, if applicable, the 
state adopted academic content standards as measured by state adopted criterion referenced assessments. 

(2) The instructional techniques and strategies used by the employee. 

(3) The employee’s adherence to curricular objectives. 

(4) The establishment and maintenance of a suitable learning environment, within the scope of the 
employee’s responsibilities. 

(c) The governing board of each school district shall establish and define job responsibilities for certificated 
noninstructional personnel, including, but not limited to, supervisory and administrative personnel, whose 
responsibilities cannot be evaluated appropriately under the provisions of subdivision (b) and shall evaluate 
and assess the performance of those noninstructional certificated employees as it reasonably relates to the 
fulfillment of those responsibilities. 

(d) Results of an employee’s participation in the Peer Assistance and Review Program for Teachers established by 
Article 4.5 (commencing with Section 44500) shall be made available as part of the evaluation conducted 
pursuant to this section. 

(e) The evaluation and assessment of certificated employee performance pursuant to this section shall not include 
the use of publishers’ norms established by standardized tests. 

(f) Nothing in this section shall be construed as in any way limiting the authority of school district governing boards 
to develop and adopt additional evaluation and assessment guidelines or criteria. 

(Amended by Stats. 1999, Ch. 4, Sec. 4.) 
 

 

Education Code 44663 EC 
Written copy of assessment 

(a) Evaluation and assessment made pursuant to this article shall be reduced to writing and a copy thereof shall be 
transmitted to the certificated employee not later than 30 days before the last school day scheduled on the 
school calendar adopted by the governing board for the school year in which the evaluation takes place. The 
certificated employee shall have the right to initiate a written reaction or response to the evaluation. This 
response shall become a permanent attachment to the employee’s personnel file. Before the last school day 
scheduled on the school calendar adopted by the governing board for the school year, a meeting shall be held 
between the certificated employee and the evaluator to discuss the evaluation. 

(b) In the case of a certificated noninstructional employee, who is employed on a 12-month basis, the evaluation 
and assessment made pursuant to this article shall be reduced to writing and a copy thereof shall be 
transmitted to the certificated employee no later than June 30 of the year in which the evaluation and 
assessment is made. A certificated noninstructional employee, who is employed on a 12-month basis shall have 
the right to initiate a written reaction or response to the evaluation. This response shall become a permanent 
attachment to the employee’s personnel file. Before July 30 of the year in which the evaluation and 
assessment takes place, a meeting shall be held between the certificated employee and the evaluator to 
discuss the evaluation and assessment. 

(Amended by Stats. 1986, Ch. 393, Sec. 1.) 
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Evaluation Ranking 
 

Each standard will be evaluated using the following descriptors: 

 
Proficient 
The teacher receiving a Proficient ranking consistently demonstrates effective, appropriate and 
accurate performances. 

 
 
 
 
 
 

Competent 
The teacher receiving a Competent ranking frequently demonstrates effective, appropriate and 
accurate performances. 

 
 
 
 
 
 
 

Needs to Improve 
The teacher receiving a Needs to Improve ranking sometimes demonstrates effective, 
appropriate and accurate performances. 

 
 
 
 
 
 
 

Unsatisfactory 
The teacher receiving an Unsatisfactory ranking rarely or never demonstrates effective, 
appropriate and accurate performances. 
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Saugus Union School District 

OBSERVATION (Page 1 of 2) 
Rating must be given for N or U on observation 

Teacher School Assignment  
Observation Date Time Subject Area Pre Observation Date  
Status 

√ = Areas of focus Permanent Prob 2 Prob 1 Emergency Temporary  Intern PreIntern 
PAR: N/A Voluntary Mandatory 
Ratings: Proficient =P     Competent=C       Needs to Improve = N      Unsatisfactory = U 

 

  Creating and Maintaining Effective Environments 
for Student Learning 

2.1 Promoting social development and responsibility within a 
caring community where each student is treated fairly and 
respectfully 

2.2  Creating physical or virtual learning environments that 
promote student learning, reflect diversity, and encourage 
constructive and productive interactions among students 

2.3  Establishing and maintaining learning environments that 
are physically, intellectually, and emotionally safe 

2.4  Creating a rigorous learning environment with high 
expectations and appropriate support for all students 

2.5  Developing, communicating, and maintaining high 
standards for individual and group behavior 

2.6  Employing classroom routines, procedures, norms, and 
supports for positive behavior to ensure a climate in which 
all students can learn 

2.7  Using instructional time to optimize learning 

NOTES / COMMENTS: P  C  N  U 

 

 

 
 
 
 
 

 
 

 Engaging and Supporting All Students in Learning 

1.1  Using knowledge of students to engage them in learning 
1.2  Connecting learning to students’ prior knowledge, 

backgrounds, life experiences, and interests 
1.3  Connecting subject matter to meaningful, real-life contexts 
1.4  Using a variety of instructional strategies, resources, and 

technologies to meet students’ diverse learning needs 
1.5  Promoting critical thinking through inquiry, problem solving, 

and reflection 
1.6  Monitoring student learning and adjusting instruction while 

teaching 

NOTES / COMMENTS: P  C  N  U 

 

 Understanding and Organizing Subject Matter for 
Student Learning 

3.1  Demonstrating knowledge of subject matter, academic 
content standards, and curriculum frameworks 

3.2  Applying knowledge of student development and 
proficiencies to ensure student understanding of content 

3.3  Organizing curriculum to facilitate student understanding 
of the subject matter 

3.4 Utilizing instructional strategies that are appropriate to the 
subject matter 

3.5  Using and adapting resources, technologies, and standards-
aligned instructional materials, including adopted 
materials, to make subject matter accessible to all students 

3.6  Addressing the needs of English learners and students with 
special 

NOTES / COMMENTS: P  C  N  U 

 

 
Form 070M page 1 of 2 (rev. 9/03) 

Improvement of Instruction 
– 14 – 

 



 

St
an

da
rd

 F
ou

r 
St

a
n

d
a
r

d
 F

iv
e 

St
a

n
d

a
r

d
 S

ix
 

Saugus Union School District 
OBSERVATION (Page 2 of 2) 

 Planning Instruction and Designing Learning 
Experiences for All Students 

4.1  Using knowledge of students’ academic readiness, language 
proficiency, cultural background, and individual development 
to plan instruction 

4.2  Establishing and articulating goals for student learning 
4.3  Developing and sequencing long-term and short-term 

instructional plans to support student learning 
4.4  Planning instruction that incorporates appropriate strategies 

to meet the learning needs of all students 
4.5  Adapting instructional plans and curricular materials to meet 

the assessed learning needs of all students 
 

 

NOTES / COMMENTS: P  C  N  U 

 

 

 Assessing Students for Learning 

5.1   Applying knowledge of the purposes, characteristics, and uses 
of different types of assessments.  

5.2   Collecting and analyzing assessment data from a variety of 
sources to inform instruction.  

5.3   Reviewing data, both individually and with colleagues, to 
monitor student learning.  

5.4   Using assessment data to establish learning goals and to plan, 
differentiate, and modify instruction.  

5.5   Involving all students in self-assessment, goal setting, and 
monitoring progress.   

5.6   Using available technologies to assist in assessment, analysis, 
and communication of student learning.  

5.7   Using assessment information to share timely and 
comprehensible feedback with students and their families   

NOTES / COMMENTS: P  C  N  U 

 

 

 Developing as a Professional Educator 

6.1 Reflecting on teaching practice in support of student learning.  
6.2 Establishing professional goals and engaging in continuous and 

purposeful professional growth and development.  
6.3 Collaborating with colleagues and the broader professional 

community to support teacher and student learning.  
6.4 Working with families to support student learning.  
6.5 Engaging local communities in support of the instructional 

program.  
6.6 Managing professional responsibilities to maintain motivation 

and commitment to all students.  
6.7 Demonstrating professional responsibility, integrity, and ethical 

conduct   
 

NOTES / COMMENTS: P  C  N  U 

 

 

 
 
 
 
 

 
 

Saugus Union School District 

Comments/Teaching Targets: 

I acknowledge that I have seen this evaluation and have been provided with suggestions where improvements in performance are 
indicated. I understand that my signature does not necessarily mean that I agree with this evaluation and that I may submit a 
statement in writing to accompany this form within twenty (20) calendar days. 

Evaluatee Signature Date Evaluator Signature Date  
Form 070M page 2 of 2 (rev. 9/03) 
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SUMMATIVE (Page 1 of 2) 
 

Teacher School Assignment    

Dates of Formal Observations     

Status:   Permanent   Prob 2  Prob 1   Emergency   Temporary   Intern   PreIntern 

PAR:      Voluntary    Mandatory   
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Engaging and Supporting All Students in Learning Rating: 
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Creating and Maintaining Effective Environments for Student Learning Rating: 
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Understanding and Organizing Subject Matter for Student Learning Rating: 
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Planning Instruction and Designing Learning Experiences for All Students Rating: 
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Assessing Students for Learning Rating: 
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Developing as a Professional Educator Rating: 
 

 

 

 
 

Recommended reemployment:      Yes          No   
Recommended participation in PAR:    Yes          No  
I acknowledge that I have seen this evaluation and have been provided with suggestions where improvements in performance are 
indicated. I understand that my signature does not necessarily mean that I agree with this evaluation and that I may submit a 
statement in writing to accompany this form within twenty (20) calendar days. 
 
 

 

 

Evaluatee Signature Date Evaluator Signature Date 
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Comments/Commendations/Teaching Targets 



 

 
 

Alternative Evaluation Process (AEP) 
 

The goal of the Alternative Evaluation Process is to further expand and extend the Improvement of 
Instruction process. Teachers who have attained high levels of proficiency may be considered for 
participation in this process. 

 
Eligibility 

• Teacher must have tenure during the last evaluation cycle. 
• Teacher has a previous rating of proficient in all areas of last summative. 

 
Process 

• Teacher and administrator mutually agree upon the AEP prior to the Professional Planning Conference. 
• Teacher develops project plan that addresses selected teaching standards and completes the AEP 

project form. 
• Teacher and administrator meet at the Professional Planning Conference to review the AEP form and 

mutually agree upon the project standards, goals and objectives. 
 

Evaluation 

• Teacher completes AEP Project Summary form and meets with the administrator no later than April 20. 
• Administrator completes the summative form. 
• Teacher and administrator meet to discuss the summative in accordance with the Permanent Teacher 

Evaluation Schedule. 
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Teacher Alternative Evaluation Project 
Name  School  

Grade Level/Subject  Evaluation Year  

Check standards to be addressed: 
 1.  Engaging and Supporting All Students in Learning 

 2.  Creating and Maintaining Effective Environments for Student Learning 

 3.  Understanding and Organizing Subject Matter for Student Learning 

 4.  Planning Instruction and Designing Learning Experiences for All Students 

 5.  Assessing Student Learning 

 6.  Developing as a Professional Educator  

Title of Project:  

 

  

Activities:    

 
 

 

 

 
 

 
 
Evidence:    

 
 

 

 

 
 

 

Products:    
 
 

 

 

 
 

 

Progress Check Dates may include: classroom visits, demonstrations and/or conferences. 
 

 
 

 

 

Evaluatee Signature Date Evaluator Signature Date 
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Saugus Union School District 
Teacher Alternative Evaluation Project Summary 

 
Name  School  

Grade Level/Subject  Evaluation Year  

Reflect on your alternative evaluation project: 

1. Describe how the project addressed teaching standard(s). 
 
 
 
 
 
 
 
 

2. Outline how project has enhanced learning. 
 
 
 
 
 
 
 
 
 
 

3. Discuss how the project can be extended/refined to be even more effective in the future. 
 
 
 
 
 
 
 
 
 
 

Please complete this form no later than April 20th. Gather evidence of student learning/professional 
growth impacted by your project as set forth in your proposal. 
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California Standards for the Teaching Profession 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Standard 1 
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SECTION 1: PROGRAM GOAL 
 

 
The Peer Assistance and Review Program exists in order to improve teaching and learning in the 
Saugus Union School District. 

 

The Peer Assistance and Review Program will provide support and assistance to teachers in 
the district. 

 

The program shall expect and strongly encourage a cooperative relationship between the 
mentor teacher and the principal with respect to the process of peer assistance and review. 

 

The Peer Assistance and Review Program will work in coordination with the Induction Program. 
A mentor teacher may serve as a support provider for the Induction Program. 
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SECTION 2: PROGRAM GUIDELINES 

 
The Saugus Union School District offers two support programs for its new and nontenured 
teachers; Induction and Peer Assistance and Review (PAR). At any given time, a teacher will be 
eligible to participate in only one support program. 

 

Non-tenured teachers who are not eligible to participate in the Induction Program shall 
participate in PAR depending on funding, space availability and individual need. 

 

Teachers will participate in PAR according to the following guidelines: 

• Those who receive an “unsatisfactory” rating in instructional strategies, classroom 
management, and/or student progress on the summative evaluation must participate in 
PAR; 

• Those who receive two consecutive “needs improvement” ratings on the 
summative evaluation in any one of the three areas outlined above must 
participate in PAR; 

• Those who receive a “needs improvement” rating in any one of the three areas 
outlined above will be recommended by the principal to participate in PAR; 

• Others may volunteer to participate in PAR. 
 

The District will ensure that the PAR Program aligns with the teacher evaluation process and the 
“Improvement of Instruction” Handbook. 

 

The Panel will review and restructure the PAR Program and document as needed with the 
approval of the District and the Saugus Teachers Association. Caseload adjustments will 
be reviewed by the PAR panel as necessary by February 1 of each year. 
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SECTION 3: PEER REVIEW PANEL 

 
I. The Peer Review Panel (PRP) is responsible for governance of the PAR Program 

including, but not limited to: 
A. Recruiting, selecting and monitoring of mentor teachers; 
B. Conducting informational meetings; 
C. Receiving PAR program referrals; 
D. Matching mentor teachers and participating teachers; 
E. Receiving and reviewing mentor teacher reports and recommendations; 
F. Preparing recommendations to the Board regarding PAR program participants; 
G.    Evaluating the operation of the PAR program, the effectiveness of 

the mentor teachers, and making recommendations for program 
improvement. 

 

II. The Peer Review Panel Members 
A. The PRP shall include an Assistant Superintendent or designee, one school Principal, 

and three (3) teachers. 
B. The Principal and Assistant Superintendent designee shall be appointed by the 

District. 
C. The teachers of the PRP shall be selected and appointed by the Saugus 

Teachers Association which represents classroom teachers in the Saugus 
Union School District. 

 

III. No member of the PRP will participate in a Panel action affecting individuals they 
supervise or under circumstances where their participation in that Panel action would 
be construed as a conflict of interest. 

 

IV. The District Office shall provide administrative support to the PRP including, but not 
limited to, the following: 
A. Scheduling of meetings; 
B. Preparation of meeting agendas, meeting minutes, reports, correspondence, 

surveys and other materials; 
C. Coordination and distribution of materials among PRP, participating 

teachers, mentor teachers, principals, Human Resources Department, Board 
and others; 

D. Coordination of PAR program processes including mentor teacher selection, PRP 
selection and PAR program evaluation; 
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E. Maintenance of PRP files and records of the PAR Program. 
V. The Peer Review Panel members shall select a Chair who will: 

A. Preside at PRP meetings; 
B. Provide oversight and direction for administrative processes; 
C. Present PRP recommendations to Board 
D. Present PRP program evaluation to Board and Saugus Teachers Association. 

VI. PRP Timelines: 

PRP will: 
A. May/June: Receive PAR Program referrals  
B. June/July/August: Receive PAR Program referrals (new teachers); assign 

participating teachers to mentor teachers and notify Human Resource 
Department of assignments. 

C. August/September: Mentor Teacher Orientation 
D. January: Conduct mid-year forum for PRP members and mentor teachers 

to evaluate program operation and address/or resolve any 
concerns/issues.  

E. April/May: Receive and review final PAR reports and recommendations 
from mentor teachers; prepare report for Board. 

F. May/June: Report recommendations to Board; present PAR Program 
evaluation to Board and Saugus Teachers Association; recruit and select 
mentor teachers; schedule training for mentor teachers and PRP 
members. 

G. June: Coordinate with Saugus Teachers Association and District on 
selection of PRP members and develop a plan for PAR Program 
evaluation process.  
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SECTION 4: MENTOR TEACHERS 
 

 
I. Eligibility: Mentor teachers provide collegial support and assistance to teachers 

participating in the Peer Assistance & Review Program. Classroom teachers who meet 
the following eligibility criteria are encouraged to apply to become PAR Program 
Mentor Teachers: 
A. A minimum of five (5) years’ experience as a teacher; 
B. Permanent teaching status with Saugus District; 
C. Demonstrate ongoing commitment to professional development. 
D. Special Education: Exceptions to the above criteria may be made to provide job alike 

PART support for Special Education Teachers. Exceptions are at the discretion of the 
PRP.  

 
II. Application Process: Mentor teacher applicants must submit the following application 

materials in accordance with the timelines and procedures established by the Peer 
Review Panel: 
A. Recommendation from one tenured teacher; 
B. Recommendation form from one administrator within Saugus Union 

School District; 
C. Mentor teacher candidates may be provided with a situation (e.g., written scenario 

or videotaped lesson) highlighting a teacher’s need for support in the areas of 
instructional strategies, student progress and/or classroom management and 
asked to develop goals and a support plan to assist that teacher. 

 

III. Selection Process: 
A. The PAR Program Peer Review Panel (PRP) will receive, review and rank 

applications. 
B. The PRP may conduct classroom observations of mentor teacher candidates. 
C. The PRP will conduct interviews with mentor teacher candidates. 
D. The PRP will select mentor teachers and submit the list of selected mentor 

teachers to the Board for approval. 
 

IV. Mentor teachers will serve a two (2) year term, with a maximum of two (2) 
consecutive terms. 
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V. Mentor teachers should not be part of the site leadership team or hold the title of head 
teacher, primary or upper grade learning specialist. Exceptions may be made if the 
demand for mentor teachers cannot otherwise be met. Exceptions are at the discretion 
of the PRP. 

 

VI. Mentor teachers may serve as a support provider for the Induction Program. 
 

VII. Mentor teachers will maintain equitable caseloads that provide effective service to 
participating teachers. 

 

VIII. Mentor teachers’ site assignments will be determined with input from the mentor 
teacher, site principal, and Assistant Superintendent/designee. 

 

IX. Mentor teachers will receive $2,000 per assigned teacher per year and will be limited 
to a maximum of two assigned teachers annually. Exceptions to the maximum of two 
assigned teachers is at the discretion of the PRP. 

 

MANDATORY TRAINING/MEETINGS: 

1. Mentor Teacher Orientation Meeting/Coaching Training: Expectations of Program, 
Timelines, Forms, Effective Coaching and Support Strategies; How to Work with a 
Struggling Teacher. 

2. Fall Review (Nov.): Check-In 

3. Mid-Year Review (Jan.): Bring Goal Forms, Discuss Progress 
4. Spring Review (Mar.): Check 
5. Final Review/Recommendations (May): Each mentor teacher will meet with the PRP to discuss 

which goals were met and recommend whether the participating teacher should exit or 
remain in PAR.  
*Note: Review meetings are held after school and are an exception of the stipend.  
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SECTION 5: PLACEMENT PRIORITIES 
 

 
I. The Saugus Union School District’s Peer Assistance & Review (PAR) Program provides 

service to participating teachers according to the following service priorities: 
A. First priority will be given to permanent teachers who have received an 

“unsatisfactory” rating or two consecutive “needs improvement” ratings in the 
area(s) of instructional strategies, classroom management and/or student progress 
on the summative evaluation. 

B. Second priority will be given to non-tenured teachers who are not eligible for 
the Induction Programs (dependent on funding). 

C. Third priority will be given to teachers who are recommended to participate 
based on having received one “needs improvement” rating in the area of 
instructional strategies (Standards 1, 3, 4), classroom management (Standard 2) 
and/or student progress (Standard 5) on the summative evaluation (dependent 
on funding). 

D. Fourth priority will be given to other teachers who volunteer to participate on 
a space available basis (dependent on funding). 

 

II. Permanent teachers participating in PAR will be provided with a list of available 
mentor teachers and asked to prioritize the individuals with whom they would prefer 
to work. The Peer Review Panel will consider these preferences when assigning 
mentor teachers to participating teachers. 
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SECTION 6:  SUPPORT PROCESS FOR MANDATORY 
PARTICIPATION 

Permanent Teachers 

 

A permanent teacher will be referred for mandatory participation in PAR based upon either of the 
following circumstances: 

A. The teacher receives an “unsatisfactory” rating in the area of instructional 
strategies (Standards 1, 3 and 4), classroom management (Standard 2) and/ 
or student progress (Standard 5) on the summative evaluation issued in 
May or; 

B. The teacher has received two consecutive “needs improvement” ratings in the 
area of instructional strategies (Standards 1, 3 and 4), classroom management 
(Standard 2) or student progress (Standard 5) on the summative evaluation 
issued in May. 

 

I. Referral Process 
A. To initiate the referral into PAR, the principal will complete the PAR 

Participation Form and forward it to Human Resources. The Human Resources 
Department will forward the Form to the Peer Review Panel. 

B. Prior to the beginning of the school year, the PRP will assign mentor teachers to 
support each participating teacher and email a “Notification of PAR 
Assignment” form to the participating teacher, mentor teacher, principal, and 
Human Resources Department. In assigning mentor teachers, the PRP will 
consider the preferences indicated by the participating teacher. 

 

II. Mentor Teacher Support 
A. Initially, the mentor teacher shall conduct an introductory visit with the 

participating teacher during which the mentor teacher will introduce themselves, 
explain the PAR program and schedule the initial observation. The mentor 
teacher will also make contact with the principal. 

B. The mentor teacher will conduct an observation of the participating teacher and 
meet with the participating teacher to discuss the observation and establish 
performance goals. 

C. The mentor teacher will develop the PAR Performance Goals and Support Plan 
with the participating teacher. The Plan shall include observations and meetings 
between the mentor teacher and the participating teacher (See M. Expectations). 

D. The mentor teacher will meet with the principal and participating teacher to 
review the PAR Performance Goals and Support Plan. Copies of the Plan will be 
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provided to the participating teacher and principal by mid-October. 

E. In accordance with the timelines established by district policy, the principal will 
conduct a Professional Planning Conference with the participating teacher. The 
PAR Performance Goals and Support Plan developed by the mentor teacher will be 
incorporated into the Professional Goals developed by the teacher. 

F. The principal and mentor teacher will function in a collaborative and cooperative 
relationship with ongoing communication to support the participating teacher. 

G. The mentor teacher will schedule a meeting with the participating teacher and 
principal to review progress and update the Plan as necessary. 

H. Prior to January 31, the mentor teacher will schedule a meeting with the 
participating teacher and principal to review progress towards the goals set forth 
in the PAR Performance Goals and Support Plan. 

I. During April, the mentor teacher will prepare the Final Report of PAR 
Participation, including a recommendation that the participating teacher either 
exit or remain in the PAR program for up to one additional academic year. 

J. The mentor teacher will submit the Final Report of PAR Participation to the Peer 
Review Panel. The PRP will send two (2) copies of the Final Report to the principal. 
The principal will have the participating teacher sign both copies of the Report. 
One copy of the Report will remain with the participating teacher and the other 
will be forwarded to the Human Resources Department for placement in the 
participating teacher’s personnel file. 

K. The results of the participating teacher’s participation in the PAR program, as 
reflected in the Final Report, will be incorporated into the participating 
teacher’s Summative Evaluation. 

L. The mentor teacher will continue providing support and attending scheduled 
meetings through the end of academic year. 

M. Expectations: 
i Observations: 1 Full Instructional Day; 3-5 lessons 

ii Class Visitations: 2-4 visits to exemplary classes 

iii Communication w/ Participating Teacher: At least 3 times per month via 
email, phone, and/or face-to-face. 

iv Communication with Principal: At least monthly 
v Activity Logs turned in monthly. 



Peer Assistance and Review Program 
Page 10 

 

SECTION 7:  SUPPORT PROCESS FOR MANDATORY 
PARTICIPATION 
New Teachers 

 

I. Determination of Eligibility to Participate in PAR 
A. Each new teacher hired by the District will receive eligibility information about 

available teacher support programs. 
B. The District will confirm eligibility and participation in the appropriate 

support program and notify the new teacher and the principal. 
 

II. Enrollment in PAR 
A. The Panel will prepare a PAR Participation list and forward it to mentor 

teachers, Human Resources Department and Curriculum/Instruction 
Department. 

 

III. Mentor Teacher Support 
A. Initially, the mentor teacher shall conduct an introductory visit with the 

participating teacher during which the mentor teacher will introduce 
himself/herself, explain the PAR program and schedule the initial observation. 
The mentor teacher shall also make contact with the principal. 

B. The mentor teacher will conduct an observation of the participating teacher and 
meet with the participating teacher to discuss the observation and establish 
performance goals. 

C. The mentor teacher will develop the PAR Performance Goals and Support Plan 
with the participating teacher and principal. The Plan shall include observations 
and meetings between the mentor teacher and the participating teacher. 

D. In accordance with the timelines established by district policy, the principal will 
conduct a Professional Planning Conference with the participating teacher. The 
PAR Performance Goals and Support Plan developed by the mentor teacher will be 
incorporated into the Professional Goals developed for the teacher. 

E. The principal and mentor teacher will have ongoing communication and function in 
a collaborative and cooperative relationship to support the participating teacher. 

F. The mentor teacher will schedule a meeting with the participating teacher and 
principal to review progress and update the Plan as necessary. 

G. Prior to January 31, the mentor teacher will schedule a meeting with the 
participating teacher and principal to review progress towards the goals set forth 
in the PAR Performance Goals and Support Plan. 
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H. During April, the mentor teacher will prepare and submit the Final Report of 
PAR Participation to the participating teacher, principal and PRP. If the 

participating teacher has not attained tenure, the Final Report will include 
a recommendation that the participating teacher exit or remain in PAR. 

I. The mentor teacher will continue providing support and attending scheduled 
meetings through the end of the academic year. 

J. Expectations: 
i Observations: 1 Full Instructional Day; 1-2 lessons 

ii Class Visitations: 1-2 visits to exemplary classes 

iii Communication w/ Participating Teacher: 2 times per month via email, 
phone, and/or face-to-face. 

iv Communication with Principal: At least monthly 
v Activity Logs turned in monthly 

*Note: PRP has discretion to increase number of observations, visitations, 
and/or communication based on the performance of the PT.  
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SECTION 8: SUPPORT PROCESS FOR VOLUNTARY 
PARTICIPATION 

 
I. Eligibility: Teachers may volunteer to participate in the Peer Assistance & Review 

Program. Voluntary participation is initiated by the teacher, but may be the result 
of a recommendation by the principal. 

 

II. Voluntary Enrollment in PAR 
 
A. To initiate voluntary participation, the participating teacher must 
complete   
        the PAR Participation Form and submit it to the Peer Review Panel (PRP). 
B. Prior to the beginning of the school year, the PRP will assign mentor teachers 

subject to availability, considering the preferences indicated by the participating 
teachers. The PRP will email a “Notification of PAR Assignment” form to the 
participating teacher, mentor teacher, and principal. 

C. Voluntary participants in the PAR program will normally remain in the program 
for one academic year. Voluntary participants may exit the program sooner by 
filing a written notice of intent to exit at least 30 days prior to the intended exit 
date. 

D. Voluntary participants wishing to remain in the program for more than one 
academic year must resubmit the PAR Participation Form. 

 

III. Mentor Teacher Support 
A. Initially, the mentor teacher shall conduct an introductory visit with the 

participating teacher during which the mentor teacher will introduce 
himself/herself, explain the PAR program, and schedule the initial 
observation. 

B. The mentor teacher will conduct an observation of the participating teacher 
and meet with the participating teacher to discuss the observation and 
establish performance goals. 

C. The mentor teacher and participating teacher will mutually develop the PAR 
Performance Goals and Support Plan for the participating teacher. The Plan 
shall include regularly scheduled observations and meetings between the 
mentor teacher and the participating teacher. 

D. In accordance with the timelines established by district policy, the principal will 
conduct a Professional Planning Conference with the participating teacher. At 
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this meeting, the participating teacher will present the PAR Performance Goals 
and Support Plan for incorporation into the Professional Goals developed by the 
teacher. 

E. Throughout the support period, the mentor teacher will meet with the 
participating teacher to review the progress towards the goals established 
for the academic year. 

F. At the conclusion of the academic year, the mentor teacher and 
participating teacher will jointly prepare the Final Report of PAR 
Participation. 

G. The mentor teacher will submit the Final Report to the Peer Review Panel. The 
PRP will forward the report to the participating teacher. 

H. The participating teacher, at his/her discretion, may share the Final Report with 
the principal. 

I. The participating teacher, at his/her discretion, may request that the Final 
Report be placed in his/her personnel file. 

J. Expectations: 
i. Observations: 1 Full Instructional Day; 1-2 

lessons  

ii. Class Visitations: 1-2 visits to exemplary classes 

iii. Communication w/ Participating Teacher: 2 times per month via email, 
phone, and/or face-to-face. 

iv.    Activity Logs due monthly. 
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Saugus Union School District 
Peer Assistance and Review Program (PAR) 

GOAL SETTING AGREEMENT 

between 

___________________, Participating Teacher and ____________________, Consulting Teacher 

Objective 

Teacher Activities 

Consultant Activities 

Follow-up conference scheduled for: __________________________ 

 

 
Teacher’s Signature            Date 

 
PAR Consulting Teacher Signature        Date 
 
 
 
 
Distribution: White – Personnel Dept. Yellow  - Participating Teacher Pink – Consulting Teacher Goldenrod – referring principal  

401 PAR (12/00)
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SAUGUS UNION SCHOOL DISTRICT 

PEER ASSISTANCE REVIEW PROGRAM (PAR) 

Final Report of PAR Participation 
Teacher _________________________School ________________________  Assignment ____________________ 

Standard One: 

ENGAGING & SUPPORTING ALL STUDENTS IN 
LEARNING 

Progress Towards Goals: 

Standard Two: 

CREATING & MAINTAINING EFFECTIVE  
ENVIRONMENT FOR STUDENT LEARNING  

 

Standard Three: 

UNDERSTANDING & ORGANIZING SUBJECT  
MATTER FOR STUDENT LEARNING 

 

Standard Four: 

PLANNING INSTRUCTION & DESIGNING  
LEARNING EXPERIENCES FOR ALL STUDENTS 

 

Standard Five: 

ASSESSING STUDENT LEARNING 

 

 
Recommendation:           Continue in PAR Mandatory               Voluntary New Teacher Year Two            Exit  
 
______________________________________________________________________________________________ 
Signature of Participating Teacher                             Date               Signature of Consulting Teacher Date 
 
Copies to: Participating Teacher and Personnel Office   535 AI.PAR 0904 
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