All Personnel BP 4000(a)

CONCEPTS AND ROLES

The School Board wishes to establish conditions that will attract and hold
qualified personnel who will devote themselves to the education and welfare of
the students of the district. The Board desires that teachers pursue excellence
within their profession and may provide incentives to teachers of demonstrated
ability and expertise which will encourage them to stay in the public school
system.

The Board believes that its personnel policies must be developed in cooperation
with staff in an atmosphere of mutual faith and good will. District policies and
regulations shall apply only to the extent that they do not conflict with any
collective bargaining agreement in effect between the district and its employees.

The Board affirms its intention to have district policies, regulations and
procedures conform to the requirements of state and federal laws and
regulations.

The School Board
1. Adopts wage and salary schedules.
2. Approves the employment of school personnel.

3. Determines principles of treatment for employees, such as those in
connection with sick leave, leaves of absence, inservice training,
retirement, etc., either through the policies and regulations of the district
or through negotiations with employee organizations in accordance with
law.

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



BP 4000(b)

CONCEPTS AND ROLES (continued)

The Superintendent or Designee

1.

2.

Nominates for employment all certificated and classified personnel.

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

Assigns, directs and supervises the work of all employees with due
regard for the individual rights involved.

Proposes salary schedules for staff members not covered by an employee
organization agreement, and advises the Board throughout negotiations
with employee organizations on all matters under negotiations.

(cf. 6181 - Charter School)

Working Relationships Between Board and Superintendent or Designee

The Board desires to be guided principally by the advice of the Superintendent
or designee in regard to its relations with district personnel.

The Board shall refer direct approaches from employees for Board action to the
Superintendent or designee for his/her consideration and judgment. The Board
shall act as an appeals body only after receiving the recommendation of the
Superintendent or designee.

(cf. 4144 - Grievances /Complaints)

The Superintendent or designee shall conduct the district's personnel relations
with fair and sound practices in accordance with Board policy.

Legal Reference:

ALASKA STATUTES

14.14.060 Relationship between borough school district and borough
14.14.065 Relationship between city school district and city
14.20.095 Right to comment and criticize not to be restricted
23.40.070-23.40.260 Public Employment Relations Act (PERA)
39.25.110 Exempt service

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Personnel

AR 4000

CONCEPTS AND ROLES

Hearing

1.

Scheduling of Hearing - Upon request, a hearing shall be scheduled with
the Board of Education by the Superintendent. The employee shall be
given ten (10) working days notice of the time, date, and place and the
hearing. The Board of Education will be the hearing panel, with the
Board president or president's designee in charge of the hearing process.
The informal hearing shall be conducted under the following:

a.
b.
C.

d.

Witnesses will not be sworn;

The employee will not have the right of subpoena;

Written materials filed at the hearing will not be read aloud unless
requested by the School Board;

The employee will be notified of the Board's decision in writing
within ten (10) working days of the hearing.

Presentation by the parties will be limited to two and one-half (2
1/2) hours unless extended by the Board president.

Order of Presentation

no T

Presentation by non-retained employee. (45 minutes)
Presentation by school administration. (45 minutes)
Rebuttal by non-retained employee. (30 minutes)
Rebuttal by school administration. (30 minutes)

Questions and Deliberation by Board - Questions may be asked of both
parties by Board members following the presentation.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4020(a)

DRUG AND ALCOHOL-FREE WORKPLACE

Note:

drug-free workplaces as specified by law and to notify their employees of such policy. The
following sample policy complies with the Drug-Free Workplace Act, Drug-Free Schools and
Communities Act and the Omnibus Transportation Employee Testing Act of 1991. The Drug-
Free Schools and Communities Act includes alcohol in addition to "controlled substances,"
and applies to districts that receive federal funds either directly or indirectly.

The Drug-Free Workplace Act of 1988 requires districts to adopt policy maintaining

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

The Superintendent shall:

1.

Publish and give to each employee a notification of the Board's policy
mandating a drug-free and alcohol-free workplace. The notification shall
specify the actions that will be taken against employees who violate these
prohibitions. It also shall state that as a condition of employment, the
employee will abide by the terms of this policy and notify the employer of
any criminal drug or alcohol conviction for a violation occurring in the
workplace. Such notice by the employee must be made within five (5)
days from the date of the conviction.

For the purpose of this policy, "conviction" shall mean a finding of guilt
by any judicial body charged to determine violations of federal or state
criminal drug or alcohol laws, whether such finding is made following a
trial or by entry of a plea of guilty or nolo contendere.

Establish a drug and alcohol awareness program to inform employees
about:

a. The district policy of maintaining drug-free and alcohol-free
workplaces.

b. The penalties that may be imposed on employees for drug and
alcohol abuse violations.



BP 4020(b)
DRUG AND ALCOHOL-FREE WORKPLACE (continued)

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

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

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

When required by law, the Superintendent shall terminate an employee. When
termination is not required by law, the Superintendent shall (a) take
appropriate disciplinary action, including termination when warranted, or (b)
require the employee to satisfactorily participate in, and complete, an approved
drug assistance or rehabilitation program. The Superintendent's decision shall
be made in accordance with relevant state and federal laws, employment
contracts, collective bargaining agreements, and district policies and practices.

(cf. 3514 - Safety)

(cf. 4117.4 - Dismissal)

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

(cf. 4159 - Employee Assistance Programs)

(cf. 4158/4358 - Employee Security)

(cf. 4218.1 - Drug and Alcohol Testing for School Bus Drivers
(cf. 5144.1 - Suspension and Expulsion/Due Process)

Legal Reference:
THE DRUG-FREE WORKPLACE ACT OF 1988
DRUG-FREE SCHOOLS AND COMMUNITIES ACT AMENDMENT OF 1986, as amended
CONTROLLED SUBSTANCES ACT, 21 U.S.C. 801
21 CODE OF FEDERAL REGULATIONS
1300 - 1316

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



E 4020

DRUG AND ALCOHOL-FREE WORKPLACE
NOTICE TO EMPLOYEES

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

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

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

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4025

SELF-REPORTING OF ARRESTS AND CONVICTIONS BY EMPLOYEES

Obligation to the profession of education requires that an employee shall self-
report to the Superintendent or designee any arrest, filing of charges,
conviction, finding of guilt, commitment to a pretrial diversion program, or
entering of a plea of guilty or no contest for any criminal offense other than a
minor traffic violation, or a violation for which the maximum possible penalty is
a fine only. This report will occur within 48 hours of the event that is to be
reported.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 5/10/06



All Personnel BP 4030
NONDISCRIMINATION IN EMPLOYMENT

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

(cf. 4119.11 - Sexual harassment)

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

(cf. 4119.41 - Employees with Infectious Disease)

The Superintendent or designee shall publicize this policy annually throughout
the district and the community.

(cf. 1312.3 - Complaints Concerning Discrimination)
(cf. 4111.1 - Affirmative Action)

Legal Reference:
ALASKA STATUTES
14.18.010 Discrimination based on sex and race prohibited
14.18.020 Discrimination in employment prohibited
14.18.090 Enforcement by State Board of Education
18.80.220 Unlawful employment practices
39.90.100 Nondiscrimination — Protection for whistleblowers
ALASKA ADMINISTRATIVE CODE
4 AAC 06.510 Discrimination in hiring practices
CIVIL RIGHTS RESTORATION ACT
20 U.S.C. 1683 et seq.
VOCATIONAL REHABILITATION ACT OF 1973, SECTIONS 503 AND 504
29 U.S.C. 791 et seq.
AGE DISCRIMINATION IN EMPLOYMENT ACT
29 U.S.C. 621 et seq.
VIETNAM ERA VETERANS'ACT
38 U.S.C. 2011 et seq.
AMERICANS WITH DISABILITIES ACT
42 U.S.C. 12101 et seq.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 10/9/02



All Personnel AR 4030(a)

NONDISCRIMINATION IN EMPLOYMENT

Ketchikan Gateway Borough School District
Title IX - Section 504
Grievance Procedure

Students, parents of students or employees have the right to file a formal
complaint alleging noncompliance with regulations outlined in Title VI of the
1964 Civil Rights Act, Title IX of the Education Amendments of 1972, and
Section 504 of the Rehabilitation Act of 1973

Level One - Principal or Immediate Supervisor (Informal and Optional - may be
bypassed by the grievant) - Employees with a grievance of nondiscrimination
on the basis of sex, race, national origin or disability may first discuss it with
their principal or immediate supervisor, with the objective of resolving the
matter informally. A student or parent with a complaint of discrimination on
the basis of sex, race, national origin or disability may discuss it with the
teacher, counselor or building administrator involved.

Level Two - Title IX and Section 504 Coordinators(s) - If the grievance is not
resolved at level one and the grievants wish to pursue the grievance, they may
formalize it by filing a written complaint on a Compliance Violation Form,
which may be obtained from the Title IX or Section 504 Coordinator. The
complaint shall state the nature of the grievance and the remedy requested.
The filing of the formal, written complaint at level two must be within fifteen
(15) working days from the date of the event giving rise to the grievance or from
the date the grievants could reasonably become aware of such occurrence. The
grievants may request that a meeting concerning the complaint be held with
the Title IX or Section 504 Coordinator. A minor student may be accompanied
at the meeting by a parent or guardian. The Title IX or Section 504
Coordinator shall investigate the complaint and attempt to solve it. A written
report from the Compliance Officer regarding action taken will be sent within
fifteen (15) working days after receipt of the complaint.

Level Three - Superintendent or designee - If the complaint is not resolved at
level two, the grievants may proceed to level three by presenting a written
appeal to the Superintendent or designee within ten (10) working days after the
grievants receive the report from the Title IX or Section 504 Coordinator. The
grievants may request a meeting with the Superintendent or his/her designee.
The Superintendent or his/her designee has the option of meeting with the
grievant to discuss the appeal. A decision will be rendered by the
Superintendent or his/her designee within ten (10) working days after receiving
the written appeal.



All Personnel AR  4030(b)

NONDISCRIMINATION IN EMPLOYMENT

Level Four - Board of Education - If the complaint is not resolved at level three,
the grievants may proceed to level four by presenting a written appeal to the
President of the Board of Education within ten (10) working days after the
grievants receive the report from the Superintendent. The grievants may
request a meeting with the grievant to discuss the appeal. A decision will be
rendered by the Board of Education at their next regularly scheduled meeting.
The grievant will be notified in writing of their decision within ten (10) working
days after the Board of Education action.

This procedure in no way denies the right of the grievants to file formal
complaints with the Missouri Civil Rights Commission, the Office for Civil
Rights, or other agencies available for mediation or rectification of rights
grievances, or to seek private counsel for complaints alleging discrimination.

Ketchikan Gateway Borough School District
Linda Hardin, Title IX Coordinator

Dennis Clarkson
Section 504 and ADA Coordinator

2610 Fourth Ave.
mailing address: 333 Schoenbar
Ketchikan, Alaska 99901

(907) 225-2118
Office Hours 8:00 a.m. - 4:30 p.m.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



E 4030(a)

Title VI Compliance Violation, Race Form
Title IX compliance Violation, Grievance Form
Section 504 Compliance Violation, Grievance Form

I, am filing this grievance because

(Attach additional sheets if necessary)
Describe incident or occurrence as accurately as possible:

(Attach additional sheets if necessary)

What remedy are you requesting?

Grievant's Signature Principal's Signature

Name of School Guidance Counselor's Signature

Date of Filing




All Personnel E 4030(b)

NONDISCRIMINATION IN EMPLOYMENT
NOTICE OF NONDISCRIMINATION

It is the policy of the Ketchikan Gateway Borough School District not to
discriminate on the basis of race, religion, age, national origin, parenthood,
marital status, changes in marital status, gender, disability, admission/access
to, or treatment in its programs and activities.

This policy is in compliance with the regulations implementing Title VI of the
Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973 and Chapter 18 of the School
Laws of Alaska. Inquiries or complaints regarding compliance with these
regulations may be directed to:

Ketchikan Gateway Borough School District
2610 Fourth Ave.

mailing address: 333 Schoenbar
Ketchikan, Alaska 99901

(907) 225-2118

Linda Hardin, Title IX Coordinator

Dennis Clarkson,
Section 504 and ADA Coordinator

or
Department of Education Naomi Obie
801 West 10th Street, Suite 200 Title IX/Section 18 Coordinator
Juneau, Alaska 99801-1894 Gender Equity Coordinator
OCR/MOA Coordinator
(907) 465-8728
or

Director of Civil Rights
Department of Education
330 "C" Street
Washington, D.C. 20202-1242

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



E 4030(c)

EMPLOYEE NOTICE
PROTECTION FOR WHISTLEBLOWERS

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

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

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

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

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4040(a)

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF
1996 (HIPAA) PRIVACY POLICY

IN GENERAL

The Health Insurance Portability and Accountability Act of 1996 (HIPAA)
authorized the Secretary of Health and Human Services (HHS) to establish
standards for protecting the privacy of personal health information. The district
is covered in two ways. This policy is intended to comply with those HHS
regulations. However, because the regulations are fairly complex and subject
to differing interpretations, the Superintendent is directed to recommend
updates to this policy as new information becomes available.

HIPAA COVERAGE

The District has determined that certain functions of the District are covered
functions, making the District a covered entity under HIPAA. The District is a
“health plan” as defined by HIPAA, and/or the District is a “health care
provider” as defined by HIPAA. The District declares itself to be a “hybrid
entity,” which means that only the covered functions of the District’s
operations (i.e., student health services) are subject to HIPAA.

IMPLEMENTATION PROCEDURES FOR HEALTH PLAN RECORDS

In order to comply with HIPAA’s privacy standards, the District has taken the
following steps:

1. Contact Person. The District has designated the Business Manager-as
the contact person responsible for receiving complaints about HIPAA
compliance and providing additional information about the District’s
HIPAA practices and procedures.

2. Privacy Officer. The District has designated Business Manager as the
Privacy Officer for HIPAA purposes. The Privacy Officer is responsible for
developing and implementing privacy policies and procedures for the
District, training District staff, and monitoring compliance. The Privacy
Officer shall also be responsible for receiving complaints about HIPAA
violations and for providing information about matters covered by privacy
notices.




BP 4040(b)

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF 1996
(HIPAA) PRIVACY POLICY continued

3.

Security of PHI Records. District officials must ensure that records
containing individually identifiable personal health information (PHI) are
secure so that these records are readily available only to the minimum
number of individuals who need them to carry out Treatment, Payment
or health care Operations (TPO). The Privacy Officer shall develop
reasonable administrative, technical and physical safeguards to protect
the privacy of PHI. The Superintendent or designee should review these
practices on a periodic basis.

Authorization of Disclosure of PHI. HIPAA does not require participant
authorization for health care providers to use or disclose PHI for
purposes of treatment, payment or health care operations. With some
exceptions, disclosure of PHI by health care providers (except for
purposes of treatment, payment or Health Care operations) requires
written authorization signed by the individual in question. The Privacy
Officer shall determine activities and transactions that require an
authorization and will develop an authorization form that complies with
the HIPAA Privacy Rule.

Notice of Privacy Practices. District officials will provide a notice to
health care participants about their privacy rights and how their PHI will
be used. Such information is known as a Notice of Privacy Practices.
The notice must not only be provided by the date of disclosure, except in
an emergency, but the District must make a good faith attempt to obtain
the individual’s acknowledgment of receipt of such notice.

Business Associates. A “business associate” is an outside business that
provides various administrative services or assists with the District’s
health plan. The District shall identify its business associates and shall
enter into a written contract to safeguard PHI before the District can
share PHI with the Business Associate. The deadline for having
agreements in place is April 14, 2004.

Training. The District shall train those District employees who work in
areas covered by the HIPAA Privacy Rule and who have access to PHI to
follow the appropriate procedures to ensure PHI is not disclosed except
as allowed by law.



BP 4040(c)

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF 1996
(HIPAA) PRIVACY POLICY continued

8.

Complaints. There shall be a complaint procedure in place whereby
written complaints related to PHI and HIPAA standards may be lodged.
Any complainant is entitled to a hearing before the privacy officer, who
has 10 school days to rule on such complaint. If the complainant is not
satisfied with the disposition of the complaint, he/she may appeal to the
Superintendent or his or her designee, who shall review the matter and
make a final decision within 15 school days of receiving written notice of
the appeal. The District shall not intimidate, threaten, coerce,
discriminate against, or take any other retaliatory action against any
individual exercising his or her HIPAA rights.

STUDENT RECORDS

Although the District is a “health care provider” under HIPAA because of the

health care services it provides to students, student records are not subject to
HIPAA. The HIPAA Privacy Rules expressly exempt from coverage student
records covered by the federal law known as the Family Educational Rights and
Privacy Act (FERPA). Such records are not governed by HIPAA even if they
contain individually identifiable health information.

EMPLOYEE RECORDS

The HIPAA Privacy Rule does not govern a school district’s obligations as an
“employer” to maintain, use or disclose medical records of its
“employees.” Those obligations flow from the Americans with Disabilities
Act and should be dealt with in accordance with those laws. Similarly,
the HIPAA Privacy Rule prohibits the District from using PHI created or
received by the group health plan for employment-related functions.

Legal Reference:

Health Insurance Portability and Accountability Act of 1996, Public Law 104-191, and applicable
regulations 45 C.F.R. Part 160 and 164

Added 1/04

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 7/23/08



Certificated Personnel BP 4111(a)

RECRUITMENT AND SELECTION

Note: For districts receiving Title I funds, Section 1119 of the No Child Left Behind Act of]
2001 requires that all teachers hired on or after the first day of the 2002-03 school year to
teach in a program supported by Title I funds must be “highly qualified.” The law also
requires that all teachers teaching core academic subjects within the state must be “highly
qualified” by the end of the 2005-06 school year. “Core academic subjects” are defined as
including English, reading or language arts, mathematics, science (biology, chemistry, earth
science, physical science, physics), foreign languages, civics and government, economics,
music, theater, art, social studies, history and geography. Each district receiving Title I
funds is required to develop a plan to ensure that all of its teachers are highly qualified by
June 30, 2006. Section 1119 further authorized any district receiving Title I funds to utilize
5-10 percent of Title I funds for fiscal years 2002 and 2003, and at least 5 percent of each
subsequent year, for professional development activities to ensure teachers become highly
qualified by 2005-06.

Note: In 2004, the Alaska Department of Education and Early Development defined “highly
qualified” to mean that the teacher must have at least a bachelor’s degree, full state
certification, and have demonstrated subject matter competency in each of the core academic
subjects taught by the teacher. Full state certification includes a Type A Regular,
Provisional, or Temporary Certificate; Reemployment Certificate; or Subject Matter Limited
Expert Certificate. It does not include an emergency certificate. State regulations further
explain that subject matter competency may be demonstrated through successful completion
of a Praxis II test; holding a major, major equivalent (30 semester hours), an advanced degree
or advanced certification in the content area; or building a HOUSSE.

The district shall employ the most highly qualified person available for each
open position. The Superintendent or designee shall develop recruitment and
selection procedures to ensure that every effort is made to find and hire fully
qualified teachers for all classrooms, which include:

1. Assessment of the district's needs to determine those areas where
specific skills, knowledge and abilities are lacking.

2. Development of job descriptions which accurately portray the position,
including requirements that a teacher be highly qualified in accordance
with federal and state law.

3. Dissemination of vacancy announcements to ensure a wide range of
candidates.

4. Screening procedures which will identify the best possible candidates for
interviews.

5. Interview procedures which will determine the best qualified candidate

for recommendation to the Board.



BP 4111(b)
RECRUITMENT AND SELECTION (continued)

Staff members involved in the selection process shall recommend only those
candidates who meet all qualifications established by law and the Board for a
particular position. @ Nominations for employment shall be based upon
appropriate screening devices, interviews, observations, recommendations from
previous employers and any requirements of applicable collective bargaining
agreements.

(cf. 4112.8 - Employment of Relatives)

Note: SB 430 (statutes of 1992) amended A.S. 14.20.020 to require coursework in Alaska
studies and multicultural education or cross-cultural communications in order to be eligible
for a teacher certificate. SB 430 also added A.S. 14.20.035 which requires districts to give
preference to applicants who demonstrate training or experience that indicates sensitivity to
the traditions and cultures represented in the student population. Beginning July 1, 1998, a
person will not be eligible for a regular teaching certificate unless he/she has successfully
completed a competency exam. A.S. 14.20.020, as amended by HB 145 (1997). An exam will
not be required of those individuals already holding a valid regular teaching certificate.

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

(cf. 4030 - Nondiscrimination in Employment)
(cf. 4111.1/4211.1/4311.1 - Affirmative Action)

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

No person shall be employed by the Board without the recommendation or
endorsement of the Superintendent or designee. The Board shall be presented
with the Superintendent or designee's recommended candidate who may be
selected or rejected by the Board. If the candidate is rejected, the
Superintendent or designee shall recommend subsequent candidates until the
Board selects someone to fill the position. The Board shall make the final
decision on the selection of all employees.



BP 4111(c)
RECRUITMENT AND SELECTION (continued)

(cf. 6181 - Charter School)

Legal Reference:

ALASKA STATUTES

14.08.111 Duties (regional school boards)

14.14.090 Additional duties

14.20.022 Subject-matter expert limited teacher certificate

14.20.035 Evaluation of training and experience

14.20.100 Unlawful to require statement of religious or political affiliation
14.20.110 Penalty for violation of AS 14.20.100

ALASKA ADMINISTRATIVE CODE
4 AAC 04.210, 04.212 and 06.899(6) Highly Qualified Teachers and
Objective Uniform Standards
6 AAC 30.810 Employer records
6 AAC 30.840 Retention of records

UNITED STATES CODE, TITLE 8
1324(a)(b) Immigration and Nationality Act, as amended by Immigration Reform and Control
Act of 1986 and Immigration Act of 1990

UNITED STATES CODE, TITLE 20

§ 1119 No Child Left Behind Act of 2001, P.L. 107-110
CODE OF FEDERAL REGULATIONS, TITLE 8

274(a) Control of Employment of Aliens

Revised 12/04

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 2/22/06



All Personnel BP 4111.1
4211.1
4311.1
AFFIRMATIVE ACTION

The Superintendent or designee shall maintain an affirmative action program
as required by law. The affirmative action program shall be fashioned in
duration and scope to respond to a demonstrated need for remedial action.
The Superintendent or designee shall update the affirmative action program
not less than every five years. The program shall not unnecessarily hinder the
employment of any group member.

The Superintendent or designee shall publicize this policy throughout the
district and the community.

The Superintendent or designee shall report to the Board annually regarding
the extent to which program goals are being achieved.

(cf. 4030 - Nondiscrimination in Employment)

Legal Reference:
ALASKA STATUTES
14.18.070 Affirmative action
ALASKA ADMINISTRATIVE CODE
4 AAC 06.510 Discrimination in hiring practices
VOCATIONAL REHABILITATION ACT OF 1973
29 U.S.C. 794
AGE DISCRIMINATION IN EMPLOYMENT ACT
29 U.S.C. 621-624
VIETNAM ERA VETERANS' ACT
38 U.S.C. 2012 et seq.
United Steel Workers v. Weber
443 U. S. 193 (1979)

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4111.2
4211.2
4311.2
LEGAL STATUS REQUIREMENT

The district shall hire only citizens and aliens who are lawfully authorized to
work in the United States. District employment practices shall not
discriminate on the basis of citizenship status or national origin, nor shall they
discriminate against any refugees, grantees of asylum, or persons qualified for
permanent or temporary residency.

(cf. 4111/4211 - Recruitment and Selection)

All new employees shall show appropriate documents which certify that they
are legally eligible to work in the United States, as required by law.

Legal Reference:
UNITED STATES CODE, TITLE 8
1324(a)(b) Immigration and Nationality Act, as amended by Immigration Reform and
Control Act of 1986 and Immigration Act of 1990
CODE OF FEDERAL REGULATIONS, TITLE 8
274(a) Control of Employment of Aliens

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel AR 4111.2(a)
4211.2
4311.2
LEGAL STATUS REQUIREMENT

When being hired by the district for any kind of work, prospective employees
shall be informed that they will be asked, within three days of employment, to
show documents which certify their work eligibility and identity. Persons
employed for three days or less must provide such documentation on their first
day. This documentation may consist of one item in group A below, or two
items, one from group B and one from group C below.

Group A - Documents Establishing Both Work Authorization and Identity
1. A United States passport, unexpired or expired.

2. A Certificate of U.S. Citizenship (INS Form N-560 or N-561).

3. A Certificate of Naturalization (INS Form N-550 or N-570).

4. An unexpired foreign passport with I-551 stamp or attached INS Form I-
94 indicating unexpired employment authorization.

5. An Alien Registration Receipt Card with photograph (INS Form I-151 or I-
551).

6. An unexpired Temporary Resident Card (INS Form I-688).

7. An unexpired Employment Authorization Card (INS Form I-688A).
8. An unexpired Reentry Permit (INS Form 1-327).

9. An unexpired Refugee Travel Document (INS Form I-571).

10. An unexpired Employment Authorization Document issued by the INS
which contains a photograph (INS Form [-688B).



AR 4111.2(b)
4211.2
4311.2

LEGAL STATUS REQUIREMENT (continued)

Group B - Documents Establishing Identity

1.

9.

A driver's license or ID card issued by a state or outlying possession of
the United States, provided it contains a photograph or information such
as name, date of birth, sex, height, eye color and address.

An ID card issued by federal, state or local government agencies or
entities. provided it contains a photograph or information such as name,
date of birth, sex, height, eye color and address.

A school ID card with a photograph.

A voter's registration card.

A U.S. military card or draft record.

A military dependent's ID card.

A U.S. Coast Guard Merchant Mariner Card.

Native American tribal documents.

A driver's license issued by a Canadian government authority.

Group C - Documents Establishing Work Eligibility

1.

A U.S. Social Security card issued by the Social Security Administration,
other than one stating it is not valid for employment.

Certification of Birth Abroad issued by the Department of State (Form FS-
545 or Form DS-1350).

An original or certified copy of a birth certificate issued by a state, county,
municipal authority or outlying possession of the United States, bearing
an official seal.

A Native American tribal document.

A U.S. Citizen ID Card (INS Form I-197).



AR 4111.2(c)
4211.2
4311.2

LEGAL STATUS REQUIREMENT (continued)

6. An ID Card for use of Resident Citizen in the United States (INS Form I-
179).

7. An unexpired employment authorization document issued by the INS,
other than those listed in Group A.

If a minor has a work authorization document but does not have any of the
identity documents in Group B, he/she may establish identity by means of a
school record or report card; clinic, doctor or hospital record; or a day-care or
nursery school record. Lacking any of these, he/she still may work, provided
that a parent/guardian completes Section 1 of Form I-9 for the minor. In the
space for the minor's signature, the parent/ guardian must write "minor under
age 18." The parent/guardian also must complete the "Preparer/Translator
Certification" section. In Section 2 under List B after the words "Document #,"
the personnel officer should write "minor under age 18."

If unable to provide satisfactory documentation, the employee shall furnish a
receipt indicating that the needed document has been requested. This receipt
must be presented within three days of the hire, and the document itself must
be provided within 90 days of the hire.

The personnel officer shall examine the documents presented and record the
expiration date as it appears on all work authorization permits. This expiration
information shall be subsequently flagged so as to remind the personnel officer
to verify that the permit has been renewed and that the employee is still eligible
to work.

Should an employee present two documents on which the individual's name is
not the same, the personnel officer shall ask to see documentation of name
change, such as would be provided by a marriage license, divorce papers, court
order or other legal document verifying the name change.



AR 4111.2(d)
4211.2
4311.2
LEGAL STATUS REQUIREMENT (continued)

After examining the documents presented, the personnel officer shall copy
them. Such copies shall be kept confidential and used only as needed to help
justify the district's past decision to accept the documents as valid.

To protect full confidentiality, the personnel officer shall seal these copies in an
envelope on which the following message has been printed:

The enclosed documents, provided only to verify work eligibility for
(name of employee), were examined on (date) by (signature). This
sealed envelope may be opened only by the Superintendent or
designee.  Refer to BP/AR 4111.2/4211.2/4311.2 for current
regulations.

(cf. 4112.6/4212.6/4312.6 - Personnel Records)

The personnel officer shall ask the employee to complete and sign INS Form I-
9.

The personnel officer shall complete and sign the I-9 form and shall assure that
it is kept until a full year after the employee leaves the job.

All I-9 forms shall be kept together in a separate file for at least three years
from the hiring date. I-9 forms shall be kept for all employees hired after
November 6, 1986.

[-9 forms shall be available for inspection upon request by officers of the
Immigration and Naturalization Service or the Department of Labor. Other
personnel documents shall not be made available to government agents unless
they present a warrant or subpoena.

The Superintendent or designee shall open the sealed envelope containing
copies of an employee's work authorization documents only in connection with
inquiries by the INS.

In order to avoid the loss of any employer rights, all communications received
from the Immigration and Naturalization Service shall be answered within 30
days.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel BP 4112.1

CONTRACTS

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

The district shall give or mail reemployment contracts to teachers who are not
dismissed or given notice of nonretention or layoff in accordance with law. If
an employee fails to notify the Superintendent or designee within 30 days after
receipt of a contract of reemployment that he/she accepts reemployment, the
district shall consider the employee to have declined reemployment and shall
terminate the employee's services at the expiration of the existing contract. An
employee on any district approved leave must comply with the 30-day deadline.
It is the responsibility of the employee to provide the personnel office with a
current mailing address.

(cf. 4117.4 - Dismissals)
(cf. 4117.6 - Nonretention)
(cf. 4119.21 - Code of Ethics)

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

ALASKA ADMINISTRATIVE CODE

4 AAC 05.080 School curriculum and personnel

4 AAC 12.010-4 AAC 12.900 Certification of professional personnel
4 AAC 18.010 Teachers’ and administrators’ contracts

4 AAC 18.021 Employment of substitute teachers

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel AR 4112.1

CONTRACTS continued

Appointments and Assignments

1.

Teacher Contracts — The terms of the teacher’s contract are defined by
Alaska State Law, Department of Education Regulations and by action of
the Ketchikan Gateway Borough Board of Education.

The individual, one year teaching contract, signed by the employee and
the School Board, is an agreement that the teacher will perform
responsibilities on the days designated by the Board. To willfully refuse
to do so is a violation of School Board directive, and may be considered
grounds for dismissal.

a) Initial Contract — Contract conditions are stipulated on the
approved contract forms.
b) Continuing Contract — All conditions must be in accordance

With the State Department of Education Regulations.

Employee Responsibility for Certification - The employee shall be
responsible for furnishing a certificate to the personnel coordinator prior
to the first day of employment and, at the expiration of the certificate, for
furnishing a renewal of certification. The employee also shall be
responsible for obtaining the proper endorsements. The teacher contract
may be voided if the proper certificate is not furnished.

It is recommended, but not mandatory, that all applications for original
and renewal of certificates be made through the personnel coordinator.
This is particularly important in the event the certificate is not issued
prior to the required date. If the certificate application, including all
supporting documentation, has been submitted to the district offices,
and forwarded from there to the Department of Education, the teacher
will be considered certificated, temporarily.

No employee may receive any salary until furnishing a certificate, or
applying for a certificate through the personnel coordinator or furnishing
other documentation that the certificate will be issued.

Orientation — The administration may conduct appropriate orientation
sessions for all new employees and transferred employees.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4112.4
4212.4
4312.4

HEALTH EXAMINATIONS

The Superintendent or designee shall ensure that all regularly employed
personnel undergo a health examination as required by law upon initial
employment and every three years thereafter. The Board may exempt from the
physical examination requirement any employees whose work does not bring
them into close contact with students. (4 ACC 06.050)

In addition, the Superintendent or designee may require applicants for
employment in classified positions to undergo a pre-employment physical
examination to show that they are physically able to perform the duties of
specific jobs.

Employees may be required to pass a physical and/or psychological
examination any time such an examination appears necessary to preserve the
health and welfare of district students and employees, or to furnish medical
proof of physical or mental ability to perform satisfactorily the assigned duties
of an individual's position.

(cf. 4119.41 - Employees with Infectious Disease)

Legal Reference:
ALASKA STATUTES
18.15.145 Screening of school employees

ALASKA ADMINISTRATIVE CODE
4 AAC 06.050 Physical examination of school employees
4 AAC 18.010 Teachers’ and administrators’ contracts

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 9/26/07



All Personnel BP 4112.5
4212.5
4312.5
SECURITY CHECK

The School Board desires to hire personnel whose background and behavior
exemplifies a standard deemed appropriate for individuals working with
children. Effort will be made to investigate the background of applicants prior
to hire in the district. This investigation will include questions related to an
applicant's background and criminal history and may include a fingerprint
check.

Falsification of information during the interview or on the application shall be
grounds for immediate removal from consideration for a position or dismissal
from a currently held position.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 10/9/02



Certified Personnel AR 4112.5

SECURITY CHECK

1.

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

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

No person who has been convicted, or plead guilty or no contest
(including forfeiture of bail) to (1) a felony or (2) a crime or other violation
involving a controlled substance within the five years preceding the
application, will be hired by the district. If more than five years have
elapsed since the crime or violation, a person may apply pursuant to the
following paragraph.

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

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 8/7/07



All Personnel BP 4112.6
4212.6
4312.6
PERSONNEL RECORDS

Personnel records shall be kept for all current employees and shall include
information usually expected in good personnel administration. Records shall
be kept for all former employees, including such information as shall seem
appropriate to the administration.

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

All personnel files are confidential and shall be available only to the employee,
persons authorized by the employee, the Superintendent or designee, and
those individuals authorized by the Superintendent or Board in accordance
with administrative procedures. School Board members may request to review
an employee's file at a personnel session of the Board.

Employees shall be notified whenever derogatory information is to be placed in
their personnel files. Employee may review and comment on the contents of
this personnel file. Personnel records shall be made available for inspection by
the employee at an off-duty time. Inspection shall take place in the presence of
an administrator or designee.

Legal Reference:
ALASKA STATUTES
09.25.120 Inspection and copying of public records
23.40.070 Declaration of Policy (PERA)
14.20.149 Employee Evaluation

ALASKA ADMINISTRATIVE CODE
4 AAC 19.040 Use of the evaluation

Municipality of Anchorage v. Anchorage Daily News, 794 P.2d 584 (Alaska 1990)
City of Kenai v. Kenai Peninsula Newspapers, Inc., 642 P.2d 1316 (Alaska 1982)

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel AR 4112.6
4212.6

4312.6
PERSONNEL RECORDS

Personnel records shall be categorized in three (3) areas, and maintained as
follows:

1. Applicants - Individual files will be kept on each applicant for position
openings. Items on file may include:

Application

Letters of Reference

College Transcripts

Other items of applicant's/school district's choice.

Application files shall be destroyed when the position is filled by another
applicant.

2.  Current Employees - Active files for current employees shall include:

Application data noted above

All past evaluation forms

Letters of commendation/reprimand

Current and past contracts and contract amendments
Other items of employee's/school district's choice

Employees shall be informed of other items placed in active personnel
files in advance of inclusion. A notation at the bottom of such an item
shall serve notice. (e.g., cc: personnel file.)

3. Past Employees - Records, containing the following data shall be kept on
file indefinitely:

J Initial Application for Employment

o Most recent evaluation

. Payroll records, including date of hire, compensation, and
date of termination

. Termination Form

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4112.61

4212.61

4312.61
EMPLOYMENT REFERENCES

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

The Superintendent or designee shall process all requests for references, letters
of recommendation, or information about the causes or reasons for separation
regarding all district employees other than the Superintendent. No other staff
member shall make statements concerning a separated employee's
performance or the reason(s) why any individual has left district employment.

(cf. 4112.6 - Personnel Files)
(cf. 4117.5 - Termination Agreements)

Legal References:
ALASKA STATUTES
AS 09.65.160 Job References

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4112.8(a)
4212.8
4312.8
EMPLOYMENT OF RELATIVES AND OTHERS

In order to preclude situations which could bring about a conflict of interest
and problems with favoritism and employee morale, and to avoid incidents of
sexual harassment and sexual harassment claims, an employee shall not be
appointed to serve in a position where a member of the employees immediate
family or a person in a dating relationship with the employee maintains
supervisory or evaluation responsibilities for the position.

For purposes of this policy, immediate family member is defined as a spouse,
parent, child or sibling. A dating relationship is defined as a relationship that
involves a consensual romantic or sexual relationship.

It is the policy of the District that no supervisor shall be involved in a dating
relationship with an employee for whom the supervisor has supervisory or
evaluation responsibilities. This policy applies to all employees without regard
to gender or to the sexual orientation of the individuals involved. While all
employees are expected to maintain professional relationships, those with
supervisory responsibilities bear the responsibility of maintaining appropriate
professional relationships with those they supervise, are in the best position to
appreciate the effect of relationships prohibited by this policy on the District,
and are in the best position to avoid such relationships.

If an immediate family member relationship or dating relationship is
established after employment between employees who are in a supervisory
situation described above, it is the responsibility and obligation of the
supervisor involved in the relationship to immediately disclose the existence of
the relationship to the Superintendent. The Superintendent will inform the
other individual of the disclosure and may take steps to verify that the
relationship is mutually consensual. Failure of the supervisor involved in the
relationship to immediately disclose the relationship may result in disciplinary
action up to and including termination of employment.

Except as provided below, either or both individuals will be transferred to
another available position or the supervisory and evaluation responsibilities
will be reassigned as determined by the Superintendent to be in the best
interest of the District. Notwithstanding any other provision of this policy,
should the relationship adversely affect job performance, disciplinary action
may be taken against the supervising employee, up to and including
termination of employment.



BP 4112.8(b)
4212.8
4312.8

EMPLOYMENT OF RELATIVES AND OTHERS (continued)

All openings, whether permanent or temporary, will be advertised. An
immediate family member of a Board member may be employed by the District
if he/she is the most qualified applicant, has been approved by the Board, and
such employment has received the written approval of the Commissioner of
Education. An immediate family member of the Superintendent may be
employed by the District with written approval of the Board. Immediate family
members may be employed at the same department or work location provided:

1. Their family member is not their immediate supervisor.
2. They are the most qualified candidate for the job.

3. They have been approved by the Superintendent and the Board.

(cf. 9270 - Conflict of Interest)

Legal Reference:
ALASKA STATUTES
14.14.140 Restriction on employment
ALASKA ADMINISTRATIVE CODE
4 AAC 18.031 Employment of members of immediate families of School Board members
4 AAC 18.900 Definitions

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 4/28/04



Personnel BP 4112.10

EMPLOYMENT OF RETIRED TEACHERS

Note: Note: Effective July 1, 2001, AS 14.20.135 authorizes schools districts and REAAs to hire
retired teachers in cases of teacher shortages. Retired teachers hired under this provision may
elect to continue receiving TRS benefit payments during the period of reemployment. However,
teachers and administrators who participated in specified retirement incentive programs are
not eligible to make this election. Retired teachers hired under AS 14.20.135 are not eligible to
acquire, maintain, or reacquire tenure. Prior to the hire of retired teachers under this statute,
the school board must adopt a policy that permits the employment of retired teachers who are
qualified to teach in those disciplines or specialties in which a shortage of teachers exists. The
policy must describe the circumstances that constitute the shortage.

It is the policy of the Board that teacher vacancies be filled in a timely manner
by qualified personnel. The Board recognizes a reduction in the number of
candidates applying for available positions, as compared to previous years.
The District administration is authorized to employ retired teachers in
accordance with AS 14.20.135 in cases of teacher shortages, and to notify the
Administrator of the Teachers’ Retirement System that it is hiring retired
teachers under that statutory provision.

The recruitment and hiring of retired teachers is authorized in those disciplines
or specialties in which a shortage of teachers exists. A shortage is deemed to
exist when five or fewer qualified candidates, excluding retired teachers apply
for a posted position, despite advertising and recruiting for no less than ten
working days.

An applicant shall be evaluated on their qualifications and experience
regardless of retirement status.

(cf. 4111 Recruitment and Selection)

Legal Reference:
ALASKA STATUTES
14.20.135 Employment of Retired Teachers because of shortages
14.25.043 Reemployment of retired members

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 10/10/07




Certificated Personnel BP 4113

ASSIGNMENT

The School Board respects the importance of assigning teachers in accordance
with law, so as to serve the best interests of our students and the educational
program. The Superintendent or designee may assign certificated personnel to
any position for which their preparation, certification, experience and aptitude
qualify them. Teachers may be assigned to any school within the district.

(cf. 4112.8 - Employment of Relatives)

The assignment of certificated personnel shall comply with applicable collective
bargaining provisions.

Legal Reference:
ALASKA STATUTES
14.20.147 Transfer or absorption of attendance area or federal agency school
14.20.148 Intradistrict teacher assignment
14.20.158 Continued contract provisions
23.40.070 Declaration of policy (PERA)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel AR 4114(a)

PROMOTION AND TRANSFER

1.

Posting of Vacancies - Certificated positions that become available will be
announced to all certificated staff via job announcements to each
building. Principals are responsible to post job vacancies in schools.
The district will also notify each teacher, requesting a specific position, of
such job vacancies which occur during the summer.

Intra-School Transfer - Teachers and principals within single school
units are encouraged to work together on intra-school transfers.

Certification - Effort will be made to assign qualified staff persons within
their area of certification. Staff will be assigned outside the area of
certification only with the approval of the Superintendent or
Superintendent's designee.

School to School Transfers - A teacher who desires a school-to-school
transfer may file a request for placement or leave indicating such desire
with the Superintendent. Seniority will be considered during the
staffing process for employees who file a request by March 1st.
Unexpected vacancies, occurring after the March 1st deadline may be
applied for by notifying the Superintendent's office in writing.

a. The S.R.I. Teacher Perceiver Interview may be required of teachers
being considered for transfer recommendation.

b. An exit interview with the employee's current principal will be
required upon initiation of transfer.

C. The employee will also conference with his/her tentatively assigned

supervisor prior to the final decisions for transfer.

Criteria for Placement - Positions will be filled based on academic
preparation within one's major or minor discipline, experience and/or
past performance where applicable, and the needs of the program to
which staff are being assigned.

Involuntary Transfer - Transfers of staff may be initiated by the
administration. The Superintendent may transfer staff in the case of a
bona fide emergency or for the general benefit of the educational
program.

In the event that a transfer is planned for the general benefit of the
educational program, the following steps shall apply:

a. If more than one transfer position option is available, options shall
be delineated by the employee's current supervisor.



Certificated Personnel AR 4114(b)

PROMOTION AND TRANSFER (continued)

b. Employees shall, upon notification of intent to transfer, be given
opportunity to notify principals of desires for future placement.

C. Consideration of transfer requests and involuntary transfer
recommendations will occur in principals' staffing meetings.

d. Before the decision to transfer is accomplished, the teacher will

meet with his/her former supervisor. The teacher will also meet
with the planned receiving supervisor.

e. Staff receiving involuntary transfer shall be notified, in writing, of
the new assignment.

7. Promotions - Certificated positions which offer to provide an increased
level of compensation and/or a higher status shall be posted.
Applications shall be considered based on the established criteria for
placement. Appropriate screening procedures involving the community
and staff may also be formulated.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel BP 4115

EVALUATION/SUPERVISION

The School Board believes that evaluations can provide important information
relevant to making employment decisions and can help staff improve their
teaching skills and raise student achievement levels. In accordance with the
certificated employee evaluation system adopted by the School Board as
required by law, the Superintendent or designee shall evaluate the effectiveness
of non-tenured certificated personnel at least twice a year, and shall evaluate
the effectiveness of tenured certificated personnel at least once every two years.

The district shall provide annual in-service training to all certificated employees
subject to the evaluation system. The training will address the procedures of
the system, the standards used by the district in evaluating performance, and
other information that may be helpful to a thorough understanding of the
evaluation system.

(cf. 4116 - Probationary/Permanent Status)

(cf. 4117.4 - Dismissal)

(cf. 4117.6 — Non-retention)

(cf. 4315.1 - Competence in Evaluation of Teachers)

Legal Reference:
ALASKA STATUTES
14.20.149 Employee Evaluation
23.40.070 Declaration of policy (PERA)

ALASKA ADMINISTRATIVE CODE
4 AAC 19.010-4 AAC 19.060 Evaluation of professional employees
4 AAC 04.200 Professional content and performance standards

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 9/26/07



Certificated Personnel AR 4115

EVALUATION/SUPERVISION

Appraisal of certificated personnel shall serve the following purposes:
1. Aid the employee in professional growth.

2. Raise the standard of the teaching profession.

3. Improve the quality of educational services.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel BP 4116

NONTENURED/TENURED STATUS

The School Board recognize that new teachers need training, assistance and
evaluations designed to increase their competency as teachers and to ensure
that the best qualified staff is retained by the district.

(cf. 4115 - Evaluation)

(cf. 4117.4 - Dismissal)

(cf. 4117.6 - Nonretention)

(cf. 4131 - Staff Development)

A teacher who has been employed by the district continuously for three
consecutive school years and who is then rehired for the next succeeding
school year shall achieve tenure in the district at the beginning of the fourth
year, provided the teacher performs a day of teaching services in the fourth
year, and further provided the teacher received a satisfactory performance
evaluation in the third year.

Legal Reference:
ALASKA STATUTES
14.20.147 Transfer or absorption of attendance area or federal agency school
14.20.150 Acquisition of tenure rights
14.20.155 Effect of tenure rights
14.20.160 Loss of tenure rights
14.20.165 Restoration of tenure rights
14.20.210 Authority of School Board or department to adopt by laws
14.20.215 Definitions

ALASKA ADMINISTRATIVE CODE
4 AAC 18.027 Acquisition of tenure rights: less than full-time teachers
4 AAC 18.900 Definitions

Fairbanks North Star Borough School District v. NEA - Alaska, 817 P.2d 923 (Alaska 1991)
State v. Redman, 491 P.2d 157 (Alaska 1971)

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel BP 4117.2

RESIGNATION

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

If a certificated employee leaves the employ of the district during the contract
year without obtaining acceptance of his/her resignation, or leaves before the
effective date of the resignation, the Superintendent or designee may report
this fact, with supporting evidence, to the Professional Teaching Practices
Commission. The Commission may revoke the credentials of teachers who
leave the district in this manner.

Legal Reference:
ALASKA ADMINISTRATIVE CODE
4 AAC 18.010 Teachers’ and administrators’ contracts

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel BP 4117.3

PERSONNEL REDUCTION

The School Board may determine that a reduction in certificated personnel is
necessary due to declining enrollment, program reduction/elimination, funding
shortfall from local, state or federal sources or due to a reduction in the
district’s basic need in an amount established by law.

The Board shall authorize the Superintendent or designee to lay off employees
in accordance with law, district procedures, and any applicable collective
bargaining provisions.

(cf. 4117.6 - Nonretention)

Legal Reference:
ALASKA STATUTES
14.20.140 Notification of nonretention
14.20.145 Automatic re-employment
14.20.175 Nonretention
14.20.177 Reductions in force
14.20.180 Procedure and hearing upon notice of dismissal or nonretention
14.20.205 dJudicial review
14.20.215 Definitions
23.40.070 Declaration of Policy (PERA)

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

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certified Personnel BP 4117.6

NON-RETENTION OF NONTENURED TEACHERS

A non-tenured teacher may be non-retained for any cause that the employer
deems adequate. The Superintendent shall establish appropriate non-retention
procedures for non-tenured teachers by administrative regulation.

Legal Reference:
ALASKA STATUTES
14.20.140 Notification of non-retention
14.20.175 Non-retention

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 11/14/07



Personnel BP 4119.11(a)

SEXUAL HARASSMENT
Positive School Environment

The Ketchikan Gateway Borough School District is committed to providing a
positive learning and working environment in which all students and
employees can feel comfortable and productive, and in which all participants
share responsibility for maintaining a positive school climate.

The District encourages attitudes and behaviors that promote mutual respect
and harmonious relations. Sexual harassment is a form of misconduct which
interferes with the working or learning effectiveness of its victims and their
peers. For this reason, sexual harassment seriously impairs the District's
ability to provide a positive school environment and undermines the integrity of
the District's academic and employment relationships.

All employees and students must be allowed to learn and work in an
environment free from unsolicited and unwelcome sexual overtures and all
other forms of sexual harassment. To prevent sexual harassment, to provide a
framework for dealing appropriately with any instances of sexual harassment
which may be reported, and to help assure the positive school environment to
which the District is committed, the District's Board of Education has adopted
several provisions which constitute the District's sexual harassment policy. In
fulfilling its commitment to maintain a positive and productive working and
learning environment, the district will work diligently to prevent sexual
harassment by educating all aspects of the school community about this policy
and the importance of observing it.

The District encourages students or employees who may encounter sexual
harassment to immediately process a complaint as detailed in this policy- An
employee or Board member who feels that he/she is being harassed should
immediately report the incident as detailed in this policy and accompanying
administrative regulation. The District will act promptly and appropriately to
investigate all complaints, either formal or informal, verbal or written, of sexual
harassment directed toward any student, employee or Board member of the
District.

The District's administration shall adopt appropriate Administrative
Regulations to implement and effectuate this policy.



Personnel BP 4119.11(b)

SEXUAL HARASSMENT (continued)
Prohibition of Sexual Harassment

Sexual harassment is a form of sex discrimination which violates Section 703
of Title VII of the Civil Rights Act of 1964, as amended, 42 U.S.C. 2000e et seq.,
and Alaska Statute 18.80.010 et seq., which establish and provide for the
Alaska State Commission For Human Rights. In addition, in certain
circumstances sexual misconduct also constitutes criminal conduct. It is the
policy of the District to maintain a learning and working environment that is
free from sexual harassment, sexual misconduct and all other forms of sexual
discrimination.

As detailed in the District's Policy Against Sexual Harassment (including
Administrative Regulations implementing that policy), it shall be a violation of
these prohibitions for any student or employee of the District, or for another
person in the school environment, to engage or participate in sexual
harassment, sexual misconduct or any other form of sexual discrimination in
the school environment. Any student who is found to have engaged in such
prohibited conduct shall be subject to disciplinary action as provided for in
District policy and Alaska law, the possible consequences of which can be up to
and including suspension or expulsion from school. Any employee who is found
to have engaged in such prohibited conduct will be subject to disciplinary
action, pursuant to District policy and applicable law, the possible
consequences of which can be up to and including suspension, demotion or
discharge from employment. Other individuals whose behavior is found to be in
violation of this policy will be subject to appropriate sanctions as determined
and imposed by the Superintendent or Board of Education.

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

The District's administration shall adopt appropriate Administrative
Regulations which delineate the conduct which is prohibited and which
otherwise implements and effectuates these prohibitions.

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 10/24/07
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AR 4119.11(a)

SEXUAL HARASSMENT

Sexual Harassment Defined

1. Sexual harassment consists of unwelcome sexual advances, requests for
sexual favors, sexually oriented physical conduct, communication or
conduct of a sexual nature which is obscene or which denigrates others,
or other conduct or communication of a sexual nature, when:

a.

Submission to the above conduct is made either explicitly or
implicitly a term or condition of an individual's employment,
academic progress, participation in or completion of a school-
related activity.

Submission to or rejection of the above such conduct is used as
the basis for employment decisions affecting such individual, or in
the case of a student, submission to or rejection of such conduct is
used in evaluating the individual's performance within a course of
study or other school-related activity; or,

The conduct or communication described above has the purpose or
effect of unreasonably interfering with an employee's work
performance or a student's educational performance, or creating
an intimidating, hostile or offensive environment.

The fact that someone did not intend to sexually harass an
individual is generally not a defense to a complaint of sexual
harassment. In most instances, it is the conduct and behavior of
the actor, viewed objectively, which determines if the acts
constitute sexual harassment.

2. Sexual harassment may include but is not limited to:

a.

Unwelcome sexual flirtations, advances or propositions, including
subtle pressure toward sexual activity;

Requests or demands that another engage in sexual activity
accompanied by implied or overt promises of preferential treatment
concerning an individual's academic or employment status;



AR 4119.11(b)
SEXUAL HARASSMENT (continued)
Sexual Harassment Defined

C. Requests or demands that another engage in sexual activity
accompanied by implied or overt threats concerning an
individual's academic or employment status;

d. Communications of a sexual content or connotation, in any
medium or manner, which communications are abusive, offensive
or degrading, for example, sexually oriented jokes, stories,
remarks, or display in the school of inappropriately suggestive
objects or pictures; and,

e. Any sexually motivated, unwelcome touching of another person's
body, for example, pinching or patting another in a context which
has sexual connotation or intentionally brushing against a
student's or an employee's body.

Sexual harassment refers to sexually oriented behavior or communication
which is not welcome and which is personally offensive, shocking or degrading.
Sexual harassment does not include personal compliments welcomed by the
recipients, or social interactions or relations freely entered into among students
or among employees or with prospective employees.

Sexual harassment includes misconduct in a sexual context or of a sexual
nature which results in discrimination for or against an employee or student.
Such practices would also include any job related or academic action that is
based upon an individual's acceptance of, resistance to, or refusal of sexual
overtures. This form of sexual harassment may be more difficult for employees
or students to cope with when individuals offer or threaten to use the power of
their position to control, influence or affect the career, salary or job of another
employee or academic status of a student in exchange for sexual favors, but is
nonetheless prohibited and should be reported.

It is possible for sexual harassment to occur at various levels: among peers or
co-workers, between supervisors and subordinates, between employees and
students or imposed by non-employees on employees and/or students.

The District's Policy Against Sexual Harassment also prohibits sexual
misconduct and all other forms of sexual discrimination. Sexual misconduct is
defined as any and all misconduct of a sexual nature, which misconduct is
made subject to criminal liability under Alaska or federal law or local
ordinance. Other forms of sexual discrimination include any other act or
conduct which constitutes a prohibited act of discrimination under Alaska or
federal law.



AR 4119.11(c)
SEXUAL HARASSMENT (continued)
Scope of Prohibition

Sexual harassment of or by employees or students in the school environment
will not be tolerated and is prohibited. In addition, sexual harassment of or by
others who may come into the school environment is also prohibited. For
purposes of this policy, the school environment includes all Ketchikan Gateway
Borough School District facilities and premises, and non-school property if the
employee or student is at any school sponsored or school related activity or
function, such as field trips or athletic events where students are under the
control of the School District or where the employee is engaged in school
business.

This prohibition of sexual harassment extends to all persons at all levels of the
school environment, from members of the District's Board of Education,
administrators and employees to parents, students and others coming into the
school environment. The prohibition also extends, to the fullest extent of the
District's jurisdiction over them, to vendors and others doing business with the
District.

Reporting Procedures

Any person who believes she or he has been the victim of sexual harassment in
the school environment, by a student, employee or other person in the school
environment, should immediately report the alleged acts to an appropriate
person, as designated by this policy. In addition, any third person with
knowledge or belief of conduct which may constitute sexual harassment should
also report such information to a designated person. Persons to whom such
complaints should be directed are designated below.

For complaints arising in each building, the building principal is the person to
whom oral or written complaints of sexual harassment should initially be
directed. Promptly upon receipt of a report, the principal must notify the
Central Office Contact as designated below. If circumstances permit, such
notification should occur prior to screening or investigating the report. If the
report was initially given verbally, the principal should endeavor to summarize
the verbal complaint in writing. Appropriate effort should be made to forward
the written report from the complainant or the principal's summary of a verbal
report to the Central Office Contact within one working day of receiving the
complaint. Failure to report a sexual harassment complaint to the Central
Office Contact as provided for herein, will result in disciplinary action. If a
complaint involves a building principal, the complaint shall be filed directly
with the Central Office Contact.



AR 4119.11(d)
SEXUAL HARASSMENT (continued)

For complaints that do not arise in a particular building, or if for any other
reason a complainant is not comfortable directing a complaint to a building
principal, complaints of sexual harassment can and should be directed to the
designated Central Office Contact. The designated Central Office Contact in the
first instance is the Superintendent of Schools. If for any reason the
Superintendent is not available or is regarded as not an appropriate person to
receive and act upon the complaint, the Assistant Superintendent for the
District would be the Central Office Contact.

At the sole discretion of the complainant, he or she is to be given the option of
pursuing the matter using informal procedures. These informal procedures are
primarily aimed at preventing or stopping offending behavior, and are less
concerned with determining guilt or innocence and imposing sanctions. For
this reason, disciplinary action cannot be taken using informal procedures;
undertaking disciplinary action requires a formal complaint. The complainant
has the option to pursue a formal complaint at any time, but the fact that
informal procedure has been pursued will not constitute evidence as to the
merits of any formal procedure that may subsequently be received.

Sexual Harassment Investigation Procedures

Upon being informed that a formal complaint alleging sexual harassment has
been received, the Central Office Contact shall direct an appropriate person to
investigate the complaint. The appointment shall be reasonable in light of the
allegations of the complaint, the persons involved or alleged to be involved, and
other relevant circumstances. In many instances, the principal of the building
where the harassment allegedly occurred will be the appropriate person to
investigate, but this is not necessarily so. In other instances, the Central Office
Contact or someone else from the Central Office would be an appropriate
person to conduct the investigation. At the discretion of the Superintendent,
the person to investigate may also be a person from outside the District.

Upon receiving a complaint, the investigator shall interview the complainant
and fairly determine the relevant facts and circumstances which the
complainant alleges. It shall be the responsibility of the investigator to
promptly and reasonably undertake such steps as are necessary to investigate
claims of harassment and to report the findings to the Superintendent. The
Superintendent shall complete further investigation as necessary and,
pursuant to applicable law, District policy and other applicable authority,
pursue such dispositive action as deemed appropriate in light of all relevant
facts and circumstances, including but not limited to the District's
commitment to effectuate this policy. Information regarding an investigation of
harassment shall be confidential to the extent possible, and those individuals
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SEXUAL HARASSMENT (continued)

who are involved in the investigation shall not discuss or release information
regarding the complaint outside the District's investigation process. It is
prohibited conduct to retaliate against an employee or student because they
have filed a harassment complaint, assisted or participated in an investigation,
hearing or other procedure regarding a harassment charge or because are
thought to have done so. It is also a prohibited act of retaliation to have
opposed conduct or communications that violate this policy. Any form of such
retaliation will constitute a violation of this policy, independent of whether a
charge or complaint is otherwise substantiated, and is subject to discipline as
otherwise provided. Submission of a complaint or report of sexual harassment
will not affect the complainant's future employment, grades or work
assignments.

It shall be the responsibility of the Board members, administrators, certified
and classified employees, students and others having business or other contact
with the School District to act appropriately under this policy. It shall be the
responsibility of all of the District's administration and staff to inform and
educate employees or students and others involved with the School District
about sexual harassment and the School District's policy prohibiting such
harassment. It shall be the responsibility of the Superintendent, to the extent
that from time to time it appears necessary and appropriate, to develop
administrative policy or guidelines to further effect the implementation of this
sexual harassment policy.

Points to remember in the investigation:
e Evidence uncovered in the investigation is confidential
¢ Complaints must be taken seriously and investigated

e No retaliation will be taken or permitted against individuals involved in
the investigation process

e Retaliators will be disciplined up to and including discharge
e The investigation should be aimed at fairly determining all facts relevant

to whether a violation of this policy occurred, and if so, the nature and
extent of the violation

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99
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4219.21
CODES OF ETHICS 4319.21

The School Board expects district employees to maintain the highest ethical
standards, to follow district policies and regulations, and to abide by state and
national laws. Employee conduct should enhance the integrity of the district
and the goals of the educational program.

The Board encourages district employees to accept as guiding principles the
codes of ethics published by professional associations to which they may
belong.

Note: Pursuant to 4 AAC 18.010 all teacher contracts must state that the teacher is
obligated to abide by the code of ethics and professional standards adopted by the
Professional Teaching Practices Commission. See E 4119.21.

Members of the teaching profession are obligated by law to abide by the code of
ethics and professional standards adopted by the Professional Teaching
Practices Commission (20 AAC 10.010). Employees who violate provisions of
the code of ethics and professional standards may be subject to disciplinary
action, up to and including termination. The district may report any violation
of the code of ethics of which it is aware to the Professional Teaching Practices
Commission.

Note: 20 AAC 10.310 requires that copies of the PTPC Handbook for Alaskan Educators be
conspicuous and available at every educational institution.

(cf. 4117.4 - Dismissal)

(cf. 4117.6 - Nonretention)

(cf. 4118 - Suspension/ Disciplinary Action)
(cf. 4119.25 - Political Activities of Employees)

Legal Reference:
ALASKA STATUTES
14.20.170 Dismissal
14.20.370 - 14.20.510 Professional Teaching Practices Act

ALASKA ADMINISTRATIVE CODE

4 AAC 06.765 Testing Security; Consequences of Breach

4 AAC 18.010 Teachers' and administrators’ contracts

20 AAC 10.010 - 10.900 Professional Teaching Practices Commission

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 12/11/02



(a)

(b)

(c)

E 4119.21(a)

20 AAC 10.020
CODE OF ETHICS AND TEACHING STANDARDS

The following code of ethics and professional teaching standards of the
Professional Teaching Practices Commission governs all members of the teaching
profession. A violation of this section constitutes grounds for revocation or
suspension of certification as provided in AS 14.20.030.

In fulfilling obligations to students, an educator:

(1)

2

3)

(4)

(5)

(6)

(7)

8)

9)

repealed 10/25/2000;

may not deliberately distort, suppress or deny access to curricular materials or
educational information in order to promote the personal view, interest, or goal
of the educator;

shall make reasonable effort to protect the student from conditions harmful to
learning or to health and safety;

may not engage in physical abuse of a student or sexual conduct with a student
and shall report to the commission knowledge of such an act by an educator;

may not expose a student to unnecessary embarrassment or disparagement;

may not harass, discriminate against, or grant a discriminatory advantage to a
student on the grounds of race, color, creed, sex, national origin, marital status,
political or religious beliefs, physical or mental conditions, family, social, or
cultural background, or sexual orientation; shall make reasonable effort to
assure that a student is protected from harassment or discrimination on these
grounds; and may not engage in a course of conduct that would encourage a
reasonable student to develop a prejudice on these grounds;

may not use professional relationships with students for private advantage or
gain;

shall keep in confidence information that has been obtained in the course of
providing professional service, unless disclosure serves a compelling
professional purpose or is required by law;

shall accord just and equitable treatment to all students as they exercise their
educational rights and responsibilities.

In fulfilling obligations to the public, an educator:

(1)

repealed 10/25/2000;



(d)

(2)

(3)

4

(5)

(6)

(7)

8)

E 4119.21(b)

20 AAC 10.020
CODE OF ETHICS AND TEACHING STANDARDS
(continued)

shall take reasonable precautions to distinguish between the educator's
personal views and those of any educational institutional or organization with
which the educator is affiliated;

shall cooperate in the statewide student assessment system established under
4AAC 06.710-4 AAC 06.790 by safeguarding and maintaining the confidentiality
of test materials and information;

repealed 10/25/2000;

may not use institutional privileges for private gain, to promote political
candidates, or for partisan political activities;

may not accept a gratuity, gift or favor that might influence or appear to
influence professional judgment, and may not offer a gratuity, gift, or favor to
obtain special advantage;

may not knowingly withhold or misrepresent material information in
communicating with the school board regarding a matter before the board for its
decision; and

may not use or allow the use of district resources for private purposes not
related to the district programs and operation.

In fulfilling obligations to the profession, an educator:

(1)

2)

3)

4

(5)

(6)

(7)

may not, on the basis of race, color, creed, sex, age, national origin, marital
status, political or religious beliefs, physical condition, family, social or cultural
background, or sexual orientation, deny to a colleague a professional benefit,
advantage, or participation in any professional organization, and may not
discriminate in employment practice, assignment, or personnel evaluation;

shall accord just and equitable treatment to all members of the profession in the
exercise of their professional rights and responsibilities;

may not use coercive means or promise special treatment in order to influence
professional decisions of colleagues;

may not sexually harass a fellow employee;

shall withhold and safeguard information acquired about colleagues in the
course of employment, unless disclosure serves a compelling professional

purpose;

shall provide upon the request of the affected party, a written statement of
specific reasons for recommendations that led to the denial of increments,
significant changes in employment, or termination of employment;

may not deliberately misrepresent the educator's or another's professional
qualifications;



(8)

9)

(10)

(11)

(12)

(13)

(14)
(15)
(16)
(17)

(18)

(19)

E 4119.21(c)

20 AAC 10.020
CODE OF ETHICS AND TEACHING STANDARDS
(continued)

repealed 10/25/2000;

may not falsify a document, or make a misrepresentation on a matter related to
licensure, employment evaluation, test result, or professional duties;

may not intentionally make a false or malicious statement about a colleague's
professional performance or conduct;

may not intentionally file a false or malicious complaint with the commission;

may not seek reprisal against any individual who has filed a complaint, provided
testimony, or given other assistance in support of a complaint filed with the
commission;

shall cooperate fully and honestly in investigations and hearings of the
commission;

repealed 10/25/2000;

may not unlawfully breach a professional employment contract;

shall conduct professional business through appropriate channels;

may not assign tasks to unqualified personnel;

may not continue in or seek professional employment while unfit due to:

(A) use of drugs or alcohol that impairs the educator's competence or the
safety of students or colleagues;

(B) physical or mental disability that impairs the educator's competence or
the safety of students or colleagues.

may not interfere with a colleague’s exercise of political or citizenship rights and
responsibilities. (Eff. 1/30/75, Register 53; am 8/10/80, Register 75; am
6/16/84, Register 90; am 8/5/90, Register 115; am 7/21/91, Register 119; am
7/28/94, Register 131; am 4/8/99, Register 150; am 10/25/2000, Register
156)

Authority: AS 14.20.030
AS 14.20.370
AS 14.20.450
AS 14.20.460
AS 14.20.480



E 4119.21(d)

20 AAC 10.020

CODE OF ETHICS AND TEACHING STANDARDS

(continued)

20 AAC 10.030. MORAL TURPITUDE. For the purpose of AS 14.20.030(a)(2).

(1)

2)

“moral turpitude” means conduct that is wrong in itself even if no statute
were to prohibit the conduct: and
a crime involving moral turpitude includes

A)
(B)
(®)
(D)
(E)
(F)
(G)
(H)
W)
W)
(K)
L
(M)
(N)
(O)
(P)
Q)
(R)
(S)
(M
(L)
V)
(W)
X)
(Y)
2

(AA)

Authority:

homicide;

manslaughter;

assault;

stalking;

kidnapping;

sexual assault;

sexual abuse of a minor;

unlawful exploitation of a minor;
robbery;

extortion;

coercion;

theft;

burglary;

arson

criminal mischief;

forgery;

criminal impersonation;

bribery;

perjury;

unsworn falsification;

interference with official proceedings;
witness tampering;

jury tampering;

terroristic threatening;

possession or distribution of child pornography;
unlawful distribution or possession for distribution of a controlled
substance;

unlawfully furnishing alcohol to a minor.
(Eff. 4/8/99, Register 150)

AS 14.20.030

AS 14.20.450

AS 14.20.460

20 AAC 10.900. DEFINITIONS. In this chapter,

“sexual conduct” includes solicitations for sex; explicit sexual jokes and
stories; discussion of the educator’s sexual feelings or activities;
discussion, outside of a professional teaching or counseling context, of a
student’s sexual feelings or activities, and “sexual penetration” and
“sexual contact” as those terms are defined in AS 11.81.900(j).

(1)

2)

“ physical abuse is an action beyond reasonable discipline that results in
an adverse physical effect upon a student.

PTCB Regs (Eff. 10/25/2000)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT

Revised Date: 7/24/03
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DRESS AND GROOMING

The School Board believes that since teachers serve as role models, they should
maintain professional standards of dress and grooming.

During school hours staff is expected to wear clothing that demonstrates their
high regard for education and presents an image consistent with their job
responsibilities.

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

Revised 9/97

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99
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4219.23
UNAUTHORIZED RELEASE OF CONFIDENTIAL 4319.23
INFORMATION

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

(cf. 1340 - Access to District Records)

Any employee who willfully releases confidential information about students,
staff, or any topic properly confined to an executive session shall be subject to
disciplinary action up to and including dismissal from district service. Any
action by an employee which inadvertently or carelessly results in release of
confidential information shall be recorded, and the record shall be placed in
the employee's personnel file.

Depending on the circumstances, the Superintendent or designee may deny the
employee further access to any privileged information and shall take any steps
necessary to prevent any further unauthorized release of such information.

(cf. 3580 - District Records)

(cf. 5125 - Student Records; Confidentiality)
(cf. 6146.3(AR) — Test Administration)

(cf. 9321 - Executive Sessions)

Legal References:
ALASKA STATUTES
14.03.115 Access to school records by parent, foster parent, or guardian
14.14.090 Additional duties
09.25.120-25.220 Public Records Act
23.40.235 Public Involvement in School District Negotiations

ALASKA ADMINISTRATIVE CODE
4 AAC 06.738 Standards-Based Test Results
4 AAC 06.758 High School Graduation Qualifying Examination Results
4 AAC 06.765 Test Security; Consequences of Breach

UNITED STATES CODE, TITLE 20
1232g FEDERAL FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974

City of Kenai v. Kenai Peninsula Newspapers, Inc., 642 P.2d 1316 (Alaska 1982)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 10/9/02
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4219.25
POLITICAL ACTIVITIES OF EMPLOYEES 4319.25

The School Board believes that district employees have an obligation to prevent
the improper use of school time, materials or facilities for political campaign
purposes. The Superintendent or designee shall regulate political activities on
school property. All employees are prohibited from engaging in any activity in
the presence of students during performance of the employee’s duties, where
the activity is designed or intended to promote, further, or assert a position on
any voting issue, board issue, or collective bargaining issue.

The Board respects the right of school employees to engage in political activities
on their own time. When engaging in political activities, employees shall make
it clear that they are acting as individuals and not as representatives of the
district.

Violations of this policy may result in disciplinary action.

(cf. 4119.21 - Code of Ethics)

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

ALASKA ADMINISTRATIVE CODE
20 AAC 10.010-10.900 Professional Teaching Practices Commission

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 6/11/03
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4219.25
4319.25

POLITICAL ACTIVITIES OF EMPLOYEES

Under no circumstances shall district employees:

1.

2.

Conduct political activities on school property during duty hours.

Solicit campaign support or contributions on school property during duty
hours.

Use school equipment for the reproduction of campaign materials.

Post or distribute campaign materials on school property.

Permit the use of students to write, address or distribute campaign
materials. Individual students may be permitted to participate in such

activities after school hours as part of their community service
requirement.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99
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4219.3

4319.3
DUTIES OF PERSONNEL

The School Board recognizes the importance of having adequate job
descriptions for every district employee. Student safety, the district's fiscal
stability, and the success of the educational program all depend on employees'
fully understanding their responsibilities and duties.

The Superintendent or designee shall prepare and regularly update job
descriptions for all positions. Job descriptions shall clearly specify all essential
and peripheral/marginal functions and duties of the position, the degree of
responsibility the position entails, the type and extent of training required, and
the position of the person to whom the employee reports.

All employees shall fulfill the duties and responsibilities set forth in their job
descriptions and shall comply with Board policies, administrative regulations,
applicable employee agreements, and local, state and federal laws.

(cf. 4030 - Nondiscrimination in Employment)
(cf. 4115/4215/4315 - Evaluation/Supervision)
(cf. 4118/4218/4318 - Suspension/Disciplinary Action)

Legal Reference:
AMERICANS WITH DISABILITIES ACT, P.L. 101-336
42 U.S.C. 12101 et seq.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99
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4219.41

4319.41
EMPLOYEES WITH INFECTIOUS DISEASE

The School Board encourages each employee to inform the district as soon as
possible if he/she contracts an infectious disease which creates a physical or
mental disability. The district will reasonably accommodate the needs of such
individuals.

No employee will be discriminated against because of his/her disability. Legal
protections established for disabled persons extend to individuals significantly
impaired by infectious diseases.

(cf. 4030 - Nondiscrimination in Employment)
(cf. 4112.4/4112.4/4312.4 - Health Examinations)

Note: Decisions regarding reasonable accommodation of employees with infectious diseases
should be made in consultation with one or more medical doctors, including the employee's
physician, and with legal counsel. When the district's medical expert, the employee's treating
physician and the district's legal counsel do not agree as to what accommodation is
reasonable, the Superintendent may convene a medical review panel consisting of a public
health physician with expertise in infectious disease, the employee's treating physician, the
employee and/or employee's representative, and the Superintendent or designee.

When informed that an employee has a disabling infectious disease, the
Superintendent or designee may request that the employee sign a release form
to provide confidential medical information and records.

In determining a reasonable accommodation of the employee's condition, the
Superintendent or designee may consult with public health officials or
physicians with expertise in the diagnosis and treatment of infectious disease.
The Superintendent or designee may also communicate with the employee's
physician regarding the employee's ability to perform the essential
requirements of the job with reasonable accommodation and without posing
significant health or safety risks to the employee or others.

The Superintendent or designee shall prepare a confidential report which
includes his/her recommendation and the medical information upon which it
is based. These recommendations shall take into consideration:

1. The nature of the disease and the probability of its being transmitted,
including the duration and severity of the risk.

2. The physical condition of the employee, including diagnosis, treatment,
and prognosis of the condition.



BP 4119.41(b)
4219.41
4319.41
EMPLOYEES WITH INFECTIOUS DISEASE (continued)

3. The actual requirements of the employee's job and the expected type of
interaction with others in the school setting.

This report shall be forwarded to the Board for confidential review and action.

The job assignment of an employee with a disabling infectious disease shall be
reevaluated whenever there is a change in medical knowledge or in the
employee's medical regimen or health which might affect his/her assignment.

Confidentiality

The Board and the Superintendent or designee shall ensure that employee
rights to confidentiality are strictly observed. The district shall disclose
medical record information only to the extent required or permitted by law.
The medical records of any employee with a disabling infectious disease shall
be held in strict confidence.

Legal Reference:
ALASKA ADMINISTRATIVE CODE
4 AAC 06.140 AIDS in school personnel
4 AAC 06.150 Confidentiality of AIDS information

AMERICANS WITH DISABILITIES ACT, 42 U.S.C. 12101 et seq.
School Board of Nassau County, Fla. v. Arline, 408 U.S. 273 (1987)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99
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4219.42
4319.42

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS

The Superintendent or designee shall meet state and federal standards for
dealing with bloodborne pathogens and other potentially infectious materials in
the workplace. The Superintendent or designee shall establish a written
Exposure Control Plan designed to protect employees from possible infection
due to contact with bloodborne viruses, including human immunodeficiency
virus (HIV) and hepatitis B virus (HBV).

The School Board shall determine which employees have occupational
exposure to bloodborne pathogens and other potentially infectious materials.
In accordance with the district's Exposure Control Plan, employees having
occupational exposure shall be offered the hepatitis B vaccination.

The Superintendent or designee may exempt designated first-aide providers
from pre-exposure hepatitis B vaccination under the conditions specified by
state regulations.

Any employee not identified as having occupational exposure in the district's
exposure determination may petition to be included in the district's employee
inservice and hepatitis B vaccination program. Any such petition should be
submitted to the Superintendent or designee who shall evaluate the request
and notify the petitioners of his/her decision. The Superintendent or designee
may deny a request when there is no reasonable anticipation of contact with
infectious material.

(cf. 4119.43 - Universal Precautions)
(cf. 4157 - Employee Safety)

Legal Reference:
CODE OF FEDERAL REGULATIONS, TITLE 29
1910.1030 OSHA Bloodborne Pathogens Standards

revised 9/93

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel AR 4119.42(a)
4219.42
4319.42

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS

Definitions

Occupational Exposure means 'reasonably anticipated skin, eye, mucous
membrane, or parenteral contact with blood or other potentially infectious
materials that may result from the performance of an employee's duties." (Title
8, Section 5193(b))

Exposure Incident means "a specific eye, mouth, other mucous membrane,
nonintact skin, or parenteral contact with blood or other potentially infectious
materials that results from the performance of an employee's duties."
Parenteral contact means "piercing mucous membranes or the skin barrier
through such events as needle sticks, human bites, cuts, and abrasions." (29
CFR 1910.1030 (b))

Exposure Control Plan

The district's Exposure Control Plan shall contain at least the following
components: (29 CFR 1910.1030 (c))

1. A determination of which employees have occupational exposure to blood
or other potentially infectious materials.

2. A description of the schedule and method for implementing exposure
control requirements, including but not be limited to:

a. Universal precautions

(cf. 4119.43 - Universal Precautions)
b. Engineering and work practice controls
c. Personal protective equipment
d. Housekeeping schedules
e. Hepatitis B vaccination
f.  Post-exposure evaluation and follow-up
g. Informing employees about biohazards, including:
(1) Labels and signs, and

(2) Training



AR 4119.42(b)
4219.42
4319.42
EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS
(CONTINUED)

h. Maintenance of training and medical records

3. The district's procedure for evaluating circumstances surrounding
exposure incidents.

The Exposure Control Plan shall be reviewed and updated at least annually
and whenever necessary to:

1. Reflect new or modified tasks and procedures affecting occupational
exposure.
2. Reflect new or revised employee positions with occupational exposure.

The district's Exposure Control Plan shall be accessible to employees in
accordance with law. It also shall be made available to the Chief or Director of
the National Institute for Occupational Safety and Health, U.S. Department of
Health and Human Services, or his/her designee, upon request for
examination and copying.

Exposure Determination

The district's exposure determination shall be made without regard to the use
of personal protective equipment and shall include:

1. All job classifications in which all employees have occupational exposure
to bloodborne pathogens.

2. Job classifications in which some employees have occupational exposure.

3. All tasks and procedures or groups of closely related tasks and
procedures in which occupational exposure occurs and which are
performed by employees listed in item #2 above. (29 CFR 1910.1030(c))

Hepatitis B Vaccination

Hepatitis B vaccinations shall be provided at no cost to those employees
determined to have occupational exposure to blood and other potentially
infectious materials. Employees who decline to accept the vaccination shall
sign the hepatitis B declination statement as required by law. (E 4119.42) (29
CFR 1910.1030 (f)(2))



AR 4119.42(c)
4219.42
4319.42
EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS
(continued)

Protective Equipment

The district shall provide appropriate personal protective equipment at no cost
to the employee. Protective equipment will be chosen based on anticipated
exposure to blood, or other potentially infectious materials. The district shall
maintain, repair, make accessible and require employees to use and properly
handle protective equipment. (29 CFR 1910.1030 (c)(2))

Information and Training

The district shall provide a training program as specified by law to all
employees in job classifications which have been determined to have some
degree of occupational exposure. This program shall be offered at the time of
initial assignment, annually thereafter, and whenever a change of tasks or
procedures affect the employee's exposure.

Exposure Incidents: Post-evaluation and Follow-up

All exposure incidents must be reported as soon as possible to the
Superintendent or designee. Following a report of an exposure incident, the
district shall provide the exposed employee with a confidential medical
evaluation and follow-up, as required by law. The district shall maintain the
confidentiality of the affected employee and the exposure source during all
phases of the post-exposure evaluation. (29 CFR 1910.1030(f))

(cf. 9011 - Disclosure of Confidential/Privileged Information)



AR 4119.42(d)

4219.42
4319.42
EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS
(continued)
Records

Medical and training records shall be kept in accordance with law. @ Medical
records shall be maintained for the duration of employment plus thirty years.
Training records shall be maintained for three years from the date of training.
(29 CFR 1910.1030(h))

An employee's records shall be made available to that employee and to the
National Institute for Occupational Safety and Health in accordance with law.
(29 CFR 1910.1030(h))

Medical records for each employee with occupational exposure will be kept
confidential as appropriate and transferred or made available in accordance
with law. (29 CFR 1910.1030(h))

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



E 4119.42
4219.42
4319.42

Hepatitis B Vaccine Declination

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

Signature

Employee Name (Please print)

Date

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4119.43

4219.43

4319.43
UNIVERSAL PRECAUTIONS

Universal precautions shall be observed throughout the district to protect
employees, students and any other persons in the school environment from
contact with potentially infectious blood or other body fluids.

Universal precautions are appropriate for preventing the spread of all infectious
diseases and shall be used regardless of whether blood borne pathogens are
know to be present.

(cf. 4119.42 - Exposure Control Plan for Bloodborne Pathogens)
(cf. 5141.23 - Infectious Disease Prevention)
(cf. 6145.2 - Interscholastic Competition)

Legal Reference:
Occupational Safety & Health Standards
Alaska Department of Labor

CODE OF FEDERAL REGULATIONS, TITLE 29
1910.1030 OSHA Bloodborne Pathogens Standards

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel AR 4119.43(a)
4219.43
4319.43
UNIVERSAL PRECAUTIONS

"Universal Precautions" is an approach to infection control. According to the
concept of universal precautions, all human blood and certain human body
fluids are treated as if known to be infectious for HIV, HBV and other
bloodborne pathogens. (29 CFR 1910.1030 (b))

Human immunodeficiency virus (HIV) and hepatitis B virus (HBV) can be found
in blood, semen, vaginal secretions and breast milk. Other body fluids such as
feces, urine, vomit, nasal secretions, sputum, and saliva may contain
infectious germs that cause other diseases. It is not always possible to know
when blood or body fluids are infectious; therefore, all body fluids shall be
handled as if infectious.

All students and staff shall routinely observe the following universal
precautions for the prevention of infectious disease:

1. Wear disposable waterproof gloves whenever you expect to come into
direct hand contact with blood, other body fluids, or contaminated items
or surfaces. This applies to incidents including, but not limited to,
caring for nosebleeds or cuts, cleaning up spills, or handling clothes
soiled by blood or body fluids. Do not reuse gloves. After each use,
remove the gloves without touching them outside and dispose of them in
a lined waste container. Gowns or smocks should also be worn if you
anticipate soiling of clothes by body fluids or secretions.

2. Wash your hands and any other contacted skin surfaces thoroughly for
15 to 30 seconds with dispensable soap and warm running water, rinse

under running water, and thoroughly dry with disposable paper towels:

a. Immediately after any accidental contact with blood, body fluids,
drainage from wounds, or with soiled garments, objects or surfaces.

b. Immediately after removing gloves, gowns or smocks.
c. Before eating, drinking or feeding.
d. Before handling food, cleaning utensils or kitchen equipment.

e. Before and after using the toilet or diapering.



AR 4119.43(b)
4219.43
4319.43
UNIVERSAL PRECAUTIONS (continued)

When running water is not available, use antiseptic hand cleanser and
clean towels or antiseptic towelettes, and use soap and running water as
soon as feasible.

3. Clean surfaces and equipment contaminated with blood with soap and
water and disinfect them promptly with a fresh solution of bleach (ten
parts water to one part bleach) or other disinfectant. While cleaning,
wear disposable gloves and use disposable towels whenever possible.
Rinse mops or other nondisposable items in the disinfectant.

4. Properly dispose of contaminated materials and label them as
biohazardous.

a. Place blood, body fluids, gloves, bloody dressings and other
absorbent materials into appropriately labeled plastic bags or lined

waste containers.

b. Place needles, syringes and other sharp disposable objects in leak-
proof, puncture proof containers.

c. Bag soiled towels and other laundry. Presoak with disinfectant and
launder with soap and water.

d. Dispose of urine, vomitus or feces in the sanitary sewer system.

5. Do not care for others' injuries if you have any uncovered bleeding or
oozing wounds or nonintact skin conditions.

6. Use a mouthpiece, resuscitation bag or other ventilation device when
readily available in place of mouth-to-mouth resuscitation.

Staff shall immediately report any exposure incident or first-aid incident in
accordance with the district's Exposure Control Plan or other procedures.

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Personnel BP 4121

EMPLOYMENT OF SUBSTITUTE TEACHERS

The Superintendent of schools may employ temporary and part-time personnel
without election by the Board of Education where such employment is
necessary for the welfare of the schools and where funds for such employment
have been budgeted.

Substitute teachers may be certificated or non-certificated, depending on the
availability of qualified personnel. The Superintendent shall establish
procedures to determine priorities in the calling of substitutes.

The salaries of substitute teachers have been in accordance with Alaska
Statutes and fair employment practices. Substitute teachers without teacher
certification shall receive $75.00 for each full day of substitute teaching.
Individuals with verified college degrees shall receive $95.00 a day. Certificated
substitute teachers shall be compensated at a rate of $115.00 for each full day
of teaching.

Legal Reference:
ALASKA STATUTES
14.07.60 Regulations

ALASKA ADMINISTRATIVE CODE
4 AAC 18.021 Employment of Substitute Teachers

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Personnel

AR 4121

EMPLOYMENT OF SUBSTITUTE TEACHERS

1.

Substitute Selection - All substitute teachers will be selected by the
principals from an approved substitute teacher list developed by
the Superintendent's office.

The work day for a substitute shall be the same as for regular
personnel in that position category.

No Employee Benefits - A substitute teacher is not entitled to
tenure, sick leave, vacation, retirement or other benefits provided
to full-time, permanent employees.

Short term Substitute - A substitute employed to replace a teacher
who will be absent for less than 20 days is not required to hold a
certificate. This person receives no benefits. Service as a short
term substitute will not count toward accrual of tenure or
seniority.

Long Term Substitute - If a substitute is replacing a teacher who
will be absent for 20 or more days they will be offered a long term
substitute contract which includes applicable benefits for a
specified period of time and will be paid according to his/her
placement on the salary schedule. Service as a long term
substitute will not count toward accrual of tenure or seniority.
Long term substitutes who serve to the end of the school year must
be notified of non-retention prior to the end of the year if they are
not to be employed for the subsequent year.

In-School Suspension Coordinator - In the event a substitute is
needed for the In-School Suspension Coordinator the substitute’s
rate of pay will be that of a substitute teacher with a degree,
$95.00 per day or a substitute teacher holding an Alaska teaching
certificate, $115.00 per day.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 11/20/08



Certificated Personnel BP 4122

STUDENT TEACHERS

The School Board is legitimately interested in the quality of teacher training
programs and encourages the use of student teachers in the district. Such use
shall support the instructional needs of the district and may enable future
teachers to fulfill state requirements, learn how to teach, and receive valuable
feedback which can enhance their competence.

The Superintendent or designee may enter into agreements with accredited
colleges and universities to allow student teachers to have supervised teaching
experiences and/or observations within the district. The Superintendent or
designee may collaborate with the program administrators of teacher
preparation institutions to jointly develop, supervise and evaluate practical
programs which provide training, support and evaluation for the student
teacher.

Legal Reference:
ALASKA ADMINISTRATIVE CODE
4 AAC 30. 020 Student teachers

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel BP 4131(a)

STAFF DEVELOPMENT

The School Board recognizes that a competent well-trained staff is essential to
carrying out its goals. In our rapidly changing society, teachers must
constantly review curriculum content, teaching methods and materials, and
related goals. Staff development is a necessary, continuous and systematic
effort to improve district educational programs by involving all employees in
activities that improve their skills and broaden their perceptions.

In order to respond directly to the needs of our students, staff development
activities may address content areas, methodology, interpersonal relations
between students and faculty, student growth and development, and staff
communication, problem solving and decision making.

(cf. 5131.6 - Alcohol and Other Drugs)
(cf. 5141.5 - Child Abuse Reporting)

The Superintendent is encouraged to provide the staff with development which
may include opportunities such as the following:

1. Released time and leaves of absence for travel and study.
2. Visits to other classrooms and other schools.
3. Conferences involving outside personnel from the district, county, state,

region or nation.

4. Membership in committees drawing personnel from various sources.
5. Training classes and workshops offered by the district.
6. Further training in institutions of higher learning, including credit

courses conducted in or near the district instead of on the college
campus, whenever possible.

7. Access to professional literature on education issues.

(cf. 4116 - Nontenured/Tenured Status)

Legal Reference: (See next page)



BP 4131(b)

STAFF DEVELOPMENT (continued)

Legal Reference:
ALASKA STATUTES
14.08.111 Duties (Regional School Boards)
14.14.090 Additional Duties
14.18.060 Discrimination in textbooks and instructional materials prohibited
14.20.680 Training required for teachers and other school officials

ALASKA ADMINISTRATIVE CODE

4 AAC 06.530 Guidance and counseling services
4 AAC 06.550 Review of instructional materials
4 AAC 19.060 Evaluation Training

4 AAC 52.260 Personnel Development

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4132
4232
4332
PUBLICATION OR CREATION OF MATERIALS

The School Board recognizes that district employees may create copyrightable
materials either at work, at home, or both at work and at home. The
development of copyrightable materials during, or in part during, the work day
must be approved by the Superintendent or designee. However, the
Superintendent or designee's approval or lack of approval shall not affect the
district's ownership of copyrights for materials developed during work hours.

Materials written or developed by an employee during the normal school day
are considered district property. (17 United States Code 201)

Materials developed during both school and leisure hours are owned jointly by
the employee and the district. In such cases, the Superintendent or designee
shall ensure that a contractual agreement is made, clarifying the joint
ownership. A partnership entity may be created to hold the copyright on behalf
of both parties.

The Board may secure copyrights in the name of the district for all
copyrightable works developed by the district. All royalties or revenues from
these copyrights shall be used for the benefit of the district.

(cf. 6162.6 - Use of Copyrighted Materials)

Legal Reference:
FEDERAL COPYRIGHT LAW
17 U.S.C., 201 and 201(a)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4133

4233
TRAVEL EXPENSES 4333

The School Board shall pay for actual and necessary expenses, including
travel, incurred by any employee performing authorized services for the district.
Expenses shall be reimbursed within limits established by the Board.

The Superintendent or designee may approve employee requests to attend
meetings in accordance with the adopted budget.

The Superintendent or designee may authorize an advance of funds to cover
necessary expenses. The Superintendent or designee shall establish
procedures for the submission and verification of expense claims.

All travel must be approved by the employee’s immediate supervisor. All out-
of-district travel must be approved by the Superintendent or designee.

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

All out-of-state travel must have Superintendent approval. Travel expenses not
previously budgeted must be approved on an individual basis by the Board.

(cf. 3300 - Expenditures /Expending Authority)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel AR 4133(a)

4233
4333

TRAVEL EXPENSES

Travel Outside the Borough

1.

Travel shall be authorized and approved by the responsible
administrators as for any other expenditure or purchase.

Air transportation shall be reimbursed at coach class rate or lower. If
available and conditions permit, excursion, supersaver or other discount
rates should be utilized. Travel should be by the most direct route.
Stopovers en-route for purposes other than business resulting in
increased airfare shall be deducted from the reimbursement.

Ferry, taxi, and limousine fares shall be reimbursed. Whenever possible,
receipts for fares should be retained and attached to the expense report.

Vehicle rentals are authorized and shall be reimbursed only at those
times when the conduct of school district business warrants the use of
an automobile.

Lodging shall be approved by the administrator and reimbursed at cost.

Per diem shall be $40.00 for each night outside the Borough. Per diem
covers meals and other personal incidentals.

Advances may be requested, and will be paid up to 90% of a person's
estimated "out of pocket" expenses.

Each person traveling for school district business shall be reimbursed
upon receipt of a signed and approved travel expense report. Receipts
for transportation and lodging must be attached. All advances will be
deducted.

Using Personal Vehicles

1.

Compensation to administrators for the continuous use of personal
vehicles in the conduct of District business shall be determined by the
superintendent, unless otherwise contracted by the Board. The extent of
required use will be the primary determining factor in the amount of
compensation allowed for each administrator.

Mileage reimbursement shall be provided to staff who are required to use
their personal vehicles to conduct School District business or perform
their regularly assigned duties.



All Personnel AR 4133 (b)

4233
4333

TRAVEL EXPENSES continued

3.

A vehicle log will be kept by employees requesting mileage
reimbursement. The log shall account for all usage pertaining to school
district business.

Mileage attributed to vehicle use for school district business shall be

determined by the Superintendent or his designee, upon review of the
employees vehicle log.

Approved mileage reimbursement shall be at the rate of $.505 per mile.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 8/25/08



All Personnel BP 4135
4235
4335
SOLICITING AND SELLING

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

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

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

(cf. 1325 - Advertising and Promotion)

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

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4136

4236
4336
NONSCHOOL EMPLOYMENT

The School Board recognizes that district employees may receive compensation
for outside activities as long as these activities are not inconsistent,
incompatible, or in conflict with the employee's duties or to the duties,
functions or responsibilities of the district.

Outside paid activities are incompatible with district employment if they
require time periods that interfere with the proper, efficient discharge of the
employee's duties, if they entail compensation from an outside source for
activities which are part of the employee's regular duties, or if they involve
using for private gain the district's name, prestige, time, facilities, equipment or
supplies.

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

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

(cf. 4132/4232/4332 - Publication or Creation of Materials)
(cf. 4135 - Soliciting and Selling)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 9/26/07



BP 4244

4344
All Personnel

EMPLOYEE CONCERNS

It shall be the practice of the Ketchikan Gateway Borough School District to
discover and use effective means of resolving employee concerns. The channels
of communication shall remain open among all affected parties.

This policy will ensure an opportunity to resolve employee concerns promptly
and equitably. No employee shall suffer reprisals as a result of having utilized
this process to resolve a concern.

The Superintendent shall establish regulations to ensure that individual
employees have a process by which concerns may be heard and resolved.

(cf. K.E.A. Teacher Contract)

(cf. K.E.A. ESP Negotiated Agreement)

(cf. K.E.A. District Aide Negotiated Agreement)
(cf. School Secretary Memorandum of Agreement)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



AR 4144
All Personnel 4244
4344

EMPLOYEE CONCERNS

1. Informal Resolutions - An employee with a concern will first discuss the
concern with his immediate supervisor. The purpose of this discussion
will be to gain information regarding the concern and to resolve it on an
informal basis.

2. Formal Request for Resolution - If the employee is not satisfied with the
resolution, the employee may submit the concern in writing to the
supervisor. The statement will contain the following information:

The specific cause of the concern
Date, Time and Place if appropriate
Specific recourse sought

Other pertinent information

Qoo

Within five (5) working days of receipt of the written concern, the
supervisor will have a meeting with the employee to hear the employee's
concern. Within ten (10) working days of that meeting, the supervisor
will issue his decision in writing to the employee.

3. Appeal to Superintendent's Office - If the employee is dissatisfied
with the decision he may appeal the decision in writing to the
Superintendent's Office within five (5) working days of receipt of
the decision. The Superintendent will hear the appeal within ten
(10) days of receipt of the written request. The Superintendent will
render his decision within ten (10) working days following the
hearing.

4. Appeal to Board of Education - If the employee is dissatisfied with
the Superintendent's decision he may appeal that decision to the
School Board in writing. The concern will be placed on the next
appropriate School Board agenda for review. The review may be in
either open or executive session at the request of the employee.
The results of the review will be recorded in the official minutes of
the meeting.

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



EMPLOYEE CONCERNS REPORT FORM

Employee Name

E

4144
4244
4344

Concern

Date Time Place

Specific Recourse Sought

Date of Informal Meeting Date of Meeting

Supervisors Decision:
Accepted Denied

(Attachments as Necessary)
Date of Appeal to the office of the Superintendent

Date of Superintendent meeting

Office of the Superintendent Decision:
Accepted Denied

(Attachments as Necessary)
Date of School Board Hearing

Board's Decision:
Accepted Denied

(Attachments as Necessary)



All Personnel BP 4151(a)

SALARY GUIDES - EXEMPT EMPLOYEES

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

The Board is committed to compliance with the salary basis requirements of
the Fair Labor Standards Act. Improper deductions from the salaries of exempt
employees are prohibited.

(cf. BP 4253 Overtime Pay/Compensatory Time Off)
Salary Basis Requirement

An exempt employee must meet certain tests regarding their job duties and be
paid on a salary basis. Being paid on a “salary basis” means an employee
regularly receives a predetermined amount of compensation each pay period on
a weekly, or less frequent, basis. The predetermined amount cannot be
reduced because of variations in the quality or quantity of the employee’s work.
Subject to exceptions listed below, an exempt employee must receive the full
salary for any workweek in which the employee performs any work, regardless
of the number of days or hours worked. Exempt employees do not need to be
paid for any workweek in which they perform no work.

Permissible Deductions

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

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



All Personnel BP 4151(b)
SALARY GUIDES - EXEMPT EMPLOYEES (continued)

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

Complaint Procedure for Improper Deductions

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

If you believe that an improper deduction has been made to your salary, you
should immediately report this information to your direct supervisor, or to the
business manager.

Reports of improper deductions will be promptly investigated. If it is
determined that an improper deduction has occurred, you will be promptly

reimbursed for any improper deduction made.

Legal Reference:

Fair Labor Standards Act, 29 U.S.C. § 201, et seq.

Added 12/04

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 2/22/06



Personnel AR 4151

CERTIFICATED SALARIES

1.

Superintendent of Schools - The salary of the Superintendent shall be set
by the Board, and shall not be less than the minimum set by law.

District-Wide Administrators - The salaries of district-wide
administrators shall be determined by the Superintendent or by
negotiated agreement, subject to approval by the Board.

Initial Placement on Salary Schedule - Initial placement on the salary
schedule will be assigned by central office. This placement will be
presumed correct unless objection is made within thirty (30) days of the
educator's notification thereof.

Advancement for Further Education - The employee must apply for the
upgrading and must furnish transcripts of course work, half of which
must be graduate level courses. Application for movement for the next
school year must be in to central office by March 1* of the current year.
Transcripts must be furnished prior to November 15. Exceptions to the
"graduate credit" stipulation will be granted if prior permission has been
obtained from the Superintendent. Three hours may be earned by
correspondence at each level of the schedule.

Salary Placement of Half-time Teachers - Teachers working on a half-
time basis will advance one step on the salary schedule each year. The
contracted compensation will be in the amount of one-half of that
increment. (The teacher who has been working half-time will have the
total number of years of half-time experience divided by 2 to determine
proper placement on the salary schedule when he/she becomes a full-
time employee.)

If the employee has been teaching full-time and should become a half-
time employee, salary schedule placement will be at the total number of
years of full-time and half-time experience. The contract will be in the
amount of one-half of that step.

Pay Installments - Teachers wishing to receive their salary in 12 equal
installments will notify the Superintendent on or before September 1 of
each school year.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel AR 4152

4252
4352

SALARY DEDUCTIONS

Certain deductions from an employees regular salary check shall be allowed:

a.

b.

Federal and State Income Tax must be deducted as specified by
law.

Health Insurance, including life, hospitalization, medical and
dental coverage, is available. The employee's share shall be
deducted from his salary each month.

Credit Union payments will be deducted from the salary check at
the employee's request.

Other Deductions may, at times, be arranged by agreement with
the association, or the employee.

TRS supplementary deduction - certified
PERS supplementary deduction - classified
Tax sheltered annuity

Others as arranged by the Superintendent

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Personnel AR 4153(a)

EXTRA-DUTY CONTRACTS

1. Appointment - School principals shall be responsible for the
recommendation of personnel for extra-curricular duties.

2. Compensation - Salaries shall be provided according to the extra-duty
schedule as listed in the negotiated agreement between the Ketchikan
Gateway Borough School District and the Ketchikan Education
Association. The parties may agree to add to placements by
memorandum of agreement.

3. Contract Preparation - The Principal or his/her designee shall notify the
Personnel Coordinator of potential appointments so contracts can be
prepared for employees in the administrative offices.

4. Notification - Notification of appointments shall be by letter from the
Superintendent or his/her designee. An unexecuted contract shall be
provided with the notification letter. Appointees have 30 days to sign the

contract.

5. Recording of Contract - Executed contracts shall be returned to the
Personnel Coordinator for the purpose of recordkeeping and
compensation.

6. Payment - Once authorized by the Superintendent, salaries to the
employee shall go through the regular payroll procedures of the district.

7. Pro-rating of Compensation - Extra-duty salaries in excess of $750
issued to teachers (or certificated administrators) shall be paid as
follows:

Fall season activities — October payroll

Winter season activities — February payroll

Spring season activities — May payroll

Full-year activities — 1/3 of the contract shall be paid in
October, 1/3 of the contract paid in February, and 1/3 of the
contract shall be paid in May.

Extra-duty salaries in excess of $750 issued to non-teachers will be pro-rated over
the activity season.



AR 4153(b)

EXTRA-DUTY CONTRACTS (continued)

8.

Dismissal - School principal will notify, in writing, any person whose

extra-duty contract is to be terminated prior to completion. A copy of
the termination notice shall be sent to the Superintendent and a
second copy shall be sent to the Personnel Coordinator.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 4/18/02



All Personnel AR 4154
4254
4354
HEALTH AND WELFARE BENEFITS

Federal Consolidated Omnibus Reconciliation Act (COBRA)

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

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel AR 4154.1(a)

4254.1
4354.1
EMPLOYEE BENEFITS
1. Health and Life Insurance - Life insurance up to the amount of the

850,000 shall be carried on each employee who chooses to participate in
the Health Insurance program. The policy has additional benefits in case
of accidental death or disability.

2. Worker's Compensation - The school district shall carry worker's
compensation on every employee. In case of accident during the hours of
employment, all medical expenses are paid. If an employee is not able to
work as a result of the injury, the following benefits go into effect:

a. The first three (3) days of the employee's absence will be charged
against the employee's sick leave (worker's compensation payments
do not commence until after the first three days of absence from
the job).

b. Worker's Compensation will pay 66 2/3% of the employee's average
weekly rate and no less than $110.00 a week.

C. The school district will pay the difference between the Worker's
compensation and the employees salary during the duration of the
disability, or until sick leave benefits are exhausted.

d. Medication, actual transportation expense and other costs relating
to medical treatment shall be reimbursed by worker's
compensation when receipts are retained by the employee and
claims for reimbursement are accepted by the insurer.

e. Disability, death, disfigurement and rehabilitation compensation
will be provided as negotiated by the employee and the Worker's
Compensation Division of the Alaska Department of Labor.

When Worker's Compensation benefits go into effect, the employee receiving 33
1/3% salary payment from the district shall be charged 1/3 day of sick leave
for each day no on the job. When the employee's accumulated sick leave is
exhausted, salary and all fringe benetfits from the district will stop.

3. Certified Retirement Compensation - Membership in the State of Alaska
Teachers' Retirement System is mandatory for permanent full-time and
half-time certificated employees. The Teachers' Retirement System is a
contributory plan, and the employee's share will be deducted as
prescribed by law.



All Personnel AR 4154.1(b)

4254.1
4354.1
EMPLOYEE BENEFITS (continued)
4. Classified Retirement Compensation - Membership in the State of Alaska
Public Employees' Retirement System is mandatory for permanent full-
time and half-time classified employees. @ The Public Employees'

Retirement System is a contributory plan, and the employee's share will
be deducted as prescribed by law.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4156.2

4256.2

4356.2
AWARDS AND RECOGNITION

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

(cf. 1150 - Commendations and Awards)
(cf. 3300 - Expenditures/Expending Authority)

The Superintendent or designee shall recommend individuals to the Board for
such awards.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4156.3
4256.3
4356.3

REIMBURSEMENT, UNIFORMS AND ALLOWANCES

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

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4157
4257

4357
EMPLOYEE SAFETY

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

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

(cf. 3514 - Environmental Safety)

(cf. 3514.1 - Hazardous Substances)

(cf. 4119.41/4219.41/4319.41 - Employees with Infectious Disease)
(cf. 4158/4258/4358 - Employee Security)

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



All Personnel BP 4158
4258
4358
EMPLOYEE SECURITY

An employee may use reasonable force when necessary to protect
himself/herself from attack, to protect another person, to quell a disturbance
threatening physical injury to others, or to obtain possession of weapons or
other dangerous objects on or within the control of a student.

¢f. 5144 - Discipline

Employees shall promptly report any student attack, assault or threat against
them to the Superintendent or designee. The employee and the principal or
other immediate supervisor both shall promptly report such instances to the
appropriate local law enforcement agency.

(cf. 1410 — Interagency Cooperation for Student and Staff Safety)

Legal Reference:
ALASKA STATUTES
11.81.430 Justification, use of force, special relationships
11.81.900 Definitions
14.33.120-.140 School disciplinary and safety program

ALASKA ADMINISTRATIVE CODE
4 AAC 07.010-4 AAC 07.900 Student rights and responsibilities

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Revision Date: 3/26/03



All Personnel AR 4160

4260
4360

LEAVE OF ABSENCE

1.

Leave Available - A maximum of 3% of the total staff, with any fractional
number being equal to one teacher, may be granted Leaves of Absence
each year.

Return to District - An employee granted a Leave of Absence must state
his intention to return for such leave to the school system. They may
advance on the salary schedule only if the leave is professionally or
educationally beneficial.

Outside Employment - Employees will not accept teaching positions in
other districts while on leave except with Board approval.

Insurance Coverage - Insurance coverage may be continued with proper
authorization and upon payment of the premium by the employee.
Insurance coverage at the employee's expense shall be available through
the district for a maximum of two (2) years.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel AR 4161(a)

PERSONAL LEAVE
1. Eligibility - Permanent full-time and permanent half-time certificated

employees (4 hours/day or more) are eligible for personal leave.

Leave Available - Two days of personal leave will be made available to full
year certificated employees on July 1 of each year. School year
employees will be assigned two days of personal leave on the day that
school begins or on the date of initial employment, if employed before
January 1.

Mid-Year Hires - Employees hired before January 1 will be provided with
the full two days of personal leave. Employees hired between January 1
and June 30 shall receive one day of personal leave.

Application - Application for personal leave shall be made on the district
application form, with the approval for leave required in advance of the
requested leave day.

Effective Date - This policy shall become effective in the 1985-1986
school year. Accrual of leave will begin in 1985 for all affected
employees.

Termination - Employees who terminate shall forfeit all accrued personal
leave. Approved leave of absences are not terminations with respect to
this paragraph.



Certificated Personnel AR 4161(b)

ANNUAL LEAVE

1.

Accumulation of Leave - Annual leave for full year employees may be
accumulated up to a maximum of 50 working days. Any annual leave
accumulated by an employee beyond 50 working days shall be used or
paid off before the end of the fiscal year.

Limitation of Compensation - No employee may draw annual leave pay
while being on duty for additional compensation in any position by the
school district.

Cash Value - Annual leave has no cash value except upon termination of
employment. Annual leave pay upon termination shall be computed to
the nearest whole day, with less than 1/2 day being forfeited and any
fraction over 1/2 day counted as a whole day.

Half-time Employees - Leave days for permanent employees working half-
time shall be stated in half days. Full year employees changing from
half-time to full-time employment shall have their accumulated annual
leave days divided by two.

Pay Off - Automatic calculation and subsequent pay off of accumulated
leave will be accomplished through the business office. Pay off will occur
upon resignation or at the end of the fiscal year.

Special Arrangements - Employees who have scheduled use of
accumulated leave for a lengthy leave may, with the permission of the
Superintendent, if he/she commits to using the excess leave within a
stipulated time.

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99



Certificated Personnel BP 4161.1

SICK LEAVE
Employee Notifications of Absence

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

KETCHIKAN GATEWAY BOROUGH SCHOOL DISTRICT
Adoption Date: 10/13/99
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