
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

SCHOOL CODE 
 

The Standards of Practice covering 5000 Series, certificated personnel, are still 
in review.  In the meantime, the personnel procedures, regulations and 

guidelines for certificated employees (teachers and educational officers) can be 
found in the School Code, 5000 Series (Certificated Personnel), which can be 
accessed in this document or, for current employees, on the Office of Human 

Resources intranet. 
 

Please note that the linked materials include relevant Board of Education 
policies, although some policies and numbers may have changed as a result of 

the Board's update of its policies. 
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SCHOOL CODE

PERSONNEL SER I ES 55000

I NTRODUCT I ON

The Schoo l Code , Ce r t i f i ca t ed Pe r sonne l Po l i c i es and Regu l a t i ons (5000 Se r i es ) ,

was approved by t he Boa rd o f Educa t i on on June 19 , 1986 . Wh i l e t he ma t e r i a l

prov i ded i s f or t he i n f orma t i on and use o f a l l Depa r t men t o f Educa t i on emp l oyees ,

i t i s mor e spec i f i ca l l y i n t ended t o p l ace a t t he f i nge r t i ps o f adm i n i s t r a t i ve

pe r sonne l t he know l edge needed t o ca r r y ou t pe r sonne l managemen t f unc t i ons

and progr ams .

I n i t s broade r app l i ca t i on , t he Schoo l Code i s a means o f commun i ca t i ng t o

ce r t i f i ca t ed emp l oyees t he i r r i gh t s , pr i v i l eges , bene f i t s , ob l i ga t i ons , r espon -

s i b i l i t i es , and assoc i a t ed procedur es .

The Pe r sonne l Se r i es i s i n t ended t o assur e t ha t emp l oyees a r e t r ea t ed i n

a compa r ab l e manne r . To t h i s end , t he Depa r t men t o f Educa t i on ' s pe r sonne l

po l i c i es , r egu l a t i ons and procedur es a r e pr ed i ca t ed on t he ph i l osophy t ha t

t hey shou l d be s t anda rd and un i f orm l y app l i ed t hroughou t t he S t a t e , un l ess

a cogen t r eason ex i s t s f or excep t i on .

The Schoo l Code i s a l so a " l i v i ng " documen t wh i ch i s sub j ec t t o r ev i s i on

due t o changes i n depa r t men t a l progr ams and pr ac t i ces , nego t i a t ed l abor agr ee -

men t s and amendmen t s t o f ede r a l and S t a t e s t a t u t es . The r e f or e , r ec i p i en t s

o f t he Schoo l Code may expec t no t i ces f rom t i me t o t i me t o r ev i se , add or

de l e t e por t i ons o f t h i s se r i es . A t such t i mes , t o keep t he Schoo l Code up

t o da t e , j us t t ake a momen t t o p l ace t he new shee t s i n i t t he day t hey a r r i ve .

Be sur e t o des t roy t he o l d ve r s i on o f a page when you add i t s new r ep l acemen t .



SCHOOL CODE

PERSONNEL SER I ES #5000

PUBL I CAT I ON ORGAN I ZAT I ON

The Pe r sonne l Se r i es encompasses t he 5000 numbe r se r i es o f t he Depa r t men t

o f Educa t i on Code , wh i ch i s numbe r ed 1000 t hrough 9000 . Each se r i es i s d i f f e r -

en t i a t ed f rom o t he r numbe r ed se r i es by t he co l or o f i t s b i nde r . The b i nde r

f or t he 5000 Se r i es i s l i gh t b l ue .

The 5000 Se r i es has been organ i zed i n t o gene r a l sub j ec t ca t egor i es , i den -

t i f i ed by t i t l e and bas i c numbe r s as f o l l ows :

Pub l i ca t i ons a r e co l or - coded and p l aced w i t h i n t he appropr i a t e ca t egor y i n

t he f o l l ow i ng orde r :

Po l i cy

�

- B l ue

Regu l a t i on - Wh i t e

Procedur e - Cana r y

Pr e f ace , Pro f i l es and De f i n i t i ons - 5000

Rec ru i t men t & Emp l oymen t - 5100

Compensa t i on s C l ass i f i ca t i on - 5200

Ce r t i f i ca t i on - 5300

Leaves o f Absence - 5400

Pe r sonne l Re l a t i ons - 5500
s Emp l oyee Bene f i t s

Pe r sonne l Deve l opmen t - 5600

Nego t i a t i on s Ba rga i n i ng - 5700

Pe r sonne l Forms - 5800

I ndex - 5900



Po l i c i es a r e o f f i c i a l pronouncemen t s o f t he Boa rd o f Educa t i on pr esen t ed

i n unnumbe r ed , un l e t t e r ed pa r agr aphs . Regu l a t i ons a r e Depa r t men t o f Educa t i on

D i r ec t i ves pr esen t ed i n a l pha ou t l i ne f orma t . Procedur es a r e s t a t emen t s

o f i n i t i a t i ng ac t i ons pr esen t ed i n nume r i c ou t l i ne .

The numbe r i ng sys t em i s p l anned t o be s i mp l e ye t f l ex i b l e i n orde r t o pe rm i t

a subs t an t i a l degr ee o f expans i on or con t r ac t i on . I t prov i des f or t en ma j or

ca t egor i es . Each ma j or ca t egor y can be d i v i ded i n t o 99 sub - ca t egor i es , each

o f wh i ch can be f ur t he r ex t ended by t he add i t i on o f a dec i ma l po i n t , e . g . ,

(5102 . 1) . As pr esen t l y a r r anged , each r egu l a t i on w i t h i t s assoc i a t ed po l i cy

and procedur e i s i den t i f i ed by i t s bas i c sub - ca t egor y , e . g . , 5102 . I n i ns t ances

whe r e mor e t han one procedur e pe r t a i ns t o a r egu l a t i on , t he suppor t i ng procedur es

a r e numbe r ed i n dec i ma l se r i es , e . g . , 5201 . 1 , 5201 . 2 , e t c . Th i s prov i des

a ce r t a i n amoun t o f i n t e rna l con t ro l - i f you have Procedur e #5201 . 8 , you

know t ha t t he r e i s , or has been , a Procedur e #5201 . 6 pe r t a i n i ng t o t he sub j ec t

ma t t e r o f Regu l a t i on #5201 .

I f a sub - ca t egor y (5203) i s changed by de l e t i on or amendmen t , i t w i l l be

r e i ssued as soon as poss i b l e w i t h t he e f f ec t i ve da t e i nd i ca t ed a t t he end

o f t he pub l i ca t i on . Any new po l i cy , r egu l a t i on or procedur e w i l l be , upon

adop t i on , ass i gned an appropr i a t e numbe r and d i s t r i bu t ed t o a l l Code r ec i p i en t s

f or i nse r t i on i n t he Schoo l Code .

I t i s r ecommended t ha t o f f i ces or organ i za t i ons hav i ng mor e t han one copy

o f t he Schoo l Code numbe r t hem f or accoun t ab i l i t y and t o a l l ow f or pe r i od i c

i nven t or y t o assur e cur r ency . A l l obso l e t e pub l i ca t i ons shou l d be des t royed

when r ep l aced or r esc i nded .
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PREFACE

Pe r sonne l Se r i es #5000

M I SS I ON

The m i ss i on o f t he Depa r t men t o f Educa t i on i s t o educa t e s t uden t s i n

t he pub l i c schoo l s o f Hawa i i . I t i s t he purpose o f t he Depa r t men t t o deve l op

s t uden t s t o become l i t e r a t e , r espons i b l e and se l f - f u l f i l l ed membe r s o f our

democ r a t i c soc i e t y . I t i s t he f unc t i on o f t he o f f i ce o f Pe r sonne l Se r v i ces

i n t h i s m i ss i on t o ensur e op t i ma l l eve l s o f s t uden t ach i evemen t and pe r f or -

mance by prov i d i ng a wor k f or ce o f peak pe r f orm i ng emp l oyees .

PERSONNEL SERV I CES

The O f f i ce o f Pe r sonne l Se r v i ces ex i s t s t o prov i de compr ehens i ve pe r sonne l

se r v i ces wh i ch ac t i ve l y suppor t t he de l i ve r y o f t he bes t educa t i on t o s t uden t s .

The bes t educa t i on sha l l be i n t e rpr e t ed as t ha t sequence o f i ns t ruc t i on

and educa t i ona l expe r i ences e f f ec t i ve l y t augh t by se l ec t ed pe r sonne l i n

a ca r i ng and suppor t i ve env i ronmen t . The end produc t s o f such expe r i ences

a r e r espons i b l e and r espons i ve membe r s o f soc i e t y who a r e l i t e r a t e , se l f -

mo t i va t ed , and know l edgeab l e . I t i s t he goa l o f t he O f f i ce o f Pe r sonne l

Se r v i ces t o have a wor k f or ce o f emp l oyees who a r e capab l e , qua l i f i ed and

s t rong l y comm i t t ed t o pu t f or t h max i mum e f f or t t o he l p s t uden t s a t t a i n eve r

h i ghe r l eve l s o f pe r f ormance and ach i evemen t .

The compr ehens i ve sys t em o f pe r sonne l se r v i ces sha l l i nc l ude t he f o l l ow i ng

ma j or progr ams :

1 .

�

Pe r sonne l Needs . Goa l s o f t h i s progr am a r e t i me l y and accur a t e f or e -

cas t i ng o f pe r sonne l needs , t he con t i nuous ava i l ab i l i t y o f capab l e

and qua l i f i ed j ob app l i can t s , t he me t i cu l ous sc r een i ng and se l ec t i on

o f t he mos t prom i s i ng app l i can t s , t he assur ance o f con t i nued grow t h



and deve l opmen t o f a l l emp l oyees , and t he prov i s i on o f a suppor t sys t em

t o evoke t he bes t pe r f ormance f rom t he Depa r t men t ' s wor k f or ce .

2 .

�

Emp l oyee Se r v i ces and Bene f i t s . Th i s progr am i s des i gned t o prov i de

such emp l oyee - r e l a t ed adm i n i s t r a t i ve se r v i ces as h i r i ng , ce r t i f i ca t i on ,

p l acemen t , pay and bene f i t s .

3 .

�

Labor Re l a t i ons . Th i s progr am s t r i ves t o promo t e , on a proac t i ve bas i s ,

coope r a t i ve r e l a t i onsh i ps w i t h emp l oyees and emp l oyee co l l ec t i ve ba rga i n i ng

r epr esen t a t i ves , and endeavor s t o promo t e a c l i ma t e o f mu t ua l t rus t

and unde r s t and i ng t o ob t a i n and sus t a i n t he bes t e f f or t s f rom i t s emp l oyees

and s t uden t s .

PROFESS I ONAL PERSONNEL

Teache r s and schoo l adm i n i s t r a t or s a r e key pe r sonne l i n t he de l i ve r y

o f i ns t ruc t i on and i ns t ruc t i ona l se r v i ces t o t he s t uden t s , w i t h o t he r pro f es -

s i ona l s prov i d i ng con t i nuous suppor t . The Depa r t men t seeks t o prov i de t he

bes t poss i b l e educa t i on t o i t s youngs t e r s t hrough t he en l i gh t ened se r v i ces

o f t hose key i nd i v i dua l s and o t he r pro f ess i ona l suppor t who mos t c l ose l y

ma t ch t he Depa r t men t ' s pro f i l es o f an e f f ec t i ve t eache r , adm i n i s t r a t or ,

and educa t i ona l adm i n i s t r a t or . (P l ease see Pe r sonne l Se r i es 5001 , 5002

and 5003 . )

PR I NC I PLES AND CONCEPTS

Educa t i on i s a peop l e i n t ens i ve endeavor . Accord i ng l y , t he Depa r t men t ' s

pe r sonne l progr am mus t be pr em i sed on a human - sens i t i ve ph i l osophy t ha t

encour ages t he h i ghes t l eve l o f ach i evemen t f rom i t s emp l oyees and s t uden t s .

A l l emp l oyees can be expec t ed t o pu t f or t h t he i r bes t pro f ess i ona l e f f or t s

i n a c l i ma t e o f mu t ua l r espec t , t rus t and cons i de r a t i on as ev i denced by

hea l t hy r e l a t i onsh i ps , genu i ne r ecogn i t i on o f each pe r son ' s wor t h , and by

un i mpeded commun i ca t i on .
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The na t ur a l t ens i on be t ween pe r sona l needs and i ns t i t u t i ona l goa l s

can be c r ea t i ve l y r eso l ved when gu i ded by t he concep t s o f broad - based pa r t i c i -

pa t i on i n dec i s i on mak i ng , c l ea r and open commun i ca t i on , h i gh pe r f ormance

expec t a t i ons , un i t y o f purpose , i mprovemen t - d i r ec t ed ac t i ons , r ecogn i t i on

o f ach i evemen t and suppor t i ve a t t en t i on t o t he pe r sona l and pro f ess i ona l

needs o f i nd i v i dua l s .

I n a ne t wor k o f pro f ess i ona l s , dec i s i on - mak i ng r es i des a t t he l eve l s

o f c r i t i ca l ope r a t i ons and i s con t ro l l ed by c l ea r l y a r t i cu l a t ed and un i ve r sa l l y

accep t ed i ns t i t u t i ona l pr i nc i p l es . Managemen t i n such a se t t i ng i s ach i eved

t hrough a sys t ema t i c r ev i ew o f r esu l t s or ou t comes and o f t he enab l i ng processes

t o ach i eve t he i n t e rna l i zed goa l s o f t he sys t em . The r e f or e , whe r eve r poss i b l e

and f eas i b l e , mon i t or i ng o f progr am ac t i v i t i es sha l l be by pe r i od i ca l l y

schedu l ed pos t - aud i t , t he r esu l t s o f wh i ch w i l l be used t o r ea f f i rm or r ed i r ec t

"

�

ene rg i es and e f f or t s t o mor e e f f ec t i ve l y ach i eve t he t a rge t ed goa l s o f t he

Depa r t men t .

ADM I N I STRAT I VE PARAMETERS

The Depa r t men t ' s pe r sonne l progr ams sha l l ope r a t e w i t h i n t he pa r ame t e r s

se t by app l i cab l e f ede r a l l aws , S t a t e o f Hawa i i s t a t u t es , Boa rd o f Educa t i on

po l i c i es , emp l oyee co l l ec t i ve ba rga i n i ng agr eemen t s , Depa r t men t ru l es and

r egu l a t i ons and execu t i ve orde r s and d i r ec t i ves . These progr ams sha l l be

f ur t he r gu i ded by t he s t anda rds se t by t he me r i t pr i nc i p l e and by concep t s

o f equa l emp l oymen t oppor t un i t y and a f f i rma t i ve ac t i on t o ensur e t ha t no

d i sc r i m i na t i on based on r ace , co l or , r e l i g i on , sex , age , ma r i t a l s t a t us

and / or na t i ona l or i g i n sha l l ex i s t a t any l eve l i n t he sys t em .

Adop t ed 6 / 86
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PROF I LE OF AN EFFECT I VE TEACHER

Pe r sonne l Se r i es 5001

I . I NTRODUCT I ON

�

.

Teach i ng i s a un i que pro f ess i on , whe r e t eache r s a r e con t i nuous l y

d i scove r i ng , i ncorpor a t i ng and app l y i ng new and mor e e f f ec t i ve sk i l l s and

know l edge abou t s t uden t l ea rn i ng and deve l opmen t . I t i s a l so a sa t i s f y i ng

and cha l l eng i ng pro f ess i on whe r e eve r y pr ac t i t i one r mus t pe r seve r e and

s t r i ve t o a t t a i n eve r h i ghe r l eve l s o f success i n shap i ng and gu i d i ng t he

grow t h and deve l opmen t o f a l l s t uden t s t o become produc t i ve c i t i zens o f t he

f u t ur e .

I I . M I SS I ON CENTERED ON THE STUDENT LEARNER

An e f f ec t i ve t eache r f ocuses f undamen t a l l y on prov i d i ng f or a s t uden t ' s

l ong - t e rm deve l opmen t i n t o a se l f - r espons i b l e , i ndependen t l ea rne r . The

e f f ec t i ve s t uden t l ea rne r i s one who acqu i r es t he bas i c sk i l l s necessa r y t o

ach i eve au t onomy , l i t e r acy , r espons i b i l i t y t o se l f and o t he r s , and t he

des i r e or capac i t y t o con t i nue t o l ea rn and grow f or a l i f e t i me . The

u l t i ma t e s t uden t ou t come i s a pos i t i ve , con f i den t , compe t en t , ca r i ng l ea rne r

who i s ab l e t o t ake t he i n i t i a t i ve , prob l em- so l ve , se t goa l s , and make

dec i s i ons t ha t he l p h i m or he r t o con t i nuous l y adap t and prospe r i n a

r ap i d l y chang i ng t echno l og i ca l soc i e t y .

Sk i l l s and a t t r i bu t es wh i ch a r e c r i t i ca l f or t h i s cen t ur y and t he nex t a r e

d i f f e r en t , no t s t ab l e and pr ed i c t ab l e , bu t f l u i d and dynam i c . Our

educa t i ona l sys t em mus t deve l op c i t i zens and wor ke r s who can gove rn

t hemse l ves , who a r e f l ex i b l e , r esour ce f u l and ab l e t o dea l w i t h open -

endedness , comp l ex i t y , t he g l oba l pe r spec t i ve , t he i n f orma t i on exp l os i on ,

and o t he r t echno l og i es , wh i l e s t i l l ma i n t a i n i ng a se t o f va l ues , i nd i v i dua l

s t ab i l i t y , and i n t egr i t y . S t uden t s mus t be ab l e t o i n t e rna l i ze con t en t so

as t o be ab l e t o use i t spon t aneous l y and appropr i a t e l y i n chang i ng

con t ex t s . S t uden t s need t o l ea rn how t o l ea rn and t o be r espons i b l e f or

t he i r own l ea rn i ng as we l l as t o con t r i bu t e as compe t en t c i t i zens t o soc i a l

ha rmony .

The s t a t ew i de s t uden t pe r f ormance s t anda rds f or Hawa i i de l i nea t e t he
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f o l l ow i ng sk i l l s and a t t i t udes as gene r a l l ea rne r ou t comes wh i ch a l l

t eache r s mus t he l p s t uden t s deve l op :

1 . The ab i l i t y t o be r espons i b l e f or one ' s own l ea rn i ng .

2 . The ab i l i t y t o wor k w i t h o t he r s .

3 . The ab i l i t y t o use comp l ex t h i nk i ng and prob l em so l v i ng sk i l l s .

4 . The ab i l i t y t o r ecogn i ze and produce qua l i t y wor k .

Teach i ng i s mor e t han know i ng sub j ec t ma t t e r and c l ea r l y pr esen t i ng i t ;

t each i ng i nvo l ves know i ng how s t uden t s t h i nk and f ee l , t he i r pr econcep t i ons

and m i sconcep t i ons , wha t genu i ne l y ge t s t he i r a t t en t i on , and how t o bu i l d

t he i r des i r e t o l ea rn f rom w i t h i n t hemse l ves .

�

The comm i t men t and ded i ca t i on

o f t he pro f ess i ona l , t he r e f or e , mus t be t o pe r seve r e i n f i nd i ng t he ways t o

bu i l d i ndependence i n t he l ea rne r and nur t ur e t he na t ur a l cur i os i t y o f t he

s t uden t . I n t r i ns i c mo t i va t i on i s a comp l ex and e l us i ve componen t o f

l ea rn i ng t ha t r equ i r es t he comm i t men t o f t eache r s t o addr ess i t , emphas i ze

i t and nur t ur e i t i n eve r y l ea rne r . w i t hou t des i r e , t he l ea rne r may no t

t ru l y r e t a i n or app l y know l edge and sk i l l s . The t eache r shou l d i den t i f y

i n t e r es t s and po i n t s o f pe r sona l r e l evance , prov i de f or emo t i ona l l y and

deve l opmen t a l l y appropr i a t e expe r i ences and ad j us t i ns t ruc t i on t o engage

l ea rne r s and t o encour age t hem t o wan t t o l ea rn mor e , no ma t t e r how

cha l l eng i ng t he t ask may be .

A l so , bas i c t o t he ro l e o f t he t eache r i s c r ea t i ng a commun i t y o f l ea rne r s

w i t h i n t he c l ass room and schoo l whe r e s t uden t s may t rus t , f ee l sa f e ,

expe r i ence a sense o f success and accomp l i shmen t , deve l op i n t egr i t y , se l f -

d i sc i p l i ne , empa t hy , r espons i b i l i t y t o se l f and o t he r s , and a l ove o f

l ea rn i ng . Teache r s , t he r e f or e , mus t convey , by examp l e , va l ues such as

hones t y , f a i rness , r espec t f or i nd i v i dua l s and pr i de i n success . Mor eove r ,

t he t eache r i s a l ea rne r , t oo , se r v i ng as a mode l f or s t uden t s o f ac t i ve ,

con t i nuous , l i f e - l ong l ea rn i ng .

Teache r s i n t he Depa r t men t o f Educa t i on mus t possess and demons t r a t e a

cen t r a l cor e o f compe t enc i es i n orde r t o t each and be a mode l f or s t uden t s

o f an adu l t f unc t i on i ng success f u l l y i n a h i gh l y comp l ex soc i e t y .
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I I I . TEACHER COMPETENCY

Mode l s t anda rds f or t eache r s , deve l oped by t he I n t e r s t a t e New Teache r

Assessmen t and Suppor t Consor t i um ( I NTASC) unde r t he ausp i ces o f t he Counc i l

o f Ch i e f S t a t e Schoo l O f f i ce r s (CCSSO ) , we r e used t o i den t i f y t en bas i c

a r eas o f t eache r compe t ency f or t h i s pro f i l e . The e f f ec t i ve t eache r mus t

pe r f orm sa t i s f ac t or i l y accord i ng t o t he f o l l ow i ng a r eas o f t each i ng

compe t ency :

FOCUS ON THE LEARNER

MANAG I NG A POS I T I VE LEARN I NG ENV I RONMENT

ADAPT I NG TO LEARNER D I VERS I TY

COMMUN I CAT I NG I N THE CLASSROOM

PLANN I NG

CONCEPTS

STUDENT LEARN I NG

ASSESSMENT

PROFESS I ONAL I SM

SCHOOL COMMUN I TY

FOCUS ON THE LEARNER

The e f f ec t i ve t eache r :

Unde r s t ands how ch i l dr en l ea rn and deve l op , and engages s t uden t s i n

appropr i a t e expe r i ences t ha t suppor t t he i r deve l opmen t as i ndependen t

l ea rne r s .

S t r i ves t o he l p s t uden t s become i ndependen t l ea rne r s .

Encour ages s t uden t s t o assume r espons i b i l i t y f or t he i r own l ea rn i ng ,

shap i ng t asks and pur su i ng t he i r own goa l s and asp i r a t i ons .

Ca r es abou t s t uden t s and pe r seve r es i n nur t ur i ng t he i r des i r e t o l ea rn

and ach i eve .

Re l a t es t o s t uden t expe r i ences , pe r sona l i n t e r es t s , and mean i ng f u l , r ea l

l i f e s i t ua t i ons i n i ns t ruc t i on .
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The e f f ec t i ve t eache r :

uses an unde r s t and i ng o f i nd i v i dua l and group mo t i va t i on and behav i or t o

c r ea t e a l ea rn i ng env i ronmen t t ha t encour ages pos i t i ve soc i a l i n t e r ac t i on ,

c i v i c r espons i b i l i t y , ac t i ve engagemen t i n l ea rn i ng , and se l f - mo t i va t i on .

Mode l s a ca r i ng a t t i t ude and promo t es pos i t i ve i n t e rpe r sona l

r e l a t i onsh i ps i n t he c l ass room and i n t he schoo l as a who l e .

Bu i l ds s t uden t success t hrough prov i d i ng deve l opmen t a l l y appropr i a t e

ac t i v i t i es .

Cons i de r s s t uden t s ' phys i ca l , soc i a l , emo t i ona l , e t h i ca l and cogn i t i ve

deve l opmen t when mak i ng i ns t ruc t i ona l dec i s i ons .

Prov i des oppor t un i t i es f or ac t i ve engagemen t , man i pu l a t i on and t es t i ng o f

i deas and ma t e r i a l s .

Promo t es a commun i t y o f l ea rne r s who sha r e w i t h and l ea rn f rom each

o t he r .

MANAG I NG A POS I T I VE LEARN I NG ENV I RONMENT

Ma i n t a i ns a l ea rn i ng commun i t y i n wh i ch s t uden t s t rus t , assume

r espons i b i l i t y f or t hemse l ves and one ano t he r , and r e l a t e w i t h empa t hy ,

compass i on , and mu t ua l r espec t f or o t he r s .

Es t ab l i shes and ma i n t a i ns w i t h s t uden t s t he procedur es , rou t i nes , and

expec t a t i ons f or behav i or wh i ch f os t e r a sa f e , orde r l y , mo t i va t i ng

env i ronmen t f or l ea rn i ng and i n t e l l ec t ua l r i sk - t ak i ng .

Fos t e r s an i n t r i ns i c mo t i va t i on t o l ea rn i n s t uden t s by prov i d i ng

appropr i a t e , progr ess i ve l y cha l l eng i ng l ea rn i ng expe r i ences wh i ch

cap i t a l i ze on t he s t uden t ' s need t o unde r s t and and succeed .

Ope r a t es a c l ass room whe r e s t uden t s f ee l sa t i s f ac t i on i n ac t i ve

engagemen t i n t asks as i nd i v i dua l s and i n co l l abor a t i ve groups and whe r e

r esour ces o f t i me , space , and ac t i v i t i es a r e max i m i zed .



Promo t es s t uden t i n i t i a t i ve and se l f - awa r eness by ope r a t i ng a c l ass room

whe r e s t uden t s a r e encour aged t o expr ess i n t e r es t s , make cho i ces ,

r e f l ec t , se t goa l s and se l f - eva l ua t e .

ADAPT I NG TO LEARNER D I VERS I TY

The e f f ec t i ve t eache r :

Unde r s t ands how s t uden t s d i f f e r i n t he i r a t t i t udes t owa rd and approaches t o

l ea rn i ng and c r ea t es i ns t ruc t i ona l oppor t un i t i es t ha t a r e i nc l us i ve and

adap t ed t o d i ve r se l ea rne r s .

Demons t r a t es a genu i ne l i k i ng and ca r i ng f or a l l s t uden t s and deve l ops

r appor t w i t h t hem .

Fos t e r s t rus t , r espec t and appr ec i a t i on f or human and cu l t ur a l d i ve r s i t y

among t he commun i t y o f l ea rne r s .

Demons t r a t es comm i t men t t o he l p i ng eve r y ch i l d ach i eve success , based i n

t he be l i e f t ha t a l l ch i l dr en can l ea rn .

Ad j us t s and adap t s i ns t ruc t i on f l ex i b l y t o s t uden t s ' s t ages o f

deve l opmen t , l ea rn i ng s t y l es , s t r eng t hs , needs , r esponses and i deas ,

i nc l ud i ng appropr i a t e prov i s i ons f or l ea rne r s w i t h excep t i ona l needs .

An t i c i pa t es l ea rne r d i f f i cu l t i es and l ends suppor t , be i ng sens i t i ve and

r espons i ve t o t he s t uden t , i nves t i ga t i ng s i t ua t i ons , and seek i ng ou t s i de

he l p as needed t o r emedy prob l ems .

COMMUN I CAT I NG I N THE CLASSROOM

The e f f ec t i ve t eache r :

Uses know l edge o f e f f ec t i ve ve rba l nonve rba l and med i a commun i ca t i on

t echn i ques t o f os t e r ac t i ve i nqu i r y , co l l abor a t i on . and suppor t i ve ,

pe r sona l i zed i n t e r ac t i on i n t he c l ass room .

Cr ea t es a c l ass room c l i ma t e o f openness by commun i ca t i ng w i t h s t uden t s on

a one - t o - one bas i s as we l l as i n groups .

Demons t r a t es t hough t f u l , ca r i ng , ac t i ve l i s t en i ng and promo t es

sens i t i v i t y t o non - ve rba l as we l l as ve rba l commun i ca t i on .

5000 - 9



5000 - 1 0

Mon i t or s t he soc i a l and emo t i ona l c l i ma t e and commun i ca t i on f l ow i n t he

c l ass room on a cons i s t en t bas i s .

Encour ages s t uden t se l f - expr ess i on , r e f l ec t i on and eva l ua t i on .

Commun i ca t es c l ea r l y and l og i ca l l y i n or a l and wr i t t en expr ess i on , us i ng

s t anda rd Eng l i sh .

Promo t es l i t e r acy by engag i ng s t uden t s i n va r i ed commun i ca t i on ac t i v i t i es

ac ross con t ex t s and t hema t i c a r eas .

PLANN I NG

The e f f ec t i ve t eache r :

P l ans i ns t ruc t i on based upon know l edge o f s t uden t s . t he commun i t y ,

i ns t ruc t i ona l goa l s and s t a t ew i de s t uden t pe r f ormance s t anda rds .

P l ans f or un i t s , l essons , ac t i v i t i es , and ma t e r i a l s t ha t a r e

pe r sona l i zed , r e l evan t , and mean i ng f u l t o s t uden t s .

P l ans and i mp l emen t s l og i ca l , sequenced i ns t ruc t i on and con t i nuous l y

ad j us t s p l ans based on l ea rne r needs , progr ess , s t y l es and i n t e r es t s .

Prov i des l ea rn i ng expe r i ences and i ns t ruc t i ona l ma t e r i a l s t ha t a r e

deve l opmen t a l l y appropr i a t e and based upon des i r ed s t uden t ou t comes ,

pr i nc i p l es o f e f f ec t i ve i ns t ruc t i on and cur r i cu l um goa l s .

I ncorpor a t es a va r i e t y o f appropr i a t e assessmen t s t r a t eg i es as an

i n t egr a l pa r t o f i ns t ruc t i ona l p l ans .

Eva l ua t es i ns t ruc t i ona l e f f ec t i veness as a key componen t i n t he p l ann i ng

process .

CONCEPTS

The e f f ec t i ve t eache r :

Unde r s t ands t he cen t r a l concep t s , t oo l s o f i nqu i r y and s t ruc t ur es o f

know l edge and can c r ea t e l ea rn i ng expe r i ences t ha t make t hese aspec t s o f

s t udy mean i ng f u l - f ors t uden t s .



L i nks concep t s and key i deas t o s t uden t s , pr i or expe r i ences and

unde r s t and i ngs , us i ng mu l t i p l e r epr esen t a t i ons , examp l es , and

exp l ana t i ons .

Demons t r a t es en t hus i asm f or and know l edge o f t he concep t s and he l ps

s t uden t s r e l a t e l ea rn i ng t o eve r yday l i f e .

Prov i des i n t egr a t ed or i n t e rd i sc i p l i na r y l ea rn i ng expe r i ences , engag i ng

s t uden t s i n gene r a t i ng know l edge , us i ng va r i ed me t hods o f i nqu i r y ,

d i scuss i ng d i ve r se i ssues , dea l i ng w i t h amb i gu i t y , and i ncorpor a t i ng

d i f f e r i ng v i ewpo i n t s .

Teaches f or mas t e r y o f comp l ex processes , concep t s , pr i nc i p l es and

s t a t ew i de s t uden t pe r f ormance s t anda rds .

STUDENT LEARN I NG

The e f f ec t i ve t eache r :

Unde r s t ands and uses a va r i e t y o f ac t i ve l ea rn i ng s t r a t eg i es t o deve l op

s t uden t s , t h i nk i ng . Prob l em- so l v i ng and l ea rn i ng sk i l l s .

Prov i des expe r i ences wh i ch i nvo l ve s t uden t s i n goa l - se t t i ng , se l ec t i ng

t asks , p l ann i ng , i mp l emen t i ng , and eva l ua t i ng f or qua l i t y wor k and

produc t ou t comes .

Mode l s ac t i ve i nqu i r y , he l p i ng s t uden t s t o ques t i on , prob l em so l ve ,

access r esour ces , deve l op r espons i b i l i t y f or t he i r own l ea rn i ng and use

i n f orma t i on t o r each mean i ng f u l conc l us i ons .

Prov i des comp l ex l ea rn i ng expe r i ences wh i ch deve l op h i ghe r orde r t h i nk i ng

sk i l l s .

va r i es h i s or he r i ns t ruc t i ona l ro l e ( e . g . , i ns t ruc t or , f ac i l i t a t or ,

coach , co - l ea rne r , aud i ence ) i n r e l a t i on t o t he con t en t and purpose o f

i ns t ruc t i on and need o f s t uden t s .

Engages s t uden t s i n ac t i ve , c r ea t i ve , open - ended , hands - on l ea rn i ng

expe r i ences .

5000 - 1 0a



5000 - 1 0b

Deve l ops s t uden t s ' sk i l l s i n dec i s i on - mak i ng , change processes , and

wor k i ng w i t h o t he r s .

Uses ava i l ab l e t echno l og i es as t oo l s f or t each i ng and l ea rn i ng .

ASSESSMENT

The e f f ec t i ve t eache r :

Unde r s t ands and uses appropr i a t e assessmen t s t r a t eg i es t o eva l ua t e and

ensur e t he con t i nuous i n t e l l ec t ua l , soc i a l and phys i ca l deve l opmen t o f t he

l ea rne r .

Uses a va r i e t y o f appropr i a t e assessmen t s t r a t eg i es t o enhance know l edge

o f l ea rne r s and mod i f y t each i ng and l ea rn i ng s t r a t eg i es on a r egu l a r ,

con t i nu i ng bas i s .

I nvo l ves s t uden t s i n se l f - assessmen t ac t i v i t i es and encour ages t hem t o

se t pe r sona l l ea rn i ng goa l s .

So l i c i t s and uses i n f orma t i on abou t s t uden t s ' expe r i ences , l ea rn i ng ,

behav i or , needs , and progr ess f rom pa r en t s , o t he r co l l eagues , and t he

s t uden t s t hemse l ves .

Uses assessmen t da t a t o mon i t or and eva l ua t e s t uden t progr ess t owa rd

ach i ev i ng t he s t a t ew i de s t uden t pe r f ormance s t anda rds .

Ma i n t a i ns appropr i a t e r ecords o f s t uden t ach i evemen t and commun i ca t es

know l edgeab l y and r espons i b l y based on accur a t e i nd i ca t or s t o s t uden t s ,

pa r en t s , and o t he r co l l eagues .

PROFESS I ONAL I SM

The e f f ec t i ve t eache r :

Re f l ec t s on pr ac t i ce and con t i nua l l y eva l ua t es t he e f f ec t s o f h i s / he r

cho i ces and ac t i on s on o t he r s ( s t uden t s . pa r en t s . and o t he r pro f ess i ona l s i n



t he l ea rn i ng commun i t y ) and ac t i ve l y seeks ou t oppor t un i t i es t o grow

pro f ess i ona l l y .

Re f l ec t s on pr ac t i ce and mon i t or s own t each i ng ac t i v i t i es and s t r a t eg i es ,

prob l em- so l v i ng and mod i f y i ng t o mee t l ea rne r needs .

Ac t i ve l y seeks ou t oppor t un i t i es t o grow pro f ess i ona l l y and demons t r a t es

comm i t men t t o t he pro f ess i on ; e . g . , se r v i ng as a coope r a t i ng t eache r ,

men t or , adv i sor or on a cadr e or counc i l .

Knows and i mp l emen t s du t i es , po l i c i es , r egu l a t i ons , and procedur es o f t he

Depa r t men t and l aws r e l a t ed t o educa t i on .

Demons t r a t es h i gh mor a l and e t h i ca l conduc t i n pe r sona l and pro f ess i ona l

behav i or .

Mode l s hones t y , f a i rness , r espec t f or i nd i v i dua l s and f or t he l aws o f

soc i e t y .

The e f f ec t i ve t eache r :

Fos t e r s r e l a t i onsh i ps w i t h s t uden t s , co l l eagues . pa r en t s , and agenc i es i n

t he l a rge r commun i t y t o suppor t s t uden t s ' l ea rn i ng and we l l - be i ng .

Pa r t i c i pa t es ac t i ve l y and assumes r espons i b i l i t y f or schoo l ac t i v i t i es

and schoo l i mprovemen t .

Adop t ed 6 / 86 ; Amended 7 / 96

SCHOOL COMMUN I TY

Co l l abor a t es and coope r a t es w i t h s t uden t s , co l l eagues , pa r en t s , and t he

commun i t y i n suppor t i ng t he goa l s and ac t i v i t i es r e l a t ed t o schoo l and

wor ks w i t h a l l i n suppor t o f s t uden t l ea rn i ng .

Mode l s r e l a t i onsh i ps w i t h s t uden t s and adu l t s wh i ch demons t r a t e cour t esy ,

r appor t , suppor t , humor , and ac t i ve l i s t en i ng .
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PROF I LE OF AN EFFECT I VE SCHOOL ADM I N I STRATOR

Pe r sonne l Se r i es #5002

A schoo l i s as e f f ec t i ve as i t s l eade r sh i p i s e f f ec t i ve . E f f ec t i ve

l eade r sh i p r equ i r es f u l l pe r sona l and pro f ess i ona l comm i t men t t o s t uden t

grow t h and deve l opmen t and schoo l i mprovemen t . The Depa r t men t ' s goa l s can

bes t be a t t a i ned t hrough schoo l l eade r s who have been g i ven c l ea r l y de f i ned

r espons i b i l i t i es i n r e l a t i on t o s t uden t ach i evemen t .

S t rong l eade r sh i p , pa r t i cu l a r l y i n wor k i ng w i t h peop l e pos i t i ve l y and

cons t ruc t i ve l y t o enhance t eache r - s t uden t i n t e r ac t i on , i s cen t r a l t o schoo l

adm i n i s t r a t i on . I den t i f i ed pr ac t i ces and cha r ac t e r i s t i cs wh i ch promo t e

e f f ec t i ve schoo l i ng r e f l ec t such e l emen t s as ( a ) a cur r i cu l um wh i ch i s . c l ea r l y

de f i ned , (b ) f ocused c l ass room i ns t ruc t i on and managemen t , ( c ) cons i s t en t

d i sc i p l i ne , (d ) c l ose mon i t or i ng o f s t uden t pe r f ormance , and ( e ) s t rong

i ns t ruc t i ona l l eade r sh i p .

The schoo l l eade r mus t have a c l ea r unde r s t and i ng o f t he schoo l ' s m i ss i on

and mus t be ab l e t o demons t r a t e t he ab i l i t y t o a r t i cu l a t e t h i s m i ss i on t o

t he s t a f f and t he commun i t y , t o un i f y t he s t a f f i n pur su i t o f e f f ec t i ve

t each i ng so t ha t a l l s t uden t s l ea rn , t o es t ab l i sh h i gh s t anda rds o f ach i evemen t ,

and t o c r ea t e a sa f e and orde r l y schoo l env i ronmen t . Spec i f i ca l l y , t he

e f f ec t i ve schoo l l eade r :

A . Demons t r a t es Comm i t men t t o Schoo l I mprovemen t

A s t rong pe r sona l and pro f ess i ona l des i r e t o make a pos i t i ve i mpac t on

s t uden t ach i evemen t i s expr essed i n a l l ac t i ons t aken by t he schoo l l eade r

w i t h i n t he educa t i ona l se t t i ng . The e f f ec t i ve schoo l adm i n i s t r a t or :

1 . S t rong l y be l i eves t ha t h i s / he r m i ss i on i s t o a t t a i n progr ess i ve l eve l s

o f h i gh s t uden t ach i evemen t / schoo l i mprovemen t .
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2 . Conduc t s sys t ema t i c assessmen t and ana l yses o f t he educa t i ona l needs

o f s t uden t s based on ach i evemen t scor es , gr ades , a t t endance r epor t s ,

demogr aph i c pro f i l e , d i sc i p l i ne r epor t s , schoo l c l i ma t e and o t he r

f orms o f da t a .

3 . Eva l ua t es t he e f f ec t i veness o f cur r en t schoo l progr ams and t each i ng

me t hods i n t e rms o f c l ea r l y i den t i f i ed ach i evemen t c r i t e r i a .

4 . Deve l ops an i n t egr a t ed schoo l i mprovemen t p l an w i t h enab l i ng ac t i v i t i es

t o a t t a i n w i t h i n a spec i f i ed t i me f r ame , exp l i c i t goa l s and ob j ec t i ves

r e l a t i ng t o s t uden t ach i evemen t .

5 . Uses r esea r ch - based i mprovemen t s t r a t eg i es and sound pr i nc i p l es o f

l ea rn i ng t o enhance t each i ng / l ea rn i ng .

6 . Repor t s r esu l t s o f schoo l i mprovemen t e f f or t s t o a l l membe r s o f t he

schoo l and t o t he commun i t y .

B . Demons t r a t es Ach i evemen t - Or i en t ed and Suppor t i ve Leade r sh i p

The schoo l adm i n i s t r a t or ' s wor k i s demand i ng o f ene rgy , pe r s i s t ence and

dr i ve . S t rong l eade r s a r e ab l e t o i n t roduce i deas , ge t peop l e i nvo l ved ,

make dec i s i ons and mo t i va t e peop l e t o ge t t he wor k done . A ca r i ng and

suppor t i ve l eade r :

1 . Expr esses t he be l i e f and expec t a t i on t ha t schoo l i mprovemen t i s an

a t t a i nab l e goa l w i t h i n a t i me f r ame o f p l anned and f ocused ac t i v i t i es .

2 . Exemp l i f i es t r a i t s o f c r ea t i v i t y , i mag i na t i on , i nnova t i veness and

pe r s i s t ence i n t he pur su i t o f schoo l i mprovemen t .

3 . Dea l s ca r i ng l y and r espons i b l y w i t h f acu l t y , s t a f f , s t uden t s and pa r en t s .

4 . Exemp l i f i es t r a i t s o f an e f f ec t i ve t eache r w i t h h i gh expec t a t i ons

f or se l f and o t he r s .



5 . Prov i des appropr i a t e s t a f f deve l opmen t oppor t un i t i es wh i ch f ocus on

i ns t ruc t i ona l i mprovemen t and s t a f f e f f i cacy .

6 . Exam i nes own l eade r sh i p pe r f ormance i n pur su i t o f pro f ess i ona l i mprovemen t

ac t i v i t i es .

C . U t i l i zes E f f ec t i ve Managemen t S t r a t eg i es t o Un i f y S t a f f , Bu i l d a Sense

o f Owne r sh i p and Comm i t men t t o H i gh Pe r f ormance Goa l s

The pu l se o f t he schoo l i s r egu l a t ed by t he schoo l adm i n i s t r a t or cha rged

w i t h de l i ve r y o f qua l i t y se r v i ces . The adm i n i s t r a t or channe l s a l l r esour ces

t owa rd a t t a i nmen t o f h i gh pe r f ormance goa l s and wor ks coope r a t i ve l y w i t h

f acu l t y and s t a f f i n p l ann i ng ways t o i mprove t he schoo l . To t h i s end ,

t he schoo l adm i n i s t r a t or :

1 . Uses pa r t i c i pa t or y s t r a t eg i es wh i ch enab l e peop l e t o f ee l t ha t t hey

can i n f l uence dec i s i ons and ou t comes .

2 . Promo t es c r ea t i v i t y i n de t e rm i na t i on o f how goa l s and ob j ec t i ves can

be me t .

3 . Gene r a t es f ee l i ngs o f t rus t , en t hus i asm , r appor t , r espec t and l i k i ng

among f acu l t y , s t a f f , s t uden t s and membe r s o f t he commun i t y .

4 . Ac t i ve l y pur sues t he es t ab l i shmen t o f open and pos i t i ve r e l a t i onsh i ps

and h i gh mor a l e .

5 . Prov i des suppor t , f eedback , encour agemen t , unde r s t and i ng and r ecogn i t i on

o f schoo l accomp l i shmen t s .

6 . Fos t e r s a be l i e f among s t a f f t ha t t he schoo l can become mor e e f f ec t i ve .

D . Manages t he Fu l l Scope o f Schoo l Adm i n i s t r a t i ve Respons i b i l i t i es

A schoo l l eade r mus t wor k w i t h i n t he con t ex t o f pa r ame t e r s , desc r i p t i on

o f j ob r espons i b i l i t i es and r esour ces such as t i me , money , and peop l e .
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The a t t i t udes , approaches and dynam i cs o f wha t happens i n an e f f ec t i ve

schoo l a r e con t i ngen t upon i t s l eade r sh i p . Fu l l u t i l i za t i on o f ava i l ab l e

r esour ces i s a ha l l ma r k o f an e f f ec t i ve l eade r who :

1 . Comp l i es w i t h app l i cab l e s t a t u t es , f ede r a l l aws , r egu l a t i ons , procedur es ,

con t r ac t ua l prov i s i ons and o t he r gove rnance pa r ame t e r s .

2 . A t t ends t o a l l r equ i r ed adm i n i s t r a t i ve f unc t i ons such as supe r v i s i on

and eva l ua t i on o f i ns t ruc t i on , t eache r s and s t a f f ; ma i n t enance o f

a we l l - f unc t i on i ng schoo l p l an t ; t i me l y comp l e t i on o f r epor t s .

3 . Assur es e f f ec t i ve de l i ve r y o f i ns t ruc t i ona l progr ams and schoo l suppor t

se r v i ces .

4 . Commun i ca t es e f f ec t i ve l y w i t h f acu l t y , s t a f f , membe r s o f t he commun i t y ,

and o t he r s .

5 . Uses ava i l ab l e r esour ces c r ea t i ve l y and i mag i na t i ve l y f or op t i mum

bene f i t t o s t uden t s .

6 . Mob i l i zes and ass i gns r esour ces t o a t t a i n schoo l i mprovemen t goa l s

and ob j ec t i ves .

7 . Ma i n t a i ns sound f i sca l ope r a t i ons and accoun t i ng o f schoo l prope r t y .

8 . Fac i l i t a t es and mon i t or s de l i ve r y o f e f f ec t i ve i ns t ruc t i on and max i mum

use o f i ns t ruc t i ona l t i me .

Adop t ed 6 / 86



PROF I LE OF AN EFFECT I VE EDUCAT I ONAL ADM I N I STRATOR

(D I STR I CT AND STATE LEVELS)

Pe r sonne l Se r i es 5003

M I SS I ON

The pr i ma r y m i ss i on o f a l l pe r sonne l i n t he Depa r t men t o f Educa t i on

i s t o he l p schoo l s prov i de f or t he bes t poss i b l e educa t i ona l deve l opmen t

o f s t uden t s . To t h i s end , s t a t e and d i s t r i c t educa t i ona l adm i n i s t r a t or s

a t a l l l eve l s mus t wor k co l l abor a t i ve l y t o ach i eve t he goa l s o f t he schoo l

sys t em . The r e mus t be f u l l commm i t men t t o sys t em- w i de s t uden t deve l opmen t

and pe r f ormance i mprovemen t . S t a t e / d i s t r i c t l eve l l eade r sh i p mus t prov i de

d i r ec t i on and suppor t se r v i ces t o schoo l s t o ensur e cons i s t en t and e f f ec t i ve

a t t a i nmen t o f h i ghe r l eve l s o f sys t em- w i de s t uden t educa t i ona l ach i evemen t .

Func t i ona l l y , t hese expec t a t i ons may be t r ans l a t ed i n t o t he f o l l ow i ng behav i or s

wh i ch i den t i f y t he e f f ec t i ve educa t i ona l adm i n i s t r a t or .

1 . Demons t r a t es Pe r sona l and Pro f ess i ona l Comm i t men t t o Job Pe r f ormance

I mprovemen t

a . Makes progr amma t i c , pe r sonne l and ope r a t i ona l dec i s i ons based on t he

goa l o f a t t a i n i ng mor e e f f ec t i ve schoo l s .

b . Conduc t s sys t ema t i c assessmen t o f schoo l suppor t se r v i ces t o de t e rm i ne

e f f ec t i veness and t o i den t i f y needs based on use r i npu t and f eedback .

c . Ana l yzes de r i ved da t a and i n t e rpr e t s t hem i n orde r t o prov i de appropr i a t e

suppor t .

d . Deve l ops and a r t i cu l a t es an i n t egr a t ed i mprovemen t p l an f or t he a t t a i n -

men t o f s t a t e / d i s t r i c t l eve l goa l s and ob j ec t i ves f or h i s / he r a r ea

o f r espons i b i l i t y .
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e . Pe r f orms r equ i r emen t s o f t he pos i t i on w i t h f u l l know l edge and i n suppor t

o f ob j ec t i ves , d i r ec t i ons , po l i c i es , s t r a t eg i es , p l ans , and ac t i v i t i es

o f t he Depa r t men t o f Educa t i on and t he pe r t i nen t e f f or t s o f i t s va r i ous

o f f i ces and organ i za t i ona l un i t s .

f . Conduc t s l ong - r ange p l ann i ng t o an t i c i pa t e and prov i de con t i nuous

de l i ve r y o f e f f ec t i ve and e f f i c i en t schoo l suppor t se r v i ces .

g . Cons t ruc t i ve l y pa r t i c i pa t es i n t he f ormu l a t i on , adop t i on and i mp l emen -

t a t i on o f po l i cy dec i s i ons cons i s t en t w i t h de t e rm i ned need and sys t ema t i c

and i n t egr a t ed i mprovemen t p l ann i ng .

h . Pur sues pe r sona l i mprovemen t based on cand i d and hones t se l f assessmen t

ac t i v i t i es t o s t r eng t hen own pro f ess i ona l pe r f ormance .

2 . Prov i des Ach i evemen t Or i en t ed and Suppor t i ve Leade r sh i p w i t h i n t he Schoo l

Sys t em

a . Ob t a i ns w i despr ead suppor t and organ i za t i ona l comm i t men t t o t he cen t r a l

m i ss i on o f t he Depa r t men t and t o t he de l i ve r y o f d i s t r i c t / s t a t e l eve l

suppor t se r v i ces t o accomp l i sh t ha t m i ss i on .

b . I n t egr a t es and prov i des d i s t r i c t / s t a t e l eve l suppor t se r v i ces t o max i m i ze

ass i s t ance t o schoo l s t o prov i de t he bes t poss i b l e educa t i on t o s t uden t s .

c . Exemp l i f i es pro f ess i ona l produc t i ve behav i or ; gene r a t es f ee l i ngs o f

t rus t , en t hus i asm , r appor t , and t eamwor k among a l l cons t i t uen t s .

d . Sys t ema t i ca l l y i n f orms use r s and dec i s i on make r s o f progr ams and ac t i v i t i es

t o en l i s t t he i r coope r a t i on and suppor t and encour age e f f ec t i ve use .

e . Es t ab l i shes open , suppor t i ve , asp i r i ng r e l a t i onsh i ps t o ensur e h i gh

mor a l e w i t h i n t he Depa r t men t .

f . Mo t i va t es and cha l l enges peop l e t o h i ghe r l eve l s o f pe r f ormance by

c l ea r s t a t emen t o f goa l s , f ocused d i r ec t i on , r ea l i s t i c s t anda rds ,

spec i f i c r esu l t s , and assur ance o f suppor t .



g . Wor ks t owa rd t eam bu i l d i ng ; f os t e r s t eam concep t by be i ng an e f f ec t i ve

t eam membe r and l eade r by f ocus i ng and addr ess i ng i ssues ; l i s t en i ng ;

mod i f y i ng and ad j us t i ng i n l i gh t o f new and va l i d i n f orma t i on .

h . I s t ask or i en t ed ; assumes r espons i b i l i t y t o ge t t he j ob done ; app l i es

i n i t i a t i ve and pe r s i s t s i n ob t a i n i ng t he bes t r esu l t s .

i . Exh i b i t s and pr ac t i ces good wor k i ng hab i t s and ex t ends t he common

cour t es i es o f t he pos i t i on . (Honor s appo i n t men t s , ma i n t a i ns h i gh

s t anda rds o f i n t egr i t y , e t c . )

j . Seeks , accep t s and pe r f orms new and d i f f e r en t r espons i b i l i t i es t o

ach i eve r esu l t s .

3 . Es t ab l i shes and Exh i b i t s a H i gh Leve l o f Pro f ess i ona l Compe t ence and

Cr ed i b i l i t y as a Gene r a l Educa t i ona l o f f i ce r and as a Spec i a l i s t i n t he

Ar ea o f Ass i gned Respons i b i l i t y

a . Seeks and app l i es cur r en t r esea r ch - based i mprovemen t s t r a t eg i es t o

enhance t he de l i ve r y o f compe t en t s t a t e / d i s t r i c t l eve l suppor t se r v i ces

and t he i mprovemen t o f t each i ng / l ea rn i ng .

b . Keeps cur r en t l y i n f ormed o f br ead t h and scope o f pro f ess i ona l know l edge

w i t h i n t he a r ea o f spec i a l t y as we l l as i n o t he r educa t i ona l a r eas .

c . Keeps cur r en t l y i n f ormed o f pro f ess i ona l know l edge and sk i l l s i n t he

gene r a l a r ea o f Educa t i ona l Adm i n i s t r a t i on .

d . Tr ans l a t es pur su i t o f educa t i ona l exce l l ence i n t e rms o f spec i f i c

progr amma t i c dec i s i ons and ac t i ons and deve l ops progr ams f or e f f ec t i ve

i mp l emen t a t i on .

e . U t i l i zes e f f ec t i ve managemen t s t r a t eg i es t o i nvo l ve a f f ec t ed peop l e

i n prob l em- so l v i ng and po l i cy dec i s i on - mak i ng .

f . Exemp l i f i es pro f ess i ona l i sm by be i ng c r ea t i ve and a r i sk - t ake r , borne

by con f i dence i n one ' s know l edge o f t he spec i a l t y a r ea and o f educa t i on .
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g . Se r ves as a ro l e mode l f or e f f ec t i ve and compe t en t pe r f ormance w i t h i n

t he schoo l sys t em .

h . Acknow l edges , suppor t s and encour ages genu i ne and va l ued schoo l l eve l

accomp l i shmen t s .

4 . Prov i des Fu l l Scope o f S t a f f Adm i n i s t r a t i ve Se r v i ces

a . Fo l l ows e f f i c i en t f i sca l and budge t i ng pr ac t i ces t o a t t a i n max i mum

use o f ava i l ab l e mon i es , f ac i l i t i es and peop l e r esour ces .

b . A t t ends t o a l l r equ i r ed adm i n i s t r a t i ve f unc t i ons o f p l ann i ng , organ i z i ng ,

supe r v i s i ng and f os t e r i ng o f e f f ec t i ve s t a f f and commun i t y r e l a t i ons .

c . Commun i ca t es e f f ec t i ve l y w i t h s t a f f , emp l oyees , po l i cy make r s and

membe r s o f t he commun i t y .

d . Comp l i es w i t h app l i cab l e s t a t u t es , f ede r a l l aws , r egu l a t i ons , procedur es ,

con t r ac t prov i s i ons and t he l i ke .

e . Responds t o gene r a l and spec i f i c needs o f schoo l s .

Adop t ed 6 / 86
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Pe r sonne l se r i es 5004

DEF I N I T I ON OF TERMS

De f i n i t i ons : As used i n t h i s 5000 Se r i es un l ess t he con t ex t c l ea r l y r equ i r es

o t he rw i se .

App l i can t means a pe r son seek i ng emp l oymen t t o a pos i t i on i n accordance
w i t h t he 5000 Schoo l Code Se r i es .

Appo i n t men t means a cond i t i on o f be i ng emp l oyed by t he Depa r t men t unde r

spec i f i ed t e rms and prov i s i ons . Appo i n t men t s may be t empor a r y ,
proba t i ona r y , con t i nuous or o t he rw i se de t e rm i ned by t he Depa r t men t .

Ar ea o f Pr epa r a t i on means f u l f i l l men t o f r equ i r emen t s as a schoo l
adm i n i s t r a t i on / educa t i ona l adm i n i s t r a t i on pro f ess i on i n t he Hawa i i S t a t e .

Ass i gnmen t means a spec i f i c p l acemen t i n t o a pos i t i on and / or t each i ng
l i ne .

Ass i s t an t Supe r i n t enden t means t he subord i na t e Supe r i n t enden t i n cha rge
o f a S t a t e f unc t i ona l o f f i ce .

Boa rd o f Educa t i on means t he s t a t e Boa rd o f Educa t i on .

Casua l Emp l oyees a r e t hose ce r t i f i ca t ed emp l oyees who a r e non - sa l a r i ed
and a r e exc l uded f rom S t a t e C i v i l Se r v i ce . Subs t i t u t e t eache r s . pa r t -
t i me t empor a r y t eache r s and o t he r emp l oyees o f s i m i l a r s t a t us a r e . casua l
emp l oyees .

Ce r t i f i ca t ed Emp l oyee means an emp l oyee ho l d i ng a va l i d l i cense or
c r eden t i a l i ssued by t he Depa r t men t o f Educa t i on i n accordance w i t h
appropr i a t e r egu l a t i ons o f t he 5300 se r i es o f t he Schoo l Code .

Ce r t i f i ca t i on means f u l f i l l men t o f r equ i r emen t s as a schoo l
adm i n i s t r a t i on / educa t i ona l adm i n i s t r a t i on pro f ess i on i n t he Hawa i i S t a t e .

C l ea r vacancy means a vacan t pos i t i on , wh i ch i s pe rmanen t and
unob l i ga t ed .

Comp l ex Ar ea Supe r i n t enden t means t he subord i na t e Supe r i n t enden t i n
cha rge o f a schoo l comp l ex a r ea .

Cour se Un i t means t he t each i ng equ i va l en t o f one i ns t ruc t i ona l pe r i od f or
seconda r y schoo l s or approx i ma t e l y 16 . 58 F . T . E .

Cr eden t i a l ed means a ce r t i f i ed emp l oyee who has no t f u l l y me t
r equ i r emen t s f or a l i cense t o t each .

D i s t r i c t Supe r i n t enden t means t he subord i na t e Supe r i n t enden t i n cha rge o f
a schoo l d i s t r i c t .

Educa t i ona l o f f i ce r s mean t he Supe r i n t enden t , Subord i na t e Supe r i n t enden t s
and a l l emp l oyees compensa t ed f rom t he Educa t i ona l O f f i ce r s , Sa l a r y
Schedu l e as de t e rm i ned by t he Depa r t men t .

Emp l oyee means a pe r son ho l d i ng a pos i t i on i n accordance w i t h Regu l a t i ons
5100 , 5101 , 5102 , 5103 and 5104 o f t he Schoo l Code , Ce r t i f i ca t ed
Pe r sonne l , whe t he r pe rmanen t l y or o t he rw i se , and whe t he r as an o f f i ce r or
o t he rw i se .

Emp l oye r means t he Depa r t men t o f Educa t i on , S t a t e o f Hawa i i .
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Pe r sonne l Se r i es 5004

Exc l uded Pe r sonne l a r e t hose emp l oyees who a r e appo i n t ed by t he
Boa rd / Supe r i n t enden t and o t he r ce r t i f i ca t ed emp l oyees who se r ve i n
con f i den t i a l / manage r i a l pos i t i ons as de f i ned i n HRS 89 - 6 ( c ) .

L i censed means a ce r t i f i ca t ed emp l oyee who has me t a l l r equ i r emen t s f or a
l i cense t o t each .

Pa r t - T i me Tempor a r y Teache r (PTT) means an emp l oyee who i s h i r ed t o
pe r f orm i ns t ruc t i ona l or r e l a t ed se r v i ces on an hour l y r a t e o f pay .

PRAX I S means Pro f ess i ona l Assessmen t s o f Beg i nn i ng Teache r s and r e f e r s t o
' a se t o f exam i na t i ons f or t eache r l i censur e .

Pos i t i on means a spec i f i c o f f i ce or emp l oymen t whe t he r occup i ed or
vacan t , . , ; cons i s t i ng o f a group o f a l l t he cur r en t du t i es and
r espons i b i l i t i es ass i gned or de l ega t ed by compe t en t au t hor i t y , r equ i r i ng
t he f u l l ' or pa r t - t i me emp l oymen t o f one pe r son .

Proba t i on means a pe r i od o f assessmen t and obse r va t i on t o de t e rm i ne t he
compe t ency and f i t ness o f t he emp l oyee .

Proba t i ona r y Emp l oyee means an emp l oyee se r v i ng proba t i on or an emp l oyee
hav i ng success f u l l y comp l e t ed proba t i on and awa i t i ng se l ec t i on f or
t enur e .

Rec ru i t men t means proac t i ve ma i n t enance o f a poo l o f qua l i f i ed app l i can t s
who ma t ch t he Depa r t men t ' s Pro f i l e o f an E f f ec t i ve Teache r f or spec i f i c
pos i t i ons .

Regu l a r Emp l oyee means any t eache r or educa t i ona l o f f i ce r compensa t ed on
t he Depa r t men t es t ab l i shed sa l a r y schedu l es .

Schoo l Yea r means t he norma l t we l ve - mon t h annua l emp l oymen t pe r i od
s t a r t i ng f rom (Sep t embe r 1 t o Augus t 311 t he f i r s t day o f t he schoo l ' s
academ i c schoo l ca l enda r .

Spec i a l Educa t i on Ass i s t an t pos i t i ons a r e ass i gned t o Depa r t men t o f
Educa t i on Pro j ec t Codes 131 , 201 , 632 , 207 , 210 , 635 , and 693 . These
emp l oyees prov i de d i r ec t i ns t ruc t i on ( academ i cs / soc i a l / se l f - he l p ) and / or
spec i a l educa t i on se r v i ces t o ce r t i f i ed spec i a l educa t i on s t uden t s i n t he
l ea rn i ng env i ronmen t ( c l ass room , CB I , wor k s i t e , on / o f f campus
ac t i v i t i es ) ; prov i de d i r ec t i ns t ruc t i on or se r v i ces on a da i l y bas i s
wor k i ng unde r t he supe r v i s i on o f a spec i a l educa t i on t eache r.

Spec i a l t y i ns t ruc t or means a pa r t - t i me emp l oyee h i r ed t o t each schedu l ed
s t uden t cour ses , or t o prov i de o t he r i ns t ruc t i ona l r e l a t ed se r v i ces no t
t o exceed t he equ i va l en t o f t hr ee such un i t s or 49 . 53 F . T . E .

Subord i na t e Supe r i n t enden t means t he Depu t y Supe r i n t enden t , an Ass i s t an t
Supe r i n t enden t , or a (D i s t r i c t Supe r i n t enden t or a Depu t y D i s t r i c t
Supe r i n t enden t ] Comp l ex Ar ea Supe r i n t enden t .

Subs t i t u t e Teache r means day - t o - day emp l oyee ( s ) h i r ed t o prov i de
r ep l acemen t se r v i ces f or a t eache r [ s ] who [ a r e ] i s absen t f rom [ t he i r
du t y s t a t i on ] h i s / he r c l ass room and i ns t ruc t i ona l du t i es .

Supe r i n t enden t means t he Supe r i n t enden t o f Educa t i on .

Teache r means Teache r s , Counse l or s , Schoo l L i br a r i ans and a l l o t he r
emp l oyees compensa t ed f rom t he Teache r s ' Sa l a r y Schedu l e as de t e rm i ned by
t he Depa r t men t . I t can a l so mean o t he r emp l oyees no t on t he sa l a r y
schedu l e such as subs t i t u t es , pa r t - t i me t empor a r y t eache r s , spec i a l t y
i ns t ruc t or s , coaches and o t he r s .
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Tempor a r y Emp l oyee means an emp l oyee . o f l i m i t ed h i r i ng dur a t i on . wh i ch may
be t e rm i na t ed a t t he op t i on o f e i t he r pa r t y w i t h no comm i t men t o f
con t i nued emp l oymen t .

Ten - Mon t h Emp l oyee means a t eache r or educa t i ona l o f f i ce r , h i r ed t o wor k
a t en - mon t h yea r norma l l y f rom Sep t embe r t hrough June and compensa t ed on
a t en - mon t h sa l a r y schedu l e .

Tenur ed Educa t i ona l O f f i ce r means an emp l oyee who has success f u l l y
comp l e t ed proba t i on on a con t i nuous bas i s i n an appropr i a t e pos i t i on .

Tenur ed Teache r means an emp l oyee who has success f u l l y comp l e t ed
proba t i on and who has been appo i n t ed on a con t i nuous bas i s t o a pe rmanen t
unob l i ga t ed pos i t i on .

Twe l ve - Mon t h Emp l oyee means an educa t i ona l o f f i ce r h i r ed t o wor k a
t we l ve - mon t h yea r f rom Ju l y t hrough June o f each yea r and compensa t ed on

a t we l ve - mon t h sa l a r y schedu l e .

Adop t ed 6 / 86 ; Amended
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RECRU I TMENT , EMPLOYMENT , RETENT I ON AND TERM I NAT I ON

POL I CY

TEACHER RECRU I TMENT / RETENT I ON / EMPLOYMENT

Po l i cy #5100

The r ec ru i t men t and emp l oymen t o f t r a i ned app l i can t s mus t be

ac t i ve , se l ec t i ve , compe t i t i ve , and based on t he concep t o f

pr e f e r en t i a l h i r i ng . The process o f pr e f e r en t i a l h i r i ng r equ i r es

(1) t he es t ab l i shmen t o f a poo l o f qua l i f i ed app l i can t s who mos t

c l ose l y ma t ch t he Depa r t men t ' s Pro f i l e o f an E f f ec t i ve Teache r ,

(2) se l ec t i on f rom t he app l i can t poo l , and (3) cons i de r a t i on o f

s t uden t s ' educa t i on and we l f a r e and f or t he good o f t he schoo l sys t em .

Th i s process ca l l s f or l ook i ng beyond ce r t i f i ca t i on / l i censur e

qua l i f i ca t i ons o f app l i can t s . I t r equ i r es r i gorous e f f or t s t o h i r e

t he bes t qua l i f i ed cand i da t es t o cons i s t en t l y ach i eve eve r h i ghe r

l eve l s o f s t uden t grow t h and deve l opmen t w i t h i n t he pub l i c schoo l s o f

Hawa i i . A mu l t i va r i a t e sc r een i ng sys t em sha l l be app l i ed t o de t e rm i ne

emp l oymen t en t r y / adm i ss i on i n t o t he app l i can t poo l o f e l i g i b l e

cand i da t es f or t eache r pos i t i ons .

The Depa r t men t sha l l deve l op and i mp l emen t a s t r a t eg i c p l an t o

r ec ru i t and r e t a i n qua l i f i ed t eache r s wh i ch (1) i den t i f i es r ec ru i t men t

and r e t en t i on goa l s , (2) i mp l emen t s s t r a t eg i es t o ach i eve t hese goa l s ,

(3) i den t i f i es spec i f i c t each i ng shor t age a r eas and geogr aph i ca l l y

ha rd t o f i l l a r eas , and (4) es t ab l i shes a con t i nu i ng commun i t y

ou t r each progr am t o encour age and ass i s t r es i den t s o f commun i t i es

expe r i enc i ng h i gh t eache r t urnove r t o become t eache r s .



Rec ru i t men t , Emp l oymen t , Re t en t i on and Te rm i na t i on

Po l i cy ( con t i nued )

Po l i cy . J5100

The Supe r i n t enden t emp l oys t eache r s . Pr i ma r y cons i de r a t i ons f or

emp l oymen t sha l l be t he needs o f s t uden t s and progr ams a t t he schoo l s .

H i r i ng sha l l be based on t he se l ec t i on o f e l i g i b l e pro f ess i ona l s who

mos t exemp l i f y t he Depa r t men t ' s Pro f i l e o f an E f f ec t i ve Teache r .

ensur es a t t a i nmen t o f t he Depa r t men t ' s m i ss i on .

EDUCAT I ONAL OFF I CER APPO I NTMENT

The Supe r i n t enden t ' s appo i n t men t o f subord i na t e supe r i n t enden t s

and t he adm i n i s t r a t i ve ass i s t an t t o t he Supe r i n t enden t sha l l r equ i r e

t he approva l o f t he Boa rd o f Educa t i on .

educa t i ona l o f f i ce r s sha l l r equ i r e t he approva l o f t he Supe r i n t enden t

o f Educa t i on . Educa t i ona l o f f i ce r s r ecommended f or t he

Supe r i n t enden t ' s approva l sha l l have me t t he qua l i f i ca t i ons and t he

t r a i n i ng r equ i r emen t s o f t he Depa r t men t .

o f f i ce r s

mo t i va t i on and comm i t men t t o mee t t he r equ i r emen t s o f t he pos i t i on and

t he h i gh expec t a t i ons as de l i nea t ed i n t he Depa r t men t ' s Pro f i l e o f an

E f f ec t i ve Schoo l Adm i n i s t r a t or and Pro f i l e o f an E f f ec t i ve Educa t i ona l

Adm i n i s t r a t or .

The appo i n t men t o f a l l o t he r

Add i t i ona l l y , educa t i ona l

mus t possess t r a i t s such as l eade r sh i p , adap t ab i l i t y ,

TEACHER PLACEMENT

P l acemen t o f t eache r s sha l l be by ma t ch i ng t he qua l i f i ca t i ons ,

pe r sona l a t t r i bu t es and t r a i n i ng o f t he i nd i v i dua l w i t h t he

r equ i r emen t s o f t he pos i t i on . An e f f ec t i ve ma t ch o f t he

qua l i f i ca t i ons o f t he pe r son w i t h t he r equ i r emen t s o f t he pos i t i on



Rec ru i t men t , Emp l oymen t , Re t en t i on and Te rm i na t i on

Po l i cy ( con t i nued )

Po l i cy $5100

Pro f ess i ona l background and expe r i ences o f app l i can t s sha l l be

cons i de r ed i n t he se l ec t i on and appo i n t men t o f educa t i ona l o f f i ce r s .

PROBAT I ON AND TENURE

Emp l oyees a r e r equ i r ed t o comp l e t e Depa r t men t es t ab l i shed

proba t i ona r y r equ i r emen t s . Se r v i ce as a t empor a r y educa t i ona l o f f i ce r

i s no t app l i cab l e t owa rds f u l f i l l i ng t he r equ i r emen t s

proba t i ona r y pe r i od .

Tenur e i n t he Depa r t men t i s ob t a i ned by con t i nued emp l oymen t

based on ( a ) success f u l comp l e t i on o f proba t i ona r y r equ i r emen t s ; and

(b ) demons t r a t ed compe t ency a t progr ess i ve l y h i ghe r l eve l s o f

pe r f ormance .

EQUAL EMPLOYMENT

The r ec ru i t men t and emp l oymen t po l i cy sha l l be i mp l emen t ed

t hroughou t t he Depa r t men t o f Educa t i on and sha l l be t he r espons i b i l i t y

o f t he Supe r i n t enden t o f Educa t i on and a l l S t a t e , D i s t r i c t and Schoo l

pe r sonne l . The manne r i n wh i ch t h i s po l i cy i s t o be i mp l emen t ed sha l l

be t he essence o f t he Depa r t men t o f Educa t i on ' s Equa l Emp l oymen t

Oppor t un i t y and A f f i rma t i ve Ac t i on Progr ams .

Rev i sed 9 / 1 / 70 ; Amended 10 / 79 ; Amended 8 / 75 ; Amended 6 / 86 ; Amended

3 / 98 ; Amended 11 / 02



Regu l a t i on #5100

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND EMPLOYMENT

ADM I N I STRAT I VE REGULAT I ONS

EMPLOYMENT

A . Appo i n t men t agr eemen t s , ass i gnmen t s and compensa t i on sha l l be as prov i ded

i n t he Hawa i i Rev i sed S t a t u t es , po l i c i es , r egu l a t i ons and co l l ec t i ve

ba rga i n i ng agr eemen t s .

B . Med i ca l Exam i na t i on Requ i r ed

1 . A new emp l oyee and an emp l oyee r e t urn i ng f rom a l eave o f absence

w i t hou t pay o f any dur a t i on r esu l t i ng f rom hea l t h cond i t i ons , sha l l ,

a t own expense and t i me , ob t a i n a med i ca l exam i na t i on f rom a phys i c i an

l i censed t o pr ac t i ce med i c i ne . Such an emp l oyee w i l l no t be pe rm i t t ed

t o wor k w i t hou t a med i ca l exam i na t i on c l ea r ance .

2 . An emp l oyee i n t he Depa r t men t may be r equ i r ed a t t he d i sc r e t i on

o f t he Depa r t men t t o have a med i ca l exam i na t i on , and i f so d i r ec t ed ,

t h i s exam i na t i on w i l l be done a t t he expense o f t he Depa r t men t .

C . Ches t X- Ray_ and_ Tube r cu l i n Tes t

1 . Eve r y new emp l oyee a t t he schoo l l eve l sha l l pr esen t a Depa r t men t

o f Hea l t h ce r t i f i ca t e dec l a r i ng t he emp l oyee t o be f r ee o f t ube r cu l os i s

w i t h i n t he t wen t y - f our mon t h pe r i od pr i or t o t he e f f ec t i ve da t e

o f emp l oymen t .

2 . Eve r y i nse r v i ce emp l oyee a t t he schoo l l eve l sha l l subm i t a r enewed

Depa r t men t o f Hea l t h t ube r cu l os i s c l ea r ance ce r t i f i ca t e t o t he

pr i nc i pa l pr i or t o t he exp i r a t i on da t e o f t he cur r en t ce r t i f i ca t e .

3 . The pr i nc i pa l sha l l no t i f y any emp l oyee who f a i l s t o comp l y w i t h

t he X- r ay or t ube r cu l i n sk i n t es t r equ i r emen t t ha t s / he i s l i ab l e

t o suspens i on w i t hou t pay . The pr i nc i pa l sha l l a l so no t i f y t he

d i s t r i c t supe r i n t enden t o f any de l i nquency .
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Gene r a l Cond i t i ons o f Rec ru i t men t ,
Se l ec t i on and Emp l oymen t - Emp l oymen t ( con t i nued )

5100 - 4

Regu l a t i on #5100

D . O t he r Forms Requ i r ed o f New Emp l oyees

Fa i l ur e t o comp l e t e f orms may r esu l t i n de l ay o f emp l oyee ' s pay .

1 . Eve r y new emp l oyee sha l l t ake and subsc r i be t he Oa t h o f Loya l t y

be f or e a no t a r y pub l i c .

2 . Eve r y new emp l oyee sha l l s i gn a comp l e t ed " Emp l oyee ' s Des i gna t i on

o f Bene f i c i a r y , " S t a t e Accoun t i ng Form D - 90 , be f or e a no t a r y pub l i c .

3 . Eve r y new emp l oyee sha l l comp l e t e i n dup l i ca t e and s i gn Fede r a l

and S t a t e Emp l oyee ' s W i t hho l d i ng Exemp t i on Forms HW- 4 and W- 4 .

4 . Eve r y new emp l oyee sha l l comp l e t e t he f orm " Ce r t i f i ca t i on o f Soc i a l

Secur i t y Numbe r . "

5 . Eve r y new emp l oyee sha l l comp l e t e t he Form 1 - 9 " Emp l oymen t E l i g i b i l i t y

ve r i f i ca t i on "

E . Emp l oyee Records

Emp l oymen t r e l a t ed r ecords sha l l be ma i n t a i ned a t t he s t a t e , d i s t r i c t

and schoo l o f f i ces .

F . Bene f i t s

Emp l oyees a r e e l i g i b l e f or bene f i t s i n accordance w i t h l aws , po l i c i es

and r egu l a t i ons .

Rev i sed 9 / 1 / 70 ; Amended 4 / 73 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 11 / 88
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PROCEDURE : MED I CAL EXAM I NAT I ON REQU I REMENTS FOR NEW EMPLOYEES AND FORMER
EMPLOYEES RETURN I NG TO SERV I CE

REFERENCE : REGULAT I ON #5100 (PARAGRAPH C)

FORM

�

132 (PHYS I CAL EXAM I NAT I ON OF TEACHERS)

Procedur e #5100

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . Ob t a i ns Form 132 f rom t he O f f i ce o f Pe r sonne l Se r v i ces , i f no t

prov i ded a t t i me o f emp l oymen t .

b . Ob t a i ns a med i ca l exam i na t i on on own t i me and a t own expense f rom

a l i censed phys i c i an .

c . Subm i t s comp l e t ed Form 132 t o t he O f f i ce o f Pe r sonne l Se r v i ces

w i t h i n 30 days f rom da t e o f emp l oymen t .

2 . OFF I CE OF PERSONNEL SERV I CES

a . Rev i ews med i ca l exam i na t i on f orm( s ) f or comp l e t eness .

b . F i l es f orm i n emp l oyee ' s pe r sonne l f i l e i f emp l oymen t i s r ecommended .

c . Takes appropr i a t e ac t i on i f phys i c i an r ecommends i nd i v i dua l no t

be emp l oyed .

d . Takes appropr i a t e ac t i on f or emp l oyees who a r e no t i n comp l i ance .

e . F i l es r epor t on ac t i on t aken .

3 . PR I NC I PAL

a . Rem i nds emp l oyees o f med i ca l exam i na t i on r equ i r emen t .

b . Ob t a i ns a subs t i t u t e i n t he even t t ha t t he emp l oyee i s p l aced

on l eave w i t hou t pay f or non - comp l i ance .

4 . D I STR I CT

a . Mon i t or s t he s t a t us o f new emp l oyees ' phys i ca l exam i na t i on r equ i r e -

men t .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 11 / 88
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PROCEDURE : MED I CAL EXAM I NAT I ON REQU I REMENTS FOR EMPLOYEES RETURN I NG FROM
LEAVE OF ABSENCE W I THOUT PAY FOR HEALTH COND I T I ONS

REFERENCE : REGULAT I ON #5100 (PARAGRAPH C)

FORM

�

132 . (PHYS I CAL EXAM I NAT I ON OF TEACHERS)

RESPONS I B I L I T I ES :

1 . EMPLOYEE

�

-

a . Ob t a i ns Form 132 f rom pr i nc i pa l / supe r v i sor a t l eas t t h i r t y days

pr i or t o r e t urn t o se r v i ce .

b . Ob t a i ns a med i ca l exam i na t i on on own t i me and a t own expense f rom

a l i censed phys i c i an .

c . Subm i t s comp l e t ed Form 132 t o pr i nc i pa l / supe r v i sor pr i or t o r e t urn

t o se r v i ce .

2 . PR I NC I PAL / SUPERV I SOR

a . Prov i des emp l oyee w i t h Form 132 .

b . Rev i ews comp l e t ed Form 132 .

c . Adv i ses emp l oyee accord i ng l y .

d . Consu l t s w i t h d i s t r i c t / s t a t e pe r sonne l o f f i ce r i f emp l oyee canno t

r e t urn t o se r v i ce .

e . F i l es Form 132 i n t he emp l oyee ' s schoo l pe r sonne l f i l e .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Takes appropr i a t e ac t i on t o i nsur e comp l i ance .

4 . OFF I CE OF PERSONNEL SERV I CES

Takes appropr i a t e ac t i on i f phys i c i an r ecommends i nd i v i dua l no t be

emp l oyed .

Rev i sed 9 / l / 70 ; Amended 4 / 73 ; Amended 10 / 74 ; Amended 6 / 86
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PROCEDURE : DEPARTMENT D I RECTED MED I CAL EXAM I NAT I ON FOR EMPLOYEES

REFERENCE : REGULAT I ON #5100 (PARAGRAPH C)

FORM

�

132 (PHYS I CAL EXAM I NAT I ON OF TEACHERS)

Procedur e #5100 . 2

RESPONS I B I L I T I ES :

1 . EMPLOYEE

Comp l i es w i t h t he d i r ec t i ve i ssued by t he Depa r t men t f or med i ca l

exam i na t i on .

2 . PR I NC I PAL / SUPERV I SOR

a . I n i t i a t es Depa r t men t d i r ec t ed med i ca l exam i na t i on r equ i r emen t s

a f t e r consu l t i ng w i t h t he d i s t r i c t supe r i n t enden t / ass i s t an t supe r i n -

t enden t .

b . I n f orms emp l oyee o f exam i na t i on r equ i r emen t s ( appo i n t men t s , phys i c i an

and o t he r a t t endan t de t a i l s ) .

c . I f necessa r y , a r r anges f or spec i a l shor t - t e rm l eave w i t h pay ( comp l e t es

and processes Form 400a ) and prov i des subs t i t u t e t eache r ( s ) when

r equ i r ed .

d . I n f orms emp l oyee o f Depa r t men t ' s dec i s i on as a r esu l t o f med i ca l

exam i na t i on .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . Wor ks coope r a t i ve l y w i t h pr i nc i pa l / supe r v i sor i n i n i t i a t i ng Depa r t men t

d i r ec t ed med i ca l exam i na t i on r equ i r emen t s .

b . Approves or d i sapproves Form 400a .

c . Consu l t s w i t h t he O f f i ce o f Pe r sonne l Se r v i ces i n se l ec t i ng t he

l i censed phys i c i an t o conduc t t he exam i na t i on .

d . Appr i ses phys i c i an o f t he cond i t i ons sur round i ng t he pa r t i cu l a r

s i t ua t i on pr i or t o appo i n t men t .

5100 - 9



5100 - 1 0

Procedur e #5100 . 2

e . I n f orms t he pr i nc i pa l / supe r v i sor and t he o f f i ce o f Pe r sonne l Se r v i ces

o f t he r esu l t s o f exam i na t i on .

f . Pays f or t he se r v i ces o f Depa r t men t se l ec t ed phys i c i an by pur chase

orde r .

g . Exam i nes a l l med i ca l eva l ua t i ons f or comp l e t eness and t akes appro -

pr i a t e ac t i on i n consu l t a t i on w i t h O f f i ce o f Pe r sonne l Se r v i ces .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86



PROCEDURE : COMPLY I NG W I TH TUBERCULOS I S CLEARANCE REQU I REMENT

REFERENCE : REGULAT I ON #5100 (PARAGRAPH D )

FORM NONE

Procedur e #5100 . 3

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . A new emp l oyee a t t he schoo l l eve l subm i t s a Depa r t men t o f Hea l t h

ce r t i f i ca t e dec l a r i ng t he i nd i v i dua l f r ee o f t ube r cu l os i s pr i or

t o emp l oymen t . A f orme r emp l oyee r e t urn i ng t o se r v i ce a f t e r an

absence o f mor e t han one yea r subm i t s t he same pr i or t o r e t urn

da t e . C l ea r ance ce r t i f i ca t es a r e va l i d f or a pe r i od o f t wen t y

f our mon t hs f rom t he da t e o f i ssue .

b . Eve r y i nse r v i ce emp l oyee a t t he schoo l l eve l :

(1) Possesses t ube r cu l os i s c l ea r ance a t a l l t i mes dur i ng t he wor k

yea r .

(2) subm i t s a r enewed Depa r t men t o f Hea l t h Tube r cu l os i s C l ea r ance

Ce r t i f i ca t e t o t he pr i nc i pa l upon or pr i or t o t he exp i r a t i on

da t e o f t he ce r t i f i ca t e .

2 . PR I NC I PAL

a . I n f orms and r em i nds a l l emp l oyees o f t h i s r equ i r emen t .

b . Ma i n t a i ns a r ecord o f a l l ce r t i f i ca t e numbe r s and / or da t es o f c l ea r ance

f or a l l emp l oyees o f t he schoo l .

c . I n f orms a l l emp l oyees who f a i l t o comp l y w i t h t h i s r equ i r emen t

t ha t a r ecommenda t i on f or en f or cemen t w i l l be subm i t t ed t o t he

d i s t r i c t supe r i n t enden t f or r ev i ew and appropr i a t e d i sc i p l i na r y

ac t i on .



5100 - 1 2

d . Subm i t s t he names o f a l l emp l oyees who f a i l ed t o comp l y w i t h t h i s

r equ i r emen t t o t he d i s t r i c t supe r i n t enden t .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . Takes appropr i a t e ac t i on .

b . No t i f i es emp l oyee , pr i nc i pa l and O f f i ce o f Pe r sonne l Se r v i ces o f

ac t i on t aken .

4 . OFF I CE OF PERSONNEL SERV I CES

a . F i l es r epor t on ac t i on t aken by t he d i s t r i c t supe r i n t enden t .

b . Takes appropr i a t e ac t i on .

Rev i sed 9 / l / 70 ; Amended 10 / 74 ; Amended 2 / 76 ; Amended 6 / 86
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PROCEDURE : MA I NTA I N I NG EMPLOYEE RECORDS

"

�

REFERENCE : REGULAT I ON #5100 (PARAGRAPH F )

FORM

�

FORM 133

RESPONS I B I L I T I ES :

1 . EMPLOYEE

.

�

Adop t ed 6 / 86

Procedur e #5100 . 4

a . Prov i des accur a t e i n f orma t i on r e l a t ed t o emp l oymen t .

b . Wor ks w i t h t he schoo l pr i nc i pa l i n t he ma i n t enance and upda t e o f

pe r sonne l da t a .

2 . PR I NC I PAL

a . I mp l emen t s a sys t em f or t he f i l i ng and des t ruc t i on o f pe r sonne l

documen t s .

b . Ma i n t a i ns con f i den t i a l i t y o f pe r sonne l r ecords .

c . Forwa rds pe r sonne l documen t s t o t he appropr i a t e schoo l ( s ) when

- t eache r ( s ) t r ans f e r s .

3 . D I STR I CT / STATE OFF I CES

a . I mp l emen t s a sys t em f or t he ma i n t enance o f pe r sonne l r ecords .

b . Prov i des ass i s t ance t o schoo l s as appropr i a t e .

c . Forwa rds pe r sonne l documen t s t o t he appropr i a t e schoo l ( s ) or o f f i ce ( s )

when pe r sonne l t r ans f e r s .

5100 - 13



GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND EMPLOYMENT

ADM I N I STRAT I VE REGULAT I ONS

PROBAT I ON AND TENURE

Regu l a t i on #5101

A . Educa t i ona l O f f i ce r s

1 . Schoo l l eve l educa t i ona l o f f i ce r s sha l l be on t wo (2) yea r s ' proba t i on

on t he i r f i r s t en t r y i n t o t he Depa r t men t o f Educa t i on . Comp l e t i on

by a schoo l l eve l educa t i ona l o f f i ce r o f t he proba t i ona r y pe r i od

as a t eache r sha l l cons t i t u t e sa t i s f ac t i on o f t h i s en t r y r equ i r emen t .

2 . On promo t i on t o a new pos i t i on , an educa t i ona l o f f i ce r ' s proba t i on

sha l l no t exceed one (1) yea r .

3 . A l l new appo i n t ees t o S t a t e and D i s t r i c t educa t i ona l o f f i ce r pos i t i ons

( excep t t he Supe r i n t enden t , depu t y supe r i n t enden t , adm i n i s t r a t i ve

ass i s t an t , ass i s t an t supe r i n t enden t s , d i s t r i c t supe r i n t enden t s

and depu t y d i s t r i c t supe r i n t enden t s ) sha l l be on proba t i on f or

one (1) yea r .

4 . De f i n i t i on o f proba t i ona r y yea r .

a . A yea r o f proba t i on sha l l be de t e rm i ned as se r v i ce f or a f u l l

t we l ve (12) mon t hs ' pe r i od commenc i ng f rom t he e f f ec t i ve da t e

o f appo i n t men t .

b . The proba t i ona r y yea r may be i n t e r rup t ed by any l eave approved

by t he Depa r t men t .

(1) Approved l eaves w i t h f u l l pay w i l l no t a l t e r t he proba t i ona r y

pe r i od .

(2) Long t e rm l eaves o f absence sha l l r esu l t i n t he proba t i ona r y

pe r i od be i ng a l t e r ed by t he exac t numbe r o f ca l enda r days

absen t .

5100 - 1 5



Rec ru i t men t and Emp l oymen t -
Proba t i on and Tenur e ( con t i nued )
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Regu l a t i on #5101

5 . On sa t i s f ac t or y comp l e t i on o f t he proba t i ona r y pe r i od , an educa t i ona l

o f f i ce r sha l l have t enur e i n any pos i t i on i n t he same c l ass and

sa l a r y r ange or l owe r sa l a r y r ange upon r eappo i n t men t and r epor t i ng

t o du t y i n a pos i t i on i n t ha t same c l ass and sa l a r y r ange or l owe r

sa l a r y r ange . Educa t i ona l o f f i ce r s w i t h t enur e sha l l no t be suspended ,

demo t ed , d i scha rged or t e rm i na t ed w i t hou t prope r cause prov i ded ,

howeve r , t ha t t he f or ego i ng i s no t i n t ended t o i n t e r f e r e w i t h t he

r i gh t o f t he Boa rd t o r e l i eve emp l oyees f rom du t i es f or l ack o f

wor k or o t he r l eg i t i ma t e r easons .

6 . The Supe r i n t enden t o f Educa t i on does no t accumu l a t e t enur e as t he

Supe r i n t enden t ; howeve r , s / he r e t a i ns t enur e s t a t us as pr ev i ous l y

ea rned i n o t he r educa t i ona l o f f i ce r pos i t i ons . When t he Supe r i n t enden t

r es i gns or i s r emoved f rom o f f i ce , s / he sha l l be p l aced i n t o ano t he r

educa t i ona l o f f i ce r pos i t i on f or wh i ch s / he has t enur e and qua l i f i es .

7 . The depu t y supe r i n t enden t , adm i n i s t r a t i ve ass i s t an t , ass i s t an t

supe r i n t enden t s , d i s t r i c t supe r i n t enden t s and depu t y d i s t r i c t supe r i n -

t enden t s do no t accumu l a t e t enur e i n t hese pos i t i ons ; howeve r ,

t hey r e t a i n t enur e s t a t us as pr ev i ous l y ea rned i n o t he r educa t i ona l

o f f i ce r pos i t i ons . When r emoved f rom o f f i ce , t hese educa t i ona l

o f f i ce r s sha l l be p l aced i n t o o t he r educa t i ona l o f f i ce r pos i t i ons

f or wh i ch t hey have t enur e and / or qua l i f y .

B . Teache r s

1 . Proba t i ona r y Pe r i od

A m i n i mum con t i nuous t wo - yea r proba t i ona r y pe r i od i s r equ i r ed pr i or

t o t enur e . The t wo - yea r proba t i ona r y pe r i od sha l l cons i s t o f f our



Rec ru i t men t and Emp l oymen t -
Proba t i on and Tenur e ( con t i nued )

Regu l a t i on # 510 1

semes t e r s o f success f u l , pa i d t each i ng se r v i ce unde r proba t i ona r y

appo i n t men t dur i ng t he r egu l a r schoo l yea r as de t e rm i ned by t he

Depa r t men t .

2 . Excep t i on t o Con t i nuous Se r v i ce Requ i r emen t

Approved l eave w i t hou t pay and pe r i ods o f se r v i ce unde r Tempor a r y

Appo i n t men t may i n t e r rup t t he con t i nu i t y o f t he proba t i ona r y pe r i od .

Re t urn t o se r v i ce i mmed i a t e l y a f t e r such a l eave or t empor a r y appo i n t -

men t sha l l pr ese r ve t he con t i nu i t y o f t he proba t i ona r y pe r i od .

3 . Ex t ens i on o f Proba t i ona r y Pe r i od

The Depa r t men t may ex t end t he proba t i ona r y pe r i od o f t eache r s f or

an add i t i ona l pe r i od no t t o exceed a t o t a l o f f i ve yea r s .

4 . Numbe r o f Proba t i ona r y Pe r i ods

Teache r s who have once success f u l l y comp l e t ed t he i r proba t i ona r y

pe r i ods sha l l no t be sub j ec t t o ano t he r proba t i ona r y pe r i od as

t eache r s .

5 . Eva l ua t i on o f Proba t i ona r y Te ache r s

A l l proba t i ona r y t eache r s sha l l be eva l ua t ed as pr esc r i bed by t he

Depa r t men t .

6 . Renewa l o f Proba t i ona r y Teache r Con t r ac t s

Annua l con t r ac t s w i t h any proba t i ona r y t eache r may or may no t be

r enewed as prov i ded by Sec t i on 297 - 9 , Hawa i i Rev i sed S t a t u t es .

7 . Te rm i na t i on o f Proba t i ona r y Teache r s

Dur i ng t he proba t i ona r y pe r i od , a t eache r may be t e rm i na t ed as

prov i ded by Sec t i on 297 - 9 , Hawa i i Rev i sed S t a t u t es .



Rec ru i t men t and Emp l oymen t -
Proba t i on and Tenur e ( con t i nued )
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8 . Tenur e

Tenur e sha l l be gr an t ed t o t eache r s who a r e r eemp l oyed a f t e r success f u l

comp l e t i on o f t he i r proba t i ona r y pe r i od as pr esc r i bed by Sec t i ons

297 - 9 and 297 - 10 , Hawa i i Rev i sed S t a t u t es .

Adop t ed 10 / 74 ; Amended 12 / 75 ; Amended 6 / 86
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Regu l a t i on # 510 2

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

RECRU I TMENT AND APPO I NTMENT OF EDUCAT I ONAL OFF I CERS

A . Pos i t i on Vacancy Announcemen t s

1 . The Depa r t men t sha l l announce vacan t educa t i ona l o f f i ce r pos i t i ons .

2 . The app l i can t mus t mee t t he m i n i mum r equ i r emen t s o f t he pos i t i on

as es t ab l i shed by t he Depa r t men t . i n t he even t t ha t an i n i t i a l

ex t e rna l vacancy announcemen t does no t produce t hr ee or mor e qua l i f i ed

app l i can t s t o pe rm i t a se l ec t i on , t he Depa r t men t may r eadve r t i se

un t i l a sa t i s f ac t or y l i s t i s assemb l ed .

3 . The app l i can t sha l l app l y w i t h i n t he dead l i ne es t ab l i shed by t he

Depa r t men t . App l i ca t i ons mus t be comp l e t e . Om i ss i ons , m i ss t a t emen t

o f f ac t s or f a l s i f y i ng any pa r t o f t he app l i ca t i on sha l l be cons i de r ed

grounds f or change o f cond i t i ons o f emp l oymen t , r e j ec t i on , d i sm i ssa l

or cance l l a t i on o f con t r ac t .

4 . Educa t i ona l o f f i ce r s sha l l be appo i n t ed i n accordance w i t h Depa r t men t

procedur es .

5 . I n a l l i ns t ances , when a r ecommended appo i n t men t i s accep t ed by

t he Supe r i n t enden t , i t sha l l be subm i t t ed t o t he Boa rd o f Educa t i on

f or approva l .

B . Pr i nc i pa l Appo i n t men t s

Each d i s t r i c t supe r i n t enden t sha l l make r ecommenda t i ons o f pr i nc i pa l

appo i n t men t s t o t he Supe r i n t enden t .

C . v i ce - Pr i nc i pa l Appo i n t men t s

1 . Each pr i nc i pa l sha l l make r ecommenda t i ons o f v i ce - pr i nc i pa l appo i n t -

men t s t o t he d i s t r i c t supe r i n t enden t .

5100 - 19



Gene r a l Cond i t i ons o f Rec ru i t men t ,
Se l ec t i on and Appo i n t men t - Rec ru i t men t
and Appo i n t men t o f Educa t i ona l O f f i ce r s ( con t i nued )

2 . Each d i s t r i c t supe r i n t enden t sha l l make r ecommenda t i ons o f v i ce -

pr i nc i pa l appo i n t men t s t o t he Supe r i n t enden t .

D . D i s t r i c t Educa t i ona l _ . O f f i ce r Appo i n t men t s

Regu l a t i on #5102

Each d i s t r i c t supe r i n t enden t sha l l r ecommend appo i n t men t s o f d i s t r i c t

educa t i ona l o f f i ce r s t o t he Supe r i n t enden t .

E . S t a t e Educa t i ona l _ O f f i ce r Appo i n t men t s

Each ass i s t an t supe r i n t enden t sha l l r ecommend appo i n t men t s o f S t a t e

educa t i ona l o f f i ce r s t o t he Supe r i n t enden t .

F . Subord i na t e Supe r i n t enden t s and Adm i n i s t r a t i ve Ass i s t an t t o t he
Supe r i n t enden t Appo i n t men t s

The Supe r i n t enden t sha l l r ecommend appo i n t men t s o f t he depu t y supe r i n -

t enden t , ass i s t an t supe r i n t enden t s , d i s t r i c t supe r i n t enden t s , depu t y

d i s t r i c t supe r i n t enden t s and adm i n i s t r a t i ve ass i s t an t t o t he Supe r i n t enden t

t o t he Boa rd o f Educa t i on . Appo i n t ees t o t hese pos i t i ons sha l l no t

se r ve on proba t i on and do no t accumu l a t e t enur e f or t he dur a t i on o f

such appo i n t men t s .

G . Boa rd o f Educa t i on Ana l ys t Appo i n t men t

The Boa rd o f Educa t i on sha l l appo i n t t he Ana l ys t . The appo i n t ee t o

t h i s pos i t i on sha l l no t se r ve on proba t i on and does no t accumu l a t e

t enur e f or t he dur a t i on o f such appo i n t men t .

Rev i sed 9 / 1 / 70 ; Rev i ewed 10 / 74 ; Amended 6 / 86 ; Amended 1 / 90



PROCEDURE : RECRU I TMENT AND APPO I NTMENT OF TWELVE - MONTH EDUCAT I ONAL OFF I CERS

REFERENCE : REGULAT I ON #5102

Procedur e #5102

FORMS

�

PERSONNEL FORM 103 (APPL I CAT I ON FOR PROFESS I ONAL ADM I N I STRATOR ' S
POS I T I ON )

RESPONS I B I L I T I ES :

1 . APPL I CANT

a . Ob t a i ns vacancy announcemen t , app l i ca t i on procedur es , app l i ca t i on

(Pe r sonne l Form 103) and c r i t e r i a f or se l ec t i on f rom o f f i ce o f

Pe r sonne l se r v i ces .

b . Subm i t s app l i ca t i on and o t he r pe r t i nen t documen t s t o o f f i ce o f

Pe r sonne l Se r v i ces .

2 . ASS I STANT SUPER I NTENDENT OR D I STR I CT SUPER I NTENDENT

a . I den t i f i es vacancy .

b . Subm i t s r eques t ( i nc l ud i ng j ob desc r i p t i on and j us t i f i ca t i on ) t o

f i l l vacancy on S t anda rd Form 1 t o O f f i ce o f Pe r sonne l Se r v i ces .

c . Forms an i n t e r v i ew comm i t t ee .

d . Appo i n t s a cha i rpe r son o f t he i n t e r v i ew comm i t t ee .

e . Rev i ews names subm i t t ed by t he i n t e r v i ew comm i t t ee .

f . Subm i t s r ecommenda t i on t o t he Supe r i n t enden t o f Educa t i on t hrough

t he Ass i s t an t Supe r i n t enden t o f Pe r sonne l Se r v i ces .

g . No t i f i es app l i can t s who a r e no t be i ng r ecommended .

3 . I NTERV I EW COMM I TTEE

a . Rev i ews app l i ca t i ons .

b . Conduc t s or a l i n t e r v i ew exam i na t i on and wr i t t en exam i na t i on as

needed .
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Procedur e #5102

c . Recommends t o t he ass i s t an t supe r i n t enden t or d i s t r i c t supe r i n t enden t

t he t hr ee app l i can t s cons i de r ed mos t qua l i f i ed f or t he spec i f i c

pos i t i on , i n a l phabe t i ca l orde r .

4 . OFF I CE OF PERSONNEL SERV I CES

a . Adve r t i ses t he vacancy .

b . Sc r eens app l i ca t i ons t o i nsur e comp l i ance w i t h m i n i mum t r a i n i ng

and expe r i ence r equ i r emen t s f or t he pos i t i on .

c . No t i f i es app l i can t s who do no t mee t m i n i mum t r a i n i ng and expe r i ence

r equ i r emen t s t ha t t hey a r e no t be i ng cons i de r ed .

d . Pr epa r es an app l i can t l i s t and sends app l i ca t i ons t o t he ass i s t an t

supe r i n t enden t or d i s t r i c t supe r i n t enden t .

e . No t i f i es r ecommended app l i can t i n wr i t i ng o f r ecommenda t i on f or

appo i n t men t t o t he Boa rd o f Educa t i on .

f . Processes Boa rd appo i n t men t .

5 . SUPER I NTENDENT

a . Approves or d i sapproves r ecommenda t i ons f rom ass i s t an t supe r i n t enden t

or d i s t r i c t supe r i n t enden t .

b . Subm i t s r ecommenda t i on f or appo i n t men t t o t he Boa rd o f Educa t i on

f or approva l .

6 . BOARD OF EDUCAT I ON

Approves or d i sapproves r ecommenda t i ons f or appo i n t men t t o educa t i ona l

o f f i ce r pos i t i ons .

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86



PROCEDURE : APPO I NTMENT OF 10 - MONTH EDUCAT I ONAL OFF I CERS

REFERENCE : REGULAT I ON #5102

Procedur e #5102 . 1

FORMS

�

PERSONNEL FORM 1O l a (REQUEST FOR EDUCAT I ONAL OFF I CER ASS I GNMENT)

RESPONS I B I L I T I ES :

PERSONNEL FORM 103a (RECOMMENDAT I ON FOR EDUCAT I ONAL OFF I CER
APPO I NTMENT)

1 . EDUCAT I ONAL OFF I CER

Subm i t s Form 1O l a t o o f f i ce o f Pe r sonne l Se r v i ces and appropr i a t e

d i s t r i c t supe r i n t enden t ( s ) annua l l y i n a t i me l y manne r .

2 . D I STR I CT SUPER I NTENDENT

a . Announces vacan t schoo l adm i n i s t r a t or pos i t i on d i r ec t l y t o app l i can t s

i n i n t e rna l t r ans f e r poo l .

b . I f t he r e a r e no qua l i f i ed app l i can t s , i n f orms t he O f f i ce o f Pe r sonne l

Se r v i ces t o conduc t an ex t e rna l announcemen t .

c . Rece i ves app l i ca t i ons f rom i n t e r es t ed and qua l i f i ed app l i can t s .

d . Forms I n t e r v i ew Comm i t t ee . *

e . Appo i n t s a Cha i rpe r son o f t he I n t e r v i ew Comm i t t ee .

f . Rev i ews name ( s ) r ecommended by t he I n t e r v i ew Comm i t t ee .

g . Subm i t s r ecommenda t i on ( Form 103a ) t o t he Supe r i n t enden t o f Educa t i on

t hrough t he Ass i s t an t Supe r i n t enden t o f Pe r sonne l Se r v i ces .

h . No t i f i es app l i can t s who a r e no t r ecommended .

3 . I NTERV I EW COMM I TTEE

a . Conduc t s or a l i n t e r v i ew / exam i na t i on and wr i t t en exam i na t i on as

needed .

b . Recommends t o t he d i s t r i c t supe r i n t enden t t he t hr ee mos t qua l i f i ed

app l i can t s i n a l phabe t i ca l orde r .

"

�

*The pr i nc i pa l f orms a comm i t t ee and conduc t s t he i n t e r v i ew f or a v i ce - pr i nc i pa l
vacancy . Subm i t s r ecommenda t i on ( s ) t o t he D i s t r i c t Supe r i n t enden t .

5100 - 2 3
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4 . OFF I CE OF PERSONNEL SERV I CES

a . Annua l l y comp i l es a l i s t o f e l i g i b l e educa t i ona l o f f i ce r s f rom

t he Form 1O l a .

b . D i s t r i bu t es e l i g i b l e l i s t t o d i s t r i c t s .

c . Conduc t s an ex t e rna l announcemen t , as necessa r y .

5 . SUPER I NTENDENT

a . Rev i ews D i s t r i c t Supe r i n t enden t ' s r ecommenda t i on .

b . Subm i t s r ecommenda t i on f or appo i n t men t t o t he Boa rd o f Educa t i on

f or approva l .

6 . BOARD OF EDUCAT I ON

Approves or d i sapproves r ecommenda t i on .

Adop t ed 6 / 86

Procedur e #5102 . 1



I . De f i n i t i on

REV I SED : SEPTEMBER 1987

ADM I N I STRAT I VE GU I DEL I NES

CLAR I F I CAT I ON OF ART I CLE 10 (APPO I NTMENTS) OF THE EDUCAT I ONAL OFF I CER CONTRACT

These gu i de l i nes a r e i n t ended t o prov i de a un i f orm i n t e rpr e t a t i on on Ar t i c l e

10 o f t he Educa t i ona l O f f i ce r s ' Con t r ac t r ega rd i ng educa t i ona l o f f i ce r appo i n t -

men t s .

1 . Tenur e - An educa t i ona l o f f i ce r sha l l no t be suspended , demo t ed ,

d i scha rged , or t e rm i na t ed w i t hou t prope r cause . An educa t i ona l

o f f i ce r may be t enur ed i n mor e t han one c l ass .

2 . C l ass - Occupa t i ona l ca t egor y and sa l a r y r ange t o wh i ch a pos i -

t i on i s c l ass i f i ed .

Examp l es o f C l asses :

�

V i ce Pr i nc i pa l I (EOSR - 1) , V i ce Pr i nc i pa l

I I (EOSR - 2) , Pr i nc i pa l I (EOSR - 3) , Pr i nc i pa l

V (EOSR - 7) , e t c . S t a t e and D i s t r i c t Educa -

t i ona l O f f i ce r (EOSR - 5) , S t a t e and D i s t r i c t

Educa t i ona l O f f i ce r (EOSR - 6) , S t a t e and D i s t r i c t

Educa t i ona l O f f i ce r (EOSR - 7) , e t c .

3 .

�

Base Sa l a r y Range - Base Sa l a r y Range r e f e r s t o an educa t i ona l

o f f i ce r ' s mos t r ecen t l y he l d pe rmanen t sa l a r y r ange . A cur r en t l y

ass i gned proba t i ona r y sa l a r y r ange or o t he r t empor a r i l y he l d sa l a r y

r ange i s no t t he Base Sa l a r y Range . When app l i cab l e , a " r ed - c i r c l ed "

sa l a r y r ange i s cons i de r ed . t he Base Sa l a r y Range .

4 . La t e r a l Tr ans f e r - Movemen t o f an educa t i ona l o f f i ce r t o a pos i t i on

w i t h an ass i gned sa l a r y r ange t ha t i s equa l t o t ha t educa t i ona l

o f f i ce r ' s Base Sa l a r y Range .

5100 - 2 4a



ADM I N I STRAT I VE GU I DEL I NES
CLAR I F I CAT I ON OF ART I CLE X (APPO I NTMENTS)
OF THE EDUCAT I ONAL OFF I CER CONTRACT

5 . Vo l un t a r y Demo t i on - vo l un t a r y movemen t o f an educa t i ona l o f f i ce r

t o a pos i t i on w i t h an ass i gned sa l a r y r ange t ha t i s l owe r t han

t ha t educa t i ona l o f f i ce r ' s Base Sa l a r y Range .

6 . Promo t i on - Movemen t o f an educa t i ona l o f f i ce r t o a pos i t i on w i t h

an ass i gned sa l a r y r ange t ha t i s h i ghe r t han t ha t educa t i ona l o f f i ce r ' s

Base Sa l a r y Range .

I I . Gu i de l i nes

1 . An educa t i ona l o f f i ce r mus t mee t t he m i n i mum qua l i f i ca t i ons f or

a vacancy t o be cons i de r ed f or appo i n t men t .

2 . App l i ca t i on f or vacanc i es a r e made i n t wo ways :

a . For schoo l l eve l vacanc i es , app l i ca t i ons a r e made on t he " Reques t

f or Educa t i ona l O f f i ce r Ass i gnmen t f or Schoo l Yea r , " Form 101A

( r ev i sed ) .

b . For s t a t e and d i s t r i c t l eve l vacanc i es , app l i ca t i ons a r e made

upon announcemen t o f vacanc i es , wh i ch mus t be adve r t i sed f or

20 days pr i or t o se l ec t i on .

3 . The f o l l ow i ng pr i or i t i es sha l l be f o l l owed i n mak i ng educa t i ona l

o f f i ce r appo i n t men t s :

a . Schoo l Leve l Vacanc i es

1) F i r s t pr i or i t y sha l l be g i ven t o educa t i ona l o f f i ce r s seek i ng

a vo l un t a r y demo t i on or l a t e r a l t r ans f e r w i t h t enur e i n

t ha t c l ass .

2) Second pr i or i t y sha l l be g i ven t o educa t i ona l o f f i ce r s w i t h

t enur e as pr i nc i pa l s .
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ADM I N I STRAT I VE GU I DEL I NES
CLAR I F I CAT I ON OF ART I CLE X (APPO I NTMENTS)
OF THE EDUCAT I ONAL OFF I CER CONTRACT

3) Th i rd pr i or i t y sha l l be g i ven t o educa t i ona l o f f i ce r s w i t h

t enur e as v i ce pr i nc i pa l s .

4) Four t h pr i or i t y sha l l be g i ven t o educa t i ona l o f f i ce r s w i t hou t

t enur e i n schoo l l eve l pos i t i ons .

b . S t a t e and D i s t r i c t Leve l Vacanc i es

1) F i r s t pr i or i t y sha l l be g i ven t o educa t i ona l o f f i ce r s seek i ng

a vo l un t a r y demo t i on or l a t e r a l t r ans f e r w i t h t enur e i n

t ha t c l ass .

2) Second pr i or i t y sha l l be g i ven t o a l l o t he r t enur ed , educa -

t i ona l o f f i ce r s .

3) Th i rd pr i or i t y sha l l be g i ven t o educa t i ona l o f f i ce r s w i t hou t

t enur e .
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' EXAMPLES : PR I OR I TY FOR SCHOOL LEVEL APPO I NTMENTS

APPEND I X I

EXAMPLE I :

EXAMPLE I A :

appo i n t men t . Group I a f t e r se r v i ng on a v i c i ng

appo i n t men t f or mor e t han one ca l enda r yea r because

t he v i c i ng sa l a r y r ange t hen becomes t he Base Sa l a r y

Range and t he pe r son becomes t enur ed a t t he Pr i n -

c i pa l I I I (EOSR - 5) l eve l .

EXAMPLE I I :

1 . Vacancy :

�

Pr i nc i pa l I I I (EOSR - 5)

2 . App l i can t :

�

a . H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - Pr i nc i pa l I I I (EOSR - 5)

b . Cur r en t l y a 12 - mon t h educa t i ona l o f f i ce r (Educa t i ona l

Spec i a l i s t I I I )

c . Base Sa l a r y Range EOSR - 7

3 . Pr i or i t y :

�

Group I
5100 - 24e

1 . Vacancy : Pr i nc i pa l I I I (EOSR - 5)

2 . App l i can t : a . H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - V i ce Pr i nc i pa l I I (EOSR - 2)

b . Cur r en t l y a Pr i nc i pa l I I I (V i c i ng )

c . Base Sa l a r y Range EOSR - 2

3 . Pr i or i t y : Group I I f or f i r s t ca l enda r yea r dur i ng V i c i ng

1 . Vacancy : Pr i nc i pa l I I I (EOSR - 5)

2 . App l i can t : a . H i ghes t l eve l o£ t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - Pr i nc i pa l I I I (EOSR - 5)

b . Cur r en t l y a Pr i nc i pa l I I I

c . Base Sa l a r y Range EOSR - 5

3 . Pr i or i t y : Group I



EXAMPLES : PR I OR I TY FOR SCHOOL LEVEL APPO I NTMENTS

EXAMPLE I I I :

EXAMPLE I V :

i nc i pa l V (EOSR - 7)

H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - Pr i nc i pa l V I (EOSR - 8)

Cur r en t l y on t empor a r y appo i n t men t ( t empor a r y

pos i t i on ) as Pe r sonne l Spec i a l i s t I I

Base Sa l a r y Range r ed - c i r c l ed as EOSR - 8 (base

pos i t i on as Pr i nc i pa l V I )

oup I

EXAMPLE V :

EXAMPLE V I :

1 . Vacancy :

�

Pr i nc i pa l I I I (EOSR - 5)

5100 - 24 f

1 . Vacancy : P

2 . App l i can t : a .

b .

c .

3 . Pr i or i t y : G

1 . Vacancy : Pr i nc i pa l I I I (EOSR - 5)

2 . App l i can t : a . H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - Pr i nc i pa l I V (EOSR - 6)

b . Cur r en t l y a Pr i nc i pa l I

c . Base Sa l a r y Range EOSR - 3

3 . Pr i or i t y : Group I I

1 . Vacancy : Pr i nc i pa l I I I (EOSR - 5)

2 . App l i can t : a . H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - Pr i nc i pa l I I I (EOSR - 5)

b . Cur r en t l y a V i ce Pr i nc i pa l

c . Base Sa l a r y Range EOSR - 2

3 . Pr i or i t y : Group I I



EXAMPLES : PR I OR I TY FOR SCHOOL LEVEL APPO I NTMENTS

EXAMPLE V I I :

1 . Vacancy :

�

v i ce Pr i nc i pa l I I (EOSR - 2)

2 . App l i can t :

�

a . H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - V i ce Pr i nc i pa l I I (EOSR - 2)

b . Cur r en t l y a V i ce Pr i nc i pa l I I

c . Base Sa l a r y Range EOSR - 2

3 . Pr i or i t y :

�

Group I

EXAMPLE V I I I :

1 . Vacancy :

�

V i ce Pr i nc i pa l I (EOSR - 1)

2 . App l i can t :

�

a . H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - V i ce Pr i nc i pa l I (EOSR - 1)

b . Cur r en t l y a V i ce Pr i nc i pa l I

c . Base Sa l a r y Range EOSR - 1

2 . Pr i or i t y :

�

Group I

EXAMPLE I X :
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1 . Vacancy : v i ce Pr i nc i pa l I I (BOER - 2)

2 . App l i can t : a . H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - Pr i nc i pa l I I I (EOSR - 5)

b . Cur r en t l y a Pr i nc i pa l I I I

c . Base Sa l a r y Range EOSR - 5

3 . Pr i or i t y : Group I

2 . App l i can t : a . H i ghes t l eve l o f t enur e as schoo l l eve l educa t i ona l

o f f i ce r - - v i ce Pr i nc i pa l I I (EOSR - 2)

b . Cur r en t l y a Pr i nc i pa l I I I (proba t i ona r y )

c . Base Sa l a r y Range EOSR - 2 (base pos i t i on ; V i ce

Pr i nc i pa l I I )

3 . Pr i or i t y : Group I I I



EXAMPLES : PR I OR I TY FOR SCHOOL LEVEL APPO I NTMENTS

EXAMPLE X "

ce Pr i nc i pa l I I (EOSR - 2)

H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - V i ce Pr i nc i pa l I I (EOSR - 2)

Cur r en t l y an Educa t i ona l Spec i a l i s t I I (12

mon t hs )

Base Sa l a r y Range EOSR - 6

oup I

EXAMPLE X I :

ce Pr i nc i pa l I (EOSR - 1)

H i ghes t l eve l o f t enur e as schoo l l eve l educa -

t i ona l o f f i ce r - - No t t enur ed

Cur r en t l y a V i ce Pr i nc i pa l I se r v i ng on proba -

t i on

Base Sa l a r y Range EOSR - 1

oup I V
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1 . Vacancy : V

2 . App l i can t : a .

b .

c .

3 . Pr i or i t y : G

1 . Vacancy : V

2 . App l i can t : a .

b .

c .

3 . Pr i or i t y : G



APPEND I X 11

EXAMPLES : PR I OR I TY FOR STATE AND D I STR I CT EDUCAT I ONAL OFF I CER APPO I NTMENTS

NOTE : APPL I CANTS MUST MEET M I N I MUM QUAL I F I CAT I ON REQU I REMENTS

EXAMPLE I :

l . Vacancy :

�

Educa t i ona l Spec i a l i s t I I (EOSR - 6)

EXAMPLE I I :

1 . Vacancy :

�

D i s t r i c t Educa t i ona l Spec i a l i s t (EOSR - 5)

2 . App l i can t :

�

a . H i ghes t l eve l o f t enur e as s t a t e and d i s t r i c t

educa t i ona l o f f i ce r , EOSR - 5

b . Cur r en t l y Educa t i ona l Spec i a l i s t I

c . Base Sa l a r y Range EOSR - 5

3 . Pr i or i t y :

�

Group I

EXAMPLE I I I :

1 . Vacancy :

�

Educa t i ona l Spec i a l i s t I I (EOSR - 6)

2 . App l i can t :

�

a . H i ghes t l eve l o f t enur e as s t a t e and d i s t r i c t

educa t i ona l o f f i ce r , EOSR - 5

b . Cur r en t l y Educa t i ona l Spec i a l i s t I I (Proba -

t i ona r y )

c . Base Sa l a r y Range EOSR - 5

3 . Pr i or i t y :

�

Group I I (No t t enur ed a t EOSR - 6 l eve l )
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2 . App l i can t : a . H i ghes t l eve l o f t enur e as s t a t e and d i s t r i c t

educa t i ona l o f f i ce r , EOSR - 7

b . Cur r en t l y an Educa t i ona l Spec i a l i s t I I I

C . Base Sa l a r y Range EOSR - 7

3 . Pr i or i t y : Group I



EXAMPLES : PR I OR I TY FOR STATE AND D I STR I CT EDUCAT I ONAL OFF I CER APPO I NTMENTS

EXAMPLE I V :

uca t i ona l Spec i a l i s t I I (EOSR - 6)

H i ghes t l eve l o f t enur e as s t a t e and d i s t r i c t

educa t i ona l o f f i ce r - - None

(No t t enur ed as 12 - mon t h educa t i ona l o f f i ce r

bu t t enur ed as Pr i nc i pa l V I )

Cur r en t l y on t empor a r y appo i n t men t ( t empor a r y

pos i t i on ) as Educa t i ona l Spec i a l i s t I I

Base Sa l a r y Range EOSR - 8)

oup I I (No t t enur ed i n c l ass and l eve l f or t he

vacan t pos i t i on )

EXAMPLE V :

s t r i c t Educa t i ona l Spec i a l i s t (EOSR - 5)

H i ghes t l eve l o f t enur e as s t a t e and d i s t r i c t

educa t i ona l o f f i ce r , EOSR - 5

Cur r en t l y a Pr i nc i pa l I V (EOSR - 6)

Base Sa l a r y Range EOSR - 6

oup I

EXAMPLE V I :

uca t i ona l Spec i a l i s t (EOSR - 6)

H i ghes t l eve l o f t enur e as s t a t e and d i s t r i c t

educa t i ona l o f f i ce r - - None (no t t enur ed as

educa t i ona l o f f i ce r )

Cur r en t l y on a t empor a r y appo i n t men t ( t empor a r y

pos i t i on ) as Educa t i ona l Spec i a l i s t I I (EOSR - 6)

Base Sa l a r y Range - - None

5100 - 24 j

1 . Vacancy : E

2 . App l i can t :

'

a .

b .

c .

3 . Pr i or i t y : G

1 . Vacancy : D

2 . App l i can t : a .

b .

c .

3 . Pr i or i t y : G

1 . Vacancy : E

2 . App l i can t : a .

b .

c .



EXAMPLES : PR I OR I TY F OR STATE AND D I STR I CT EDUCAT I ONAL OFF I CER APPO I NTMENTS

3 . Pr i or i t y :

�

Group I I I (non - t enur ed educa t i ona l o f f i ce r )

EXAMPLE V I I :

1 . Vacancy :

�

Pe r sonne l Spec i a l i s t I I (EOSR - 6)

2 . App l i can t :

�

a . H i ghes t l eve l o f t enur e as s t a t e and d i s t r i c t

educa t i ona l o f f i ce r , EOSR - 5

b . Cur r en t l y an Educa t i ona l Spec i a l i s t I I (EOSR - 6)

V i c i n

c . Pe rmanen t Sa l a r y Range , EOSR - 5

3 . Pr i or i t y :

�

Group I I f or f i r s t ca l enda r yea r dur i ng v i c i ng

appo i n t men t . Group I a f t e r se r v i ng v i c i ng appo i n t -

men t f or mor e t han one ca l enda r yea r because t he

v i c i ng sa l a r y r ange t hen becomes t he Base Sa l a r y

Range and t he pe r son becomes t enur ed a t t he EOSR - 6

l eve l ( s t a t e and d i s t r i c t t enur e ) .
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ADM I N I STRAT I VE GU I DEL I NES

TYPES OF EDUCAT I ONAL OFF I CER APPO I NTMENTS

Appo i n t men t s t o educa t i ona l o f f i ce r pos i t i ons mus t be made unde r one o f

t he t en t ypes o f appo i n t men t s i den t i f i ed be l ow :

REV I SED : SEPTEMBER 1987

(Cau t i on : Sa l a r y cond i t i ons , Proba t i on / Tenur e and Pos i t i on Adve r t i semen t

procedur es a r e me r e l y summa r i zed i n t hese gu i de l i nes . Fu l l de t a i l s a r e

ava i l ab l e as r e f e r enced . )

A . REGULAR APPO I NTMENT

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r ( a ) who has t enur e

i n t he c l ass and sa l a r y r ange f or t he pos i t i on , and

(b ) who i s appo i n t ed i nde f i n i t e l y t o a pe rmanen t , unencumbe r ed

pos i t i on .

Dur a t i on :

�

Con t i nuous , sub j ec t t o t he occur r ence o f ano t he r appo i n t -

wen t , r es i gna t i on , r e t i r emen t , t e rm i na t i on f or cause

or l ayo f f .

Sa l a r y S t a t us Unde r Regu l a t i on 95206 : Pe rmanen t (no t t empor a r y ) .

Gua r an t ee :

�

No t app l i cab l e .

Proba t i on / Tenur e : Has t enur e i n t he c l ass and sa l a r y r ange f or h i s /

he r pos i t i on .

B .

�

L I M I TED TERM APPO I NTMENT (PROBAT I ONARY)

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r ( a ) who has no t ye t

ea rned t enur e i n t he c l ass and sa l a r y r ange f or t he

pos i t i on , and (b ) who i s appo i n t ed i nde f i n i t e l y t o a

pe rmanen t , unencumbe r ed pos i t i on sub j ec t t o a sa t i s -

f ac t or y comp l e t i on o f proba t i on .
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TYPES OF EDUCAT I ONAL OFF I CER APPO I NTMENTS

Proba t i on / Tenur e : Se r ves on proba t i on and may ob t a i n t enur e i n t he

c l ass and sa l a r y r ange f or t he pos i t i on .

Subsequen t Readve r t i semen t and Boa rd Ac t i on : Upon sa t i s f ac t or y com-

p l e t i on o f t he proba t i ona r y pe r i od , may be g i ven Regu l a r

Appo i n t men t t o t he pos i t i on w i t hou t f ur t he r pos i t i on

adve r t i semen t or r eappo i n t men t by t he Boa rd .

C .

�

L I M I TED TERM APPO I NTMENT (PROBAT I ONARY V I CE)

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r who i s appo i n t ed i nde f i -

n i t e l y t o a pe rmanen t pos i t i on wh i ch i s encumbe r ed t o

ano t he r educa t i ona l o f f i ce r ho l d i ng a Proba t i ona r y Gua r an t ee

and / or Cha i n Reac t i on Proba t i ona r y Gua r an t ee . See Append i x

I f or exp l ana t i on o f t hese t e rms .
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Dur a t i on :

�

Con t i nuous , sub j ec t t o sa t i s f ac t or y comp l e t i on o f t he

proba t i ona r y pe r i od , occur r ence o f ano t he r appo i n t men t ,

r es i gna t i on , r e t i r emen t , t e rm i na t i on f or cause or l ayo f f .

Appo i n t men t becomes a Regu l a r Appo i n t men t a f t e r success -

f u l comp l e t i on o f proba t i on .

Gua r an t ee :

�

Gua r an t eed r e t urn t o wh i ch en t i t l ed on l y i f Proba t i ona r y

Appo i n t men t i s t e rm i na t ed and no t conve r t ed t o a Regu l a r

Appo i n t men t . Any gua r an t eed r e t urn r i gh t s a r e l os t

i f t he appo i n t men t becomes a Regu l a r Appo i n t men t .

Sa l a r y S t a t us Unde r Regu l a t i on #5206 : Tempor a r y dur i ng proba t i ona r y

pe r i od , and pe rmanen t when appo i n t men t becomes Regu l a r

Appo i n t men t .



TYPES OF EDUCAT I ONAL OFF I CER APPONTMENTS

Dur a t i on :

�

Con t i nuous sub j ec t t o t he r e t urn o f t he educa t i ona l

�

-

o f f i ce r ho l d i ng a Proba t i ona r y Gua r an t ee or Cha i n Reac t i on

Proba t i ona r y Gua r an t ee and sub j ec t a l so t o sa t i s f ac t or y

comp l e t i on o f proba t i on (when app l i cab l e ) , occur r ence

o f ano t he r appo i n t men t , r es i gna t i on , r e t i r emen t , t e rm i na -

t i on f or cause or l ayo f f . Th i s appo i n t men t may become

a Regu l a r Appo i n t men t i f t he pos i t i on becomes unencumbe r ed

and t enur e i s ea rned i n t he appropr i a t e c l ass and sa l a r y

r ange .

Gua r an t ee :

�

Gua r an t eed r e t urn t o wha t eve r en t i t l ed upon t e rm i na t i on

o f appo i n t men t . Any gua r an t eed r e t urn r i gh t s a r e l os t

i f t h i s appo i n t men t becomes a Regu l a r Appo i n t men t .

Sa l a r y S t a t us Unde r Regu l a t i on #5206 : Tempor a r y dur i ng pe r i od o f

Proba t i ona r y V i ce Appo i n t men t . Pe rmanen t i f appo i n t men t

becomes a Regu l a r Appo i n t men t .

Proba t i on / Tenur e : I f t he emp l oyee i s no t t enur ed i n t he c l ass and

sa l a r y r ange , he / she se r ves on proba t i on and ob t a i ns

t enur e i n t he c l ass and sa l a r y r ange f or t he pos i t i on

upon mee t i ng appropr i a t e r equ i r emen t s . The a t t a i nmen t

o f t enur e i n t he c l ass and sa l a r y r ange , howeve r , does

no t en t i t l e t he appo i n t ee t o a Regu l a r Appo i n t men t .

The pos i t i on may s t i l l be encumbe r ed and mus t be vaca t ed

upon t he r e t urn o f t he educa t i ona l o f f i ce r ho l d i ng a

Proba t i ona r y Gua r an t ee and / or Proba t i ona r y Cha i n Reac t i on

Gua r an t ee .
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TYPES OF EDUCAT I ONAL OFF I CER APPO I NTMENTS

Subsequen t Readve r t i semen t and Boa rd Ac t i on : Unde r spec i f i ed cond i -

t i ons ( see dur a t i on c l ause ) , may be g i ven Regu l a r Appo i n t -

men t t o t he pos i t i on w i t hou t f ur t he r adve r t i semen t or

f orma l Boa rd Ac t i on .

D .

�

L I M I TED TERM APPO I NTMENT (V I C I NG )

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r who i s appo i n t ed i nde f i -

n i t e l y t o a pe rmanen t pos i t i on wh i ch i s encumbe r ed t o

ano t he r educa t i ona l o f f i ce r who i s on l eave , on ano t he r

V i c i ng Appo i n t men t , on Tempor a r y Appo i n t men t , on Tempo -

r a r y Pos i t i on Appo i n t men t , on Tempor a r y No t Qua l i f i ed

Appo i n t men t or O t he r Appo i n t men t S t a t us t ha t prov i des

gua r an t eed r e t urn t o t he pos i t i on .

Dur a t i on :

�

Con t i nuous sub j ec t t o t he r e t urn o f t he educa t i ona l

o f f i ce r ho l d i ng a gua r an t ee or cha i n r eac t i on gua r an t ee

and sub j ec t a l so t o sa t i s f ac t or y comp l e t i on o f proba t i on

(when app l i cab l e ) , occur r ence o f ano t he r appo i n t men t ,

r es i gna t i on , r e t i r emen t , t e rm i na t i on f or cause or l ayo f f .

Th i s appo i n t men t may become a r egu l a r Appo i n t men t i f

t he pos i t i on becomes unencumbe r ed and t enur e i s ea rned

i n t he appropr i a t e c l ass and sa l a r y r ange .

Sa l a r y S t a t us Unde r Regu l a t i on #5206 : Tempor a r y . (Excep t i on : For

t he adm i n i s t r a t i on o f Ar t i c l e 10 appo i n t men t pr i or i t y

on l y , t he sa l a r y r ange ass i gned dur i ng a L i m i t ed Te rm

appo i n t men t becomes t he Base Sa l a r y Range i f and when
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TYPES OF EDUCAT I ONAL OFF I CER APPO I NTMENTS

t he V i c i ng Appo i n t men t ex t ends beyond one f u l l ca l enda r

yea r . )

Proba t i on / Tenur e : I f t he emp l oyee i s no t t enur ed i n t he c l ass and

sa l a r y r ange , he / she se r ves on proba t i on and ob t a i ns

t enur e i n t he c l ass and sa l a r y r ange f or t he pos i t i on

upon mee t i ng appropr i a t e r equ i r emen t s . The a t t a i nmen t

o f t enur e i n t he c l ass and sa l a r y r ange does no t en t i t l e

t he appo i n t ee t o a Regu l a r Appo i n t men t . The pos i t i on

may s t i l l be encumbe r ed and t he appo i n t ee mus t vaca t e

t he pos i t i on upon t he r e t urn o f t he educa t i ona l o f f i ce r

ho l d i ng a gua r an t eed r e t urn t o t he pos i t i on .

Subsequen t Readve r t i semen t and Boa rd Ac t i on : Unde r spec i f i ed cond i -

t i ons ( see dur a t i on c l ause ) , may be g i ven Regu l a r Appo i n t -

men t t o t he pos i t i on w i t hou t f ur t he r adve r t i semen t or

Boa rd Ac t i on .

E .

�

L I M I TED TERN APPO I NTMENT (TEMPORARY POS I T I ON )

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r who i s appo i n t ed t o

a 12 - mon t h non - schoo l l eve l t empor a r y pos i t i on , i . e . ,

t empor a r i l y f unded and w i t hou t a prov i so cor r espond i ng l y

i nc r eas i ng t he pos i t i on coun t o f educa t i ona l o f f i ce r s .

NOTE : Educa t i ona l o f f i ce r s appo i n t ed t o 10 - mon t h t empor a r y

pos i t i ons sha l l be g i ven appropr i a t e appo i n t men t s as

i f t he pos i t i ons we r e pe rmanen t .
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TYPES OF EDUCAT I ONAL OFF I CER APPO I NTMENTS

Dur a t i on :

�

Con t i nuous sub j ec t t o t he dur a t i on o f f und i ng prov i ded

f or t he pos i t i on , abo l i shmen t o f t he pos i t i on , or occur -

r ence o f ano t he r appo i n t men t , r es i gna t i on , r e t i r emen t ,

t e rm i na t i on f or cause or l ay o f f .

Gua r an t ee :

�

Gua r an t eed r e t urn t o wha t eve r en t i t l ed upon t e rm i na t i on

o f t h i s appo i n t men t .

Sa l a r y S t a t us Unde r Regu l a t i on #5206 : Tempor a r y .

Proba t i on / Tenur e : Does no t se r ve on proba t i on and canno t ea rn t enur e

wh i l e unde r t h i s t ype o f appo i n t men t .

Subsequen t Readve r t i semen t and Boa rd Ac t i on : I f t he pos i t i on i s

subsequen t l y made pe rmanen t , i t mus t be r eadve r t i sed

and f i l l ed by Boa rd Appo i n t men t .

F .

�

L I M I TED TERM APPO I NTMENT (TEMPORARY)

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r who i s appo i n t ed w i t hou t

f orma l pos i t i on adve r t i semen t , on an " ac t i ng " bas i s

un t i l r e l i eved .

Dur a t i on :

�

Appo i n t ed un t i l r e l i eved by t he Supe r i n t enden t bu t canno t

exceed s i x (6) mon t hs dur a t i on .

Gua r an t ee :

�

Gua r an t eed r e t urn t o wh i ch en t i t l ed upon t e rm i na t i on

o f t h i s appo i n t men t .

Proba t i on / Tenur e : Does no t se r ve on proba t i on and canno t ea rn t enur e

wh i l e on t h i s appo i n t men t .

Sa l a r y S t a t us Unde r Regu l a t i on #5206 : Tempor a r y .
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TYPES OF EDUCAT I ONAL OFF I CER APPO I NTMENTS

Subsequen t Adve r t i semen t and Boa rd Ac t i on : Ex t ens i on o f Tempor a r y

" Ac t i ng " Appo i n t men t r equ i r es Boa rd Ac t i on . Any o t he r

t ype o f appo i n t men t mus t be made a f t e r f orma l adve r t i semen t

and f i l l ed by Boa rd Appo i n t men t .

G .

�

L I M I TED TERM APPO I NTMENT (TEMPORARY NOT QUAL I F I ED )

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r who i s appo i n t ed t o '

a pe rmanen t or t empor a r y pos i t i on f or wh i ch he / she does

no t qua l i f y (because no qua l i f i ed app l i can t i s ava i l ab l e ) .

Dur a t i on :

�

Te rm i na t i on upon exp i r a t i on o f appo i n t men t t e rm i na t i on

da t e or as o t he rw i se spec i f i ed .

Gua r an t ee :

�

Gua r an t eed r e t urn t o wha t eve r en t i t l ed upon t e rm i na t i on

- o f t h i s appo i n t men t . I f no emp l oymen t gua r an t ee , t e rm i -

na t es emp l oymen t .

Sa l a r y S t a t us Unde r Regu l a t i on #5206 : Tempor a r y .

Proba t i on / Tenur e : Does no t se r ve on proba t i on and canno t ea rn t enur e

unde r t h i s t ype o f appo i n t men t .

Subsequen t Readve r t i semen t and Boa rd Ac t i on : Upon t e rm i na t i on o f

t h i s appo i n t men t , pos i t i on mus t , be r eadve r t i sed and

f i l l ed by Boa rd Appo i n t men t .

H .

�

L I M I TED TERM APPO I NTMENT (V I C I NG I N A TEMPORARY POS I T I ON )

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r who i s appo i n t ed t o

a 12 - mon t h non - schoo l l eve l t empor a r y . pos i t i on , i . e . ,

t empor a r i l y f unded and w i t hou t a prov i so cor r espond i ng l y

i nc r eas i ng t he pos i t i on coun t o f educa t i ona l o f f i ce r s ,
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wh i ch i s encumbe r ed t o ano t he r educa t i ona l o f f i ce r by

v i r t ue o f h i s / he r pr i or appo i n t men t t o t he pos i t i on .

Dur a t i on :

�

Con t i nuous un t i l one o f t he f o l l ow i ng even t s occur s :

1 . The educa t i ona l o f f i ce r ho l d i ng t he gua r an t ee t o

t he pos i t i on r e t urns or

2 . The f und i ng pe r i od f or t he pos i t i on ends or f unds

cease t o be ava i l ab l e t o con t i nue t he pos i t i on .

3 . The pos i t i on i s abo l i shed .

4 . Layo f f .

5 . O t he r such ac t i ons wh i ch may cause t he pos i t i on t o

become unencumbe r ed or no l onge r i n ex i s t ence .

Th i s appo i n t men t may become a L i m i t ed Te rm Appo i n t men t

(Tempor a r y Pos i t i on ) i f t he pos i t i on becomes unencumbe r ed .

Gua r an t ee :

�

Gua r an t eed r e t urn t o wha t eve r en t i t l ed upon t e rm i na t i on

o f t h i s appo i n t men t .

Sa l a r y S t a t us Unde r Regu l a t i on 95206 : Tempor a r y .

Proba t i on / Tenur e : Does no t se r ve on proba t i on and canno t ea rn t enur e

wh i l e unde r t h i s t ype o f appo i n t men t .

Subsequen t Readve r t i semen t and Boa rd Ac t i on : I f t he pos i t i on i s

subsequen t l y made pe rmanen t , i t mus t be r eadve r t i sed

and f i l l ed by Boa rd Appo i n t men t . The appo i n t ee may

be g i ven a L i m i t ed Te rm Appo i n t men t (Tempor a r y Pos i t i on )

w i t hou t f ur t he r adve r t i semen t o f f orma l Boa rd ac t i on

i f t he pos i t i on becomes unencumbe r ed .



TYPES OF EDUCAT I ONAL OFF I CER APPO I NTMENTS

I .

�

EDUCAT I ONAL OFF I CER APPO I NTMENT TO SUPER I NTENDENT , SUBORD I NATE SUPER -
I NTENDENT OR ADM I N I STRAT I VE ASS I STANT TO THE SUPER I NTENDENT POS I T I ONS

E l i g i b i l i t y : G i ven t o an educa t i ona l o f f i ce r who i s appo i n t ed t o

t he Supe r i n t enden t , Subord i na t e Supe r i n t enden t or Adm i n i -

s t r a t i ve Ass i s t an t t o t he Supe r i n t enden t pos i t i ons i n

accordance w i t h t he Laws o f Hawa i i .

Dur a t i on :

�

Con t i nuous un t i l one o f t he f o l l ow i ng even t s occur s :

1 . I s vo l un t a r i l y r e l i eved ,

2 . r es i gns or

3 . i s r emoved f rom o f f i ce .

Gua r an t ee / P l acemen t R i gh t s : Upon r emova l f rom o f f i ce , a Supe r i n t en -

den t , Subord i na t e Supe r i n t enden t , or an Adm i n i s t r a t i ve

Ass i s t an t t o t he Supe r i n t enden t appo i n t ed f rom t he edu

ca t i ona l o f f i ce r r anks sha l l be p l aced i n t o an educa t i ona l

o f f i ce r pos i t i on f or wh i ch he / she has t enur e and / or

qua l i f i es i n accordance w i t h Regu l a t i on # , 5603 .

Proba t i on / Tenur e : Does no t se r ve on proba t i on and does no t accumu l a t e

t enur e wh i l e on t h i s appo i n t men t .

Sa l a r y S t a t us Unde r Regu l a t i on #5206 : Pe rmanen t . Sa l a r i es a r e se t

by S t a t e S t a t u t es and sub j ec t t o Boa rd Approva l .

Subsequen t Adve r t i semen t and Boa rd Ac t i on : Pos i t i ons may be adve r -

t i sed bu t no t r equ i r ed . Pos i t i ons mus t be f i l l ed by

Boa rd Appo i n t men t .
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J .

�

NON - EDUCAT I ONAL OFF I CER APPO I NTMENT TO SUPER I NTENDENT , SUBORD I NATE
SUPER I NTENDENT , AND ADM I N I STRAT I VE ASS I STANT TO TEE SUPER I NTENDENT
POS I T I ONS

A t t achmen t s :

E l i g i b i l i t y : G i ven t o a qua l i f i ed pe r son who i s appo i n t ed t o t he

Supe r i n t enden t , Subord i na t e Supe r i n t enden t , or Adm i n i -

s t r a t i ve Ass i s t an t t o t he Supe r i n t enden t pos i t i ons i n

accordance w i t h t he Laws o f Hawa i i .

Dur a t i on :

�

Con t i nuous un t i l one o f t he f o l l ow i ng even t s occur s :

1 . I s vo l un t a r i l y r e l i eved ,

2 . r es i gns or

3 . i s r emoved f rom o f f i ce .

Gua r an t ee / P l acemen t R i gh t s : A Supe r i n t enden t , Subord i na t e Supe r i n -

t enden t , or Adm i n i s t r a t i ve Ass i s t an t t o t he Supe r i n t enden t

who was no t appo i n t ed f rom t he educa t i ona l o f f i ce r r anks

has no r i gh t t o be p l aced i n t o an educa t i ona l o f f i ce r

pos i t i on excep t by consu l t a t i on and agr eemen t w i t h t he

exc l us i ve Ba rga i n i ng Un i t 6 r epr esen t a t i ve .

Proba t i on / Tenur e : Does no t se r ve on proba t i on and does no t accumu l a t e

t enur e wh i l e on t h i s appo i n t men t .

Sa l a r y S t a t us Unde r Regu l a t i on #5206 : Pe rmanen t . Sa l a r i es a r e se t

by S t a t e S t a t u t es and sub j ec t t o Boa rd Approva l .

Subsequen t Adve r t i semen t and Boa rd Ac t i on : Pos i t i ons may be adve r -

t i sed bu t no t r equ i r ed . Pos i t i ons mus t be f i l l ed by

Boa rd Appo i n t men t .

1 . Append i x 1 - Proba t i ona r y Gua r an t ee and Cha i n Reac t i on
Proba t i ona r y Gua r an t ee : De f i n i t i on and Examp l es

2 . Append i x I I - L i s t o f Re f e r ences

3 . Summa r y Cha r t
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�

Proba t i ona r y Gua r an t ee : Gua r an t ee he l d by an educa t i ona l o f f i ce r wh i l e

se r v i ng on proba t i on .

Cha i n Reac t i on Proba t i ona r y Gua r an t ee : Gua r an t ee he l d by an educa t i ona l

o f f i ce r whose cur r en t l y occup i ed pos i t i on i s encumbe r ed

because o f t he cha i n r eac t i on movemen t t ha t may occur

f rom a Proba t i ona r y Gua r an t ee .

Cha i n Reac t i on Examp l e :

I n i t i a l
Tr ansac t i on

Cha i n
Reac t i on 1 :

Cha i n
Reac t i on 2 :

Cha i n
Reac t i on 3 :

APPEND I X I

Emp l oyee " A " r ece i ves a Proba t i ona r y Appo i n t men t t o

Pos i t i on 65320 , D i r ec t or (EOSR - 9) . He / she r e t a i ns a

Proba t i ona r y Gua r an t ee t o h i s / he r f orme r Pos i t i on 65330 ,

Pe r sonne l Spec i a l i s t I I I (EOSR - 7) .

Emp l oyee " H " , a t enur ed Pe r sonne l Spec i a l i s t I I I , r ece i ves

a " Proba t i ona r y V i ce " Appo i n t men t t o Pos i t i on 65330 ,

Pe r sonne l Spec i a l i s t I I I (EOSR - 7) . - He / she r e t a i ns a

Cha i n Reac t i on Proba t i ona r y Gua r an t ee t o Pos i t i on 65340 ,

Pe r sonne l Spec i a l i s t I I I (EOSR - 7) .

Emp l oyee " C " , who i s no t a t enur ed Pe r sonne l Spec i a l i s t

I I I , r ece i ves a " Proba t i ona r y V i ce " Appo i n t men t t o Pos i t i on

65340 , Pe r sonne l Spec i a l i s t I I I (EOSR - 7) . He / she r e t a i ns

bo t h a Cha i n Reac t i on Proba t i ona r y Gua r an t ee and a Proba t i ona r y

Gua r an t ee t o Pos i t i on 65350 , Pe r sonne l Spec i a l i s t I I

(EOSR - 6) .

Emp l oyee " D " , a t enur ed Pe r sonne l Spec i a l i s t I I , r ece i ves

a " Proba t i ona r y V i ce " Appo i n t men t t o Pos i t i on 65350 ,

Pe r sonne l Spec i a l i s t I I (EOSR - 6) . He / she r e t a i ns a

Cha i n Reac t i on Proba t i ona r y Gua r an t ee t o Pos i t i on 65360 ,

Pr i nc i pa l I I (EOSR - 4) .
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APPEND I X I - PROBAT I ONARY GUARANTEE

Cha i n

�

Emp l oyee " E " , who i s no t a t enur ed Pr i nc i pa l I I , r ece i ves
Reac t i on 4 :

a " Proba t i ona r y V i ce " Appo i n t men t t o Pos i t i on 65360 ,

Pr i nc i pa l I I (EOSR - 4) . He / she r e t a i ns a Cha i n Reac t i on

Proba t i ona r y Gua r an t ee and a Proba t i ona r y Gua r an t ee

t o Pos i t i on 65370 , V i ce Pr i nc i pa l I I (EOSR - 2) .

Cha i n

�

Emp l oyee " F " , who i s no t a t enur ed V i ce Pr i nc i pa l I I ,
Reac t i on 5 :

r ece i ves a " Proba t i ona r y V i ce " Appo i n t men t t o Pos i t i on

65370 , V i ce Pr i nc i pa l (EOSR - 2) . He / she r e t a i ns bo t h

a Cha i n Reac t i on Proba t i ona r y Gua r an t ee and a Proba t i ona r y

Gua r an t ee t o vacan t Pos i t i on 65380 , V i ce Pr i nc i pa l (EOSR - 1) .

S i t ua t i on I :

�

The usua l s i t ua t i on i s t ha t Emp l oyees " A " , " C " , " E " ,

and " F " w i l l success f u l l y comp l e t e t he i r proba t i on and ,

t hus , r e l i nqu i sh t he i r gua r an t ees .

S i t ua t i on I I :

�

I f Emp l oyee " A " does no t success f u l l y comp l e t e h i s / he r

proba t i on and mus t r e t urn t o h i s / he r gua r an t eed pos i t i on ,

a cha i n r eac t i on movemen t r esu l t s whe r eby a l l a f f ec t ed

emp l oyees r e t urn t o t he i r gua r an t eed pos i t i on .

S i t ua t i on I I I :

�

I f emp l oyee " F " f a i l s t o ga i n t enur e t hen he / she mus t

r e t urn t o h i s / he r gua r an t eed pos i t i on (65380) . Th i s

movemen t does no t a f f ec t emp l oyees " A " , " B " , " C " , " D "

and " E " because Emp l oyee " F " i s t he l as t l i nk i n t he

cha i n .
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" Concep t o f gua r an t ee i s app l i ed on l y a f t e r appo i n t men t i s t e rm i na t ed . The i nd i v i dua l canno t c l a i m h i s / he r gua r an t ee
un t i l such t e rm i na t i on occur s . I f de t e rm i ned appropr i a t e . l ayo f f procedur es may be used I f a t enur ed educa t i ona l
o f f i ce r ' s L i m i t ed Te rm Appo i n t men t exp i r es and he / she has no gua r an t eed r i gh t s t o a spec i f i ed pos i t i on .

" " Readve r t i semen t becomes necessa r y i f pos i t i on i s t o be f i l l ed by ano t he r t ype o f appo i n t men t (non - ac t i ng ) .

" ' Excep t i on f or 10 - mon t h t empor a r y Educa t i ona l O f f i ce r Pos i t i ons .

�

I nd i v i dua l s sha l l be t r ea t ed as t hough pos i t i ons
we r e pe rmanen t and sha l l be g i ven appropr i a t e appo i n t men t s and Cond i t i ons o f emp l oymen t .

5100 - 242

S I RR I I RY OF EDUCAT I ONAL OFF I CER APPOW I ENT TYPES

Proba t i ona r y / Subsequen t
Appo i n t men t Type Dur a t i on Gua r an t ee Sa l a r y (5206) Tenur e Readve r t i semen t Boa rd Ac t i on

on t nuous . o f App cab a emnen t enur e o f pp i cab e No t App l f cab l i

. - L I M I TED TERM Con t i nuous . 7o wh i ch Tempor a r y -Yes ___K5 - ___W0_
(PROBAT I ON - Sub j ec t t o en t i t l ed dur i ng prob .

ARY) prob . wh i l e an Pe rmanen t
prob . t he r ea f t e r .

L I M I TED TERM Con t i nuous . To Wh i ch Tempor a r y Tes No no
(PROBAT I ON - Sub j ec t t o en t i t l ed wh i l e v i c i ng .

ART V I CE) " t urn o f wh i l e Pe rmanen t
i ncumben t and v i c l ng . a f t e r r egu l a r

sub j ec t t o appo i n t men t .
prob .

, VUCE - TERM Con t i nuous To wh i ch Tempor a r y Yes No No
(V I C I NG ) un t i l t he en t i t l ed . (Pe rmanen t

" t urn o f f or Ar t i c l e
i ncumben t or 10 e l i g i b i -

un t i l pos i t i on l i t y a f t e r
becomes unen - t he appo i n t -
cumbe r ed . Sen t ex t ends
Sub j ec t t o beyond one
prob . f u l l ca l enda r

yea r . )
L I M I TED TERM Con t i nuous To wh i ch Tempor a r y No Yes . I f pos i - Yes . I f pos i -
" " f or dur a t i on en t i t l ed . t i on made t i on made
(TEMPORARY o f pos i t i on pe rmanen t . pe rmanen t .
POS I T I ON ) and / or pos i t i on

f und i ng .
L I M I TED TERM Un t i l r e l i eved To a f ch Tempor a r y No Maybe ' " Tes
(ACT I NG ) bu t canno t en t i t l ed .

exceed 6
mon t hs .

L I M I TED TERM Te rm i na t es on To wh i ch Tempor a r y No Yes Tes
(TEMPORARY exp i r a t i on da t e en t i t l ed .
NOT QUAL I - or as o t he rw i se I f no
F I ED ) spec i f i ed . en t i t l emen t

t e rm i na t es
emp l oymen t .

L I N I TEE TERM Con t i nuous . -To- , ;111 t h Tempor a r y No Yes Yes
(V I C I NG I N Sub j ec t t o en t i t l ed .
TEMPORARY spec i f i ed
POS I T I ON ) cond i t i ons .

EL11 l L I aSN on t nucus . acemen t e rmenen t o o f necessa r y NO
OFF I CER TO Sub j ec t t o i n t o o t he r
SUPER I NTEN - spec i f i ed E . O . pos i -
DENT AND cond i t i ons . L i ons f or
SUBORD I NATE wh i ch t enur ed
SUPER I NTEN - and / or qua l i -
DENTS AND t i ed .
AOM I N I STRA-
T I VE ASS I ST-
ANT TO THE
SUPER I NTEN -
DENT POS I -
T I ONS
Mh_1 j 1 ! 1Ja rA- Con t i nuous . 110 p l ace - Pe rmanen t No l o t necessa r y Yes
T I ORAL Sub j ec t t o sen t r i gh t
OFF I CER TO spec i f i ed i n t o E . O .
SUPER I NTEM- cond i t i ons . pos i t i on .
DENT AND
SUBORD I NATE
SUPER I NTEN -
DENTS AND
ADN I M I STRA-
T I VE ASS I ST-
ANT TO THE
SUPER I NTEN -
DENT POS I -
T I ONS



RECRU I TMENT AND APPO I NTMENT OF TEACHERS

Regu l a t i on #5103

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

A . Rec ru i t men t

The O f f i ce o f Pe r sonne l Se r v i ces sha l l ma i n t a i n a poo l o f t eache r

app l i can t s f rom wh i ch po t en t i a l new h i r es a r e r e f e r r ed t o schoo l s

whe r e vacanc i es ex i s t . The O f f i ce o f Pe r sonne l Se r v i ces sha l l ma i n t a i n

a sys t ema t i c progr am o f t eache r r ec ru i t men t t o con t i nua l l y an t i c i pa t e

shor t and l ong r anged h i r i ng needs and t o proac t i ve l y pur sue appropr i a t e

ac t i v i t i es t o :

1 . Ra i se t he qua l i t y o f app l i can t s i n t he App l i can t Poo l .

2 . Respond t o pro j ec t ed shor t ages .

3 . Encour age t he ava i l ab i l i t y o f qua l i f i ed i nd i v i dua l s f rom unde r -

r epr esen t ed gende r and e t hn i c groups as i den t i f i ed i n t he Depa r t men t ' s

A f f i rma t i ve Ac t i on P l an .

H . App l i ca t i on

1 . Any pe r son i n t e r es t ed i n emp l oymen t w i t h t he Depa r t men t sha l l comp l e t e

t he app l i ca t i on r equ i r emen t s spec i f i ed by t he O f f i ce o f Pe r sonne l

Se r v i ces .

2 . Each app l i ca t i on mus t be comp l e t e . Om i ss i ons , m i ss t a t emen t o f

f ac t s or f a l s i f y i ng any pa r t o f t he app l i ca t i on sha l l be cons i de r ed

grounds f or change o f cond i t i ons o f emp l oymen t , r e j ec t i on , d i sm i ssa l

or cance l l a t i on o f con t r ac t .

3 . Each app l i can t mus t prov i de r esu l t s o f t he Na t i ona l Teache r s ' Exam i na -

t i on (NTE) i n each o f t he ava i l ab l e componen t s ( i . e . , NTE CORE
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Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Rec ru i t men t and Appo i n t men t
o f Teache r s ( con t i nued )

Ba t t e r y and spec i a l t y a r ea ( s ) ) . A t enur ed t eache r r e t urn i ng t o

se r v i ce a f t e r an absence o f f i ve yea r s or l ess sha l l no t be r equ i r ed

t o prov i de r esu l t s o f t he NTE . Beg i nn i ng Sep t embe r 1994 , t he NTE

Cor e Ba t t e r y and spec i a l t y a r ea t es t s w i l l be r ep l aced by t he Educa -

t i ona l Tes t i ng Se r v i ce ' s new PRAX I S Se r i es : Pro f ess i ona l Assessmen t s

f or Beg i nn i ng Teache r s . The NTE Cor e Ba t t e r y and spec i a l t y t es t s

w i l l be r ep l aced i nc r emen t a l l y by t he equ i va l en t PRAX I S assessmen t s

as t hey a r e au t hor i zed by t he Educa t i ona l Tes t i ng Se r v i ce f or use

by t he Depa r t men t o f Educa t i on .

4 . Each app l i can t mus t prov i de r esu l t s o f t he s t uden t t each i ng eva l ua t i on

or o t he r accep t ab l e expe r i en t i a l eva l ua t i on r epor t .

5 . Each app l i can t mus t prov i de o f f i c i a l t r ansc r i p t s , p l acemen t f i l e ,

l e t t e r s o f r ecommenda t i on and o t he r documen t s or s t a t emen t s ve r i f y i ng

educa t i ona l qua l i f i ca t i ons f or ce r t i f i ca t i on and expe r i ence c r ed i t

f or p l acemen t on t he sa l a r y schedu l e .

6 . Each app l i can t mus t be pe r sona l l y i n t e r v i ewed by pro f ess i ona l s t a f f

who w i l l appr a i se t he app l i can t ' s po t en t i a l i n r e l a t i on t o spec i f i c

j ob - r e l a t ed sk i l l s and ab i l i t i es usua l l y i den t i f ed w i t h success f u l

t each i ng pe r f ormance .

C . Pr e f e r ence f or Emp l oymen t

Pr e f e r ence f or emp l oymen t sha l l be g i ven t o l oca l r es i den t s o f t he

same s t and i ng , gr ade or r a t i ng as t hose non - r es i den t t o t he S t a t e .
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Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Rec ru i t men t and Appo i n t men t
o f Teache r s ( con t i nued )

D . Se l ec t i on o f Teache r s

Regu l a t i on #5103

Cons i de r a t i on f or t he se l ec t i on o f new t eache r s sha l l be based on

compa r a t i ve qua l i f i ca t i ons such as ce r t i f i ca t i on , t each i ng sk i l l s ,

expe r i ence ( s ) , spec i a l ab i l i t y ( i es ) r e l a t ed t o schoo l progr ams , and

o t he r appropr i a t e f ac t or s . Gene r a l l y , h i ghe r cons i de r a t i on sha l l

be g i ven t o app l i can t s who mor e c l ose l y mee t t he Depa r t men t ' s Pro f i l e

o f an E f f ec t i ve Teache r .

E . Types o f Teache r Appo i n t men t s

Teache r s sha l l be appropr i a t e l y appo i n t ed unde r one o f t he f o l l ow i ng

t ypes o f appo i n t men t as de t e rm i ned by t he Depa r t men t :

1 . Proba t i ona r y Teache r Appo i n t men t

E l i g i b i l i t y : Teache r s who a r e no t e l i g i b l e f or t enur e ( excep t

t hose t ha t do no t mee t appropr i a t e ce r t i f i ca t i on r equ i r emen t s )

sha l l be g i ven proba t i ona r y appo i n t men t s i f appo i n t ed t o pos i t i on

vacanc i es t ha t a r e o f r e l a t i ve l y ce r t a i n dur a t i on and o f su f f i c i en t

l eng t h t o qua l i f y f or a t l eas t one semes t e r o f proba t i ona r y c r ed i t

i n accordance w i t h t he prov i s i ons o f Regu l a t i ons #5106 or #5111 .

Con t r ac t : Emp l oyed unde r L i m i t ed Te rm Appo i n t men t Agr eemen t .

Compensa t i on : P l acemen t on t he Teache r Sa l a r y Schedu l e i n accordance

w i t h 5200 Se r i es o f t he Schoo l Code .

Dur a t i on : One schoo l yea r or dur a t i on as app l i cab l e , sub j ec t t o

t he f o l l ow i ng cond i t i ons :

a . Te rm i na t i on f or cause

b . Res i gna t i on
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Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Rec ru i t men t and Appo i n t men t
o f Teache r s ( con t i nued )

5100 - 2 8
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c . Re t i r emen t

d . Pos i t i on t e rm i na t i on f or l ack o f wor k or l ayo f f

Reemp l oymen t Comm i t men t : G i ven appropr i a t e pr i or i t y f or r eh i r e

( sub j ec t t o t he ava i l ab i l i t y o f a su i t ab l e pos i t i on ) upon exp i r a t i on

o f appo i n t men t , bu t no t gua r an t eed r eemp l oymen t .

Cond i t i on f or Emp l oymen t : Teach i ng pos i t i on vacan t w i t h no e l i g i b l e

t enur e t eache r cand i da t es .

Proba t i ona r y Se r v i ce : Proba t i ona r y se r v i ce sha l l be ea rned and

t enur e e l i g i b i l i t y de t e rm i ned i n accordance w i t h t he prov i s i ons

o f Regu l a t i ons #5101 , #5106 and #5111 .

2 . Tempor a r y Teache r Appo i n t men t

E l i g i b i l i t y : Teache r s who a r e no t e l i g i b l e f or t enur e sha l l be

g i ven t empor a r y appo i n t men t s when appo i n t ed unde r one o f t he f o l l ow i ng

t ypes o f s i t ua t i ons :

a . Appo i n t ed w i t hou t mee t i ng t he r equ i r ed ce r t i f i ca t i on s t anda rds

f or t he pos i t i on because no e l i g i b l e pe r son i s ava i l ab l e .

b . Appo i n t ed t o pos i t i on vacanc i es o f r e l a t i ve l y unce r t a i n dur a t i on

(because i ncumben t on s i ck l eave or l eave dur a t i on i s unce r t a i n ,

because o f unce r t a i n s t uden t enro l l men t pro j ec t i ons , because

o f poss i b l e f und i ng r es t r i c t i ons , e t c . ) .

NOTE : Appo i n t men t mus t be pro j ec t ed t o l as t f or a m i n i mum o f

90 ca l enda r days . Pos i t i on vacanc i es pro j ec t ed f or l ess

t han 90 days shou l d be accommoda t ed by subs t i t u t e t eache r s .



Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Rec ru i t men t and Appo i n t men t
o f Teache r s ( con t i nued )
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c . Appo i n t ed t o pos i t i on vacanc i es t ha t do no t mee t e l i g i b i l i t y

s t anda rds f or a proba t i ona r y appo i n t men t .

Con t r ac t : Emp l oyed unde r Tempor a r y Teache r Appo i n t men t Agr eemen t .

Compensa t i on : P l acemen t on t he Teache r Sa l a r y Schedu l e i n accordance

w i t h 5200 Se r i es o f t he Schoo l Code .

Dur a t i on : No t t o exceed t he pe r i od s t a t ed on t he emp l oyee ' s con t r ac t .

May be t e rm i na t ed w i t hou t a hea r i ng a t any t i me pr i or t o con t r ac t

exp i r a t i on on l y unde r t he f o l l ow i ng c i r cums t ances .

a . Ea r l y r e t urn o f t he i ncumben t emp l oyee t o wh i ch t he pos i t i on

i s ob l i ga t ed .

b . Te rm i na t i on o f t he pos i t i on f or l ack o f wor k or l ack o f f unds .

c . P l acemen t o f a t enur ed or proba t i ona r y emp l oyee who i s s t a f f

r educed f rom ano t he r pos i t i on .

I n case o f ea r l y t e rm i na t i on , t he Depa r t men t w i l l g i ve a t l eas t

24 hour s no t i ce t o t he emp l oyee . Wheneve r poss i b l e , t he Depa r t men t

w i l l t r y t o g i ve amp l e no t i ce .

Reemp l oymen t Comm i t men t : Reemp l oymen t no t gua r an t eed . G i ven appropr i a t e

pr i or i t y f or r eh i r e i n accordance w i t h pr ev i ous l y ea rned proba t i ona r y

s t a t us ( sub j ec t t o t he ava i l ab i l i t y o f a su i t ab l e pos i t i on ) upon

exp i r a t i on o f appo i n t men t .

Cond i t i on f or Emp l oymen t : Teach i ng pos i t i on vacan t w i t h no e l i g i b l e

t enur e t eache r cand i da t es .
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Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Rec ru i t men t and Appo i n t men t
o f Teache r s ( con t i nued )
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Regu l a t i on #5103

Proba t i ona r y Se r v i ce : Proba t i ona r y se r v i ce may be ea rned and t enur e

e l i g i b i l i t y de t e rm i ned i n accordance w i t h t he prov i s i ons o f Regu l a t i ons

#5101 , #5106 and #5111 .

NOTE : An emp l oyee who does no t mee t ce r t i f i ca t i on s t anda rds f or

a t eache r pos i t i on sha l l no t ea rn proba t i ona r y se r v i ce .

3 . Con t i nu i ng (Tenur e ) Appo i n t men t

E l i g i b i l i t y : Teache r s who have sa t i s f ac t or i l y comp l e t ed proba t i ona r y

t each i ng r equ i r emen t s sha l l be g i ven con t i nuous ( t enur e ) appo i n t men t s .

Con t r ac t : Emp l oyed unde r Con t i nu i ng Appo i n t men t Agr eemen t .

Compensa t i on : P l acemen t on t he Teache r Sa l a r y Schedu l e i n accordance

w i t h 5200 Se r i es o f t he Schoo l Code .

Dur a t i on : Con t i nuous emp l oymen t sub j ec t t o t he f o l l ow i ng cond i t i ons :

a . Te rm i na t i on f or cause

b . Res i gna t i on

c . Re t i r emen t

d . Layo f f

Reemp l oymen t Comm i t men t : Tenur ed t eache r en t i t l emen t s accord i ng

t o Depa r t men t es t ab l i shed procedur e .

Cond i t i ons f or Emp l oymen t : Teach i ng pos i t i ons vacan t f or Depa r t men t

progr ams i mp l emen t a t i on .

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 8 / 75 ; Amended 5 / 85 ; Amended 6 / 86 ;
Amended 11 / 88 ; Amended 8 / 91 ; Amended 9 / 93



PROCEDURE : RECRU I TMENT AND APPO I NTMENT OF NEW EMPLOYEES (TEACHERS)

REFERENCE : REGULAT I ON #5103

FORMS

�

PERSONNEL FORM 100 (APPL I CAT I ON FOR PROFESS I ONAL TEACH I NG AND / OR
SUPPORT POS I T I ON )

SF - 5A

�

(NOT I F I CAT I ON OF PERSONNEL ACT I ON )

Procedur e #5103

RESPONS I B I L I T I ES :

1 . APPL I CANT

a . Subm i t s comp l e t ed Form 100 , Pro f ess i ona l App l i ca t i on , t o t he Rec ru i t men t

Sec t i on o f t he O f f i ce o f Pe r sonne l Se r v i ces .

b . Prov i des o f f i c i a l t r ansc r i p t s , p l acemen t f i l es , Na t i ona l Teache r s

Exam i na t i on (NTE) scor es (or PRAX I S Se r i es scor es when NTE i s supe r -

seded ) , l e t t e r s o f r ecommenda t i ons and o t he r documen t s or s t a t emen t s

ve r i f y i ng educa t i ona l qua l i f i ca t i ons f or ce r t i f i ca t i on and expe r i ence

c r ed i t f or sa l a r y s t ep p l acemen t .

2 . PR I NC I PAL

a . No t i f i es d i s t r i c t o f f i ce o f vacanc i es .

b . When f eas i b l e , i n t e r v i ews and r ecommends p l acemen t ( s ) o f new emp l oyee ( s )

f rom approved l i s t .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . Consu l t s w i t h t he O f f i ce o f Pe r sonne l Se r v i ces on a l l vacanc i es

w i t h i n t he d i s t r i c t .

b . P l aces a l l d i s t r i c t unass i gned t eache r s unde r con t r ac t t o appropr i a t e

schoo l vacanc i es .

c . I n f orms t eache r and pr i nc i pa l o f ass i gnmen t .

4 . OFF I CE OF PERSONNEL SERV I CES

a . I n t e r v i ews a l l app l i can t s .

b . Ma i n t a i ns a cur r en t t eache r app l i can t poo l o f po t en t i a l emp l oyees .
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c . Consu l t s w i t h d i s t r i c t pe r sonne l o f f i ce r s on vacanc i es and ava i l ab i l i t y

o f app l i can t s .

d . Con t r ac t s a l l new h i r es and t akes appropr i a t e ac t i on t o e f f ec t

emp l oymen t .

e . Ass i gns t eache r s t o d i s t r i c t s .



PROCEDURE : TERM I NAT I ON OF TEMPORARY APPO I NTMENTS PR I OR TO EXP I RAT I ON DATE
OF CONTRACT

REFERENCE : REGULAT I ON #5102

FORMS

�

TEMPORARY TEACHER ' S APPO I NTMENT AGREEMENT

FORM 191 (TERM I NAT I ON NOT I CE TO TEMPORARY TEACHER )

RESPONS I B I L I T I ES :

1 . PR I NC I PAL

a . Mon i t or s t he s t a t us o f pe r sonne l and pos i t i ons o f t he schoo l .

b . Upon de t e rm i n i ng t he necess i t y t o t e rm i na t e a t empor a r y t eache r

pr i or t o t he spec i f i ed da t e o f con t r ac t exp i r a t i on , consu l t s w i t h

d i s t r i c t supe r i n t enden t .

c . When gr an t ed approva l or when so d i r ec t ed by t he d i s t r i c t

supe r i n t enden t , i n f orms t he t empor a r y t eache r o f t e rm i na t i on ac t i on .

d . Comp l e t es and d i s t r i bu t es Form 191 .

2 . D I STR I CT SUPER I NTENDENT

a . Approves or d i sapproves pr i nc i pa l ' s r eques t t o t e rm i na t e t empor a r y

t eache r .

b . No t i f i es O f f i ce o f Pe r sonne l Se r v i ces .

9 . OFF I CE OF PERSONNEL SERV I CES

Processes appropr i a t e t r ansac t i ons .

.

�

Adop t ed 8 / 75 ; Amended 6 / 86

Procedur e #5103 . 1
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WCEDURE : I DENT I FY I NG AND F I LL I NG A TEMPORARY TEACH I NG VACANCY

REFERENCES : REGULAT I ON #5103

FORM

�

PERSONNEL FORM 105 (VACANCY REPORT FORM)

RESPONS I B I L I T I ES :

1 . PR I NC I PAL

a . I den t i f i es t he need t o f i l l a t empor a r y t each i ng vacancy based

on expec t ed i ncumben t t eache r absences o f 90 or mor e ca l enda r days .

b . Comp l e t es and subm i t s Form 105 t o d i s t r i c t supe r i n t enden t ( ca l l

i n i n f orma t i on i f urgen t ) g i v i ng a t l eas t 10 days l ead t i me wheneve r

poss i b l e .

2 . D I STR I CT SUPER I NTENDENT

a . Rev i ews and approves Form 105 and d i s t r i bu t es accord i ng t o d i s t r i bu t i on

i ns t ruc t i ons on f orm .

b . Coord i na t es t he process o f appo i n t i ng or ass i gn i ng a t eache r t o

t he t empor a r y vacancy f o l l ow i ng t he pr i or i t y o f se l ec t i on es t ab l i shed

by t he Supe r i n t enden t .

c . Processes necessa r y f orms t o O f f i ce o f Pe r sonne l Se r v i ces r ecommend i ng

appo i n t men t or ass i gnmen t o f a t eache r t o t he t empor a r y vacancy .

3 . OFF I CE OF PERSONNEL SERV I CES

Procedur e 85103 . 2

Con t r ac t s and / or processes r ecommended t eache r ass i gnee or appo i n t ee

i f such appo i n t men t or ass i gnmen t i s prope r l y au t hor i zed .

NOTE : For t he purpose o f t h i s procedur e , t he t e rm " Teach i ng Vacancy " r e f e r s
t o vacanc i es i n pos i t i ons norma l l y compensa t ed f rom t he t eache r s '
sa l a r y schedu l e .

Op t ed 8 / 75 ; Amended 6 / 86

5100 - 3 5



PROCEDURE : CONTRACT I NG TEACHERS FOR I N I T I AL PROBAT I ONARY APPO I NTMENTS AND
TEMPORARY APPO I NTMENTS

REFERENCE : REGULAT I ON #5103

FORMS

�

APPO I NTMENT AGREEMENT

TEMPORARY TEACHER ' S APPO I NTMENT AGREEMENT

RESPONS I B I L I T I ES :

1 . TEACHER

a . I f Accep t i ng Appo i n t men t

(1) S i gns Appo i n t men t Agr eemen t and r e t urns or i g i na l documen t t o

O f f i ce o f Pe r sonne l Se r v i ces w i t h i n es t ab l i shed dead l i ne .

(2) Repor t s t o wor k as ass i gned .

b . I f No t Accep t i ng Appo i n t men t

Re t urns uns i gned Appo i n t men t Agr eemen t t o O f f i ce o f Pe r sonne l Se r v i ces

w i t h accompany i ng wr i t t en exp l ana t i on .

2 . OFF I CE OF PERSONNEL SERV I CES

a . I ssues appropr i a t e Appo i n t men t Agr eemen t t o t eache r app l i can t se l ec t ed

f or appo i n t men t ( see Procedur e #5102) f or t eache r r ec ru i t men t and

appo i n t men t process ) .

b . Processes appropr i a t e Appo i n t men t Agr eemen t upon r ece i p t o f s i gned

or i g i na l documen t f rom t eache r .

c . I f no r esponse f rom t eache r w i t h i n es t ab l i shed dead l i ne , assumes

non - accep t ance .

"

�

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 8 / 75 ; Amended 6 / 86

Procedur e #5103 . 3
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PROCEDURE : PROCESS I NG RENEWAL / NON - RENEWAL OF PROBAT I ONARY APPO I NTMENTS

REFERENCES : REGULAT I ON #5103 ; SECT I ON 297 - 9 , HAWA I I REV I SED STATUTES
(NOTE : For non - r enewa l on t he bas i s o f adve r se eva l ua t i on ,

see Procedur e #5602)

FORMS

�

APPO I NTMENT AGREEMENT

RESPONS I B I L I T I ES :

1 . TEACHER

CONT I NU I NG APPO I NTMENT AGREEMENT

' Upon r ece i p t o f appo i n t men t agr eemen t :

a . I f accep t i ng appo i n t men t :

s i gns and r e t urns or i g i na l documen t t o t he O f f i ce o f Pe r sonne l

Se r v i ces w i t h i n es t ab l i shed dead l i ne .

b . I f no t accep t i ng appo i n t men t :

Re t urns uns i gned documen t t o t he o f f i ce o f Pe r sonne l Se r v i ces w i t h

accompany i ng wr i t t en exp l ana t i on .

Procedur e #5103 . 4

2 . PR I NC I PAL ( I F I N I T I AT I NG NON - RENEWAL OF CONTRACT FOR REASONS OTHER
THAN ADVERSE EVALUAT I ON )

a . Con f e r s w i t h t he d i s t r i c t supe r i n t enden t .

b . Pr epa r es wr i t t en r ecommenda t i on .

c . I n f orms t eache r o f r ecommended ac t i on .

d . Tr ansm i t s r ecommenda t i on t o t he d i s t r i c t supe r i n t enden t ( copy t o

t eache r ) .

3 . D I STR I CT SUPER I NTENDENT

a . I f pr i nc i pa l ' s r ecommenda t i on f or non - r enewa l o f con t r ac t i s r ece i ved :

(1) Rev i ews pr i nc i pa l ' s r ecommenda t i on .

(2) Approves or d i sapproves pr i nc i pa l ' s r ecommenda t i on .

(3) I f concur s , t r ansm i t s r ecommenda t i on t o t he Supe r i n t enden t

( copy t o t eache r , pr i nc i pa l ) .

5100 - 3 9
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Procedur e #5103 . 4

b . I f i n i t i a t i ng non - r enewa l o f con t r ac t f or r easons o t he r t han adve r se

eva l ua t i on :

(1) Con f e r s w i t h t he Supe r i n t enden t .

(2) Pr epa r es wr i t t en r ecommenda t i on .

(3) I n f orms t eache r o f t he r ecommended ac t i on .

(4) Tr ansm i t s r ecommenda t i on t o t he Supe r i n t enden t ( copy t o t eache r ) .

4 . SUPER I NTENDENT

a . I f d i s t r i c t supe r i n t enden t ' s r ecommenda t i on f or non - r enewa l o f

con t r ac t i s r ece i ved :

(1) Rev i ews r ecommenda t i ons o f t he d i s t r i c t supe r i n t enden t .

(2) Approves or d i sapproves r ecommenda t i on .

(3) Tr ansm i t s dec i s i on t o t eache r and d i s t r i c t supe r i n t enden t .

b . I f i n i t i a t i ng non - r enewa l o f con t r ac t f or r easons o t he r t han adve r se

eva l ua t i on :

(1) De t e rm i nes t he r enewa l or non - r enewa l o f appo i n t men t agr eemen t s

based on ava i l ab i l i t y o f su i t ab l e pos i t i on ( s ) and o t he r f ac t or s

t ha t may be cons i de r ed .

(2) Tr ansm i t s no t i f i ca t i on o f emp l oymen t s t a t us t o a f f ec t ed t eache r s .

5 . OFF I CE OF PERSONNEL SERV I CES

a . Pr epa r es appo i n t men t agr eemen t s as de t e rm i ned by t he Supe r i n t enden t .

b . Processes appropr i a t e t r ansac t i ons .

Adop t ed 10 / 74 ; Amended 8 / 75 ; Rev i ewed 6 / 86



"

�

PROCEDURE : TEACHERS WHO HAVE TENURE REQUEST I NG REAPPO I NTMENT

REFERENCE : REGULAT I ON #5103

Procedur e #5103 . 5

FORM

�

PERSONNEL FORM 101 (TEACHER REQUEST FOR ASS I GNMENT FOR SCHOOL
YEAR )

RESPONS I B I L I T I ES :

1 . TEACHER

Comp l e t es Form 101 i n a t i me l y manne r .

2 . PR I NC I PAL

a . I n f orms t eache r o f ac t i on t aken on Form 101 . Re t urns one copy

t o t eache r and f i l es or i g i na l a t schoo l .

b . Summa r i zes Form 101 i n f orma t i on on I BM pr i n t ou t ( schoo l l i s t ) and

f orwa rds t hr ee cop i es t o t he d i s t r i c t o f f i ce .

3 . D I STR I CT SUPER I NTENDENT

a . Comp i l es I BM pr i n t ou t and pr epa r es d i s t r i c t summa r y .

b . Forwa rds one se t t o O f f i ce o f Pe r sonne l Se r v i ces .

4 . OFF I CE OF PERSONNEL SERV I CES

Processes r eappo i n t men t .

"

�

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
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Regu l a t i on #5104

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

RECRU I TMENT AND EMPLOYMENT OF NON - SALAR I ED EMPLOYEES

The Depa r t men t sha l l suppor t i ns t ruc t i ona l needs t hrough r ec ru i t men t

and emp l oymen t o f i ns t ruc t i ona l pe r sonne l compensa t ed on a non - sa l a r y

schedu l e . Such emp l oyees sha l l be compensa t ed accord i ng t o t he va r i ous

day - t o - day , pe r hour or pe r un i t r a t es o f pay . Non - sa l a r i ed emp l oyees

cons i s t o f t he f o l l ow i ng :

1 . Subs t i t u t e Teache r s

The Depa r t men t sha l l ma i n t a i n qua l i t y educa t i on t o s t uden t s i n t he

absence o f r egu l a r t eache r s .

E l i g i b i l i t y : To be emp l oyed , subs t i t u t e t eache r s mus t app l y and be

r eg i s t e r ed on t he cur r en t l i s t s adm i n i s t e r ed by t he r espec t i ve d i s t r i c t s

i n accordance w i t h es t ab l i shed c l ass i f i ca t i on r equ i r emen t s based upon

academ i c pr epa r a t i on / t r a i n i ng .

Con t r ac t : None . Paymen t upon comp l e t ed subs t i t u t e t each i ng se r v i ces

ve r i f i ed on t he Depa r t men t ' s f orm .

Compensa t i on : Da i l y r a t e based on c l ass i f i ca t i on s t a t us i n accordance

w i t h Depa r t men t es t ab l i shed r equ i r emen t s .

Dur a t i on : Day - t o - day no t i f i ca t i on o f emp l oymen t .

Reemp l oymen t Comm i t men t : None . Annua l r eapp l i ca t i on r equ i r ed .

Cond i t i ons f or Emp l oymen t : Emp l oyed dur i ng t he absence o f sa l a r i ed

c l ass room t eache r s and spec i a l t y i ns t ruc t or s .

2 . Spec i a l t y I ns t ruc t or s - Less t han Ha l f - T i me

The Depa r t men t sha l l prov i de qua l i f i ed i ns t ruc t or s t o enab l e schoo l s

t o o f f e r a f u l l comp l emen t o f t each i ng and l ea rn i ng ac t i v i t i es .

5100 - 4 3



Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Rec ru i t men t and Emp l oymen t
o f Non - Sa l a r i ed Emp l oyees ( con t i nued )

5100 - 4 4

Regu l a t i on #5104

E l i g i b i l i t y : To be emp l oyed , spec i a l t y i ns t ruc t or s mus t mee t t he

r equ i r emen t s o f t he i ns t ruc t i ona l ass i gnmen t / cour se and be capab l e

o f pe r f orm i ng t he un i que r espons i b i l i t i es , f unc t i ons , spec i f i ed t e rms

and cond i t i ons es t ab l i shed by t he pr i nc i pa l . Recommended f or emp l oymen t

by t he pr i nc i pa l i n accordance w i t h es t ab l i shed procedur e .

Con t r ac t : Spec i a l t y I ns t ruc t or Con t r ac t sha l l spec i f y t he t e rms and

cond i t i ons o f emp l oymen t .

Compensa t i on : Pe r un i t r a t e f or days se r v i ces a r e r ende r ed .

Dur a t i on : Appropr i a t e l y con t r ac t ed f or one semes t e r , r ema i nde r o f

a semes t e r , or a schoo l yea r .

Reemp l oymen t Comm i t men t : None . No gua r an t ee o f r eemp l oymen t .

Cond i t i ons f or Emp l oymen t : Emp l oyed when schoo l s r equ i r e a t eache r

f or one cour se sec t i on or no t mor e t han a ha l f - t i me t eache r f or cour ses

or c l ass ( es ) t o prov i de a f u l l r ange o f educa t i ona l progr ams t o s t uden t s .

3 . Pa r t - T i me Tempor a r y Teache r s

The Depa r t men t sha l l prov i de supp l emen t a r y t eache r s t o f ac i l i t a t e

t he i mp l emen t a t i on o f educa t i ona l progr ams t o mee t add i t i ona l deve l opmen t a l

needs o f s t uden t s .

E l i g i b i l i t y : To be emp l oyed , pa r t - t i me t empor a r y t eache r s a r e r ecommended

f or emp l oymen t by t he pr i nc i pa l .

Con t r ac t : None . Emp l oymen t spec i f i ed on Depa r t men t ' s Form 432 .

Compensa t i on : Pe r hour r a t e based on c l ass i f i ca t i on s t a t us i n accordance

w i t h Depa r t men t es t ab l i shed r equ i r emen t s .

Dur a t i on : L i m i t ed t o progr am needs .



Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Rec ru i t men t and Emp l oymen t
o f Non - Sa l a r i ed Emp l oyees ( con t i nued )

Regu l a t i on &5104

R eemp l oymen t Comm i t men t : None . Reemp l oymen t based on progr am needs

f or supp l emen t a r y i ns t ruc t i on .

Cond i t i ons f or Emp l oymen t : Pa r t - t i me t empor a r y t eache r s a r e h i r ed

as needed t o mee t spec i f i c progr am needs f or l ess t han 508 se r v i ces .

4 . Coaches

I n suppor t o f t he a t h l e t i cs progr am , coaches f or va r i ous spor t s may

be h i r ed t o mee t t he needs o f t he schoo l s .

E l i g i b i l i t y : To be emp l oyed , coaches a r e emp l oyed upon r ecommenda t i on

by t he pr i nc i pa l .

Con t r ac t : None .

Compensa t i on : I n accordance w i t h Regu l a t i on #5204 - E .

Dur a t i on : L i m i t ed t o needs o f t he spor t .

R eemp l oymen t Comm i t men t : None . Reemp l oymen t based on progr am needs

and pr i nc i pa l ' s r ecommenda t i on .

Cond i t i ons f or Emp l oymen t : As de t e rm i ned by t he schoo l pr i nc i pa l .

5 . subs t i t u t e Schoo l Adm i n i s t r a t or s

The Depa r t men t may prov i de subs t i t u t e schoo l adm i n i s t r a t or s when

r egu l a r schoo l adm i n i s t r a t or s a r e absen t f or r easons such as i l l ness ,

t r ans f e r , promo t i on , or approved l eave f or t he bene f i t o f t he Depa r t -

men t . Subs t i t u t e schoo l adm i n i s t r a t or s may be prov i ded on l y f or t hose

days when schoo l i s i n sess i on .

E l i g i b i l i t y : A subs t i t u t e schoo l adm i n i s t r a t or mus t have possessed

a va l i d Pro f ess i ona l Schoo l Adm i n i s t r a t or Ce r t i f i ca t e a t t he t i me

o f r e t i r emen t or r es i gna t i on or a l t e rna t i ve l y mus t o t he rw i se possess

compa r ab l e qua l i f i ca t i ons or expe r i ence as de t e rm i ned by t he Depa r t men t .



Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Rec ru i t men t and Emp l oymen t
o f Non - Sa l a r i ed Emp l oyees

Regu l a t i on #5104

Con t r ac t : None .

Compensa t i on : I n accordance w i t h Regu l a t i on #5203 - J . Vaca t i on , s i ck

l eave , and r e t i r emen t bene f i t s a r e no t app l i cab l e t o subs t i t u t e schoo l

adm i n i s t r a t or s .

Dur a t i on : As needed on a day - t o - day ex t ens i on bas i s .

Reemp l oymen t Comm i t men t : None .

Cond i t i ons f or Emp l oymen t : Emp l oyed on an eme rgency pe r d i em bas i s .

6 . Subs t i t u t e Twe l ve - Mon t h Educa t i ona l O f f i ce r s

The Depa r t men t may , i n pos i t i ons prov i d i ng c r i t i ca l se r v i ces as de t e r -

m i ned by t he Supe r i n t enden t , prov i de subs t i t u t e t we l ve - mon t h educa t i ona l

o f f i ce r s when r egu l a r t we l ve - mon t h educa t i ona l o f f i ce r s a r e absen t

f or r easons such as ex t ended i l l ness , t r ans f e r , promo t i on , or approved

l eave f or t he bene f i t o f t he Depa r t men t .

E l i g i b i l i t y : Subs t i t u t e t we l ve - mon t h educa t i ona l o f f i ce r s shou l d

possess appropr i a t e educa t i on and expe r i ence qua l i f i ca t i ons , and mus t

possess t he r equ i r ed know l edge and ab i l i t i es t o pe r f orm e f f ec t i ve l y

i n t he ass i gned a r eas o f r espons i b i l i t y .

Con t r ac t : None .

Compensa t i on : I n accordance w i t h Regu l a t i on #5203 - J . Vaca t i on , s i ck

l eave , and r e t i r emen t bene f i t s a r e no t app l i cab l e t o subs t i t u t e t we l ve -

mon t h educa t i ona l o f f i ce r s .

Dur a t i on : As needed on a day - t o - day ex t ens i on bas i s .

Reemp l oymen t Comm i t men t : None .

Cond i t i ons f or Emp l oymen t : Emp l oyed on an eme rgency pe r d i em bas i s ,

no t t o exceed 30 wor k i ng days a t a t i me .

5100 - 46
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PROCEDURE : RECRU I TMENT , EMPLOYMENT , AND DEVELOPMENT OF SUBST I TUTE TEACHERS

REFERENCE : REGULAT I ON #5103 - A . 1

Procedur e #5104

FORM

�

PERSONNEL FORM 104 (APPL I CAT I ON FOR PLACEMENT ON THE D I STR I CT
SUBST I TUTE TEACHERS ' L I ST

RESPONS I B I L I T I ES :

1 . APPL I CANT

a . Con t ac t s t he d i s t r i c t pe r sonne l o f f i ce i n wh i ch subs t i t u t e t each i ng

emp l oymen t i s des i r ed .

b . Subm i t s app l i ca t i on and a l l necessa r y documen t s (HW- 4 , W- 4 , Ce r t i f i -

ca t i on o f Soc i a l Secur i t y Numbe r , Med i ca l Exam C l ea r ance , Depa r t men t

o f Hea l t h t ube r cu l i n c l ea r ance ce r t i f i ca t i on , d i p l oma / o f f i c i a l

t r ansc r i p t ) f or subs t i t u t e t each i ng emp l oymen t t o t he d i s t r i c t

pe r sonne l o f f i ce .

c . A t t ends r equ i r ed or i en t a t i on sess i ons and wor kshops .

2 . PR I NC I PAL

a . Re f e r s a l l i n t e r es t ed app l i can t s t o t he d i s t r i c t pe r sonne l o f f i ce .

b . Prov i des appropr i a t e i n f orma t i on t o subs t i t u t e t eache r s .

3 . D I STR I CT SUPER I NTENDENT

a . Pr epa r es and ma i n t a i ns a subs t i t u t e t eache r l i s t f or t he d i s t r i c t s .

b . Forwa rds app l i ca t i on ( Form 104) and a l l necessa r y ve r i f y i ng documen t s

t o t he s t a t e pe r sonne l o f f i ce .

c . Conduc t s subs t i t u t e t eache r or i en t a t i on sess i ons and wor kshops .

4 . OFF I CE OF PERSONNEL SERV I CES

a . Ve r i f i es app l i can t ' s qua l i f i ca t i ons , de t e rm i nes prope r c l ass i f i -

ca t i on , i ssues appropr i a t e S t anda rd Form SA (SF - SA) and processes

necessa r y f orms f or pay ro l l .

5100 - 4 7



5100 - 4 8

Procedur e #5104

b . No t i f i es app l i can t o f emp l oymen t s t a t us .

c . Adds or de l e t es app l i can t ' s name f rom subs t i t u t e t eache r s ' l i s t

as necessa r y .

d . Wor ks w i t h d i s t r i c t s i n prov i d i ng subs t i t u t e t eache r wor kshops .

e . I n f orms a l l d i s t r i c t s o f t eache r s no t e l i g i b l e f or ' subs t i t u t e wor k .

f . conduc t s pe r i od i c assessmen t o f t he Depa r t men t ' s subs t i t u t e t eache r

progr am .

Rev i sed 9 / l / 70 ; Amended 10 / 74 ; Amended 6 / 86



Procedur e #5104 . 1

PROCEDURE : RECRU I TMENT AND EMPLOYMENT OF SPEC I ALTY I NSTRUCTORS

REFERENCE : REGULAT I ON #5104

FORMS

�

SPEC I ALTY I NSTRUCTOR CONTRACT

PERSONNEL FORM 432 (CERT I F I CAT I ON FOR EMPLOYMENT PART- T I ME EMPLOYEES)

RESPONS I B I L I T I ES :

1 . APPL I CANT

a . Con t ac t s t he pr i nc i pa l o f t he schoo l w i t h t he i den t i f i ed / announced

pos i t i on .

b . Prov i des ve r i f i ca t i on o f ab i l i t i es , a t t r i bu t es and qua l i f i ca t i ons

f or t he spec i f i c r equ i r emen t s o f t he pos i t i on .

c . Comp l e t es a l l emp l oymen t c l ea r ance r equ i r emen t s .

2 . PR I NC I PAL

a . I den t i f i es need f or spec i a l t y i ns t ruc t or and prov i des j us t i f i ca t i on

t o t he d i s t r i c t supe r i n t enden t .

b . Rec ru i t s and se l ec t s spec i a l t y i ns t ruc t or ( s ) .

c . Subm i t s r equ i r ed documen t s f or emp l oymen t i nc l ud i ng Form 432 t o

t he O f f i ce o f Pe r sonne l Se r v i ces .

d . Spec i f i es t he du t i es and r espons i b i l i t i es o f t he spec i a l t y i ns t ruc t or .

e . Subm i t s comp l e t ed organ i za t i ona l t i me shee t s ( s ) i n a t i me l y manne r

t o t he appropr i a t e o f f i ce .

f . Assesses t he pe r f ormance o f t he spec i a l t y i ns t ruc t or .

3 . D I STR I CT SUPER I NTENDENT

a . Au t hor i zes spec i a l t y i ns t ruc t or ( s ) pos i t i on ( s ) .

b . Forwa rds appropr i a t e documen t s t o t he O f f i ce o f Pe r sonne l Se r v i ces .



4 . OFF I CE OF PERSONNEL SERV I CES

Adop t ed 6 / 86

5100 - 50

Procedur e #5104 . 1

a . Rece i ves and processes a l l documen t s f or emp l oymen t .

b . I ssues Spec i a l t y I ns t ruc t or Con t r ac t .

c . Comp l e t es t r ansac t i ons f or emp l oymen t and compensa t i on .

d . Ass i s t s pr i nc i pa l s i n t he r ec ru i t men t o f spec i a l t y i ns t ruc t or s .



Procedur e #5104 . 2

PROCEDURE : RECRU I TMENT AND EMPLOYMENT OF PART- T I ME TEMPORARY TEACHERS

REFERENCE : REGULAT I ON #5104

FORM

�

FORM 432 (CERT I F I CAT I ON FOR EMPLOYMENT PART- T I ME EMPLOYEES)

RESPONS I B I L I T I ES :

1 . APPL I CANT

a . Subm i t s comp l e t ed app l i ca t i on f orm t o t he d i s t r i c t pe r sonne l o f f i ce .

b . Prov i des ve r i f i ca t i on o f qua l i f i ca t i ons f or spec i f i c i ns t ruc t i ona l

f unc t i ons .

c . Subm i t s r equ i r ed emp l oymen t f orms .

2 . PR I NC I PAL

a . Ob t a i ns l i s t o f e l i g i b l e app l i can t s f rom t he d i s t r i c t o f f i ces .

b . I n t e r v i ews and se l ec t s pa r t - t i me t empor a r y t eache r ( s ) f or au t hor i zed

progr ams o f t he schoo l .

c . Subm i t s comp l e t ed Form 432 w i t h a t t ached documen t s f or emp l oymen t

t o t he d i s t r i c t pe r sonne l o f f i ce .

d . Spec i f i es du t i es and r espons i b i l i t i es o f pa r t - t i me t empor a r y t eache r .

e . Subm i t s comp l e t ed organ i za t i ona l t i me shee t ( s ) i n a t i me l y manne r

t o t he appropr i a t e o f f i ce .

3 . D I STR I CT OFF I CE

a . Deve l ops and ma i n t a i ns a pa r t - t i me t empor a r y t eache r l i s t .

b . Prov i des l i s t o f ava i l ab l e app l i can t t o schoo l s .

4 . OFF I CE OF PERSONNEL SERV I CES

a . Annua l l y announces t he emp l oymen t progr am f or pa r t - t i me t empor a r y

t eache r s .

b . Processes a l l documen t s f or emp l oymen t and compensa t i on .



Adop t ed 6 / 86
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Procedur e #5104 . 2

c . Ass i s t s pr i nc i pa l s / educa t i ona l spec i a l i s t s i n t he r ec ru i t men t o f

pa r t - t i me t empor a r y t eache r s .



Regu l a t i on 85105

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

EMPLOYEE BENEF I TS FOR PART- T I ME TEMPORARY CERT I F I CATED EMPLOYEES

A . App l i cab i l i t y

Th i s r egu l a t i on app l i es t o non - sa l a r i ed " ce r t i f i ca t ed emp l oyees o f

t he Depa r t men t who a r e emp l oyed t o pe r f orm se r v i ces on a week l y , da i l y ,

hour l y or o t he r non - sa l a r i ed bas i s . Th i s ca t egor y o f emp l oyees gene r a l l y

i nc l udes spec i a l t y i ns t ruc t or s , subs t i t u t e t eache r s , adu l t educa t i on

t eache r s , summe r schoo l t eache r s , dr i ve r educa t i on i ns t ruc t or s , home

i ns t ruc t i on t eache r s , and o t he r t ypes o f pa r t - t i me t empor a r y t eache r s .

B . Bene f i t s

Pa r t - t i me t empor a r y emp l oyees a r e e l i g i b l e f or emp l oyee bene f i t s as

f o l l ows :

1 . Compensa t i on : Compensa t i on sha l l be based on non - sa l a r i ed r a t es

es t ab l i shed by t he Hawa i i Rev i sed S t a t u t es or by Depa r t men t r egu l a t i ons .

2 . S i ck Leave : On l y as a l l owed unde r t empor a r y d i sab i l i t y i nsur ance

prov i s i ons .

3 : Vaca t i on : None .

4 . Re t i r emen t : No t e l i g i b l e f or membe r sh i p .

5 . Hea l t h Fund : No t e l i g i b l e f or membe r sh i p .

6 . Se r v i ce Awa rds : No t e l i g i b l e .

7 . Se r v i ce Cr ed i t : No se r v i ce c r ed i t . Accord i ng l y pe r i ods o f pa r t - t i me

emp l oymen t canno t be app l i ed t o mee t t he r equ i r emen t s f or sa l a r y

i nc r emen t and l ongev i t y s t ep c r ed i t on t he t eache r s ' sa l a r y schedu l e ,

*For t he purpose o f t h i s r egu l a t i on , ce r t i f i ca t ed emp l oyees r e f e r t o Depa r t men t
emp l oyees i n j obs t ha t a r e r egu l a t ed by DOE ce r t i f i ca t i on r equ i r emen t s .

5100 - 5 3



Gene r a l Cond i t i ons o f Rec ru i t men t ,
Se l ec t i on and Appo i n t men t - Emp l oyee Bene f i t s
f or Pa r t - t i me Tempor a r y Ce r t i f i ca t ed Emp l oyees
( con t i nued )

5100 - 5 4

Regu l a t i on #5105

proba t i ona r y se r v i ce , t i me - i n - c l ass , sabba t i ca l l eave e l i g i b i l i t y ,

ce r t i f i ca t i on , sen i or i t y i n t he schoo l , sen i or i t y i n t he Depa r t men t ,

e t c .

8 . E l i g i b i l i t y f or Leaves o f Absence : No t e l i g i b l e unde r 5400 se r i es

o f t he Schoo l Code .

9 . Wor ke r s ' Compensa t i on : Cove r age sha l l be i n accordance w i t h wor ke r s '

compensa t i on r egu l a t i ons .

10 . Tenur e : None .

C . Concur r en t Emp l oymen t

I n cases whe r e a pa r t - t i me t empor a r y emp l oyee i s a l so emp l oyed as

a r egu l a r emp l oyee o f t he S t a t e , t he emp l oyee i s cons i de r ed t o be

emp l oyed i n t wo sepa r a t e and unr e l a t ed j obs w i t h each j ob prov i d i ng

i t s own bene f i t s . Thus , such an emp l oyee canno t app l y bene f i t s t ha t

acc rue f rom h i s / he r r egu l a r emp l oymen t w i t h t he S t a t e t o h i s / he r pa r t -

t i me emp l oymen t . ( For examp l e , a r egu l a r t eache r who ea rns s i ck l eave

bene f i t s canno t app l y such s i ck l eave t o h i s / he r pa r t - t i me emp l oymen t

as a Dr i ve r Educa t i on I ns t ruc t or . )

Adop t ed 10 / 74 ; Amended 6 / 86



Regu l a t i on #5106

GENERAL COND I T I ONS FOR RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

EMPLOYEE BENEF I TS FOR LESS TRAN FULL - T I ME EMPLOYEES

Th i s r egu l a t i on app l i es t o emp l oyees pa i d on t he t eache r s ' or educa t i ona l

o f f i ce r s ' sa l a r y schedu l e who a r e emp l oyed a t l ess t han 1008 o f f u l l - t i me

equ i va l ency (PTE) . such emp l oyees sha l l be e l i g i b l e f or emp l oyee bene f i t s

as f o l l ows :

A . Compensa t i on : Compensa t i on sha l l be based on t he r a t e o f pay spec i f i ed

on t he appropr i a t e sa l a r y schedu l e as ad j us t ed i n accordance w i t h

t he appropr i a t e pe r cen t age o f f u l l - t i me equ i va l ency .

B . S i ck Leave : S i ck l eave bene f i t s sha l l be ea rned i n accordance w i t h

Regu l a t i on #5404 , bu t ad j us t ed i n accordance w i t h t he appropr i a t e

pe r cen t age o f f u l l - t i me equ i va l ency .

C . Vaca t i on : Vaca t i on bene f i t s sha l l app l y i n accordance w i t h Regu l a t i on

#5403 , bu t any acc rua l sha l l be ad j us t ed i n accordance w i t h t he appro -

pr i a t e pe r cen t age o f f u l l - t i me equ i va l ency .

D . Re t i r emen t :

1 . Emp l oyees emp l oyed a t 508 PTE or mor e . Emp l oyees emp l oyed a t 508

FTE or mor e and who a r e a l so emp l oyed f or a t l eas t t hr ee mon t hs

a r e membe r s o f t he Emp l oyees ' Re t i r emen t Sys t em unde r prov i s i ons

o f Regu l a t i on #5505 o f t h i s Schoo l Code . Bene f i t s f or such emp l oyees

a r e i den t i ca l t o f u l l - t i me emp l oyees excep t t ha t r e t i r emen t se r v i ce

i s accumu l a t ed on t he bas i s t ha t c r ed i t i s propor t i ona t e t o PTE .

(Examp l e : 508 FTE emp l oyee who se r ves one f u l l yea r i s c r ed i t ed

w i t h one - ha l f yea r (6 mon t hs ) o f r e t i r emen t se r v i ce . )



Gene r a l Cond i t i ons f or Rec ru i t men t ,
Se l ec t i on and Appo i n t men t - Emp l oyee Bene f i t s
f or Less t han Fu l l - T i me Emp l oyees ( con t i nued )

2 . E mp l oyees emp l oyed a t l ess t han 508 FTE . No t e l i g i b l e f or membe r sh i p .

E . Hea l t h Fund Bene f i t s :

1 . Emp l oyees emp l oyed a t 508 FTE or mor e f or a pe r i od o f a t l eas t

3 mon t hs . Bene f i t s a r e i den t i ca l t o f u l l - t i me emp l oyees .

2 . Emp l oyees emp l oyed a t l ess t han 508 FTE . No t e l i g i b l e f or hea l t h

f und bene f i t s .

F . Se r v i ce Awa rds : Emp l oyees accumu l a t e se r v i ce f or se r v i ce awa rds a t

t he r a t e o f one mon t h c r ed i t f or eve r y mon t h o f se r v i ce r ega rd l ess

o f FTE pe r cen t age .

G . Se r v i ce Cr ed i t : Se r v i ce c r ed i t f or sa l a r y i nc r emen t , l ongev i t y s t ep

c r ed i t , proba t i ona r y se r v i ce , t i me - i n - c l ass , sabba t i ca l l eave e l i g i b i l i t y ,

sen i or i t y i n t he schoo l and sen i or i t y i n t he Depa r t men t sha l l be r ev i ewed

i n t e rms o f semes t e r s . Each semes t e r sha l l be ea rned i n accordance

w i t h t he spec i f i ca l l y app l i cab l e prov i s i ons o f Regu l a t i on $5111 and

o t he r appropr i a t e r egu l a t i ons .

1 . Emp l oyees emp l oyed a t 508 FTE or mor e . Emp l oyees who a r e emp l oyed

a t 508 FTE or mor e ea rn se r v i ce c r ed i t i n t he same manne r as emp l oyees

emp l oyed a t 1008 FTE .

2 . Emp l oyees emp l oyed a t l ess t han 508 FTE . No se r v i ce c r ed i t .

H . E l i g i b i l i t y f or Long - Te rm Leaves :

Regu l a t i on # 510 6

1 . Emp l oyees emp l oyed a t 508 FTE or mor e . Such emp l oyees may app l y

f or l ong - t e rm l eaves o f absence i n accordance w i t h appropr i a t e

r egu l a t i ons and procedur es .



Gene r a l Cond i t i ons o f Rec ru i t men t ,
Se l ec t i on and Appo i n t men t - Emp l oyee Bene f i t s
f or Less t han Fu l l - T i me Emp l oyees ( con t i nued )

Regu l a t i on # 510 6

2 . Emp l oyees emp l oyed a t l ess t han 508 FTE . Such emp l oyees a r e no t

e l i g i b l e f or l ong - t e rm l eaves o f absence .

I . E l i g i b i l i t y f or Shor t - Te rm Leaves : Shor t - t e rm l eave prov i s i ons a r e

app l i cab l e t o a l l l ess t han f u l l - t i me emp l oyees i n accordance w i t h

appropr i a t e r egu l a t i ons and procedur es .

J . Tenur e R i gh t s A t t a i ned : Tenur e r i gh t s a r e ma i n t a i ned i n f u l l f or ce

dur i ng pe r i ods o f l ess t han f u l l - t i me emp l oymen t .

Adop t ed 10 / 74 ; Amended 6 / 86



Regu l a t i on # 510 7

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

EMPLOYEE BENEF I TS SERV I CE CRED I T AND TENURE R I GHTS FOR TEACHERS ON T EMPORARY

APPO I NTMENT

A . App l i cab i l i t y

Th i s r egu l a t i on app l i es t o ce r t i f i ca t ed emp l oyees o f t he Depa r t men t

who a r e g i ven Tempor a r y Appo i n t men t s and who a r e h i r ed on Tempor a r y

Teache r ' s Appo i n t men t Agr eemen t .

B . Bene f i t s

Teache r s on Tempor a r y Appo i n t men t s a r e e l i g i b l e f or emp l oyee bene f i t s

as f o l l ows :

1 . Compensa t i on : Compensa t i on sha l l be i n accordance w i t h appropr i a t e

c l ass i f i ca t i on and sa l a r y p l acemen t on t he t eache r ' s sa l a r y schedu l e .

2 . S i ck Leave : S i ck l eave sha l l be a l l owed i n accordance w i t h t he

appropr i a t e prov i s i ons o f Regu l a t i on #5404 .

3 . Vaca t i on : Vaca t i on bene f i t s sha l l be a l l owed i n accordance w i t h

t he appropr i a t e prov i s i ons o f Regu l a t i on #5403 .

4 . Re t i r emen t : Membe r sh i p i n t he S t a t e Emp l oyees ' Re t i r emen t Sys t em

i s manda t or y f or t hose emp l oyees de t e rm i ned e l i g i b l e accord i ng

t o appropr i a t e l aws and r egu l a t i ons o f t he Emp l oyees ' Re t i r emen t

Sys t em . Membe r sh i p i s unde r a con t r i bu t or y or non - con t r i bu t or y

r e t i r emen t .

5 . Hea l t h Fund Bene f i t s : Membe r sh i p e l i g i b i l i t y sha l l be de t e rm i ned

i n accordance w i t h appropr i a t e l aws and r egu l a t i ons o f t he Emp l oyees '

Hea l t h Fund .



Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Emp l oyee Bene f i t s , Se r v i ce
Cr ed i t and Tenur e R i gh t s f or Teache r s on
Tempor a r y Appo i n t men t ( con t i nued )

5100 - 60
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6 . Se r v i ce Awa rds : Pe r i ods o f emp l oymen t unde r t empor a r y appo i n t men t

sha l l accumu l a t e c r ed i t f or se r v i ce awa rds .

7 . Se r v i ce Cr ed i t : Se r v i ce c r ed i t f or sa l a r y i nc r emen t , l ongev i t y

s t ep c r ed i t , t i me - i n - c l ass , proba t i on , sabba t i ca l l eave e l i g i b i l i t y ,

sen i or i t y i n t he schoo l and sen i or i t y i n t he Depa r t men t sha l l be

ea rned i n accordance w i t h t he spec i f i ca l l y app l i cab l e prov i s i ons

o f Regu l a t i on #5111 and o t he r appropr i a t e r egu l a t i ons .

8 . E l i g i b i l i t y f or Long - Te rm Leaves : Emp l oyees unde r t empor a r y appo i n t -

men t may app l y f or l ong - t e rm l eaves o f absence i n accordance w i t h

appropr i a t e r egu l a t i ons and procedur es ; howeve r , l eave pe r i ods

canno t exceed t he l eng t h o f t he cur r en t con t r ac t pe r i od .

9 . E l i g i b i l i t y f or Shor t - Te rm Leaves : Emp l oyees unde r t empor a r y appo i n t -

men t a r e e l i g i b l e f or shor t - t e rm l eaves i n accordance w i t h appropr i a t e

ru l es and r egu l a t i ons .

10 . Tenur e and Reemp l oymen t R i gh t s : Teache r s on t empor a r y appo i n t men t

a r e t empor a r y emp l oyees emp l oyed f or a l i m i t ed pe r i od o f t i me .

The r e i s no comm i t men t f or subsequen t r eemp l oymen t .

Adop t ed 8 / 75 ; Amended 6 / 86



TYPES OF ASS I GNMENTS

Regu l a t i on # 510 8

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

A . Regu l a r Ass i gnmen t s

Regu l a r ass i gnmen t s sha l l be g i ven t o t eache r s and educa t i ona l o f f i ce r s

who a r e ass i gned t o c l ea r vacanc i es and a r e qua l i f i ed f or p l acemen t .

Un l ess o t he rw i se spec i f i ed i n t he Schoo l Code , or un l ess a t r ans f e r ,

i s consumma t ed , a t eache r w i t h a r egu l a r ass i gnmen t who i s no t a f f ec t ed

by l ayo f f or s t a f f r educ t i on sha l l be r eass i gned t o t he same schoo l .

B . Tempor a r y Ass i gnmen t o f Educa t i ona l O f f i ce r s

1 . Educa t i ona l o f f i ce r s may be ass i gned t o f i l l a pos i t i on a t a h i ghe r

sa l a r y l eve l t han t he i r own on an " ac t i ng bas i s . "

2 . A t empor a r y ass i gnmen t on an " ac t i ng bas i s " sha l l mean t he ass i gnmen t

by a compe t en t au t hor i t y* and t he assump t i on , w i t hou t a f orma l

change i n pos i t i on ass i gnmen t , o f t he s i gn i f i can t du t i es and r espons i -

b i l i t i es o f ano t he r pos i t i on due t o t he i ncumben t o f t he pos i t i on

no t be i ng ab l e t o pe r f orm t he du t i es o f h i s / he r pos i t i on due t o

i l l ness , shor t - t e rm l eave o f absence or se r v i ng on ano t he r t empor a r y

ass i gnmen t .

3 . Ten - mon t h educa t i ona l o f f i ce r s ass i gned t empor a r i l y t o a h i ghe r

pos i t i on sha l l be compensa t ed f rom t he f i r s t day o f t he ass i gnmen t

accord i ng t o t he procedur es con t a i ned i n Regu l a t i on #5206 i f such

ass i gnmen t exceeds f i ve wor k days .

*For t he purpose o f t h i s r egu l a t i on , " compe t en t au t hor i t y " means t he

Supe r i n t enden t .

5100 - 61



Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - t ypes o f Ass i gnmen t s ( con t i nued )
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4 . When t he Depa r t men t au t hor i zes a t empor a r y ass i gnmen t f or a t we l ve -

mon t h emp l oyee t o a h i ghe r l eve l pos i t i on , t he emp l oyee sha l l be

pa i d f rom t he f i r s t day o f t he ass i gnmen t prov i ded f or unde r Regu l a t i on

#5206 .

5 . An educa t i ona l o f f i ce r who pe r f orms a t empor a r y ass i gnmen t t o a

l owe r pos i t i on sha l l con t i nue t o be compensa t ed a t h i s / he r ex i s t i ng

r a t e pr i or t o t he t empor a r y ass i gnmen t .

C . L i m i t ed Te rm Ass i gnmen t s

L i m i t ed t e rm ass i gnmen t s sha l l be made f or spec i f i c pe r i ods t o :

1 . Emp l oyees on proba t i on .

2 . Tempor a r y t eache r s .

3 . Teache r s and educa t i ona l o f f i ce r s who a r e f i l l i ng pos i t i ons f or

a l i m i t ed t e rm .

4 . Teache r s on t empor a r y ass i gnmen t t o unce r t a i n vacanc i es ( examp l e :

unass i gned t eache r or t eache r on ea r l y r e t urn f rom l eave v i c i ng

an i ncumben t on s i ck l eave ) . Dur a t i on o f such ass i gnmen t i s sub j ec t

t o t he r e t urn o f t he i ncumben t . A t eache r on ea r l y r e t urn f rom

l eave whose t empor a r y ass i gnmen t exp i r es or t e rm i na t es r eve r t s

back t o h i s or i g i na l l eave s t a t us i f he does no t r ece i ve ano t he r

ass i gnmen t .

D . Orde r o f Pr i or i t y i n Ass i gn i ng Teache r s

A l l o t he r f ac t or s be i ng r e l a t i ve l y equa l , t he orde r o f pr i or i t y i n

p l ac i ng t eache r s by cho i ce o f ass i gnmen t sha l l be :

1 . Teache r s i n ac t i ve se r v i ce hav i ng t enur e ( i nc l ud i ng t hose t eache r s

r e t urn i ng f rom l eaves o f absence ) .



Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Types o f Ass i gnmen t s ( con t i nued )

Regu l a t i on # 510 8

2 . Teache r s who have j us t comp l e t ed t he i r proba t i ona r y t each i ng r equ i r e -

men t . .

3 . Proba t i ona r y t eache r s .

E . Ass i gnmen t o f Proba t i ona r y Teache r s

P l acemen t o f proba t i ona r y t eache r s w i l l be t he r espons i b i l i t y o f t he

r espec t i ve d i s t r i c t o f f i ces f or t he dur a t i on o f proba t i on and f or

i n i t i a l ass i gnmen t a f t e r ach i ev i ng t enur e . I n orde r t o ma i n t a i n con -

t i nu i t y o f schoo l s ' progr ams , proba t i ona r y t eache r s sha l l be r eass i gned

t o f orme r schoo l s when t he s i t ua t i on pe rm i t s .

F . Pr i nc i pa l and Spouse Ass i gned t o Same Schoo l

Pr i nc i pa l and spouse sha l l no t be ass i gned t o t he same schoo l . Excep t i on

may be made whe r e i t i s i mpr ac t i ca l t o ass i gn t he spouse e l sewhe r e .

Such excep t i ons sha l l be j us t i f i ed i n wr i t i ng and approved by t he

d i s t r i c t supe r i n t enden t .

G . Ass i gnmen t o f Teache r s

1 . Teache r s sha l l be ass i gned whe r eve r poss i b l e t o pos i t i ons f or wh i ch

t hey a r e qua l i f i ed .

2 . The pr i nc i pa l sha l l have t he au t hor i t y t o ass i gn and r eass i gn t eache r s

w i t h i n t he schoo l f or t he good o f t he Depa r t men t .

E . Summe r Schoo l Ass i gnmen t s

The adm i n i s t r a t i on o f summe r schoo l emp l oymen t and ass i gnmen t s sha l l

be i n accordance w i t h es t ab l i shed Depa r t men t ' s " Summe r Schoo l Progr am

Gu i de l i nes and Procedur es . "



Gene r a l Cond i t i ons o f Rec ru i t men t , Se l ec t i on
and Appo i n t men t - Types o£ Ass i gnmen t s ( con t i nued )
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1 . Se l ec t i on o f progr am d i r ec t or sha l l be by t he d i s t r i c t supe r i n t enden t .

The f o l l ow i ng pr i or i t y i n se l ec t i on sha l l be g i ven :

a . Pr i nc i pa l

b . V i ce - Pr i nc i pa l

c . Schoo l s t a f f pe r son i n managemen t t r a i n i ng progr am

d . Expe r i enced schoo l s t a f f pe r son

2 . Se l ec t i on o f Teache r s

a . Pr e f e r ence sha l l be g i ven t o t eache r s ho l d i ng pro f ess i ona l t eache r s '

ce r t i f i ca t es .

b . Pr e f e r ence sha l l be g i ven t o t eache r s qua l i f i ed t o t each t he

sub j ec t or gr ade l eve l o f f e r ed .

c . Teache r s sha l l app l y d i r ec t l y t o t he schoo l whe r e t hey w i sh

t o t each , us i ng t he o f f i c i a l s t a t e summe r schoo l app l i ca t i on

f orm .

I . Eme rgency_ Ass i gnmen t

The pr i nc i pa l may , i n t he bes t i n t e r es t o f t he s t uden t s ' we l f a r e ,

i mmed i a t e l y r e l i eve a c l ass room t eache r o f ass i gned du t i es by r eass i gn i ng

such du t i es f or a pe r i od no t t o exceed t en schoo l days un l ess f ur t he r

au t hor i zed by t he d i s t r i c t supe r i n t enden t . The pr i nc i pa l sha l l ob t a i n

ve rba l approva l o f t he d i s t r i c t supe r i n t enden t pr i or t o such ass i gnmen t s .

The pr i nc i pa l sha l l i n f orm t he t eache r i n wr i t i ng w i t h i n t wo schoo l

days , t he r eason f or t he r eass i gnmen t .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 8 / 75 ; Amended 6 / 86



GENERAL COND I T I ONS OF RECRU I TMENT , EMPLOYMENT AND TERM I NAT I ON

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on # 510 9

TRANSFERS

A . Tr ans f e r Reques t s

1 . Any e l i g i b l e ce r t i f i ca t ed emp l oyee ( i nse r v i ce or r e t urn i ng f rom

l eave ) may r eques t t r ans f e r f rom pr esen t schoo l / o f f i ce t o o t he r

schoo l s / o f f i ce w i t h i n t he d i s t r i c t or t he S t a t e .

2 . A t eache r ho l d i ng a t empor a r y ce r t i f i ca t e i s no t e l i g i b l e f or

t r ans f e r .

3 . Reques t s f or t r ans f e r sha l l be subm i t t ed on t he f orm and w i t h i n t he

dead l i ne pr esc r i bed by t he Depa r t men t .

4 . A t eache r unab l e t o consumma t e a t r ans f e r sha l l r ema i n ass i gned t o

t he schoo l or d i s t r i c t f rom wh i ch t r ans f e r was sough t , depend i ng upon

ass i gnmen t s t a t us a t t he t i me t r ans f e r i s r eques t ed .

B . Eme rgency / Ha rdsh i p Tr ans f e r Reques t s

1 . An eme rgency / ha rdsh i p t r ans f e r may be gr an t ed prov i ded accep t ab l e

j us t i f i ca t i on i s o f f e r ed and a vacancy ex i s t s .

2 . A ce r t i f i ca t ed emp l oyee r eques t i ng eme rgency / ha rdsh i p t r ans f e r sha l l

app l y i n wr i t i ng t o t he pr i nc i pa l / supe r v i sor who w i l l f orwa rd t he

app l i ca t i on t o t he d i s t r i c t supe r i n t enden t / ass i s t an t supe r i n t enden t

w i t h r ecommenda t i on , i f any .

C . I n t ea - D i s t r i c t Tr ans f e r s

1 . The d i s t r i c t supe r i n t enden t may t r ans f e r v i ce - pr i nc i pa l s and

pr i nc i pa l s w i t h i n t he d i s t r i c t dur i ng t he schoo l yea r .

2 . The d i s t r i c t supe r i n t enden t may , f or t he good o f t he d i s t r i c t ,

t r ans f e r t eache r s w i t h i n t he d i s t r i c t dur i ng t he schoo l yea r .

D . I n t e r - D i s t r i c t Tr ans f e r s

1 . D i s t r i c t supe r i n t enden t s , by mu t ua l agr eemen t , may t r ans f e r v i ce -

pr i nc i pa l s and pr i nc i pa l s be t ween d i s t r i c t s f or t he good o f t he

Depa r t men t .



Gene r a l Cond i t i ons o f Rec ru i t men t ,
Emp l oymen t and Te rm i na t i on - Tr ans f e r s ( con t i nued )

2 . D i s t r i c t supe r i n t enden t s , by mu t ua l agr eemen t , may t r ans f e r t eache r s

be t ween d i s t r i c t s f or t he good o f t he d i s t r i c t s conce rned .

E . Supe r i n t enden t - D i r ec t ed Tr ans f e r s

The Supe r i n t enden t may , i n ex t r aord i na r y s i t ua t i ons , when cons i de r i ng

t he we l f a r e o f t he s t uden t s , t he schoo l or t he good o f t he Depa r t men t ,

d i r ec t t he t r ans f e r o f any t eache r or any educa t i ona l o f f i ce r .

Rev i sed 9 / 1 / 70) Amended 10 / 74 ; Amended 6 / 86 ; Amended 1 / 97
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Regu l a t i on # 511 0

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

D I SC I PL I NARY ACT I ONS

Ce r t i f i ca t ed emp l oyees may be suspended w i t hou t pay , demo t ed , d i scha rged

and / or o t he rw i se d i sc i p l i ned by t he Depa r t men t f or prope r cause .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
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PROCEDURE : I MPOS I NG SUSPENS I ON W I THOUT PAY ON TEACHERS

REFERENCE : REGULAT I ON #5110

FORM NONE

Procedur e #5110

RESPONS I B I L I T I ES :

1 . PR I NC I PAL / APPROPR I ATE SUPERV I SOR (D I STR I CT , STATE OFF I CE)

a . Upon r ece i p t o f conce rns , comp l a i n t s , prob l ems , e t c . , conduc t s

a t horough i nves t i ga t i on i n t o t he ma t t e r .

b . I n f orms t eache r o f t he conce rns , comp l a i n t s , prob l ems , e t c . and

a f f ords t he t eache r t he oppor t un i t y t o r espond .

c . I n f orms t he d i s t r i c t supe r i n t enden t / appropr i a t e supe r v i sor (d i s t r i c t ,

s t a t e o f f i ce ) o f t he conce rns , comp l a i n t s , prob l ems , e t c .

d . A f t e r t he i nves t i ga t i on i s comp l e t ed , de t e rm i nes whe t he r suspens i on

w i t hou t pay shou l d be r ecommended . I f i t i s , pr epa r es wr i t t en

r ecommenda t i on t o t he d i s t r i c t supe r i n t enden t . The wr i t t en

r ecommenda t i on shou l d i nc l ude t he spec i f i c cha rge ( s ) , t he de t a i l s

o f t he spec i f i c cha rge ( s ) , t he au t hor i t y unde r wh i ch t he proposed

ac t i on i s t o be t aken , and a s t a t emen t r ega rd i ng emp l oyee ' s r i gh t

t o mee t w i t h and / or subm i t wr i t t en commen t s t o t he d i s t r i c t

supe r i n t enden t / appropr i a t e supe r v i sor w i t h i n a spec i f i ed t i me pe r i od .

e . Tr ansm i t s wr i t t en r ecommenda t i on f or suspens i on t o t he d i s t r i c t

supe r i n t enden t / appropr i a t e supe r v i sor (d i s t r i c t , s t a t e o f f i ce )

w i t h suppor t i ng documen t s .

f . Prov i des t eache r w i t h a copy o f t he wr i t t en r ecommenda t i on f or

suspens i on a l ong w i t h suppor t i ng documen t s .
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g . Takes f ur t he r ac t i on as necessa r y .

2 . D I STR I CT SUPER I NTENDENT / APPROPR I ATE SUPERV I SOR (D I STR I CT , STATE OFF I CE)

a . Rev i ews wr i t t en r ecommenda t i on f or suspens i on , t eache r ' s wr i t t en

commen t s , i f any , and o t he r pe r t i nen t i n f orma t i on . I f t he d i s t r i c t

supe r i n t enden t / appropr i a t e supe r v i sor cons i de r s " o t he r pe r t i nen t

i n f orma t i on " wh i ch i s no t pa r t o f t he suppor t i ng documen t s subm i t t ed

by t he pr i nc i pa l / appropr i a t e supe r v i sor t o t he D i s t r i c t Supe r i n t enden t

and t he t eache r , t he t eache r w i l l be no t i f i ed o f t he add i t i ona l

i n f orma t i on and be g i ven an oppor t un i t y t o r espond a t t he mee t i ng

se t f or t h i n pa r agr aph 2 . b .

b . G i ves t eache r an oppor t un i t y t o mee t be f or e dec i s i on on r ecommen -

da t i on t o suspend i s made .

c . De t e rm i nes whe t he r t o accep t or no t accep t r ecommenda t i on t o suspend .

d . I f r ecommenda t i on i s accep t ed , de t e rm i nes appropr i a t e numbe r o f

days o f suspens i on .

e . Ma i l s f i na l dec i s i on t o t eache r t en (10) ca l enda r days pr i or t o

t he e f f ec t i ve da t e o f suspens i on . F i na l dec i s i on sha l l i nc l ude :

(1) The na t ur e and de t a i l s o f t he spec i f i c cha rge ( s ) ;

(2) Au t hor i t y unde r wh i ch t he d i sc i p l i na r y ac t i on i s t o be t aken ;

(3) Numbe r o f days o f suspens i on w i t hou t pay t o be i mposed ;

(4) Emp l oyee ' s appea l r i gh t s .

f . Sends copy o f f i na l dec i s i on t o pr i nc i pa l .

Procedur e #5110



g . I f r ecommenda t i on t o suspend i s no t accep t ed , i n f orms t eache r and

pr i nc i pa l i n wr i t i ng o f non - concur r ence w i t h r easons t he r eo f .

h . I ns t ruc t s pr i nc i pa l t o t ake any o t he r ac t i on , i f appropr i a t e .

3 . OFF I CE OFTERSONNEL SERV I CES

Processes appropr i a t e t r ansac t i ons .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 5 / 90
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PROCEDURE : PROCESS I NG D I SCHARGE OF TEACHERS

REFERENCE : REGULAT I ON #5110

FORM NONE

Procedur e #5110 . 1

RESPONS I B I L I T I ES :

1 . PR I NC I PAL / APPROPR I ATE SUPERV I SOR (D I STR I CT , STATE OFF I CE)

a . Upon r ece i p t o f conce rns , comp l a i n t s , prob l ems , e t c . , conduc t s a

t horough i nves t i ga t i on i n t o t he ma t t e r .

b . I n f orms t eache r o f t he conce rns , comp l a i n t s , prob l ems , e t c . and

a f f ords t he t eache r t he oppor t un i t y t o r espond .

c . I n f orms t he d i s t r i c t supe r i n t enden t / appropr i a t e supe r v i sor (d i s t r i c t ,

s t a t e o f f i ce ) o f t he conce rns , comp l a i n t s , prob l ems , e t c .

d . A f t e r t he i nves t i ga t i on i s comp l e t ed , de t e rm i nes whe t he r d i scha rge

shou l d be r ecommended . I f i t i s , pr epa r es wr i t t en r ecommenda t i on

t o t he d i s t r i c t supe r i n t enden t / appropr i a t e supe r v i sor . The wr i t t en

r ecommenda t i on shou l d i nc l ude t he spec i f i c cha rge ( s ) , t he de t a i l s

o f t he cha rge ( s ) , t he r easons f or t he ac t i on , t he au t hor i t y unde r

wh i ch t he proposed ac t i on i s t aken , and a s t a t emen t r ega rd i ng emp l oyee ' s

r i gh t t o mee t w i t h and / or subm i t wr i t t en commen t s t o t he d i s t r i c t

supe r i n t enden t / appropr i a t e supe r v i sor w i t h i n a spec i f i ed t i me pe r i od .

e . Tr ansm i t s wr i t t en r ecommenda t i on f or d i scha rge t o t he d i s t r i c t

supe r i n t enden t / appropr i a t e supe r v i sor (d i s t r i c t , s t a t e o f f i ce ) w i t h

suppor t i ng documen t s .

f . Prov i des t eache r w i t h a copy o f t he wr i t t en r ecommenda t i on f or d i scha rge ,

a l ong w i t h suppor t i ng documen t s .

5100 - 7 1
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Procedur e #5110 . 1

g . Takes f ur t he r ac t i on as necessa r y .

2 . D I STR I CT SUPER I NTENDENT / APPROPR I ATE SUPERV I SOR (D i s t r i c t , S t a t e O f f i ce )

a . Rev i ews wr i t t en r ecommenda t i on f or d i scha rge , t eache r ' s wr i t t en

commen t s , i f any , and o t he r pe r t i nen t i n f orma t i on . I f t he d i s t r i c t

supe r i n t enden t / appropr i a t e supe r v i sor cons i de r s " o t he r pe r t i nen t

i n f orma t i on " wh i ch i s no t pa r t o f t he suppor t i ng documen t s subm i t t ed

by t he pr i nc i pa l / appropr i a t e supe r v i sor t o t he D i s t r i c t Supe r i n t enden t

and t he t eache r , t he t eache r w i l l be no t i f i ed o f t he add i t i ona l

i n f orma t i on and be g i ven an oppor t un i t y t o r espond a t t he mee t i ng

se t f or t h i n pa r agr aph 2 . b .

b . G i ves t eache r an oppor t un i t y t o mee t be f or e dec i s i on on r ecommenda -

t i on t o d i scha rge i s made .

c . De t e rm i nes whe t he r t o accep t or no t accep t r ecommenda t i on t o d i scha rge .

d . I f concur s w i t h r ecommenda t i on :

(1) Pr epa r es r ecommenda t i on f or d i scha rge t o t he Supe r i n t enden t .

(2) Tr ansm i t s r ecommenda t i on and a l l suppor t i ng documen t s , i f any ,

t o t he Supe r i n t enden t w i t h i n a spec i f i ed t i me l i m i t .

(3) I n f orms t eache r and pr i nc i pa l / appropr i a t e supe r v i sor o f concur -

r ence i n wr i t i ng .

(4) I n f orms t eache r o f h i s / he r r i gh t t o mee t w i t h and / or subm i t

commen t s t o t he Supe r i n t enden t w i t h i n a spec i f i ed t i me l i m i t .

e . I f does no t concur w i t h r ecommenda t i on :

I n f orms t eache r and pr i nc i pa l / appropr i a t e supe r v i sor o f nonconcur r ence

i n wr i t i ng w i t h r easons t he r eo f and o f any o t he r ac t i on , i f deemed

appropr i a t e . I ns t ruc t pr i nc i pa l / appropr i a t e supe r v i sor t o t ake

any o t he r ac t i on , i f appropr i a t e .



Procedur e #5110 . 1

3 . SUPER I NTENDENT

a . Rev i ews wr i t t en r ecommenda t i on , t eache r ' s wr i t t en commen t s , i f any ,

and o t he r pe r t i nen t i n f orma t i on . I f t he Supe r i n t enden t cons i de r s

" o t he r pe r t i nen t i n f orma t i on " wh i ch i s no t pa r t o f t he suppor t i ng

documen t s subm i t t ed by t he d i s t r i c t supe r i n t enden t t o t he Supe r i n t enden t

and t he t eache r , t he t eache r w i l l be no t i f i ed o f t he add i t i ona l

i n f orma t i on and be g i ven an oppor t un i t y t o r espond a t t he mee t i ng

se t f or t h i n pa r agr aph 3 . b .

b . G i ves t eache r an oppor t un i t y t o mee t be f or e dec i s i on on r ecommenda -

t i on t o d i scha rge i s made .

c . De t e rm i nes whe t he r t o accep t or no t accep t r ecommenda t i on t o d i scha rge .

d . Ma i l s f i na l dec i s i on t o t eache r t en (10) ca l enda r days pr i or t o

t he e f f ec t i ve da t e o f d i scha rge . F i na l dec i s i on sha l l i nc l ude :

(1) The na t ur e and de t a i l s o f t he spec i f i c cha rge ( s ) ;

(2) The au t hor i t y unde r wh i ch ac t i on i s be i ng t aken ;

(3) Reason ( s ) f or t he ac t i on i nc l ud i ng r e f e r ences t o pas t a t t emp t s

t o cor r ec t t he emp l oyee ' s m i sconduc t , i f any ;

(4) A s t a t emen t o f t he appea l r i gh t s o f t he t eache r .

e . Sends copy o f f i na l dec i s i on t o d i s t r i c t supe r i n t enden t and pr i nc i pa l .

f . I f r ecommenda t i on t o d i scha rge i s no t accep t ed , i n f orms t eache r

and pr i nc i pa l i n wr i t i ng o f non - concur r ence w i t h r easons t he r eo f .

g . I ns t ruc t s d i s t r i c t supe r i n t enden t / appropr i a t e supe r v i sor t o t ake

any o t he r ac t i on , i f appropr i a t e .

4 . OFF I CE OF PERSONNEL SERV I CES

Processes appropr i a t e t r ansac t i ons .

Rev i sed 9 / 1 / 70 ; . Amended 10 / 74 ; Amended 6 / 86 ; Amended 5 / 90

5100 - 7 3



PROCEDURE : I MPOS I NG SUSPENS I ON W I THOUT PAY , DEMOT I ON OR D I SCHARGE OF EDUCAT I ONAL
OFF I CERS

REFERENCE : REGULAT I ON #5110

FORM NONE

Procedur e #5110 . 2

RESPONS I B I L I T I ES :

1 . ASS I STANT SUPER I NTENDENT / D I STR I CT SUPER I NTENDENT

a . Upon r ece i p t o f conce rns , comp l a i n t s , prob l ems , e t c . , conduc t s

a t horough i nves t i ga t i on i n t o t he ma t t e r .

b . I n f orms t he Supe r i n t enden t o f t he conce rns , comp l a i n t s , prob l ems ,

e t c .

c . I n f orms t he educa t i ona l o f f i ce r o f t he conce rns , comp l a i n t s , prob l ems ,

e t c . and a f f ords t he educa t i ona l o f f i ce r t he oppor t un i t y t o r espond .

d . A f t e r t he i nves t i ga t i on i s comp l e t ed , de t e rm i nes whe t he r appropr i a t e

d i sc i p l i na r y ac t i on ( suspens i on , demo t i on or d i scha rge ) shou l d

be r ecommended . I f i t i s , pr epa r es wr i t t en r ecommenda t i on t o

Supe r i n t enden t spec i f y i ng :

(1) The cha rge ( s ) w i t h f u l l exp l ana t i on o f each cha rge .

(2) The ac t i on ( s ) ( suspens i on , demo t i on , or d i scha rge ) be i ng r ecommended .

(3) The au t hor i t y unde r wh i ch t he proposed ac t i on i s t o be t aken .

(4) The r eason ( s ) f or such r ecommenda t i on i nc l ud i ng r e f e r ences t o

pas t a t t emp t s t o cor r ec t t he emp l oyee ' s m i sconduc t , i f any .

(5) Tha t t he educa t i ona l o f f i ce r has been appr i sed o f h i s / he r r i gh t

t o mee t w i t h and / or subm i t wr i t t en commen t s t o t he Supe r i n t enden t .

e . Sends r ecommenda t i on t o t he Supe r i n t enden t w i t h suppor t i ng documen t s .

f . Prov i des a copy o f t he r ecommenda t i on w i t h suppor t i ng documen t s

t o t he educa t i ona l o f f i ce r .



2 . SUPER I NTENDENT

a . Rev i ews r ecommenda t i on f or suspens i on , demo t i on , or d i scha rge ,

exp l ana t or y r ema r ks o f educa t i ona l o f f i ce r ( i f subm i t t ed ) and o t he r

pe r t i nen t i n f orma t i on .

b . G i ves educa t i ona l o f f i ce r an oppor t un i t y t o mee t be f or e f i na l dec i s i on

on r ecommenda t i on i s made .

c . I f concur s w i t h r ecommenda t i on , f urn i shes educa t i ona l o f f i ce r wr i t t en

no t i ce a t l eas t 10 ca l enda r days pr i or t o e f f ec t i ve da t e i nd i ca t i ng

t he d i sc i p l i na r y ac t i on :

(1) The na t ur e and de t a i l s o f t he spec i f i c cha rge ( s ) ;

(2) Au t hor i t y unde r wh i ch ac t i on i s be i ng t aken ;

(3) Spec i f i c r easons f or t he ac t i on i nc l ud i ng r e f e r ences t o pas t

a t t emp t s t o cor r ec t t he emp l oyee ' s m i sconduc t , i f any ;

(4) E f f ec t i ve da t e ( s ) o f d i sc i p l i ne ;

(5) A s t a t emen t o f t he appea l r i gh t s o f t he emp l oyee .

d . I f does no t concur w i t h r ecommenda t i on , no t i f i es educa t i ona l o f f i ce r

o f nonconcur r ence i n wr i t i ng , w i t h r easons t he r eo f , and o f any

o t he r d i sc i p l i na r y ac t i on i f deemed appropr i a t e .

e . Sends copy o f l e t t e r o f concur r ence or nonconcur r ence t o t he ass i s t an t

supe r i n t enden t / d i s t r i c t supe r i n t enden t , t he O f f i ce o f Pe r sonne l

Se r v i ces , and exc l us i ve r epr esen t a t i ve .

3 . OFF I CE OF PERSONNEL SERV I CES

Processes appropr i a t e t r ansac t i ons .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 2 / 90

5100 - 76

Procedur e 85110 . 2



PROCEDURE : PROCESS I NG OF OFF I C I AL LETTER OF REPR I MAND

REFERENCE : REGULAT I ON #5110

FORM NONE

RESPONS I B I L I T I ES :

1 . PR I NC I PAL / APPROPR I ATE SUPERV I SOR (D I STR I CT , STATE OFF I CE)

a . Pr epa r es o f f i c i a l l e t t e r o f r epr i mand . I nc l udes spec i f i c r easons /

de t a i l s f or t he ac t i on ; au t hor i t y unde r wh i ch t he ac t i on i s be i ng

t aken ; ou t l i ne o f a l l pr ev i ous or a l r epr i mands or wa rn i ngs , i f any ;

s t a t emen t r ega rd i ng oppor t un i t y f or emp l oyee t o i mprove ; and s t a t emen t

r ega rd i ng emp l oyee ' s appea l r i gh t s .

b . Con f e r s w i t h emp l oyee .

(1) I n f orms emp l oyee t ha t l e t t e r / memo cons t i t u t es an o f f i c i a l l e t t e r

o f r epr i mand .

(2) Prov i des emp l oyee w i t h oppor t un i t y t o g i ve h i s / he r s t or y .

(3) Has emp l oyee s i gn acknow l edgemen t o f l e t t e r o f r epr i mand . ( I f

t he emp l oyee r e f uses t o s i gn , ca l l s ano t he r s t a f f membe r i n

t o w i t ness emp l oyee ' s r e f usa l t o s i gn s t a t emen t . ) G i ves or i g i na l

copy t o emp l oyee .

c . F i l es copy o f o f f i c i a l l e t t e r o f r epr i mand i n emp l oyee ' s pe r sonne l

f o l de r a t t he schoo l , d i s t r i c t and s t a t e o f f i ces .

2 . D I STR I CT SUPER I NTENDENT / APPROPR I ATE SUPERV I SOR

No ac t i on r equ i r ed un l ess i nvo l ved i n t he case by t he pr i nc i pa l / appropr i a t e

supe r v i sor .

Adop t ed 6 / 86

Procedur e #5110 . 3
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GENERAL COND I T I ONS OF RECRU I TMENT , EMPLOYMENT AND TERM I NAT I ON

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5111

DETERM I NAT I ON OF SERV I CE CRED I T BY SEMESTER

A . De f i n i t i on o f a Semes t e r

A semes t e r o f se r v i ce c r ed i t i s gr an t ed when t he emp l oyee mee t s one o f

t he f o l l ow i ng cond i t i ons :

1 . Se r ves t he en t i r e semes t e r .

2 . Se r ves a t l eas t f i ve con t i nuous mon t hs w i t h i n a schoo l yea r .

3 . Se r ves pa r t i a l pe r i ods as f o l l ows :

a . On or be f or e t he 24 t h wor k i ng day o f t he schoo l yea r t o t he end o f

t he f i r s t semes t e r .

b . On or be f or e t he 24 t h wor k i ng day o f t he second semes t e r t o t he

end o f t he second semes t e r .

B . App l i ca t i ons

The semes t e r i s used as t he s t anda rd un i t o f measur emen t t o de t e rm i ne

se r v i ce c r ed i t f or t he f o l l ow i ng t eache r pe r sonne l progr ams ( f u l l - t i me

and ha l f - t i me or mor e ) :

Progr am

�

App l i ca t i on

1 . Sa l a r y Adm i n i s t r a t i on

�

Se r v i ce c r ed i t f or annua l

i nc r emen t

2 . Teache r Rec l ass i f i ca t i on

�

T i me - i n - c l ass r equ i r emen t

3 . Proba t i on

�

Se r v i ce c r ed i t f or proba t i ona r y

se r v i ce

4 . Sabba t i ca l Leave

�

Seven - yea r r equ i r emen t

NOTES :

�

1 . Pa r t i a l pe r i ods spec i f i ed above app l y on l y t o se r v i ces

pe r f ormed as a Depa r t men t o f Educa t i on ce r t i f i ca t ed emp l oyee .

2 . Emp l oyees emp l oyed a t l ess t han 50& FTE a r e no t e l i g i b l e t o

ea rn se r v i ce c r ed i t .

Adop t ed 10 / 74 ; Amended 6 / 86 ; Amended 6 / 96

5100 - 7 9



Regu l a t i on #5112

GENERAL COND I T I ONS O£ RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

RES I GNAT I ON / RET I REMENT

A . Dead l i nes

1 . Res i gna t i ons o f t eache r s or schoo l adm i n i s t r a t or s wh i ch a r e t o

become e f f ec t i ve be t ween may 1 and Augus t 31 sha l l be subm i t t ed

no t l a t e r t han Apr i l 1 .

2 . Res i gna t i ons t o be e f f ec t i ve a t o t he r t i mes sha l l be subm i t t ed

a t l eas t 30 days pr i or t o da t e o f sepa r a t i on .

3 . Pr i nc i pa l s and v i ce - pr i nc i pa l s r e t i r i ng f rom se r v i ce a t t he end

o f a g i ven schoo l yea r sha l l be r e l eased as o f June 30 r a t he r t han

Augus t 31 .

B . Eva l ua t i on Upon_Te rm i na t i on

An eva l ua t i on sha l l be comp l e t ed f or eve r y emp l oyee who t e rm i na t es

h i s / he r emp l oymen t w i t h t he Depa r t men t , excep t t hose r e t i r i ng f rom

se r v i ce . Un l ess a norma l eva l ua t i on pe r i od i s app l i cab l e , such emp l oyees

sha l l be eva l ua t ed pr i or t o t he e f f ec t i ve da t e o f sepa r a t i on .

C . Paymen t _ o f . Ea rned Summe r Sa l a r i es (Ten - Mon t h Emp l oyees on l y )

1 . Emp l oyees who r es i gn be f or e t he c l ose o f schoo l sha l l be pa i d t he i r

ea rned summe r sa l a r i es i n one l ump sum as soon as poss i b l e a f t e r

t he e f f ec t i ve da t e o f r es i gna t i on .

2 . Emp l oyees who r es i gn a f t e r t he l as t t each i ng day i n June have t he

op t i on t o :

a . con t i nue t o r ema i n on an emp l oymen t s t a t us up t o Augus t 31 and

r ece i ve t he i r summe r sa l a r y paymen t s i n equa l i ns t a l l men t s ove r

Ju l y and Augus t , or

5100 - 8 1



Gene r a l Cond i t i ons o f Rec ru i t men t ,
Se l ec t i on and Appo i n t men t -
Res i gna t i on / Re t i r emen t ( con t i nued )
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Regu l a t i on #5112

b . r eques t i n wr i t i ng t o t he O f f i ce o f Pe r sonne l Se r v i ces t he seve r ence

o f t he i r emp l oymen t s t a t us and t o r ece i ve t he i r ea rned summe r

sa l a r y paymen t s i n one l ump sum on June 30 .

NOTE : The process i ng o f l ump - sum summe r sa l a r i es r equ i r es prope r

pay ro l l l ead t i me ; t hus , t hose emp l oyees who do no t subm i t

t he i r r es i gna t i on by Apr i l 1 may be pa i d t he i r l ump - sum

sa l a r i es a t a pay pe r i od subsequen t t o June 30 .

NOTE : Ea r l y seve r ence o f emp l oymen t s t a t us on June 30 r esu l t s

i n t he ea r l y t e rm i na t i on o f emp l oyee bene f i t s such as hea l t h

f und and l i f e i nsur ance . Re f e r t o i nd i v i dua l p l ans f or

mor e cove r age i n f orma t i on .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86



Procedur e #5112

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . I n f orms supe r v i sor o f i mpend i ng r es i gna t i on as soon as poss i b l e .

b . Subm i t s f our cop i es o f Form 190 t o supe r v i sor a t l eas t t h i r t y days

pr i or t o da t e o f sepa r a t i on , or subm i t s by Apr i l 1 i f r es i gna t i on

i s t o be e f f ec t i ve be t ween May 1 and Augus t 31 .

c . Con t ac t s t he Emp l oyees ' Re t i r emen t Sys t em t o a r r ange f or des i r ed

d i spos i t i on o f h i s / he r con t r i bu t i ons .

2 . SUPERV I SOR

a . Comp l e t es appropr i a t e sec t i on o f Form 190 and f orwa rds a l l cop i es

t o d i s t r i c t supe r i n t enden t / ass i s t an t supe r i n t enden t w i t h i n t hr ee

days upon r ece i p t o f f orm .

b . Comp l e t es appropr i a t e eva l ua t i on f orm and r ev i ews i t w i t h r es i gn i ng

emp l oyee pr i or t o t he e f f ec t i ve da t e o f t he r es i gna t i on (norma l

eva l ua t i on pe r i ods may be used i f app l i cab l e ) . Reques t s emp l oyee ' s

s i gna t ur e on eva l ua t i on f orm and f orwa rds t o d i s t r i c t supe r i n t enden t /

ass i s t an t supe r i n t enden t w i t h i n t hr ee days .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . Process Form 190 and eva l ua t i on r epor t .

b . D i s t r i bu t es Form 190 as pe r d i s t r i bu t i on i ns t ruc t i ons on Form .

PROCEDURE : RES I GNAT I ON

REFERENCE : REGULAT I ON #5112

FORMS PERSONNEL FORM 190 . (SEPARAT I ON FROM SERV I CE)

PERSONNEL EVALUAT I ON FORM (APPROPR I ATE FORM)

SF - 5A (NOT I F I CAT I ON OF PERSONNEL ACT I ON )



Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
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Procedur e #5112

4 . OFF I CE OF PERSONNEL SERV I CES

a . Processes and d i s t r i bu t es SF - 5A .

b . F i l es Form 190 and eva l ua t i on r epor t i n emp l oyee ' s f o l de r .

c . Sends i nac t i ve emp l oyee ' s f o l de r t o Ar ch i ves .



Regu l a t i on #5113

GENERAL COND I T I ONS OF RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

I NTER - I SLAND D I RECTED TRANSFER ALLOWANCE FOR EDUCAT I ONAL OFF I CERS

The bes t i n t e r es t s o f t he Depa r t men t occas i ona l l y r equ i r e t ha t an educa t i ona l

o f f i ce r be r e l oca t ed t o o t he r i s l and pos t s . To l essen t he f i nanc i a l

burden wh i ch can r esu l t t hrough such Depa r t men t d i r ec t ed t r ans f e r s , a

subs i dy i s prov i ded t o ass i s t t he t r ans f e r ee i n mee t i ng t he cos t s o f

r e l oca t i on .

A . Depa r t men t D i r ec t ed Tr ans f e r (Ass i gnmen t )

A Depa r t men t d i r ec t ed t r ans f e r means t ha t an emp l oyee i s d i r ec t ed

t o t r ans f e r because t he r e a r e no qua l i f i ed app l i can t s f or a vacan t

pos i t i on .

8 . En t i t l emen t

Upon accep t i ng a Depa r t men t d i r ec t ed t r ans f e r i nvo l v i ng movemen t t o

ano t he r i s l and , an educa t i ona l o f f i ce r sha l l be en t i t l ed t o :

1 . One - way a i r l i ne t i cke t f or t he educa t i ona l o f f i ce r and i mmed i a t e

f am i l y f rom po i n t o f depa r t ur e t o po i n t o f a r r i va l . The i mmed i a t e

f am i l y cons i s t s o f spouse and ch i l dr en no t ma r r i ed and age 18 and

unde r ( i nc l udes s t epch i l dr en and adop t ed ch i l dr en ) and o t he r dependen t s

phys i ca l l y or men t a l l y i ncapab l e o f suppor t i ng t hemse l ves , r ega rd l ess

o f t he i r age . Dependen t s mus t l i ve i n t he same househo l d a t t he

t i me o f t r ans f e r and con t i nue t o do so a f t e r r e l oca t i on .

2 . One - way t r anspor t a t i on o f one passenge r mo t or veh i c l e f rom por t

t o por t , max i mum we i gh t no t t o exceed 4 , 000 pounds , by l owes t - cos t

ca rgo r a t e .



Gene r a l Cond i t i ons o f Rec ru i t men t ,
Se l ec t i on and Appo i n t men t - I n t e r - I s l and D i r ec t ed
Tr ans f e r A l l owance f or Educa t i ona l O f f i ce r s ( con t i nued )
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3 . One - way t r anspor t a t i on o f househo l d goods and pe r sona l e f f ec t s ,

no t t o exceed 2 , 000 pounds (ne t ) by l owes t - cos t ca rgo r a t e . Househo l d

goods and pe r sona l e f f ec t s do no t i nc l ude i t ems i n t ended f or r esa l e ,

bus i ness en t e rpr i se or prope r t y be l ong i ng t o anyone o t he r t han

t he i mmed i a t e f am i l y . Ground t r anspor t a t i on w i l l be prov i ded w i t h i n

f i f t een m i l es o f a por t w i t h a subs i dy o f $1 . 00 pe r m i l e beyond

f i f t een m i l es .

C . Emp l oyee Comm i t m en t

Upon t r ans f e r t o ano t he r i s l and , f or t he good o f t he Depa r t men t , an

educa t i ona l o f f i ce r sha l l be expec t ed t o se r ve a t l eas t f our yea r s

on t he i s l and t o wh i ch t r ans f e r r ed . Howeve r , i f t he Depa r t men t de t e rm i nes

40t ha t t he educa t i ona l o f f i ce r can be t t e r se r ve by be i ng r eass i gned

t o a pos i t i on on ano t he r i s l and , i t may o f f e r t ha t educa t i ona l o f f i ce r

ano t he r subs i d i zed t r ans f e r a l l owance . I n t h i s case , ano t he r f our - yea r

pe r i od o f se r v i ce i n t he new a r ea i s expec t ed . Upon f u l f i l l men t o f

comm i t men t , r e t urn o f t he educa t i ona l o f f i ce r t o t he i s l and o f or i g i na l

ass i gnmen t w i t h subs i dy i s au t hor i zed .

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86



PROCEDURE : APPLY I NG FOR I NTER - I SLAND D I RECTED TRANSFER ALLOWANCE

REFERENCE : REGULAT I ON #5113

FORM NONE

RESPONS I B I L I T I ES :

1 . EDUCAT I ONAL OFF I CER

a . Con t ac t s d i s t r i c t o f S t a t e Pe r sonne l O f f i ce f or necessa r y i n f orma t i on .

b . Makes own a r r angemen t s f or t r anspor t a t i on o f f am i l y , passenge r

mo t or veh i c l e and househo l d goods ( a r r angemen t s f or ca rgo t r anspor t

t o Lana i a r e made t hrough Do l e Company , I s l eways D i v i s i on ) .

c . Pays t o t a l cos t s ou t - o f - pocke t .

d . Subm i t s r eques t f or subs i dy r e i mbur semen t t o t he O f f i ce o f Bus i ness

Se r v i ces on depa r t men t a l f orms , a t t ach i ng b i l l s o f l ad i ng , r ece i p t s ,

e t c .

2 . OFF I CE OF BUS I NESS SERV I CES

a . Prov i des necessa r y f orms f or r e i mbur semen t c l a i m .

b . I ns t ruc t s emp l oyee conce rn i ng process i ng o f f orms .

3 . D I STR I CT OR STATE PERSONNEL OFF I CE

Adv i ses and ass i s t s emp l oyee t o t he ex t en t poss i b l e .

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86

Procedur e #5113
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Adop t ed 6 / 86 ; Amended 8 / 89

COMPENSAT I ON AND CLASS I F I CAT I ON

POL I CY

Po l i cy #5200

The Depa r t men t o f Educa t i on sha l l es t ab l i sh , ma i n t a i n and adm i n i s t e r

appropr i a t e c l ass i f i ca t i on and compensa t i on sys t ems f or t eache r s and educa t i ona l

o f f i ce r s i n accordance w i t h S t a t e o f Hawa i i s t a t u t es , Depa r t men t r egu l a t i ons ,

and co l l ec t i ve ba rga i n i ng agr eemen t s .

5200 - 1



1 . New l y H i r ed Teache r s

COMPENSAT I ON

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5200

COMPENSAT I ON

Teache r s and educa t i ona l o f f i ce r s sha l l be compensa t ed as prov i ded f or

by t he l aws o f Hawa i i and Depa r t men t r egu l a t i ons .

A . Ex pe r i ence Cr ed i t f or Sa l a r y S t ep P l acemen t

The max i mum en t r y l eve l f or new l y h i r ed t eache r s i s s t ep 7 . New l y

h i r ed t eache r s sha l l be p l aced on t he appropr i a t e s t ep o f t he t eache r s '

sa l a r y schedu l e as de t e rm i ned by t he i r accumu l a t ed yea r s o f ve r i f i ed

and a l l owab l e t each i ng expe r i ence . Howeve r , o t he r prov i s i ons t o

t he con t r a r y no t w i t hs t and i ng , no new t eache r sha l l en t e r t he schedu l e

a t a h i ghe r sa l a r y s t ep t han i ncumben t t eache r s w i t h i den t i ca l

yea r s o f expe r i ence who we r e pr even t ed f rom ea rn i ng norma l annua l

i nc r emen t s (unde r t he prov i s i ons o f Ac t 164 , S . L . H . 1975) because

o f nego t i a t ed co l l ec t i ve ba rga i n i ng pay r a i ses .

a . Teach i ng Expe r i ence A l l owab l e

E f f ec t i ve Sep t embe r 1 , 1969 a max i mum o f s i x yea r s o f pr i or

t each i ng expe r i ence i s a l l owab l e f or sa l a r y p l acemen t c r ed i t

f or f u l l - t i me expe r i ence i n a r ecogn i zed pub l i c or pr i va t e schoo l

(K- 12) i n t he Un i t ed S t a t es ( i nc l ud i ng t e r r i t or i es , possess i ons

or Depa r t men t o f De f ense Schoo l s ove r seas ) . Teach i ng expe r i ence

(K- 12) ou t s i de t he Un i t ed S t a t es may be accep t ed f or sa l a r y



Compensa t i on - Compensa t i on ( con t i nued )

Regu l a t i on #5200

c r ed i t unde r c i r cums t ances whe r e su f f i c i en t ve r i f i ca t i on i s

o f f e r ed t o adequa t e l y es t ab l i sh t ha t such expe r i ence was compa r ab l e

t o t ha t o f r egu l a r c l ass room t eache r s i n t he pub l i c schoo l s

o f Hawa i i . Fu l l - t i me t each i ng se r v i ce w i t h t he Peace Corps ,

V i s t a and Teache r Corps i s a l l owab l e prov i ded such se r v i ce had

t he same r espons i b i l i t i es as r egu l a r c l ass room t eache r s .

NOTE : When m i l i t a r y se r v i ce i s comb i ned w i t h t each i ng expe r

i ence , t he max i mum numbe r o f comb i ned se r v i ce sha l l no t

exceed s i x yea r s .

b . Teach i ng_ E xpe r i ence No t A l l owab l e

Teach i ng expe r i ence o f l ess t han one semes t e r sha l l no t be a l l owab l e

f or sa l a r y p l acemen t c r ed i t ( a semes t e r i s de f i ned as e i t he r

o f t he t wo con t i nuous pe r i ods o f i ns t ruc t i on i n t o wh i ch an academ i c

�

.

yea r i s d i v i ded or f i ve con t i nuous mon t hs o f t each i ng ) . No

sa l a r y p l acemen t c r ed i t sha l l be a l l owed f or i n t e rn t each i ng

or t each i ng compensa t ed on an hour l y pay r a t e . ( I n t e rn t each i ng

i s de f i ned as t each i ng expe r i ence ga i ned as pa r t o f a t eache r

t r a i n i ng progr am or t each i ng expe r i ence wh i ch r esu l t ed i n academ i c

c r ed i t f rom an i ns t i t u t i on o f l ea rn i ng . )

c . M i l i t a r y Expe r i ence

Ac t i ve m i l i t a r y se r v i ce ( r ese r ve s t a t us i s exc l uded ) i n t he

a rmed f or ces o f t he Un i t ed S t a t es s i nce Decembe r 7 , 1941 , sha l l

be a l l owed t o t he ex t en t o f one s t ep c r ed i t f or each yea r o f
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ve r i f i ed se r v i ce t o a max i mum o f f our s t eps . S i x mon t hs o f con t i nuous

ac t i ve se r v i ce sha l l coun t as one yea r - l ess se r v i ce i s no t c r ed i t ab l e .

2 . Ve r i f i ca t i on o f Expe r i ence

A l l expe r i ence subm i t t ed f or sa l a r y c r ed i t mus t be ve r i f i ed by

o f f i c i a l documen t s or s t a t emen t s f rom f orme r emp l oye r s .

B . Teache r Re t urn i n g A f t e r Pr i or Se r v i ce w i t h t he Depa r t men t

A t eache r r e t urn i ng t o t he Depa r t men t a f t e r pr i or se r v i ce as a t eache r

sha l l be processed as f o l l ows f or sa l a r y purposes :

1 . The t eache r sha l l be r e t urned t o t he same sa l a r y c l ass i f i ca t i on

un l ess t he t eache r qua l i f i es f or a h i ghe r c l ass , i n wh i ch case ,

upon ve r i f i ca t i on o f qua l i f i ca t i on , p l acemen t sha l l be made t o

t he appropr i a t e sa l a r y r ange .

2 . The t eache r sha l l be p l aced on t he sa l a r y s t ep equ i va l en t t o t he

sa l a r y s t ep he l d i mmed i a t e l y pr i or t o t e rm i na t i on . The t eache r

sha l l be gr an t ed a l l owab l e t each i ng expe r i ence ob t a i ned subsequen t

t o emp l oymen t t e rm i na t i on .

�

Such accumu l a t ed t each i ng expe r i ence

sha l l be c r ed i t ed no t t o exceed S t ep 5 on l y t o t he ex t en t t ha t

t hey a r e no t o f f se t by t he t o t a l yea r s o f pay i nc r emen t se r v i ce

c r ed i t t ha t we r e den i ed (unde r Ac t 164 , S . L . H . 1975) t o i nse r v i ce

t eache r s dur i ng t he emp l oymen t absence pe r i od .

C . Adm i n i s t r a t i ve I n t e rns

1 . Ce r t i f i ca t ed Depa r t men t emp l oyees se r v i ng as adm i n i s t r a t i ve i n t e rns

sha l l no t su f f e r any l oss i n base sa l a r y .
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2 . Unde r ce r t a i n c i r cums t ances , non - ce r t i f i ca t ed pe r sonne l may be

se l ec t ed as adm i n i s t r a t i ve i n t e rns . I n t hese i ns t ances , no sa l a r y

p l acemen t c r ed i t w i l l be pe rm i t t ed f or pr ev i ous wor k expe r i ence

or sa l a r y ea rned . Such i nd i v i dua l s w i l l be p l aced on t he Teache r

Sa l a r y Schedu l e on t he c l ass and s t ep f or wh i ch t hey qua l i f y unde r

ex i s t i ng r egu l a t i ons conce rn i ng sa l a r y p l acemen t f or new l y emp l oyed

t eache r s .

D . New l y H i r ed Educa t i ona l O f f i ce r s No t Hav i ng Pr i or Se r v i ce w i t h t he
Depa r t men t

A new l y appo i n t ed educa t i ona l o f f i ce r sha l l be p l aced on t he i n i t i a l

s t ep o f t he appropr i a t e sa l a r y r ange f or t he pos i t i on t o wh i ch appo i n t ed .

E . Nego t i a t ed Sa l a r i es

The Supe r i n t enden t , f or t he bene f i t o f t he Depa r t men t , may nego t i a t e

w i t h i n a sa l a r y r ange up t o t he seven t h s t ep f or a pa r t i cu l a r pos i t i on

on l y . Any nego t i a t i on above s t ep seven mus t have t he pr i or approva l

o f t he Boa rd o f Educa t i on .

F . Forme r Emp l oyees Re t urn i ng t o t he Depa r t men t as Educa t i ona l o f f i ce r s

1 . A pe r son w i t h pr i or se r v i ce as a t eache r r e t urn i ng t o t he Depa r t men t

as an educa t i ona l o f f i ce r sha l l have t he sa l a r y de t e rm i ned i n t he

manne r es t ab l i shed f or new l y h i r ed educa t i ona l o f f i ce r s no t hav i ng

pr i or se r v i ce w i t h t he Depa r t men t , or can be promo t ed f rom t he

t eache r c l ass i f i ca t i on and s t ep i n accordance w i t h t he prov i s i ons

es t ab l i shed f or promo t i on o f t eache r s .

2 . An educa t i ona l o f f i ce r r e t urn i ng t o t he Depa r t men t w i t h pr i or se r v i ce

i n t he Depa r t men t as an educa t i ona l o f f i ce r sha l l have t he sa l a r y

de t e rm i ned as f o l l ows :
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a . The educa t i ona l o f f i ce r sha l l be p l aced on t he same " pe rmanen t "

sa l a r y r ange and s t ep he l d i mmed i a t e l y pr i or t o ' emp l oymen t t e rm i na t i on .

b . The educa t i ona l o f f i ce r sha l l t hen be promo t ed or demo t ed or

t r ans f e r r ed t o t he appropr i a t e sa l a r y r ange i n accordance w i t h

r egu l a t i ons es t ab l i shed f or i n - se r v i ce educa t i ona l o f f i ce r s .

G . Tr a i nees

Ce r t i f i ca t ed ( adm i n i s t r a t i ve and supe r v i sor y ) emp l oyees may be r eass i gned

t o an i ns t ruc t i ona l s t a f f or o t he r adm i n i s t r a t i ve du t i es as a t r a i nee

f or a pe r i od no t t o exceed s i x mon t hs w i t hou t l oss o f sa l a r y . Such

t empor a r y r eass i gnmen t mus t be f or t he expr ess purpose o f ga i n i ng

expe r i ence wh i ch w i l l bene f i t t he Depa r t men t . Tr a i nees sha l l have

t he i r sa l a r i es de t e rm i ned i n accordance w i t h pa r agr aph C- 1 o f t h i s

r egu l a t i on .

H . Max i mum Cr ed i t i n a Twe l ve - Mon t h Pe r i od

On l y one yea r o f expe r i ence sha l l be gr an t ed w i t h i n a t we l ve - mon t h

pe r i od .

Rev i sed 9 / 1 / 70 ; Amended 7 / 11 / 74 ; Amended 10 / 74 ; Amended 8 / 76 ; Amended 6 / 86 ;
Amended 11 / 88

5200 - 7



COMPENSAT I ON

ADM I N I STRAT I VE REGULAT I ONS

SALARY ADM I N I STRAT I ON FOR TEN - MONTH EMPLOYEES

Regu l a t i on #5201

A . De f i n i t i on o f Te rms

Un l ess t he con t ex t c l ea r l y i nd i ca t es o t he rw i se , t he f o l l ow i ng t e rms

sha l l app l y t o Regu l a t i on #5201 and r e l a t ed procedur es and

i mp l emen t a t i on gu i de l i nes :

1 . Ten - Mon t h Emp l oyee means a t eache r or schoo l l eve l educa t i ona l

o f f i ce r compensa t ed on a 10 - mon t h sa l a r y schedu l e and h i r ed t o wor k a

t en - mon t h wor k yea r or t he acknow l edged equ i va l en t o f a 10 - mon t h wor k

yea r .

2 . Annua l Sa l a r y Ra t e means t he annua l sa l a r y amoun t spec i f i ed on t he

appropr i a t e sa l a r y schedu l e f or t he emp l oyee ' s appropr i a t e l y ass i gned

sa l a r y r ange and s t ep . Th i s r epr esen t s t he f u l l annua l sa l a r y t ha t

wou l d acc rue i f t he emp l oyee i s on pa i d s t a t us f or a l l o f t he pa i d

days dur i ng t he o f f i c i a l wor k yea r .

3 . Schoo l Yea r means t he 12 - mon t h emp l oymen t pe r i od or emp l oyee con t r ac t

yea r dur i ng wh i ch t he schoo l academ i c progr am i s prov i ded . (The

t r ad i t i ona l schoo l yea r has been Sep t embe r t hrough Augus t . )

4 . O f f i c i a l Wor k Yea r means t he r ecogn i zed pa i d days as de t e rm i ned each

schoo l yea r by t he approved schoo l ca l enda r and as de f i ned by t he

app l i cab l e co l l ec t i ve ba rga i n i ng con t r ac t .

5 . Wor k Days means days w i t h i n t he o f f i c i a l wor k yea r when emp l oyees a r e

r equ i r ed t o wor k .

6 . Pa i d Ho l i days means days w i t h i n t he o f f i c i a l wor k yea r des i gna t ed as

pa i d ho l i days by t he app l i cab l e co l l ec t i ve ba rga i n i ng con t r ac t or as

de f i ned i n pa r agr aph F he r e i n .

7 . Pa i d Vaca t i on Days means weekdays (Mondays t hrough F r i days ) o t he r

t han ho l i days occur r i ng dur i ng t he w i n t e r and spr i ng vaca t i on

pe r i ods .



Compensa t i on - Sa l a r y Adm i n i s t r a t i on f or
Ten - Mon t h Emp l oyees ( con t i nued )

8 . Pa i d Days means wor k days , pa i d ho l i days and pa i d vaca t i on days when

t en - mon t h emp l oyees ea rn t he i r sa l a r i es .

9 . Da i l y Sa l a r v Ra t e means t he ea rn i ngs amoun t t ha t acc rues f or each

pa i d day when t he emp l oyee i s en t i t l ed t o f u l l sa l a r y compensa t i on .

The da i l y sa l a r y r a t e i s de t e rm i ned by d i v i d i ng t he emp l oyee ' s annua l

sa l a r y r a t e by t he t o t a l numbe r o f pa i d days w i t h i n t he o f f i c i a l wor k

yea r accord i ng t o t he f o l l ow i ng f ormu l a :

Da i l y Sa l a r y Ra t e - Annua l Sa l a r y Ra t e D i v i ded by t he To t a l Numbe r

o f Pa i d Days w i t h i n t he O f f i c i a l Wor k Yea r

NOTE :

�

The numbe r o f pa i d days w i l l va r y each schoo l yea r based on

t he o f f i c i a l schoo l ca l enda r .

10 . Pa i d S t a t us means en t i t l ed t o r ece i ve or ea rn pay f or each pa i d day .

An emp l oyee i s on pa i d s t a t us f or a wor k day i f t he emp l oyee i s

l eg i t i ma t e l y a t wor k and pe r f orms t he r equ i r ed se r v i ces or i s

o t he rw i se on an approved l eave o f absence w i t h pay . An emp l oyee i s

on pa i d s t a t us f or a pa r t i cu l a r pa i d ho l i day or pa i d vaca t i on day i f

t he emp l oyee mee t s t he c r i t e r i a t o be on pa i d s t a t us .

NOTE :

�

The Depa r t men t o f Educa t i on r ese r ves t he r i gh t t o r eass i gn

an emp l oyee t o ano t he r wor k l oca t i on f or t r a i n i ng , mee t i ngs

or o t he r t empor a r y du t y ( i . e . , change o f wor k s t a t i on ) .

11 . Summe r Sa l a r y means ea rned sa l a r y pa i d ove r t he summe r pe r i od i n a

t r ad i t i ona l schoo l schedu l e norma l l y f rom t he l as t pa i d day i n June

t hrough t he beg i nn i ng o f t he new schoo l yea r i n Augus t .

12 . Summe r Sa l a r y Ea rn i ngs means t he d i f f e r ence o f sa l a r i es ea rned ove r

sa l a r i es pa i d up t hrough t he l as t pa i d day o f t he schoo l yea r . Th i s

r epr esen t s t he amoun t o f ea rn i ngs ava i l ab l e t o be pa i d i n equa l

i ns t a l l men t s ove r t he summe r sa l a r y pe r i od .

Regu l a t i on #5201
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13 . Summe r Sa l a r y Pe r i od means t he r ema i n i ng pay pe r i ods o f t he schoo l

yea r ove r wh i ch summe r sa l a r y ea rn i ngs a r e pa i d . The t r ad i t i ona l

schoo l yea r f or 10 - mon t h emp l oyees i nc l udes a summe r pe r i od f rom

day a f t e r K i ng Kamehameha Day i n June t hrough t he mon t hs o f Ju l y

Augus t when no pa i d days occur . The schoo l yea r f or 10 - mon t h

emp l oyees on yea r round ( s i ng l e t r ack ) or o t he r non - t r ad i t i ona l

schedu l es may a l so have summe r sa l a r y pe r i ods o f va r y i ng l eng t hs .

B . Sa l a r y Range Ass i gnmen t and S t ep P l acemen t

Sa l a r y r ange and s t ep p l acemen t sha l l be made as prov i ded f or by t he

C l ass i f i ca t i on and Compensa t i on P l an o f t he Depa r t men t accord i ng t o t he

l aws o f Hawa i i and Depa r t men t Regu l a t i ons .

C . Sa l a r i es Ea rned Dur i ng t he O f f i c i a l Wor k Yea r

Un l ess o t he rw i se spec i f i ed , sa l a r i es a r e ea rned dur i ng t he o f f i c i a l wor k

yea r . The annua l sa l a r i es sha l l be ea rned a t a da i l y sa l a r y r a t e based

on t he ac t ua l numbe r o f wor k days and pa i d ho l i days w i t h i n t he o f f i c i a l

wor k yea r . Sa l a r y ea rn i ngs acc rue when t he emp l oyee i s on pa i d s t a t us

f or t ha t day .

D . Sa l a r i es Pa i d Sem i mon t h l y

Sa l a r i es sha l l be pa i d i n sem i mon t h l y i ns t a l l men t s ove r a pe r i od o f

t we l ve mon t hs excep t when sa l a r i es a r e pa i d i n a l ump sum as spec i f i ed

i n pa r agr aphs E - 2 and E - 3 be l ow .

�

Paymen t s sha l l be appropr i a t e l y

ad j us t ed as soon as poss i b l e when . ea rned sa l a r y i s i n t e r rup t ed by

absence w i t hou t pay and / or when emp l oymen t i s f or a pa r t i a l wor k yea r .

Ad j us t men t s sha l l be deduc t ed , as f eas i b l e , f rom t he nex t sem i mon t h l y

paymen t a t t he da i l y sa l a r y r a t e f or each day o f absence w i t hou t pay .

E . Summe r Sa l a r y

1 . Emp l oyees sha l l be pa i d t he i r summe r sa l a r y ea rn i ngs i n equa l

sem i mon t h l y i ns t a l l men t s ove r t he summe r sa l a r y pe r i od .

t he

and
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2 . I f t he summe r sa l a r y ea rn i ngs do no t amoun t t o a t l eas t $1 , 000 , t he

r ema i n i ng summe r sa l a r y ea rn i ngs may be pa i d i n one l ump sum as soon

as poss i b l e as de t e rm i ned by t he Depa r t men t .

3 . Wheneve r se r v i ces a r e t e rm i na t ed by r es i gna t i on or r e t i r emen t , summe r

sa l a r y ea rn i ngs may be pa i d a t t he t i me o f t e rm i na t i on i n a l ump sum .

F . Ea rn i ng - Vaca t i on and Ho l i day Pay

Recogn i zed Ho l i days f or 10 - mon t h emp l oyees :

1 . Labor Day

�

8 .

2 . Ve t e r ans ' Day

�

9 .

3 . Gene r a l E l ec t i on Day

�

10 .

4 . Thanksg i v i ng Day

�

11 .

5 . Day a f t e r Thanksg i v i ng

�

12 .

6 . Chr i s t mas Day

�

13 .

7 . Dr . Ma r t i n Lu t he r K i ng , J r . Day

Recognz i zed Vaca t i on Days

Vaca t i on days sha l l be Mondays t hrough F r i days occur r i ng dur i ng t he

w i n t e r and spr i ng vaca t i on pe r i ods excep t f or r ecogn i zed ho l i days .

New Yea r ' s Day

Pr es i den t s ' Day

Pr i nce Kuh i o Day

Good F r i day

Memor i a l Day

K i ng Kamehameha Day

An emp l oyee mee t s t he c r i t e r i a t o be on pa i d s t a t us f or a pa r t i cu l a r

pa i d ho l i day or pa i d vaca t i on day i f t he emp l oyee i s on pa i d s t a t us f or

a t l eas t one o f t he f i ve wor k i ng days i mmed i a t e l y pr eced i ng t he pa i d

ho l i day or vaca t i on day ( f our o f t he f i ve wor k i ng days i nvo l ved may be

on an au t hor i zed l eave w i t hou t pay s t a t us ) .

Excep t i on : I n t he case o f sepa r a t i on f rom se r v i ce ( e . g . , r es i gna t i on ,

t e rm i na t i on , r e t i r emen t , dea t h , e t c . ) , compensa t i on sha l l

no t be ea rned or r ece i ved f or pa i d ho l i days occur r i ng

subsequen t t o t he l as t day o f emp l oymen t .

Da t eo fSa l ar y -Ea rn i ngsG . Beg i nn i ng

Sa l a r y ea rn i ngs f or t eache r s and 10 - mon t h educa t i ona l o f f i ce r s beg i n on

t he f i r s t schedu l ed wor k day o f t he schoo l yea r . Teache r s and 10 - mon t h

educa t i ona l o f f i ce r s r epor t i ng f or du t y a f t e r t he f i r s t schedu l ed wor k

day o f t he schoo l yea r sha l l ea rn sa l a r y f rom t he da t e t hey r epor t f or

du t y .



Compensa t i on - Sa l a r y Adm i n i s t r a t i on f or
Ten - Mon t h Emp l oyees ( con t i nued )

H . Pa r t i a l Day Compensa t i on

When prope r l y au t hor i zed , pa r t i a l day compensa t i on may be ad j us t ed f or

one - ha l f days . The r a t e o f ad j us t men t i s de t e rm i ned by mu l t i p l y i ng t he

da i l y r a t e o f pay by 50% .

I . Da i l y Ra t e o f Pay ( f or Vaca t i on or Ho l i day Wor k )

The da i l y r a t e o f pay f or t eache r s and t en - mon t h educa t i ona l o f f i ce r s

sha l l be t he da i l y equ i va l en t o f t he i r annua l sa l a r i es . Da i l y r a t e o f

pay sha l l be de t e rm i ned as f o l l ows :

Annua l sa l a r y r a t e as i nd i ca t ed on
1 . Teache r s :� t he appropr i a t e sa l a r y schedu l e

183 wor k i ng days

2 . Ten - Mon t h Educa t i ona l O f f i ce r s :

Annua l sa l a r y r a t e as i nd i ca t ed on t he
appropr i a t e sa l a r y schedu l e

184 wor k i ng days

Regu l a t i on #5201

J . Sa l a r y C l a i ms

Any c l a i ms f or sa l a r y e r ror or f or change i n sa l a r y ow i ng t o

r ec l ass i f i ca t i on mus t be made i n wr i t i ng t o t he Depa r t men t .

�

Any

ad j us t men t as a r esu l t o f such c l a i ms sha l l be f or t he schoo l yea r i n

wh i ch t he c l a i ms a r e f i l ed w i t h t he Depa r t men t .

E f f ec t i ve Sep t embe r 1 , 1983 , c l a i ms f or ve r i f i ed sa l a r y unde rpaymen t s

f i l ed by an emp l oyee sha l l be pa i d up t o t wo (2) yea r s r e t roac t i ve l y

f rom t he da t e o f f i l i ng , prov i ded t ha t t he prope r documen t s t o ve r i f y

t he sa l a r y unde rpaymen t s we r e f i l ed by t he emp l oyee .

Rev i sed 9 / 1 / 70 ; Amended 7 / 11 / 74 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 11 / 88 ;
Amended 6 / 96
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BENJAM I N J. CAYETANO
GOVERNOR

OFF I CE OF THE SUPER I NTENDENT

Oc t obe r 2 , 1996

MEMORANDUM TO :

FROM :

HMA : mac

Enc l osur e

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

P . O . BOX 2750

HONOLULU , HAWA I I 96504

e l - man M. A i zaWh , -Ph . D .
Supe r i n t enden t

a~~upe r i n t enden t s and Pr i nc i pa l s

SUBJECT :

�

Wor k i ng Gu i de l i nes f or Regu l a t i on #5201 ; New Sa l a r y
Adm i n i s t r a t i on f or 10 - Mon t h Emp l oyees (Rev i sed )

Pe r sonne l Regu l a t i on #5201 , Re l a t i ng t o Sa l a r y Adm i n i s t r a t i on f or
10 - mon t h Emp l oyees was amended i n June 1996 f or i mp l emen t a t i on
e f f ec t i ve w i t h t he 1996 - 97 schoo l yea r . The amendmen t s have
changed concep t s r ega rd i ng t he de f i n i t i on o f pa i d days , t he
paymen t o f sa l a r i es and t he ea rn i ng o f sa l a r i es . Pa i d days have
been r ede f i ned t o mean wor k days , r ecogn i zed pa i d ho l i days , and
o t he r vaca t i on days dur i ng t he w i n t e r and spr i ng vaca t i on pe r i ods .
For schoo l yea r 1996 - 97 , t eache r s have 205 pa i d days and 10 - mon t h
educa t i ona l o f f i ce r s have 208 pa i d days .

The new concep t s w i l l no t d i r ec t l y a f f ec t t he paymen t and ea rn i ng
o f sa l a r i es f or 10 - mon t h emp l oyees who con t i nue t o r ema i n on pa i d
s t a t us f or t he en t i r e wor k yea r . Howeve r , 10 - mon t h sa l a r i ed
emp l oyees who a r e h i r ed a f t e r t he f i r s t wor k day o f t he schoo l
yea r and t hose who t ake l eave w i t hou t pay or r es i gn w i l l have
t he i r pay ad j us t ed appropr i a t e l y by 1 / 205 t h or 1 / 208 t h o f t he i r
annua l sa l a r y r a t e f or each non - acc ru i ng pa i d day . The enc l osed
r ev i sed I mp l emen t a t i on I ns t ruc t i ons i s a t t ached as a " wor k i ng
dr a f t " t o he l p schoo l s be t t e r unde r s t and t he changes and i mpac t on
t eache r and educa t i ona l o f f i ce r pay adm i n i s t r a t i on . Mor e
i n f orma t i on w i l l be d i ssem i na t ed t hrough pr i nc i pa l s ' mee t i ngs and
o t he r t r a i n i ng sess i ons .

CC : O f f i ce o f Pe r sonne l Se r v i ces
D i r ec t or s , O f f i ce o f t he Supe r i n t enden t

AN AFF I RMAT I VE ACT I ON AND EQUAL OPPORTUN I TY EMPLOYER - .

HERMAN M . A I ZAWA . PRO .
SUPER I NTENDENT
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I MPLEMENTAT I ON I NSTRUCT I ONS FOR

REGULAT I ON #5201 (REV . 6 / 96)

COMPENSAT I ON AND PAY
ADM I N I STRAT I ON

JUNE 28 , 1996

WORK I NG DRAFT

(Rev i sed Oc t obe r 2 , 1996)

5200 - 12e



I MPLEMENTAT I ON I NSTRUCT I ONS . FOR
REGULAT I ON #5201(AMENDED 6 / 96)

COMPENSAT I ON AND PAY ADM I N I STRAT I ON
Wor k i ng Dr a f t June 28 , 1996 (Rev . Oc t obe r 2 , 1996)

I n t roduc t i on

E f f ec t i ve schoo l yea r 1996 - 97 , sa l a r y paymen t s and ea rn i ngs f or

a l l t eache r s and educa t i ona l o f f i ce r s compensa t ed on a 10 - mon t h

sa l a r y schedu l e sha l l be adm i n i s t e r ed accord i ng t o Regu l a t i on

(Rev i sed 6 / 96) . The f o l l ow i ng gu i de l i nes have been deve l oped
f ac i l i t a t e t he i mp l emen t a t i on process .

I mp l emen t a t i on I ns t ruc t i ons

1 . o f f i c i a l Ca l enda r

2 .

5201

t o

The o f f i c i a l schoo l ca l enda r sha l l be used f or schoo l s on t he
t r ad i t i ona l schoo l yea r schedu l e . Schoo l s on yea r - round or

o t he r non - t r ad i t i ona l schedu l es sha l l use t he i r app l i cab l e

cus t om i zed schoo l yea r ca l enda r s . I l l us t r a t i ve examp l es used

he r e i n a r e based on t he o f f i c i a l t r ad i t i ona l schoo l ca l enda r

f or 1996 - 97 (A t t achmen t A) . and t he 1996 - 97 yea r - round

educa t i on schoo l ca l enda r f or Kaunakaka i E l emen t a r y Schoo l

(A t t achmen t B) .

Numbe r__ o f Pa i d _Days W i t h i n t he Schoo l Yea r

The numbe r o f pa i d days mus t be de t e rm i ned each schoo l yea r

based on t he t o t a l numbe r o f wor k days , ho l i days and vaca t i on

days (W i n t e r and Spr i ng ) i den t i f i ed on t he schoo l ca l enda r .

The numbe r w i l l d i f f e r be t ween t eache r s and educa t i ona l

o f f i ce r s . The f o l l ow i ng i l l us t r a t i ve examp l es have been

deve l oped f or SY 1996 - 97 :

Examp l e A - Teache r s . The r e a r e 181 t eache r wor k i ng days

i den t i f i ed on t he 1996 - 97 schoo l ca l enda r . The r e a r e a l so 13

ho l i days r ecogn i zed and i den t i f i ed i n Regu l a t i on 5201 , as

f o l l ows : Labor Day (Sep t . 2) , E l ec t i on Day (Nov . 5) ,

Ve t e r ans ' Day (Nov . 11) , Thanksg i v i ng Day (Nov . 28) , Day

A f t e r Thanksg i v i ng (Nov . 29) , Chr i s t mas Day (Dec . 25) , New

Yea r ' s Day ( Jan . 1) , Ma r t i n Lu t he r K i ng Day ( Jan . 20) ,

Pr es i den t s ' Day ( Februa r y 17) , Kuh i o Day (Ma r . 26) , Good

F r i day (Ma r . 28) , Memor i a l Day (May 26) , Kamehameha Day ( June

5200 - 12g
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11) . No t e : E l ec t i on Day occur s eve r y t wo yea r s , t hus , t he r e

w i l l be on l y 12 pa i d ho l i days f or SY 1997 - 98 . The r e a r e a l so

11 pa i d vaca t i on days f or W i n t e r and Spr i ng Vaca t i on as

f o l l ows : Decembe r 23 , 24 , 26 , 27 , 30 , and 31 ; Janua r y 2 , and

3 ; and Ma r ch 24 , 25 , and 27 .

F rom t h i s ana l ys i s , t he r e w i l l be 205 pa i d days i n SY 1996 - 97

(181 wor k i ng days , p l us 13 pa i d ho l i days , p l us 11 schoo l

vaca t i on days ) .

Examp l e B - 10 - Mon t h Educa t i ona l O f f i ce r s . The numbe r o f

pa i d days f or 10 - mon t h educa t i ona l o f f i ce r s can be de t e rm i ned

by ad j us t i ng f rom t he pa i d days f or t eache r s as f o l l ows :

Ad j us t men t s

�

96 - 97 Examp l e

Numbe r o f Pa i d Days f or Teache r s

�

205

Less 2 Days i n Augus t

�

- 2

P l us 5 Days i n June

�

+5

To t a l Ad j us t men t

�

+3

O f f i ce r s

Numbe r o f Pa i d Days f or 10 - Mon t h EO ' s

�

208

3 .

�

Norma l Sa l a r y Paymen t s f or 10 - Mon t h Teache r s and Educa t i ona l

A f f ec t ed educa t i ona l o f f i ce r s and t eache r s w i l l norma l l y

con t i nue t o r ece i ve t he i r sa l a r y paymen t s i n 24 sem i - mon t h l y

i ns t a l l men t s i f t hey ea rn and acc rue pay f or a l l o f t he pa i d

days i n t he schoo l yea r . Examp l es C and D be l ow i l l us t r a t e

how t h i s wor ks f or t eache r s and educa t i ona l o f f i ce r s assum i ng

a hypo t he t i ca l annua l sa l a r y r a t e o f $12 , 000 f or SY 1996 - 97 .

No t e t ha t t he f i r s t pay check o f each new schoo l yea r w i l l be

pa i d a t t he end o f t he f i r s t f u l l pay pe r i od (Sep t embe r 1 - 15 f or

Examp l e C and Augus t 1 - 15 f or Examp l e D ) . Tha t pay check w i l l

con t a i n one f u l l sem i - mon t h l y sa l a r y paymen t prov i ded t ha t

t he r e a r e no absences w i t hou t pay . No pay ad j us t men t s a r e added

t o t he f i r s t pay check f or pa r t i a l pay pe r i ods a t t he beg i nn i ng o f t he

schoo l yea r because t he i n t en t i s t o propor t i ona t e l y smoo t h ou t sa l a r y

paymen t s ove r t he 24 sem i - mon t h l y pay pe r i ods .
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Aug . 31 , 1997

�

500

�

Ju l . 31 ,

�

719

No t e 1 : A 10 - mon t h educa t i ona l o f f i ce r w i l l have t he same pay pe r i ods

and t he same sem i - mon t h l y sa l a r y paymen t s as a t eache r assum i ng t ha t

bo t h have t he same $12 , 000 annua l sa l a r y r a t e .

No t e 2 : I n Examp l e D , ea rn i ngs f rom t he pa r t i a l pay pe r i od f rom Ju l y

22 - 31 , 1996 a r e no t pa i d on t he Augus t 15 , 1996 pay pe r i od . Such ea rned

pay i s pror a t ed so t ha t t he l as t pay check o f t he schoo l yea r (on Ju l y

31 , 1997) can r e f l ec t a f u l l sem i - mon t h l y paymen t .

5200 - 12 i

Ex . C . - V . P . Tr ad . Sch . Ex . D . - Tchr . Raunakaka i E l .

Mon t h l y Sa l a r y Ra t e = $1 , 000 Mon t h l y Sa l a r y Ra t e = $1 , 000

Sem i mon t h l y Sa l a r y Ra t e = $500 Sem i mon t h l y Sa l a r y Ra t e = $500

Sep t . 15 , 1996 500 Aug . 15 , 1996 500

Sep t . 30 , 1996 500 Aug . 31 , 1996 500

Oc t . 15 , 1996 500 Sep t . 15 , 1996 500

Oc t . 31 , 1996 500 Sep t . 30 , 1996 500

Nov . 15 , 1996 500 Oc t . 15 , 1996 500

Nov . 30 , 1996 500 Oc t . 31 , 1996 500

Dec . 15 , 1996 500 Nov . 15 , 1996 500

Dec . 31 , 1996 500 Nov . 30 , 1996 500

Jan . 15 , 1997 500 Dec . 15 , 1996 500

Jan . 31 , 1997 500 Dec . 31 , 1997 500

Feb . 15 , 1997 500 Jan . 15 , 1997 500

Feb . 28 , 1997 500 Jan . 31 , 1997 500

Ma r . 15 , 1997 500 Feb . 15 , 1997 500

Ma r . 31 , 1997 500 Feb . 28 , 1997 500

Apr . 15 , 1997 500 Ma r . 15 , 1997 500

Apr . 30 , 1997 500 Ma r . 31 , 1997 500

May 15 , 1997 500 Apr . 15 , 1997 500

May 31 , 1997 500 Apr . 30 , 1997 500

Jun . 15 , 1997 500 May 15 , 1997 500

Jun . 30 , 1997 500 May 31 , 1997 500

Ju l . 15 , 1997 500 Jun . 15 , 1997 500

Ju l . 31 , 1997 500 Jun . 30 , 1997 500

Aug . 15 , 1997 500 Ju l . 15 , 1997 500

500
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4 .

�

Sa l a r y Ad j us t men t s f or Sho r t - Te rm Absence W i t hou t Pay

5200 - 12 j

Sa l a r y ad j us t men t s f or absence w / o pay t r ansac t i ons w i l l gene r a l l y be

made by deduc t i ng t he en t i r e amoun t o f unea rned sa l a r y a t t he ea r l i es t

pay pe r i od f o l l ow i ng t he absence .

�

Two examp l es f o l l ow .

�

The V i ce -

Pr i nc i pa l a t t he t r ad i t i ona l schoo l i s absen t w / o pay on Jan . 16 and 17 ,

1997 . The t eache r a t Kaunakaka i E l . i s w / o pay f or t he same pe r i od .

4

Ex . E . - V . P . Tr ad . Sch . Ex . F . - Tchr . Kaunakaka i E l .

Annua l Sa l a r y Ra t e - $12 , 000 Annua l Sa l a r y Ra t e - $12 , 000

Da i l y Sa l a r y Ra t e - $57 . 69 Da i l y Sa l a r y Ra t e - $58 . 54

Sep t . 15 , 1996 500 Aug . 15 , 1996 500

Sep t . 30 , 1996 500 Aug . 31 , 1996 500

Oc t . 15 , 1996 500 Sep t . 15 , 1996 500

Oc t . 31 , 1996 500 Sep t . 30 , 1996 500

Nov . 15 , 1996 500 Oc t . 15 , 1996 500

Nov . 30 , 1996 500 ' Oc t . 31 , 1996 500

Dec . 15 , 1996 500 ' Nov . 15 , 1996 500

Dec . 31 , 1996 500 Nov . 30 , 1996 500

Jan . 15 , 1997 500 Dec . 15 , 1996 500

Jan . 31 , 1997 500 Dec . 31 , 1997 500

Feb . 15 , 1997 ( - $115 . 38) 384 . 62 Jan . 15 , 1997 500

Feb . 28 , 1997 500 Jan . 31 , 1997 500

Ma r . 15 , 1997 500 Feb . 15 , 1997 ( - $117 . 08) 382 . 92

Ma r . 31 , 1997 500 Feb . 28 , 1997 500

Apr . 15 , 1997 500 Ma r . 15 , 1997 500

Apr . 30 , 1997 500 Ma r . 31 , 1997 500

May 15 , 1997 500 Apr . 15 , 1997 500

May 31 , 1997 500 Apr . 30 , 1997 500

Jun . 15 , 1997 500 May 15 , 1997 500

Jun . 30 , 1997 500 May 31 , 1997 500

Ju l . 15 , 1997 500 Jun . 15 , 1997 500

Ju l . 31 , 1997 500 Jun . 30 , 1997 500

Aug . 15 , 1997 500 Ju l . 15 , 1997 500

Aug . 31 , 1997 500 Ju l . 31 , 1997 500
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5 .

No t e : The absence w / o pay ad j us t men t s made a t t hew i l l be

ea r l i es t poss i b l e pay pe r i od wh i ch i s t he Feb .

da t e .

�

The ad j us t men t amoun t s w i l l be de t e rm i ned by

mu l t i p l y i ng t he da i l y r a t e o f pay by t he numbe r o f pa i d days

absen t w / o pay . I n Examp l e " E " , t he ad j us t men t amoun t o f

$115 . 38 i s de t e rm i ned by mu l t i p l y i ng $57 . 69 by 2 days o f

absence w / o pay . The same ad j us t men t i s made i n Examp l e " F "

No t e f or t he r ecord t ha t

f or a t l eas t one o f

20 t h pa i d ho l i day .

t he r ecogn i zed

us i ng t he $58 . 54 r a t e .

emp l oyees a r e on pa i d s t a t us

wor k i ng days be f or e t he Jan .

a r e bo t h en t i t l ed t o be on pa i d s t a t us

ho l i day .

on

Sa l a r y Ad j us t men t f or Long - Te rm Absence W i t hou t Pay

15 , 1997 pay

bo t h

t he 5
Thus , t hey

How wou l d t he i r sa l a r y ea rn i ngs and paymen t s be a f f ec t ed i f

t he V i ce - Pr i nc i pa l a t t he t r ad i t i ona l schoo l t akes a

pe r i od o f LWOP f rom Decembe r 2 , 1996 t hrough Janua r y

and t he t eache r a t Kaunakaka i E l emen t a r y Schoo l goes

f rom Janua r y 21 , 1997 t hrough Ma r ch 9 , 1997?

l onge r

26 , 1997

on LWOP
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Ex . G . - V . P . Tr ad . Sch .

�

Ex . H . - Tchr . Kaunakaka i E1 .

Annua l Sa l a r y Ra t e - $12 , 000

�

Annua l Sa l a r y Ra t e - $12 , 000

Da i l y Sa l a r y Ra t e - $57 . 69

�

Da i l y Sa l a r y Ra t e - $58 . 54

Sep t . 15 , 1996

�

500

�

Aug . 15 , 1996

�

500

Sep t . 30 , 1996

�

500

�

Aug . 31 , 1996

�

500

Oc t . 15 , 1996

�

500

�

Sep t . 15 , 1996

�

500

Oc t . 31 , 1996

�

500

�

Sep t . 30 , 1996

�

500

Nov . 15 , 1996

�

500

�

Oc t . 15 , 1996

�

500

Nov . 30 , 1996

�

500

�

Oc t . 31 , 1996

�

500

Dec . 15 , 1996

�

0

�

Nov . 15 , 1996

�

500

Dec . 31 , 1996

�

0

�

Nov . 30 , 1996

�

500

Jan . 15 , 1997

�

0

�

Dec . 15 , 1996

�

500

Jan . 31 , 1997

�

0

�

Dec . 31 , 1997

�

500

Feb . 15 , 1997 (+$96 . 17)

�

596 . 17 Jan . 15 , 1997

�

500

Feb . 28 , 1997

�

500

�

Jan . 31 , 1997

�

0

Ma r . 15 , 1997

�

500

�

Feb . 15 , 1997

�

0

Ma r . 31 , 1997

�

500

�

Feb . 28 , 1997

�

0

Apr . 15 , 1997

�

500

�

Ma r . 15 , 1997

�

0

Apr . 30 , 1997

�

500

�

Ma r . 31 , 1997 (+$207 . 30) 707 . 30

May 15 , 1997

�

500

�

Apr . 15 , 1997

�

500

May 31 , 1997

�

500

�

Apr . 30 , 1997

�

500

Jun . 15 , 1997

�

500

�

May 15 , 1997

�

500

Jun . 30 , 1997

�

500

�

May 31 , 1997

�

500

Ju l . 15 , 1997

�

398 . 94 Jun . 15 , 1997

�

450 . 76

Ju l . 31 , 1997

�

398 . 94 Jun . 30 , 1997

�

450 . 76

Aug . ' 15 , 1997

�

398 . 94 Ju l . 15 , 1997

�

450 . 76

Aug . 31 , 1997

�

398 . 94 Ju l . 31 , 1997

�

450 . 76

Exp l ana t i on : I n examp l e G (be sur e t o use t he t r ad i t i ona l

ca l enda r ) , t he V i ce - Pr i nc i pa l i s ou t on LWOP f or 40 pa i d days

(29 wor k i ng days , +8 vaca t i on days , +3 pa i d ho l i days ) f rom

Dec . 2 , 1996 t hrough Janua r y 26 , 1997 . She t hen r e t urns f or

t he r ema i nde r o f t he schoo l yea r . She acc rues 168 pa i d days

(208 - 40 = 168) . (168 x 57 . 69 = $9 , 691 . 92) She i s pa i d

6
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$8 , 096 . 17 up t hrough June 30 , 1997 . He r summe r sa l a r y
ea rn i ngs w i l l be $1 , 595 . 75 ($9 , 691 . 92 - $8 , 096 . 17) or $396 . 94

pa i d ove r 4 summe r sa l a r y pay pe r i ods . No t e t ha t she does

no t mee t t he c r i t e r i a t o be cn pa i d s t a t us f or t he w i n t e r

br eak and f or t he Janua r y 20 t h ho l i day . She m i sses 7 pa i d

days i n t he Janua r y 31 pay pe r i od , t hus , i s deduc t ed $403 . 83
f or t ha t pay pe r i od . The r ema i n i ng $96 . 17 ($500 - $403 . 83)

ad j us t men t i s made on t he Februa r y 15 t h pay da t e , t he

ea r l i es t pay pe r i od when ad j us t men t can be made .

I n Examp l e H (be sur e t o use t he Kaunakaka i E l em . ca l enda r )

t he t eache r i s ou t on l eave w i t hou t pay f or 34 pa i d days (33

wor k days and one Pr es i den t s ' Day ho l i day ) . 205 t o t a l days

l ess 34 days m i ssed = 171 acc rued pa i d days f or t he schoo l

yea r . 171 x $58 . 54 = $10 , 010 . 34 . She r ece i ves $8 , 207 . 30 up

t hrough t he May 31 pay da t e . He r summe r sa l a r y ea rn i ngs i s

$1 , 803 . 04 or $450 . 76 ove r 4 summe r sa l a r y pay pe r i ods . No t e :

Th i s t eache r mee t s t he c r i t e r i a t o be on pa i d s t a t us f or t he

Janua r y 20 ho l i day because she i s on pa i d s t a t us f or a t l eas t

one o f t he f i ve wor k i ng days i mmed i a t e l y pr eced i ng t he

ho l i day . I n f ac t , she a l so mee t s t he c r i t e r i a t o be on pa i d

s t a t us f or t he w i n t e r br eak . The t wo - week i n t e r - sess i on f rom

Jan . 6 , 1997 t hrough Jan . 19 , 1997 r epr esen t non - pa i d days ,

t hus , t he 5 wor k i ng days pr eced i ng t he Jan . 20 t h ho l i day goes

back t o Dec . 16 t hrough Dec . 20 , 1996 . The t eache r f ur t he r

qua l i f i es t o be on pa i d s t a t us f or t he spr i ng br eak because

she comes back t o du t y on Ma r ch 10 , 1997 . Ma r ch 10 t hrough

14 r epr esen t t he f i ve wor k days i mmed i a t e l y pr eced i ng t he

spr i ng vaca t i on because o f t he i n t e r - sess i on br eak o f non -

pa i d . days f rom Ma r ch 15 t hrough Ma r ch 23 .

�

The t eache r a t

Kaunakaka i E l emen t a r y Schoo l a l so r ece i ves a $207 . 30 pay

ad j us t men t on t he Ma r ch 31s t pay da t e because she m i sses on l y

5 days o f t he pr ev i ous pay pe r i od .

�

(5 x 58 . 54 = $292 . 70)

($500 - $292 . 70 = $207 . 30) . Th i s ad j us t men t o f $207 . 30 i s

added t o t he norma l $500 sem i - mon t h l y amoun t t o t o t a l

$707 . 30 .

5200 - 12M
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�

Sa l a r y Ad j us t men t f or La t e H i r i ng and Non - Comp l e t i on o f
Schoo l Yea r

5200 - 12n

Hypo t he t i ca l va r i a t i on : The t eache r a t Kaunakaka i E l emen t a r y

Schoo l i s h i r ed on Oc t . 21 , 1996 , a f t e r t he s t a r t o f t he

schoo l yea r . The educa t i ona l o f f i ce r a t t he t r ad i t i ona l

schoo l t akes l eave w i t hou t pay f rom May 15 , 1997 t o t he end

o f t he schoo l yea r . How w i l l t he i r sa l a r y paymen t s be

a f f ec t ed? See Examp l es I & J be l ow :

Ru l e J : When a 10 - mon t h emp l oyee i s i n i t i a l l y h i r ed or

r e t urns f rom l eave a f t e r t he beg i nn i ng o f t he new schoo l

yea r , t ha t pe r son ' s f i r s t pay check sha l l be pa i d , as

f eas i b l e , on t he pay da t e t ha t r e f l ec t s t he f i r s t f u l l pay

pe r i od .

�

As f eas i b l e , t he amoun t pa i d on t ha t pay da t e sha l l

i nc l ude t he norma l sem i - mon t h l y pay p l us any acc rued pa r t i a l

pay f rom t he pr ev i ous pay pe r i od .

I n Examp l e J , t he emp l oyee ' s f i r s t f u l l pay pe r i od i s f rom

Novembe r 1 - 15 , 1996 . The emp l oyee ' s f i r s t pay check f or t he

schoo l yea r shou l d be pa i d on Novembe r 15 t h . As f eas i b l e ,

t ha t pay check shou l d r e f l ec t t he sa l a r y f or one f u l l

sem i mon t h l y pe r i od ($500) p l us acc rued pay f rom t he pr ev i ous

pay pe r i od ($500 l ess t hr ee days pay f or Oc t . 16 , 17 , and 18 ,

t he days i n t he pay pe r i od when pay d i d no t acc rue ) .

Ru l e I : When a 10 - mon t h emp l oyee does no t comp l e t e t he

schoo l yea r bu t i ns t ead i s absen t w i t hou t pay f or t he

r ema i nde r o f t he schoo l yea r , pay sha l l be ad j us t ed as

poss i b l e f or t he l as t pay pe r i od dur i ng wh i ch t he absence

beg i ns . No f ur t he r sa l a r y paymen t s a r e t o be made un t i l t he

summe r sa l a r y pe r i od un l ess (1) t he summe r sa l a r y ea rn i ngs do

no t amoun t t o a t l eas t $1 , 000 and l ump sum paymen t may be

made or (2) t he pro j ec t ed sem i mon t h l y summe r sa l a r y paymen t

exceeds t he norma l sem i non t h l y paymen t i n wh i ch case , t he

excess i s pa i d on t he l as t pay pe r i od pr eced i ng t he summe r

sa l a r y pe r i od .

8
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I n Examp l e I , hypo t he t i ca l l y , no sa l a r y ad j us t men t i s

poss i b l e f or t he paymen t o f t he May 15 pay check because o f

t he suddenness o f l eave on May 15 . The r ea f t e r , no sa l a r y

paymen t i s made un t i l June 30 t h , t he l as t pay pe r i od

pr eced i ng t he summe r sa l a r y pr i od .

5200 - 1 2o

Ex . I . - V . P . Tr ad . Sch . Ex . J . - Tchr . Kaunakaka i E l .

Annua l Sa l a r y Ra t e - $12 , 000 Annua l Sa l a r y Ra t e - $12 , 000

Da i l y Sa l a r y . Ra t e - $57 . 69 Da i l y Sa l a r y Ra t e - $58 . 54

Sep t . 15 , 1996 500 Aug . 15 , 1996 0

Sep t . 30 , 1996 500 Aug . 30 , 1996 0

Oc t . 15 , 1996 500 Sep . 15 , 1996 0

Oc t . 31 , 1996 500 Sep . 30 , 1996 0

Nov . 15 , 1996 500 Oc t . 15 , 1996 0

Nov . 30 , 1996 500 Oc t . 31 , 1996 0

Dec . 15 , 1996 500 Nov . 15 , 1996 (+$324 . 38)824 . 38

Dec . 31 , 1996 500 Nov . 30 , 1996 500

Jan . 15 , 1997 500 Dec . 15 , 1996 500

Jan . 31 , 1997 500 Dec . 31 , 1997 500

Feb . 15 , 1997 500 Jan . 15 , 1997 500

Feb . 28 , 1997 500 Jan . 31 , 1997 500

Ma r . 15 , 1997 500 Feb . 15 , 1997 500

Ma r . 31 , 1997 500 Feb . 28 , 1997 500

Apr . 15 , 1997 500 Ma r . 15 , 1997 500

Apr . 30 , 1997 500 Ma r . 31 , 1997 500

May 15 , 1997 500 Apr . 15 , 1997 500

May 31 , 1997 0 Apr . 30 , 1997 500

Jun . 15 , 1997 0 May 15 , 1997 500

Jun . 30 , 1997 57 . 27 May 31 , 1997 500

Ju l . 15 , 1997 500 Jun . 15 , 1997 422 . 70

Ju l . 31 , 1997 500 Jun . 30 , 1997 422 . 70

Aug . 15 , 1997 500 Ju l . 15 , 1997 422 . 70

Aug . 31 , 1997 500 Ju l . 30 , 1996 422 . 70
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Ana l ys i s Examp l e 1 ,
161 wor k i ng days (163 - 2 t each days )

11 vaca t i on days ; 11 ho l i days =

183 pa i d days * $57 . 69 = $10 , 557 . 27

Less $ paymen t s = $2057 . 27

4 pay pe r i ods = $500 pe r pe r i od p l us a

r ema i nde r o f 57 . 27 t o be pa i d on

June 30 , 1997 .

7 .

�

Pay Ra i se i n t he M i dd l e o f t he Yea r

5200 - 12p 1 0

1996)

Ana l ys i s Examp l e J :

131 wor k i ng days (181 - 50 m i ssed )

11 vaca t i on days ; 12 Ho l i days

154 pa i d days * $58 . 54 = $9 , 015 . 16

Less $7 , 324 . 38 paymen t s = $1 , 690 . 78

4 pay pe r i ods = $422 . 70 pe r pe r i od

suppos i ng a pay r a i se i s nego t i a t ed e f f ec t i ve 2 / 1 / 97 . Wha t happens?

Ex . K . - V . P . Tr ad . Sch .

Sem i mon t h l y Sa l a r y Ra t e -

E f f . 2 / l / 97 Sem i mon t h l y -

$500

$550

Sem i mon t h l y Sa l a r y Ra t e -

E f f . 2 / 1 / 97 Sem i mon t h l y -

$500

$550

Sep t . 15 , 1996 500 Aug . 15 , 1996 500

Sep t . 30 , 1996 500 Aug . 31 , 1996 500

Oc t . 15 , 1996 500 Sep t . 15 , 1996 500

Oc t . 31 , 1996 500 Sep t . 30 , 1996 500

Nov . 15 , 1996 500 Oc t . 15 , 1996 500

Nov . 30 , 1996 500 Oc t . 31 , 1996 500

Dec . 15 , 1996 500 Nov . 15 , 1996 500

Dec . 31 , 1996 500 Nov . 30 , 1996 500

Jan . 15 , 1997 500 Dec . 15 , 1996 500

Jan . 31 , 1997 500 Dec . 30 , 1997 500

Feb . 15 , 1997 550 Jan . 15 , 1997 500

Feb . 28 , 1997 550 Jan . 30 , 1997 500

Ma r . 15 , 1997 550 Feb . 15 , 1997 550

Ma r . 31 , 1997 550 Feb . 28 , 1997 550 .

Apr . 15 , 1997 550 Ma r . 15 , 1997 550

Apr . 30 , 1997 550 Ma r . 31 , 1997 550

May 15 , 1997 550 Apr . 15 , 1997 550

May 31 , 1997 550 Apr . 30 , 1997 550

Jun . 15 , 1997 550 May 15 , 1997 550

Jun . 30 , 1997 550 May 31 , 1997 550
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Ana l ys i s : Examp l e K : The VP acc rues 110 pa i d days a t t he o l d

r a t e and 98 pa i d days a t t he new r a t e .

�

(Coun t t he pa i d days

on t he appropr i a t e schoo l ca l enda r . )

Tr ad i t i ona l Ca l enda r f or SY 1996 - 97 shows 96 t eache r wor k
days as o f Janua r y 31 , 1997 . Less t wo t eache r days i n Augus t

= 94 EO wor k i ng days . Ca l cu l a t i on : (94 wor k i ng days , p l us 8

ho l i days , p l us 8 W i n t e r Vaca t i on days = 110 pa i d days up

t hrough Janua r y 31 , 1997) 110 * $57 . 69 = $6 , 345 . 90 acc ru i ng

unde r t he o l d pay r a t e .

The new pay r a t e = $63 . 46 pe r day ( ($13 , 200 pe r yea r / 208 EO

pa i d days f or SY 1996 - 97) . 208 poss i b l e pa i d days pe r yea r

l ess 110 pa i d days acc ru i ng unde r t he o l d r a t e l eaves 98 pa i d

days unde r t he new pay r a t e .

�

98 * $63 . 48 = $6 , 221 . 04 .

$6345 . 90 + $6221 . 04 = $12 , 566 . 90 acc rued ea rn i ngs f or t he

yea r . Less $10 , 500 a l r eady pa i d = $2 , 066 . 90 summe r sa l a r y

ea rn i ngs pa i d equa l l y ove r 4 pay pe r i ods = $516 . 73 pe r pay

pe r i od .

Ana l ys i s : Examp l e L :

Examp l e L , t he t eache r acc rues 119 days a t t he o l d r a t e o f

$58 . 54 pe r day = $6 , 966 . 26 (103 t eache r wor k i ng days , p l us 8

ho l i days , p l us 8 vaca t i on days t o t a l s 119 pa i d days up

t hrough Janua r y 31 , 1997) . The t eache r a l so acc rues 86 pa i d

days a t t he new r a t e o f $64 . 39 ($13 , 200 / 205 pa i d days i n t he

1996 - 97 schoo l yea r = $5 , 537 . 54) . To t a l acc rued ea rn i ngs =

$12 , 503 . 80 . To t a l paymen t s o f $10 , 400 up t hrough May 31 ,

1997 l eaves a d i f f e r ence o f $2 , 133 . 80 ( summe r sa l a r y

ea rn i ngs ) t o be pa i d equa l l y ove r t he f our pay pe r i ods o f

June 15 , June 30 , Ju l y 15 and Ju l y 31 ($2 , 133 . 80 / 4 =

$533 . 45) .

5200 - 1 2q

Wor k i ng Dr a f t
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Ju l . 15 , 1997 516 . 73 Jun . 15 , 1997 533 . 45

Ju l . 31 , 1997 516 . 73 Jun . 30 , 1997 533 . 45

Aug . 15 , 1997 516 . 73 Ju l . 15 , 1997 533 . 45

Aug . 31 , 1997 516 . 73 Ju l . 31 , 1997 533 . 45
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8 .

5200 - 1 2r

Pay D i f f e r en t i a l Changes

Norma l l y , pay d i f f e r en t i a l s such as f or gr ade cha i rpe r sons ,

schoo l l i br a r i ans , band t eache r s , e t c . a r e prov i ded t o an

emp l oyee f or t he en t i r e schoo l yea r . When t h i s happens , t he

d i f f e r en t i a l i s s i mp l y added t o t he Annua l Sa l a r y Ra t e , t hus ,

i nc r eas i ng bo t h t he sem i mon t h l y amoun t pa i d as we l l as t he

Da i l y Sa l a r y Ra t e . Examp l es M and N be l ow i l l us t r a t e how a

hypo t he t i ca l $50 pe r mon t h d i f f e r en t i a l i s s i mp l y added

($12 , 000 + $600 = $12 , 600) t o conve r t Examp l es D and E above

t o r e f l ec t t he paymen t o f a d i f f e r en t i a l f or t he f u l l yea r .

Ex . M . - V . P . Tr ad . Sch .

�

Ex . N . - Tchr . Kaunakaka i E l .

$50 .

Mon t h l y

Mon t h l y

Sa l a r y

Sa l a r y

Ra t e = $1 , 000

D i f f e r en t i a l = $50

Mon t h l y Sa l a r y

Mon t h l y Sa l a r y

Ra t e = $1 , 000

D i f f e r en t i a l =

Sem i mon t h l y Sa l a r y Ra t e = $525 Sem i mon t h l y Sa l a r y Ra t e = $525

Sep t . 15 , 1996 525 - Aug . 15 , 1996 525

Sep t . 30 , 1996 525 Aug . 31 , 1996 525

Oc t . 15 , 1996 525 Sep t . 15 , 1996 525

Oc t . 31 , 1996 525 Sep t . 30 , 1996 525

Nov . 15 , 1996 525 Oc t . 15 , 1996 525

Nov . 30 , 1996 525 Oc t . 31 , 1996 525

Dec . 15 , 1996 525 Nov . 15 , 1996 525

Dec . 31 , 1996 525 Nov . 30 , 1996 525

Jan . 15 , 1997 525 Dec . 15 , 1996 525

Jan . 31 , 1997 525 Dec . 31 , 1997 525

Feb . 15 , 1997 525 Jan . 15 , 1997 525

Feb . 28 , 1997 525 Jan . 31 , 1997 525

Ma r . 15 , 1997 525 Feb . 15 , 1997 525

Ma r . 31 , 1997 525 Feb . 28 , 1997 525

Apr . 15 , 1997 525 Ma r . 15 , 1997 525

Apr . 30 , 1997 525 Ma r . 31 , 1997 525

May 15 , 1997 525 Apr . 15 , 1997 525

May 31 , 1997 525 Apr . 30 , 1997 525

Jun . 15 , 1997 525 May 15 , 1997 525
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Some t i mes pay d i f f e r en t i a l s f or an emp l oyee need t o be pa i d

f or a pa r t i a l pe r i od . I n Examp l e 0 be l ow , t he hypo t he t i ca l

v i ce - pr i nc i pa l se r ves f or t he f i r s t semes t e r o f t he schoo l

yea r (Sep t embe r 1 , 1996 t hrough Janua r y 26 , 1997) as a Cohor t

Men t or and i s en t i t l ed t o t he hypo t he t i ca l Cohor t Men t or

d i f f e r en t i a l o f $50 pe r mon t h . Dur i ng t he second semes t e r ,

t he v i ce - pr i nc i pa l i s no t a Cohor t Men t or and i s no t en t i t l ed

t o t he d i f f e r en t i a l . I n Examp l e P be l ow , t he t eache r i n t he

yea r - round schoo l i s en t i t l ed t o a hypo t he t i ca l gr ade l eve l

cha i r d i f f e r en t i a l o f $50 pe r mon t h bu t on l y f rom Apr i l 1 ,

1997 t hrough Apr i l 30 , 1997 .

1 3 5200 - 125

Ex . O . - V . P . Tr ad . Sch . Ex . P . - Tchr . Kaunakaka i E l .

Mon t h l y Sa l a r y Ra t e

Sem i mon t h l y Sa l a r y

= $1 , 000

Ra t e = $500

Mon t h l y

Sem i mon t h l y

Sa l a r y Ra t e =

Sa l a r y Ra t e

$1 , 000

= $500

Sep t . 15 , 1996 525 Aug . 15 , 1996 500

Sep t . 30 , 1996 525 Aug . 31 , 1996 500

Oc t . 15 , 1996 525 Sep t . 15 , 1996 500

Oc t . 31 , 1996 525 Sep t . 30 , 1996 500

Nov . 15 , 1996 525 Oc t . 15 , 1996 500

Nov . 30 , 1996 525 Oc t . 31 , 1996 500

Dec . 15 , 1996 525 Nov . 15 , 1996 500

Dec . 31 , 1996 525 Nov . 30 , 1996 500

Jan . 15 , 1997 525 Dec . 15 , 1996 500

Jan . 31 , 1997 " 500 Dec . 31 , 1997 500

Feb . 15 , 1997 500 Jan . 15 , 1997 500

Feb . 28 , 1997 500 Jan . 31 , 1997 500

Ma r . 15 , 1997 500 Feb . 15 , 1997 500

Ma r . 31 , 1997 500 Feb . 28 , 1997 500

Apr . 15 , 1997 500 Ma r . 15 , 1997 500

Wor k i ng Dr a f t
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Jun . 30 , 1997 525 May 31 , 1997 525

Ju l . 15 , 1997 525 Jun . 15 , 1997 525

Ju l . 31 , 1997 525 Jun . 30 , 1997 525

Aug . 15 , 1997 525 Ju l . 15 , 1997 525

Aug . 31 , 1997 525 Ju l . 31 , 1997 525
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Ana l ys i s : Examp l e 0 : The VP acc rues 105 pa i d days w i t h t he

d i f f e r en t i a l and 103 pa i d days w i t hou t t he d i f f e r en t i a l .

(Coun t t he pa i d days on t he appropr i a t e schoo l ca l enda r . )

Tr ad i t i ona l Ca l enda r f or SY 1996 - 97 shows 91 t eache r wor k

days as o f Janua r y 24 , 1997 . Less t wo t eache r days i n Augus t

= 89 EO wor k i ng days . Ca l cu l a t i on : (89 wor k i ng days , p l us 8

ho l i days , p l us 8 W i n t e r Vaca t i on days = 105 pa i d days up

t hrough Janua r y 24 , 1997) 105 pa i d days * $57 . 69 da i l y

sa l a r y r a t e = $6 , 057 . 45 acc ru i ng a t t he o l d da i l y sa l a r y r a t e

(w i t hou t t he d i f f e r en t i a l ) .

The new da i l y sa l a r y r a t e (w i t h t he d i f f e r en t i a l ) = $60 . 58

pe r day ($12 , 600 pe r yea r / 208 EO pa i d days f or SY 1996 - 97) .

208 poss i b l e pa i d days pe r yea r l ess 105 pa i d days acc ru i ng

unde r t he o l d da i l y sa l a r y r a t e l eaves 103 pa i d days unde r

t he new da i l y sa l a r y r a t e . 103 * $60 . 58 = $6 , 239 . 74 .

$6 , 057 . 45 + $6 , 239 . 74 = $12 , 297 . 19 acc rued ea rn i ngs f or t he

yea r . Less $10 , 225 a l r eady pa i d = $2 , 072 . 19 summe r sa l a r y

ea rn i ngs pa i d equa l l y ove r 4 pay pe r i ods = $518 . 05 pe r pay

pe r i od .

*No t e : The l as t pay pe r i od i n Janua r y r equ i r es an ad j us t men t

o f mon t h l y r a t e because t he d i f f e r en t i a l acc rues f or on l y

pa r t o f t he pay pe r i od (up t hrough Janua r y 24 , 1997) . The

gene r a l pr ac t i ce f or t h i s s i t ua t i on i s t o sw i t ch t o t he new

Wor k i ng Dr a f t
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Apr . 30 , 1997 500 Ma r . 31 , 1997 S00

May 15 , 1997 500 Apr . 15 , 1997 525

May 31 , 1997 500 Apr . 30 , 1997 525

Jun . 15 , 1997 500 May 15 , 1997 500

Jun . 30 , 1997 500 May 31 , 1997 500

Ju l . 15 , 1997 518 . 05 Jun . 15 , 1997 503 . 74

Ju l . 31 , 1997 518 . 05 Jun . 30 , 1997 503 . 74

Aug . 15 , 1997 518 . 05 Ju l . 15 , 1997 503 . 74

Aug . 31 , 1997 518 . 05 Ju l . 31 , 1997 503 . 74
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sem i mon t h l y pay r a t e a t t he ea r l i es t t i me poss i b l e . I n t h i s

case , t he end o f t he d i f f e r en t i a l can be an t i c i pa t ed , t hus ,

t he ad j us t men t i s made i mmed i a t e l y dur i ng t he pay pe r i od i n

wh i ch t he pay change occur s .

Ana l ys i s :

�

Examp l e_ P :

Examp l e P , t he t eache r acc rues 22 pa i d days w i t h d i f f e r en t i a l

t he da i l y sa l a r y r a t e o f $61 . 46

The t eache r a l so acc rues 183

a t t he r egu l a r da i l y sa l a r y

r a t e o f $58 . 54 pe r day f or a t o t a l o f $10 , 712 . 82 . (205 t o t a l

pa i d days l ess 22 pa i d days i n Apr i l = 183 pa i d days

r ema i n i ng ) . To t a l acc rued ea rn i ngs = $12 , 064 . 94 . To t a l

paymen t s o f $10 , 050 up t hrough May 31 , 1997 l eaves a

d i f f e r ence o f $2 , 014 . 94 ( summe r sa l a r y ea rn i ngs ) t o be

equa l l y ove r t he f our pay pe r i ods o f June

15 and Ju l y 31 ($2 , 014 . 94 / 4 = $503 . 74) .

i n t he mon t h o f Apr i l 1997 a t

ea rn i ng a t o t a l o f $1 , 352 . 12 .

days w i t hou t t he d i f f e r en t i a l

9 .

�

Pa r t - T i me Sa l a r i ed t o Fu l l - t i me Sa l a r i ed

A t t he t r ad i t i ona l Schoo l a new t eache r i s h i r ed as a ha l f -

t i me (50 . 000 FTE) t eache r on Augus t 29 , 1996 . She wor ks a t

50 . 000 FTE un t i l Sep t embe r 5 , 1996 and i s t hen h i r ed as a

f u l l t i me (100 . 000 FTE) t eache r e f f ec t i ve F r i day , Sep t embe r

6 , 1996 f or t he r ema i nde r o f t he schoo l yea r . How i s sa l a r y

ad j us t ed f or t h i s s i t ua t i on?

Ex . Q . - New Teache r Tr ad i t i ona l Schoo l Ca l enda r

Annua l Sa l a r y Ra t e = $12 , 000

Sem i mon t h l y sa l a r y Ra t e = $500

Da i l y sa l a r y Ra t e = $58 . 54

50 . 000 FTE da i l y Sa l a r y Ra t e = $29 . 27

I n t h i s examp l e , t he f i r s t sa l a r y paymen t i s made on

Sep t embe r 13 , 1996 . Wha t i s t he cor r ec t amoun t pa i d?

No . o f Days wor ked a t 50 . 000 FTE = 6 days .

pa i d

15 , June 30 , Ju l y
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ASY : mac

Deduc t 6 ha l f - t i me days when pay does no t acc rue a t $29 . 27

pe r day = $169 . 62 .

$500 - $169 . 62 = $330 . 30 .

The f i r s t pay check shou l d con t a i n gross pay o f $330 . 30 .

A t t achmen t s

1 .

�

1996 - 97

�

DEPARTMENT OF EDUCAT I ON OFF I C I AL SCHOOL

CALENDAR

2 .

�

1996 - 97

�

KAUNAKAKA I ELEMENTARY SCHOOL YEAR - ROUND

EDUCAT I ON SCHOOL CALENDAR



S t a t e o f Hawa i i - Depa r t men t o f Educa t i on
1996 - 97 OFF I C I AL SCHOOL CALENDAR

(Yea r - Round and Some SCBM Schoo l s Va r y )

' P l us one equ i va l en t day
( s i x hour s ) t o be ass i gned f or
t eache r pa r t i c i pa t i on i n
t r a i n i ng and mee t i ngs beyond
t he t eache r ' s r egu l a r wor k day .

15 16 17 18 19 20 21
22 23 24 25 26 27 28

Ju l y 29 30 1 2 3 11 5
6 7

13 14
20 21
27 28

OFF I C I AL STATE HOL I DAYS , 1996 - 97 SCHOOL YEAR
" Adm i ss i on Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Augus t 16 , 1996

Labor Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Sep t embe r 2 , 1996
E l ec t i on Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Novembe r 5 , 1996
Ve t e r ans ' Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Novembe r 11 , 1996
Thanksg i v i ng Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Novembe r 28 , 1996
Chr i s t mas Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Decembe r 25 , 1996
New Yea r ' s Day ' . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Janua r y 1 , 1997

June 18 - Summe r Schoo l beg i ns

Ju l y 4 - I ndependence Day

Ju l y 30 - Summe r Schoo l ends

Dr . Ma r t i n Lu t he r K i ng , J r . Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Janua r v 20 , 1997
Pr es i den t s ' Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Februa r y 17 . 1997
Pr i nce Jonah Kuh i o Ka l an i anao l e Day . . . . . . . . . . . . . . . . . . . . . . Ma r ch 26 , 1997
Good F r i day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ma r ch 28 . 1997
Memor i a l Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . May 26 , 1997
K i ng Kamehameha I Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . June 11 , 1997
I ndependence Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ju l y 4 , 1997

` Janua r y 24 : Teache r s ' wor k day ; no schoo l f or s t uden t s . Commencemen t Exe r c i ses : No soone r t han June 6 , 1997 . Summe r Schoo l June 18 - Ju l y 30 , 1997 .
5200 - 12w

Teache r s ' Wor k Yea r - F i r s t Semes t e r : Augus t 29 , 1996 , t o Janua r y 24 , 1997
Second Semes t e r : Janua r y 27 , 1997 , t o June 10 , 1997

S t uden t s ' Wor k Yea r - F i r s t Semes t e r : Sep t embe r 3 , 1996 , t o Janua r y 23 , 1997
Approved 11 / 2 / 95 Second Semes t e r : Janua r y 27 , 1997 , t o June 9 , 1997

S t uden t S t uden t Teache r S M T W T F S
Weeks Da ys Days 199( - Augus t 1 2 3

4 5 6 7 8 10
11 12 13 1 4 15 -15 17 Augus t 16 - Adm i ss i on Day
18 19 20 21 22 23 24

2 25 26 27 28 29 30 31 Augus t 29 - Teache r s r epor t
1 4 6 Sep t embe r 1 2 3 4 5 6 7 1s t SEMESTER - 87 S t uden t Days
2 9 11 8 9 10 11 12 13 14 Sep t embe r 2 - Labor Day
3 14 16 15 16 17 18 19 20 21 Sep t embe r 3 - S t uden t s r epor t
4 19 21 22 23 24 25 26 27 28
5 24 26 Oc t obe r 29 30 1 2 3 4 5
6 29 31 6 7 8 9 10 11 12 Oc t . 14 - 18 : One s t uden t day o f f f or
7 33 36 13 - - - ' 19 Teache r I ns t i t u t e Day (Da t es se t by
8 38 41 20 21 22 23 24 25 26 HSTA and sub j ec t t o change . )
9 43 46 Novembe r 27 28 29 30 31 1 2 1s t QUARTER_ (43 days ) Ends - Nov . 1

10 47 50 3 4 v 6 7 8 9 Novembe r 5 - E l ec t i on Day
11 51 54 10 1 ` 1 12 13 14 15 16 Novembe r 11 - Ve t e r ans ' Day
12 56 59 17 18 19 20 21 22 23
13 59 62 24 25 26 27 2 3 2 - S) 30 Novembe r 28 - Thanksg i v i ng Day
14 64 67 Decembe r 1 2 3 4 5 6 7 Novembe r 29 - Ho l i day
15 69 72 8 9 10 11 12 13 14
16 74 77 15 16 17 18 19 20 21 Dec . 23 - Jan . 3 - W i n t e r Recess

22 2 t 2 - 1 25 25 27 28 Decembe r 25 - Chr i s t mas Day
1997 - Janua r y 29 9 -1 1 2 3 4 Janua r y 1 - New Yea r s Day

17 79 82 5 6 7 8 9 10 11 Janua r y 20 - Ma r t i n Lu t he r K i ng Day
18 84 87 12 13 14 15 16 17 18 2nd QUARTER (44 days ) and

" 19 87 91 19 2 0 21 22 23 24 25 1s t SEMESTER Ends - Jan . 24 '
20 92 96 26 27 28 29 30 31 1 2nd SEMESTER - 89 S t uden t Days
21 97 101 Februa r y 2 3 4 5 6 7 8
22 102 106 9 10 11 12 13 14 15
23 106 110 16 17 18 19 20 21 22 Februa r y 17 - Pr es i den t s ' Day
24 111 115 23 24 25 26 27 28 1
25 116 120 Ma r ch 2 3 4 5 6 7 8
26 121 125 9 10 11 12 13 14 15 Ma r ch 24 - 28 - Spr i ng Recess
27 126 130 16 17 18 19 20 21 22 Ma r ch 26 - Kuh i o Day

23 2 4 2~ 2 ' - 27 2 ' 8 29 Ma r ch 28 - Good F r i day
28 131 135 Apr i l 30 31 1 2 3 4 5 3rd QUARTER (44 d ays ) Ends - Apr . 4

29 136 140 6 7 8 9 10 11 12
30 141 145 13 14 15 16 17 18 19
31 146 150 20 21 22 23 24 25 26
32 151 155 May 27 28 29 30 1 2 3
33 156 160 4 5 6 7 8 10 May 26 - Memor i a l Day
34 161 165 11 12 13 14 15 16 17 June 9 - Las t day f or s t uden t s
35 166 170 18 19 20 21 22 23 24 4 t h QUARTER (45 days ) and
36 170 174 25 2 t 27 28 29 30 31 2nd SEMESTER Ends - June 9
37 175 179 June 1 2 3 4 5 6 7 June 10 - Las t day f or t eache r s
38 176 181 ' 8 9 10 ' 1 41 12 13 14 June 11 - Kamehameh a Day . , . , . , . , . . . ,

8 9 10 11 12
15 16 17 18 19
22 23 24 25 26
29 30 31



1996 - 97 KAUNAKAKA I ELEMENTARY

�

4126 / 9

YEAR - ROUND EDUCAT I ON SCHOOL CALENDAR

Adm i ss i on Day

�

16 , 19%
Labor Day . . . . . . .

�

2 . 19%
E l ec t i on Day

�

Novembe r 5 , 19%
Ve t e r ans '

�

Novembe r 11 , 19%
Thanksg i v i ng Day . . . . ___ . . . __ . __. . . __ . _ . . . . . . . . . . . . Novembe r 28 , 19%
Chr i s t mas Day

�

Decembe r 25 , 19%
New Yea r ' s Day . . . . . . ________ . . . .__ . . . . . . . . . . . . . . . . . . . . . . Janua r y l , 1997

Summe r Schoob June 18 - Ju l y 30 , 1997 .

OFF I C I AL STATE HOL I DAYS , 1996 - 97 SCHOOL YEAR
Dr . Ma r t i n Lu t he r K i ng , J r . Day . . . . . . . . . . . . . . . . ___ . _ Janua r y 20 . 1997
Pr es i den t s ' Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . _ . . . . . . . . . . . . . . . . . ._. . . Februa r y 17 . 1997
Pr i nce Jonah Kuh i o Ka l an i anao l e Day . . . . . . . . . . . . . . _ - Ma r ch 26 , 1997
Good F r i day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . _ . . . . . _. _ . . . . ____Ma r ch 28 , 1997
Memor i a l Day . . . . . . . . . . . . . . . . . . . ._ . . . . . . . . . . . . . . . . . . . . . . . . ._ . . . _ . __. . . _May 26 , 1997
K i ng Kamehameha I Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .__ . _June 11 , 1997
I ndependence Day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .___ . . __ . . . . _Ju l y 4 , 1997

5200 - 12y

Teache r s ' l Vor k Yea r - F i r s t Semes t e r : Ju l y 22 , 19% . t o Decembe r 20 , 1996
Second Semes t e r : Janua r y 21 , 1997 , t o June 6 , 1997

S t uden t s ' Wor k Yea r - F i r s t Semes t e r : Ju l y 24 , 19% , t o Decembe r 20 , 1996
Second Semes t e r : Janua r y 22 , 1997 , t o June 5 , 1997

S t dn t N ' ks S t dn t Da%s Tc t r Days S M T W T F S1996 - J t t l y 1 2 3 4 5 6
7 8 9 10 11 12 13

14 15 16 17 18 19 20 I s t SEMESTER - 91 S t uden t Days
1 3 5 21 22 23 24 25 26 27 Ju l y 22 - Teache r s r epor t
2 8 10

2 4 2 5 3 6 37
2 3 Ju l y 24 - S t uden t s r epor t

3 13 15 Augus t 8 9 10
4 17 19 11 12 13 1 4 15 13 17 Augus t 16 - Adm i ss i on Day
5 22 24 18 19 20 21 22 23 24
6 27 29 25 26 27 28 29 30 31
7 31 33 Sep t embe r 1 - 2 3 4 5 6 7
8 36 38 8 9 10 11 12 13 14 Sep t embe r 2 - Labor Day
9 41 43 15 16 17 18 19 20 21

10 46 48 22 23 24 25 26 27 28 1 s t 27_ , . . . , QUARTER (46 days ) Ends - Sep t .Oc t 0T i e i ~~ - 29 1 2
5 . . . . _ . . _ . _

. Sep t . 30 - Oc t . 11 : r i t e r sess i on
6 7 8 9 10

419
2

11 50 53 13 . 4 Oc t obe r 14 - Teache r I ns t i t u t e Day
12 53 58 20 21 22 23 24 25 26
13 60 63 Novembe r 23 28 2~9 306 31 1 2
14 64 67 8 9 Novembe r s - E l a t i on Day
I S 68 71 10 11 12 13 14 15 16 Novembe r 11 - Ve t e r ans ' Day
16 73 76 17 18 19 20 21 22 23 Novembe r 28 - Thanksg i v i ng Day
1 .- 76 79 24 25 26 27 ' ?S % ' 1 30 Novembe r 29 - Ho l i day
18 61 e4 Decembe r 1 2 3 4 5
19 86 89 8 9 10 11 12 13 14 2nd QUARTER (45 days ) and
20 - 91 94. J. 5 . _ . - 1 . 6 . . . _ . . . 17_ . _ . _ . 18. __ . . . . 1 . 9 - . 20 . _ . 21 - . ___ . 15 i 5EMESa : EREnds _Decembe r 20

22 28 24 29 a 27 28 Dec. 23 - Jan . 3 - W i n t e r Recess
1997 - ] ac t ua r y 29 VV 3S1 1 2 8 4 Decembe r 25 - Chr i s t mas Day

5 11 Janua r y 1 - New Yea r ' s Day
12 18 Jan . 6 - Jan . 17 - I n t e r cess i on

21 94 98 19 ' 9 21 22 23 24 25 2nd SEMESTER - 85 S t uden t Days
22 99 103 26 27 29 30 31 1 Janua r y 20 - Ma r t i n Lu t he r K i ng Day
23 104 108 Februa r y 2 3 4 5 6 7 8 Janua r y21 - Teache r Wor k Day
24 109 113 9 10 11 12 13 14 15
25 1 , 13 117 16 17 18 19 20 21 22 Februa r y 17 - Pr es i den t s ' Day
26 118 122 Ma r ch 23 24 25 26 27 28 1
27 123 1 , 27 2 3 4 5 6 7 8
.v � 8 ' 3 I . . 1 1 14 F i nds _ Ma r . 1 "- _ . . . . . . - _ . . ^9_ . _. 1 . 5 . . . . . . - . . 3rd . QL (AR~1da ys )

16 1 18 19 21 22 Ma r ch 17 - Ma r ch 21 : I n t e r cess i on
23 _= = d _ 29 Ma r ch 24 - 28 - Spr i ng Recess

=9 133 : 37 Apr i l 30 31 1 2 3 4 5 Ma r ch 26 - Kuh i oDay
30 138 : 2 6 7 8 9 10 11 12 Ma r ch 28 - Good F r i day
31 143 i 47 13 14 15 16 17 18 19
32 l ab 132 20 21 22 23 24 25 26
33 153 157 May 27 28 29 30 1 2 3
34 158 162 4 5 6 7 8 9 10
35 163 167 11 12 13 14 15 16 17
36 168 172 18 19 20 21 22 23 24 May26 - Memor i a l Day
37 172 116 25 2$ 27 28 29 30 31 4 t h QUARTER (48 days ) and
: a 176 ' 81s T i me - - L - - 2 - 34 - 5. . - 6 7 2nd , 5EMEMREnds - 1 ,

8 9 10 11 12 13 14 June 5 - Las t day f or s t uden t s
' P l us one equ i va l en t day 15 16 17 18 19 20 21 June 6 - Las t day f or t eache r s

( s i x hour s i t o be assagned .i or 22 23 24 25 26 27 28 June I I - Kamehameha Day
: meho pa r t i doa t i on i n f i l l y 29 30 1 2 3 '"_1 5 June 18 - Summe r Schoo l beg i ns
: m i n i ng and mee t i ngs beyond 6 7 8 9 10 11 12 Ju l y 4 - I ndependence Day
t oe t mche r ' s r egu l a r mor i 13 14 15 16 17 18 19
: av. 20 21 22 23 24 25 26

27 28 29 30 31 Ju l y 30 - Summe r Schoo l ends



PROCEDURE : F I L I NG FOR SALARY CLA I MS

REFERENCE : REGULAT I ON #5201 (PARAGRAPH N )

FORM NONE

Procedur e #5201

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . Rev i ews Form SF - 5A t o de t ec t e r ror s .

b . Consu l t s w i t h pr i nc i pa l / i mmed i a t e supe r v i sor r ega rd i ng poss i b l e

e r ror s .

c . wr i t es t o d i s t r i c t supe r i n t enden t / ass i s t an t supe r i n t enden t spec i f y i ng

a l l eged e r ror s i n sa l a r y . A t t aches ve r i f y i ng documen t s i f ava i l ab l e .

2 . PR I NC I PAL / I MMED I ATE SUPERV I SOR

Checks Form SF - 5A and o t he r pe r t i nen t documen t s w i t h emp l oyee and

adv i ses emp l oyee conce rn i ng subm i ss i on o f c l a i m .

3 . D I STR I CT SUPER I NTENDENT / ASS I STANT SUPER I NTENDENT

a . Rev i ews and checks accur acy o f c l a i m .

b . Forwa rds c l a i m t o O f f i ce o f Pe r sonne l Se r v i ces w i t h r ecommenda t i on .

4 . OFF I CE OF PERSONNEL SERV I CES

a . Re t urns c l a i m t o schoo l / o f f i ce i f no t va l i d w i t h suppor t i ng r a t i ona l e .

b . Takes appropr i a t e ac t i on i f c l a i m i s va l i d .

"

�

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
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COMPENSAT I ON

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5202

SALARY ADM I N I STRAT I ON FOR TWELVE - MONTH EDUCAT I ONAL OFF I CERS

A . Sa l a r y Range and S t ep P l acemen t

Sa l a r y r ange and s t ep p l acemen t sha l l be made as prov i ded f or by t he

C l ass i f i ca t i on and Compensa t i on P l an o f t he Depa r t men t accord i ng t o

t he l aws o f Hawa i i .

B . Sa l a r i es Based on Twe l ve - Mon t h Wor k Yea r

Annua l sa l a r i es a r e ea rned ove r a t we l ve - mon t h wor k yea r .

C . Sa l a r i es Pa i d Sem i mon t h l y

Sa l a r i es sha l l be pa i d i n sem i mon t h l y i ns t a l l men t s ove r a pe r i od o f

t we l ve mon t hs .

D . F r ac t i on a l Pay Compu t a t i on

The r a t i o o f ac t ua l days wor ked t o t o t a l weekdays i n t he mon t h sha l l

be used f or f r ac t i ona l pay ca l cu l a t i ons f or r egu l a r , sa l a r i ed emp l oyees

(based on Comp t ro l l e r ' s O f f i ce r egu l a t i ons ) .

E . I nc r emen t Due Da t e

The i nc r emen t due da t e sha l l be Ju l y 1 f or a l l ce r t i f i ca t ed 12 - mon t h

educa t i ona l o f f i ce r s o f t he Depa r t men t . An educa t i ona l o f f i ce r sha l l

be en t i t l ed t o on l y one i nc r emen t and / or pay r a i se .

F . Se r v i ce Cr ed i t f or I nc r emen t s

Emp l oyees w i t h sa t i s f ac t or y r a t i ngs ea rn an i nc r emen t i f t hey mee t

one o f t he f o l l ow i ng cond i t i ons :

1 . Se r ved i n t he Depa r t men t f or t he en t i r e wor k yea r ; or

2 . Se r ved i n t he Depa r t men t f or a t l eas t s i x con t i nuous mon t hs dur i ng

t he wor k yea r .

5200 - 1 5



Compensa t i on - Sa l a r y Adm i n i s t r a t i on f or
Twe l ve - Mon t h Educa t i ona l O f f i ce r s ( con t i nued )

Regu l a t i on #5202

Emp l oyees who do no t mee t a t l eas t one o f t hese cond i t i ons do no t

r ece i ve sa l a r y c r ed i t f or t he wor k yea r .

G . W i t hho l d i ng o f I nc r emen t

Emp l oyees r ece i v i ng unsa t i s f ac t or y r a t i ngs sha l l no t be gr an t ed an

i nc r emen t or se r v i ce c r ed i t on a max i mum or l ongev i t y s t ep .

H . Ho l i day Pay

Twe l ve - mon t h educa t i ona l o f f i ce r s sha l l r ece i ve compensa t i on f or ho l i day ( s )

i f t hey a r e on a pa i d s t a t us f or a t l eas t one o f t he f i ve wor k i ng

days i mmed i a t e l y pr eced i ng t he ho l i day .

EXCEPT I ON : I n t he case o f r es i gna t i on or t e rm i na t i on , compensa t i on

sha l l no t be r ece i ved f or ho l i day ( s ) occur r i ng subsequen t

t o t he e f f ec t i ve da t e o f r es i gna t i on or t e rm i na t i on .

I . Da i l y Ra t e o f P ay

The da i l y r a t e o f pay f or t we l ve - mon t h educa t i ona l o f f i ce r s sha l l

be i n accordance w i t h t he f r ac t i ona l pay compu t a t i on f ormu l a as f o l l ows :

Mon t h l y Sa l a r y
To t a l Week Days i n t he Appropr i a t e Mon t h = Da i l y Ra t e o f Pay

When Se r v i ce i s Prov i ded

J . Sa l a r y C l a i ms

Any c l a i ms f or sa l a r y e r ror mus t be made i n wr i t i ng t o t he Depa r t men t .

Any ad j us t men t as a r esu l t o f such a c l a i m sha l l be f or t he wor k yea r

i n wh i ch t he c l a i m i s f i l ed .

Adop t ed 7 / 11 / 74 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 11 / 88

5200 - 16

�

( 1 1 / 88 r ev i s i on de l e t ed pages 5200 - 17 , 5200 - 18)



PAY SCHEDULE FOR PART- T I ME CERT I F I CATED EMPLOYEES

A . Summe r Schoo l Teache r s*

COMPENSAT I ON

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5203

1 . Summe r schoo l t eache r s sha l l be c l ass i f i ed and compensa t ed as Pa r t -

t i me Tempor a r y Teache r s (Academ i c ) based on hour l y pay r a t es .

2 . I f t he r a t es i nd i ca t ed do no t pe rm i t a summe r sess i on t o be se l f -

suppor t i ng , t eache r s ' sa l a r i es may be ad j us t ed downwa rd , prov i ded

wr i t t en approva l i s ob t a i ned f rom t he d i s t r i c t supe r i n t enden t and

f rom t he t eache r s be f or e t he sess i on s t a r t s .

B . Summe r Schoo l D i r ec t or

1 . The d i r ec t or sha l l norma l l y r ece i ve (1) a sa l a r y equa l t o t he hour l y

r a t e f or C l ass I I I Pa r t - t i me Tempor a r y Teache r s mu l t i p l i ed by t he

numbe r o f compensab l e hour s f or t he summe r sess i on , and (2) an

appropr i a t e pe r cen t age d i f f e r en t i a l as de t e rm i ned be l ow .

2 . The pe r cen t age d i f f e r en t i a l sha l l be de t e rm i ned by mu l t i p l y i ng

t he summe r schoo l d i r ec t or ' s sa l a r y by pe r cen t ages as f o l l ows :

*For t he purpose o f t h i s r egu l a t i on , " t eache r s " r e f e r s t o t eache r s , schoo l
l i br a r i ans , counse l or s , r eg i s t r a r s and o t he r s i m i l a r schoo l l eve l ce r t i f i -
ca t ed pe r sonne l .
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Numbe r o f
Teache r s

Pe r cen t age
D i f f e r en t i a l

1 - 5 25
6 - 10 30

11 - 15 35
16 - 25 40

26 and ove r 45



Compensa t i on - Pay Schedu l e f or Casua l
Ce r t i f i ca t ed Emp l oyees ( con t i nued )
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C l ass I

C l ass I I

C l ass I I I
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3 . I n schoo l s o f f i ve or l ess t eache r s , t he d i r ec t or w i l l usua l l y

se r ve as one o f t he r egu l a r t eache r s . Howeve r , i f t he d i r ec t or

so chooses , s / he may se r ve on a non - t each i ng bas i s w i t h compensa t i on

l i m i t ed t o on l y t he d i f f e r en t i a l .

4 . I n schoo l s o f s i x or mor e t eache r s , t he d i r ec t or sha l l se r ve on

a non - t each i ng bas i s and sha l l r ece i ve t he d i r ec t or ' s sa l a r y and

t he appropr i a t e pe r cen t age d i f f e r en t i a l .

C . Summe r Schoo l Ass i s t an t D i r ec t or

1 . An ass i s t an t d i r ec t or may be emp l oyed f or summe r schoo l s w i t h mor e

t han 500 pup i l s .

2 . The ass i s t an t d i r ec t or sha l l r ece i ve (1) a sa l a r y equa l t o t he

d i r ec t or ' s sa l a r y , and (2) a pe r cen t age d i f f e r en t i a l equa l t o one -

ha l f o f t he d i r ec t or ' s d i f f e r en t i a l .

D . Summe r Schoo l Suppor t i ve S t a f f

S t a f f t o prov i de pa r t or f u l l - t i me l i br a r y and / or i ns t ruc t i ona l ma t e r i a l s

se r v i ces may be emp l oyed w i t h i n t he l i m i t s o f ava i l ab l e f unds .

E . Pa r t - t i me Tempor a r y Teache r s (Academ i c and Non - Academ i c )

EFFECT I VE SEPTEMBER 1 , 1976 :

Pay r a t es f or Pa r t - t i me Tempor a r y Teache r s (Academ i c and Non - Academ i c )

emp l oyed on an hour l y bas i s sha l l be based on t he mos t cur r en t Pe r

D i em Ra t es es t ab l i shed f or Subs t i t u t e Teache r s as f o l l ows :

Pe r D i em Ra t e f or Subs t i t u t e Teache r

Pe r D i em Ra t e f or Subs t i t u t e Teache r

Pe r D i em Ra t e f or Subs t i t u t e Teache r



Compensa t i on - Pay Schedu l e f or Pa r t - t i me
Ce r t i f i ca t ed Emp l oyees ( con t i nued )

Hour l y Ra t es sha l l be de r i ved f rom Pe r D i em Ra t es i n accordance w i t h

t he f o l l ow i ng f ormu l a :

Regu l a t i on #5203

' Hour l y Ra t e = Pe r D i em Ra t e - 6 ave r age wor k i ng hour s pe r day

F . Pa r t - t i me Ce r t i f i ca t ed Emp l oyees Des i gna t ed as Coord i na t or s , Pro j ec t
D i r ec t or s or Ass i s t an t Pro j ec t D i r ec t or s

EFFECT I VE SEPTEMBER 1 , 1976 :

Pa r t - t i me Ce r t i f i ca t ed Emp l oyees des i gna t ed as pro j ec t coord i na t or s ,

pro j ec t d i r ec t or s or ass i s t an t pro j ec t d i r ec t or s sha l l be compensa t ed

i n accordance w i t h t he appropr i a t e hour l y or da i l y r a t e f or Ce r t i f i ca t ed

Pa r t - t i me Tempor a r y Teache r (Academ i c ) or Pa r t - t i me Tempor a r y Teache r

(Non - Academ i c ) p l us an 8% d i f f e r en t i a l .

G . Pe r D i em Pay Ra t es f or Subs t i t u t e Teache r s

Pe r d i em r a t es f or subs t i t u t e t eache r s sha l l be based on t he annua l

sa l a r y r a t e es t ab l i shed f or t he appropr i a t e sa l a r y c l ass and s t ep

on t he mos t cur r en t t eache r s ' sa l a r y schedu l e as f o l l ows :

Subs t i t u t e Teache r I

�

C l ass I , En t r y S t ep

Subs t i t u t e Teache r I I

�

C l ass I I , En t r y S t ep

Subs t i t u t e Teache r I I I

�

C l ass I I I , En t r y S t ep

Pe r D i em r a t es sha l l be de r i ved f rom annua l r a t es i n accordance w i t h

t he f o l l ow i ng f ormu l a :

Pe r D i em Ra t e - Annua l Sa l a r y Ra t e : 12 Mon t hs e 21 Ave r age Wor k i ng
Days Pe r Mon t h

*NOTE : Hour l y r a t e i s based on s t uden t con t ac t t i me exc l us i ve o f pr epa r a t i on

t i me , l unch br eak , r ecess , e t c .
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Compensa t i on - Pay Schedu l e f or Pa r t - t i me
Ce r t i f i ca t ed Emp l oyees ( con t i nued )

H . Pr i nc i pa l s / Supe r v i sor s o f Adu l t Educa t i on Summe r Progr am

The ex i s t i ng compensa t i on gu i de l i nes f or pr i nc i pa l s / supe r v i sor s o f

Adu l t Educa t i on Summe r Progr ams sha l l r ema i n i n e f f ec t w i t h t he mod i f i -

ca t i on t ha t t he t eache r hour l y pay r a t e used f or t h i s compu t a t i ona l

purpose sha l l no t exceed $7 . 50 pe r hour .

I . Compensa t i on f o r Spec i a l t y I ns t ruc t or s

Compensa t i on f or spec i a l t y i ns t ruc t or s f or t he t each i ng se r v i ces pe r

pe r i od / un i t / cour se sha l l be de t e rm i ned by t he Depa r t men t .

J . Da i l y Pay Ra t es f or Subs t i t u t e Schoo l Adm i n i s t r a t or s and Subs t i t u t e

Twe l ve - Mon t h Educa t i ona l O f f i ce r s

E f f ec t i ve Ju l y 1 , 1989 , da i l y pay r a t es f or subs t i t u t e schoo l adm i n i s t r a t or s

and subs t i t u t e t we l ve - mon t h educa t i ona l o f f i ce r s sha l l be based on

t he annua l sa l a r y r a t es f rom t he cur r en t educa t i ona l o f f i ce r s , sa l a r y

schedu l es as f o l l ows :

10 - Mon t h Sa l a r y Schedu l e

V i ce Pr i nc i pa l s :

�

Appropr i a t e Sa l a r y Range For Pos i t i on , En t r y
S t ep

Pr i nc i pa l s :

�

Appropr i a t e Sa l a r y Range For Pos i t i on , En t r y
S t ep

12 - Mon t h Sa l a r y Schedu l e

D i s t r i c t and S t a t e
Educa t i ona l O f f i ce r s :

�

Appropr i a t e Sa l a r y Range For Pos i t i on ,
En t r y S t ep

Da i l y pay r a t es sha l l be de r i ved f rom t he annua l sa l a r y r a t es i n accordance

w i t h t he f o l l ow i ng f ormu l a :

Da i l y Pay Ra t e = Annua l Sa l a r y Ra t e e 12 Mon t hs - 21 Ave r age
Wor k i ng Days Pe r Mon t h

Subs t i t u t e educa t i ona l o f f i ce r s who wor k one - ha l f o f t he r egu l a r wor k

day sha l l be pa i d one - ha l f o f t he da i l y pay r a t e .
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SPEC I AL COMPENSAT I ON

COMPENSAT I ON

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5204

' A . Teache r s

The Depa r t men t may prov i de add i t i ona l compensa t i on ( sa l a r y d i f f e r en -

t i a l s ) t o t he bas i c sa l a r y o f t eache r s f or spec i a l ass i gnmen t s , f or

add i t i ona l du t i es and r espons i b i l i t i es , or f or add i t i ona l t i me wor ked

as au t hor i zed by t he Boa rd o f Educa t i on .

B . Gr ade Leve l and Depa r t men t Cha i rpe r sons

Gr ade l eve l and depa r t men t cha i rpe r sons sha l l be know l edgeab l e and

capab l e t eache r s who a r e ab l e t o prope r l y ca r r y ou t t he du t i es and

r espons i b i l i t i es o f t he pos i t i on . L i br a r i ans and r eg i s t r a r s sha l l

no t se r ve as gr ade l eve l or depa r t men t cha i rpe r sons .

Counse l or s may be compensa t ed as counse l i ng depa r t men t cha i rpe r sons

bu t no t as gr ade l eve l cha i rpe r sons or cha i rpe r sons o f o t he r depa r t men t s .

1 . Gr ade Leve l Cha i rpe r sons (E l emen t a r y )

Gr ade l eve l cha i rpe r sons sha l l be compensa t ed w i t h sa l a r y d i f f e r en -

t i a l s i n accordance w i t h t he f o l l ow i ng :

E l emen t a r y Schoo l s (K- 6)

*Less t han t hr ee may be ass i gned t o a schoo l on t he r ecommenda t i on
o f t he pr i nc i pa l and d i s t r i c t supe r i n t enden t
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S i ze o f
I ns t ruc t i ona l S t a f f

No .
No t

o f
t o
Cha i rpe r sons

Exceed*
E f f ec t i ve 9 / 1 / 88

Compensa t i on

1 - 14 . . . . . . . . . . . 3 . . . . . . . . $ 836 pe r yea r
15 - 16 . . . . . . . . . . . 5
17 - 20 . . . . . . . . . . . 6
21 - 35 . . . . . . . . . . . 7 . . . . . . . . . . . .

36 and ove r . . . . . . . . . 7 . . . . . . . . $1 , 036 pe r yea r



Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

2 . Depa r t men t Cha i r pe r sons (Seconda r y )

sa l a r y d i f f e r en t i a l s i n accordance w i t h t he f o l l ow i ng :

Second a r y Schoo l s

Regu l a t i on # 520 4

A spec i a l educa t i on depa r t men t cha i rpe r son may be se l ec t ed i n a

schoo l whe r e t he r e a r e t hr ee or mor e spec i a l educa t i on t eache r s .

A t t he e l emen t a r y l eve l , i f t he schoo l qua l i f i es , t h i s cha i rpe r son

sha l l be i n add i t i on t o t he en t i t l ed numbe r o f gr ade l eve l cha i rpe r sons .

Depa r t men t cha i rpe r sons sha l l be a l l oca t ed and compensa t ed w i t h

No . o f Sec t i ons

�

E f f ec t i ve 9 / 1 / 88
o f a Sub j ec t

�

No . o f Cha i rpe r sons

�

Compensa t i on

1 - 17 " . . . . . . . . . . . 0 . . . . . . . . $0
18 - 42

�

. . . . . . . . . . . 1 . . . . . . . . $ 836 pe r yea r
43 and ove r

�

. . . . . . . . . 1 . . . . . . . . $1 , 036 pe r yea r

*Comb i na t i on depa r t men t s as pr esc r i bed i n Rev i sed Depa r t men t Procedur es
Ce r t i f i ca t ed Pe r sonne l 1 , may be es t ab l i shed on l y f or good cause
as r ecommended by t he pr i nc i pa l t hrough t he d i s t r i c t supe r i n t enden t
t o t he O f f i ce o f Pe r sonne l Se r v i ces .

3 . Se l ec t i on Appo i n t men t and Rep l acemen t o f Gr ade Leve l and Depa r t men t
Cha i r pe r s ons

As necessa r y , t he pr i nc i pa l o f a schoo l sha l l appo i n t and r ep l ace

gr ade l eve l and depa r t men t cha i rpe r sons i n t he schoo l . A f f ec t ed

t eache r s i n each depa r t men t or gr ade l eve l sha l l r ecommend i n wr i t i ng

t he names o f cand i da t es f or t he pos i t i on o f t he cha i rpe r sons .

4 . R - 8 , K- 9 , K- 12

Pr i nc i pa l s o f schoo l s w i t h a mu l t i p l e organ i za t i on s t ruc t ur e or

add i t i ona l gr ade l eve l s may e l ec t t o use B l and B2 , or e i t he r ,

i n de t e rm i n i ng t he numbe r o f Depa r t men t / gr ade l eve l cha i rpe r sons

w i t h t he compensa t i on as es t ab l i shed f or such .



Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

C . O t he r Sa l a r y D i f f e r en t i a l s :

Beg i nn i ng Sep t embe r 1 , 1987 t he f o l l ow i ng sa l a r y d i f f e r en t i a l s sha l l

be i n e f f ec t :

Voca t i ona l Agr i cu l t ur e Teache r

Regu l a t i on #5204

La rge Fa rm . . . . . . . . . . . . . . . . . . . . . $1 , 000 pe r yea r
Sma l l Fa rm . . . . . . . . . . . . . . . . . . . . . $ 800 pe r yea r

Dr ama Coord i na t or ( exc l udes
Lea rn i ng Cen t e r Dr ama Coord i na t or s ) . . . . . . . . . $ 800 pe r yea r

D . Compensa t i on f or Coach i ng A t h l e t i cs

1 . E l i g i b i l i t y f or Ex t r a Compensa t i on : I n gene r a l , approva l o f a l l o t -

men t s f or a pa r t i cu l a r spor t w i l l depend upon whe t he r or no t t he

spor t i s l eague - sponsor ed and i f t he schoo l i nvo l ved i s cons i de r ed

r eady t o en t e r a Beam i n t h i s l eague - sponsor ed spor t .

a . Regu l a r t eache r s des i gna t ed as coaches when r ecommended by t he

pr i nc i pa l and approved by t he d i s t r i c t supe r i n t enden t w i l l be

e l i g i b l e f or ex t r a compensa t i on as prov i ded by t he approved

schedu l e .

b . Coaches who a r e no t r egu l a r t eache r s . Upon approva l o f t he

d i s t r i c t supe r i n t enden t , i nd i v i dua l s who a r e no t r egu l a r t eache r s

may be emp l oyed as coaches . These pe r sons mus t f i l e t he f orms

r equ i r ed by t he O f f i ce o f Pe r sonne l Se r v i ces , Depa r t men t o f

Educa t i on .

Beg i nn i ng Sep t embe r 1 , 1988 t he f o l l ow i ng sa l a r y d i f f e r en t i a l s sha l l

be i n e f f ec t :

Schoo l L i br a r i an . . . . . . . . . . . . . . . . . . . $ 611 pe r yea r
Reg i s t r a r . . . . . . . . . . . . . . . . . . . . . . . $1 , 036 pe r yea r
I n t e rmed i a t e Band Teache r . . . . . . . . . . . . . . $ 586 pe r yea r

H i gh Schoo l Band Teache r . . . . . . . . . . . . . . . $ 736 pe r yea r



Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

2 . Compensa t i on Schedu l es
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A l l o t men t s w i l l be i ssued i n t he amoun t s and t o t he i nd i v i dua l s

des i gna t ed on t he approved l i s t o f pos i t i ons . The O f f i ce o f Pe r sonne l

Se r v i ces w i l l no t des i gna t e mor e t han one pe r son f or each pos i t i on

and t he O f f i ce o f Bus i ness Se r v i ces w i l l no t d i v i de S t a t e a l l o t men t s .

3 . O t he r Se r v i ces_ Re l a t ed t o t he A t h l e t i c Prog_r am

Schoo l s may use schoo l f unds t o pay f or se r v i ces r e l a t ed t o t he

a t h l e t i c progr am prov i ded such se r v i ces have been approved by t he

r espec t i ve d i s t r i c t supe r i n t enden t . Such se r v i ces may i nc l ude

a t eam phys i c i an , t r a i ne r , po l i ce pro t ec t i on , e t c . , as r equ i r ed

and approved .

Based on t he va r i ab l e na t ur e and sour ces o f schoo l f unds , i t i s

r ecogn i zed t ha t such se r v i ces mus t o f t en be ob t a i ned on a vo l un t a r y

bas i s , t hus , compensa t i on r a t es and / or amoun t s need no t con f orm

t o pr eva i l i ng c i v i l se r v i ce or o t he r es t ab l i shed pay c l ass i f i ca t i on

sys t ems bu t may be based on l eague r a t es and / or such amoun t s as

mu t ua l l y agr eeab l e t o t he prov i de r o f such se r v i ces . Compensa t i on

r a t es and / or amoun t s , as a gene r a l gu i de , shou l d no t exceed compa r ab l e

m i n i mum c i v i l se r v i ce pay r a t es and sha l l be es t ab l i shed by t he

pr i nc i pa l or a t h l e t i c d i r ec t or pr i or t o t he s t a r t o f se r v i ces .

4 . D i r ec t Sour ces o f Ex t r a Compensa t i on L i m i t ed t o S t a t e and Schoo l
Funds

a . A l l coaches w i l l r ece i ve a l l ex t r a r emune r a t i on d i r ec t l y f rom

S t a t e Funds .

b . Commun i t y con t r i bu t i ons a r e t o be c r ed i t ed t o schoo l A t h l e t i c

Funds and adm i n i s t e r ed t hrough t he A t h l e t i c budge t .



Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

5 . Head Coach i ng Load

Two non - concur r en t spor t s pe r yea r i s t he max i mum a l l owab l e l oad

wh i ch w i l l pe rm i t e f f ec t i ve coach i ng a l ong w i t h e f f ec t i ve t each i ng

i n t he r egu l a r t each i ng ass i gnmen t . The r e f or e , no head coach w i l l

r ece i ve mor e t han t wo a l l o t men t s . When necessa r y , excep t i ons may

be gr an t ed upon approva l o f t he d i s t r i c t supe r i n t enden t and Supe r i n t enden t .

Jus t i f i ca t i on f or excep t i on and approva l w i l l be made a ma t t e r

o f r ecord and w i l l i nc l ude an exp i r a t i on da t e . Head coaches may

se r ve as ass i s t an t coaches i n add i t i on t o t he t wo head coach i ng

l oads a l l owab l e upon t he pr i nc i pa l ' s r ecommenda t i on and approva l

o f t he d i s t r i c t supe r i n t enden t .
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6 . Schedu l e

E f f ec t i ve 9 / 1 / 90
Ra t e Pe r Yea r

S t a t e Funds

A t h l e t i c D i r ec t or . . . . . . . . . . . . . . . . . . . . $2 , 147
Ass i s t an t A t h l e t i c D i r ec t or . . . . . . . . . . . . . . . 1 , 112

E f f ec t i ve 9 / 1 / 90
Ra t e Pe r Season

Vo l l eyba l l
Sen i or Head Coach , Boys . . . . . . . . . . . . . . . . . $1 , 543
Sen i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 1 , 543
Sen i or Head Coach , Boys 6 G i r l s . . . . . . . . . . . . . 1 , 678
Sen i or Ass t . Coach , Boys . . . . . . . . . . . . . . . . 926

Sen i or Ass t . Coach , G i r l s . . . . . . . . . . . . . . . . 92 6
Jun i or Head Coach , Boys . . . . . . . . . . . . . . . . . 1 , 003
Jun i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 1 , 003
Jun i or Ass t . Coach , Boys . . . . . . . . . . . . . . . . 772

Jun i or Ass t . Coach , G i r l s . . . . . . . . . . . . . . . . 772

E f f ec t i ve 9 / 1 / 90
Ra t e Pe r Season

Bow l i ng
Sen i or Head Coach , Boys . . . . . . . . . . . . . . . . . $ 872

Sen i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 872
Sen i or Head Coach , Boys 6 G i r l s . . . . . . . . . . . . . 1 , 007
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Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

Schedu l e S t a t e Funds

Cross Coun t r y
Sen i or Head Coach , Boys . . . . . . . . . . . . . . . . . $ 872
Sen i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 872
Sen i or Head Coach , Boys & G i r l s . . . . . . . . . . . . . 1 , 007
Sen i or Ass t . Coach , Boys . . . . . . . . . . . . . . . . 523
Sen i or Ass t . Coach , G i r l s . . . . . . . . . . . . . . . . 523

Foo t ba l l
Sen i or Head Coach . . . . . . . . . . . . . . . . . . . . $2 , 013
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 208
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 208
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 208
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 208
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 208
sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 208
Jun i or Head Coach . . . . . . . . . . . . . . . . . . . . 1 , 308
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . 1 , 007
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 007
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . $1 , 007
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 007
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 007

Socce r
Sen i or Head Coach , Boys . . . . . . . . . . . . . . . . . $1 , 543
Sen i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 1 , 543
Sen i or Ass t . Coach , Boys . . . . . . . . . . . . . . . . 926
Sen i or Ass t . Coach , G i r l s . . . . . . . . . . . . . . . . 926
Jun i or Head Coach , Boys . . . . . . . . . . . . . . . . . 1 , 003
Jun i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 1 , 003
Jun i or Ass t . Coach , Boys . . . . . . . . . . . . . . . . 772
Jun i or Ass t . Coach , G i r l s . . . . . . . . . . . . . . . . 772

Sw i mm i ng & D i v i ng
Sen i or Head Coach , Boys . . . . . . . . . . . . . . . . . $1 , 543
Sen i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 1 , 543
Sen i or Head Coach , Boys 6 G i r l s . . . . . . . . . . . . . 1 , 678
Sen i or Ass t . Coach , Boys . . . . . . . . . . . . . . . . 926
Sen i or Ass t . Coach , G i r l s . . . . . . . . . . . . . . . . 926

E f f ec t i ve 9 / 1 / 90
Ra t e Pe r Season

R i f l e r y
Sen i or Head Coach , Boys . . . . . . . . . . . . . . . . . $ 872
Sen i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 872
Sen i or Head Coach , Boys & G i r l s . . . . . . . . . . . . . 1 , 007
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5200 - 2 9

Schedu l e

Baske t ba l l

S t a t e Funds

Sen i or Head Coach , Boys . . . . . . . . . . . . . . . . . $1 , 543
Sen i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 1 , 543
Sen i or Ass t . Coach , Boys . . . . . . . . . . . . . . . . 926
Sen i or Ass t . Coach , G i r l s . . . . . . . . . . . . . . . . 926
Jun i or Head Coach , Boys . . . . . . . . . . . . . . . . . 1 , 003
Jun i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 1 , 003
Jun i or Ass t . Coach , Boys . . . . . . . . . . . . . . . . 772
Jun i or Ass t . Coach , G i r l s . . . . . . . . . . . . . . . . 772
Jun i or - Sen i or Head Coach , Boys . . . . . . . . . . . . . 1 , 678
Jun i or - Sen i or Head Coach , G i r l s . . . . . . . . . . . . . 1 , 678

Wr es t l i ng
Sen i or Head Coach . . . . . . . . . . . . . . . . . . . . $1 , 543
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 926
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 926
Jun i or Head Coach . . . . . . . . . . . . . . . . . . . . 1 , 003
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 772

_Go l f
Sen i or Head Coach . . . . . . . . . . . . . . . . . . . . $ 872

Tenn i s
Sen i or Head Coach , Boys . . . . . . . . . . . . . . . . . $ 872
Sen i or Head Coach , G i r l s . . . . . . . . . . . . . . . . 872
Sen i or Head Coach , Boys 6 G i r l s . . . . . . . . . . . . . 1 , 007

Baseba l l
Sen i or Head Coach . . . . . . . . . . . . . . . . . . . . $1 , 543
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 926
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 926
Jun i or Head Coach . . . . . . . . . . . . . . . . . . . . 1 , 003
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 772
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 772

E f f ec t i ve 9 / 1 / 90
Ra t e Pe r Season

Tr ack s F i e l d
Jun i or - Sen i or Head Coach , Boys . . . . . . . . . . . . . $1 , 543
Jun i or - sen i or Head Coach , G i r l s . . . . . . . . . . . . . 1 , 543
Jun i or - Sen i or Head Coach , Boys 6 G i r l s . . . . . . . . . 1 , 678
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Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

Schedu l e

Tr ack s F i e l d

S t a t e Funds

Ass i s t an t Coach , Boys . . . . . . . . . . . . . . . . . . $ 926
Ass i s t an t Coach , Boys . . . . . . . . . . . . . . . . . . 926
Ass i s t an t Coach , Boys . . . . . . . . . . . . . . . . . . 926
Ass i s t an t Coach , G i r l s . . . . . . . . . . . . . . . . . 926
Ass i s t an t Coach , G i r l s . . . . . . . . . . . . . . . . . 926
Ass i s t an t Coach , G i r l s . . . . . . . . . . . . . . . . . 926

G i r l s So f t ba l l
Sen i or Head Coach . . . . . . . . . . . . . . . . . . . . $1 , 543
sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 926
Sen i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 926
Jun i or Head Coach . . . . . . . . . . . . . . . . . . . . 1 , 003
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 772
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 772

Gymnas t i cs
Head Coach , Boys . . . . . . . . . . . . . . . . . . . . 5 872
Head Coach , G i r l s . . . . . . . . . . . . . . . . . . . . 872
Head Coach , Boys s G i r l s . . . . . . . . . . . . . . . . 1 , 007

So f t Tenn i s
Head Coach , Boys . . . . . . . . . . . . . . . . . . . . $ 872
Head Coach , G i r l s . . . . . . . . . . . . . . . . . . . . 872
Head Coach , Boys & G i r l s . . . . . . . . . . . . . . . . 1 , 007

_Judo
Head Coach , Boys . . . . . . . . . . . . . . . . . . . . $1 , 543
Head Coach , G i r l s . . . . . . . . . . . . . . . . . . . . 1 , 543
Head Coach , Boys s G i r l s . . . . . . . . . . . . . . . . 1 , 007
Ass i s t an t Coach , Boys . . . . . . . . . . . . . . . . . . 926
Ass i s t an t Coach , G i r l s . . . . . . . . . . . . . . . . . 926

E f f ec t i ve 9 / 1 / 90
Ra t e Pe r Yea r

Pep Squad
Va r s i t y Coach . . . . . . . . . . . . . . . . . . . . . . $1 , 543
Jun i or Ass t . Coach . . . . . . . . . . . . . . . . . . . 1 , 003

S t r eng t h
Powe r Coach . . . . . . . . . . . . . . . . . . . . . . . $1 , 543



Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

E . Ex t r a Compensa t i on f or Supe r v i sor s o f I n t r amur a l A t h l e t i cs

1 . E l i - i b i l t y - f or Ex t r a Compens a t i on

Regu l a t i on #5204

a . Regu l a r Teache r s des i gna t ed as i n t r amur a l supe r v i sor s by t he

pr i nc i pa l s and approved by t he d i s t r i c t supe r i n t enden t w i l l

be e l i g i b l e f or ex t r a compensa t i on as ou t l i ned i n t h i s prov i s i on .

b . Th i s prov i s i on i s l i m i t ed t o schoo l s w i t h enro l l men t o f a t l eas t

100 (Sep t embe r enro l l men t ) i n gr ade 7 and above wh i ch conduc t

yea r - round i n t r amur a l progr ams a t l eas t t w i ce a week dur i ng

non - i ns t ruc t i ona l hour s (m i d - morn i ng r ecess , l unch r ecess and

a f t e r schoo l ) .

c . I n t r amur a l a l l o t men t s w i l l s t a r t w i t h Oc t obe r 1 and end may 30 .

d . An i nd i v i dua l may no t r ece i ve a h i gh schoo l coach i ng a l l o t men t

and an i n t r amur a l supe r v i sor a l l o t men t concur r en t l y . An excep t i on

may be gr an t ed upon approva l o f t he D i s t r i c t Supe r i n t enden t .

Jus t i f i ca t i on f or t he excep t i on and approva l sha l l be made a

ma t t e r o f r ecord and mus t i nc l ude an exp i r a t i on da t e .

2 . Compensa t i on Schedu l e

�

-

�

Ra t e_ Pe r Mon t h

Supv . i n a schoo l w i t h t wo or mor e
$61 pe r mon t h

71 pe r mon t h

F . Ex t r a Compensa t i on f or Pe r sonne l Pe r f orm i ng Spec i a l Du t i es

The f o l l ow i ng pe r sonne l may be pa i d a sa l a r y d i f f e r en t i a l as approved

by t he Boa rd :

1 . Beg i nn i ng Teache r Supe r v i sor .

2 . The supe r v i s i ng t eache r f or t he Hawa i i Schoo l f or t he Dea f and

t he B l i nd a t t he annua l r a t e o f $1297 .

i n t r amur a l supe r v i sor s . . . . . . . . . . . . . . . . . .

Supv . i n a schoo l w i t h on l y one
i n t r amur a l supe r v i sor . . . . . . . . . . . . . . . . . .



Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

3 . Teache r s i n cha rge o f c l asses f or excep t i ona l ch i l dr en wh i ch a r e

ope r a t ed as ex t ens i ons o f d i s t r i c t o f f i ces .

4 . The supe r v i s i ng t eache r o f t he c r i pp l ed ch i l dr en ' s un i t or un i t s .

5 . Teache r p l aced i n cha rge o f t he schoo l dur i ng t he t empor a r y absence

o f t he pr i nc i pa l .

6 . Teache r i n cha rge o f N i i hau Schoo l .

7 . Teache r p l aced i n cha rge o f a schoo l annex l oca t ed away f rom t he

r egu l a r campus .

S . O t he r spec i a l s i t ua t i ons approved by t he Boa rd o f Educa t i on .

G . Educa t i ona l O f f i ce r s

1 . Educa t i ona l o f f i ce r s can be h i r ed on spec i a l con t r ac t s t o pe r f orm

consu l t an t wor k or pe r sona l se r v i ces f or t he Depa r t men t prov i ded

t he wor k or se r v i ce pe r f ormed i s no t an ex t ens i on or con t i nua t i on

o f t he i r norma l , r egu l a r wor k . Such wor k or se r v i ce sha l l be

ou t s i de t he scope and r espons i b i l i t i es o f t he i r r egu l a r , norma l

wor k wh i l e comp l y i ng f u l l y w i t h S t a t e E t h i cs Comm i ss i on l aws and

i mp l emen t i ng r egu l a t i ons .

2 . Educa t i ona l o f f i ce r s may no t r ece i ve add i t i ona l compensa t i on f rom

t he Depa r t men t f or o t he r r e l a t ed du t i es wh i ch t hey assume or f or

wor k pe r f ormed beyond t he i r norma l wor kday . (Examp l e : Pr i nc i pa l s

and v i ce - pr i nc i pa l s may no t r ece i ve s t i pends or d i f f e r en t i a l s f or

se r v i ng as a depa r t men t head , gr ade l eve l cha i rpe r son , r eg i s t r a r ,

a t h l e t i c d i r ec t or , coach , e t c . )

Excep t i on : Educa t i ona l o f f i ce r s may r ece i ve pay f or t each i ng or

se r v i ng on t he s t a f f o f t he Adu l t Educa t i on and A+ Progr ams .

5200 - 3 2
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Compensa t i on - Spec i a l Compensa t i on ( con t i nued )

3 . vaca t i on , Ho l i day and Weekend Wor k

Regu l a t i on 85204

Educa t i ona l o f f i ce r s sha l l no t be ass i gned du t i es dur i ng t he i r

vaca t i on un l ess t hey agr ee t o pe r f orm such du t i es and a r e compensa t ed

as f o l l ows :

a . Educa t i ona l o f f i ce r s on t he t en (10) mon t h sa l a r y schedu l e sha l l

be compensa t ed f or any wor k t hey pe r f orm dur i ng t he i r vaca t i ons

a t t he i r r egu l a r r a t e o f pay f or each day o f wor k ass i gned .

b . on t he au t hor i za t i on o f t he Supe r i n t enden t , educa t i ona l o f f i ce r s

on t he t we l ve (12) mon t h sa l a r y schedu l e may be ca l l ed t o du t y

be f or e t he exp i r a t i on o f any gr an t ed vaca t i on . I n such even t ,

compensa t i on sha l l be f or a l l wor k pe r f ormed a t t he r a t e o f

one and one - ha l f (1 - 1 / 2) t i mes t he r egu l a r r a t e o f pay dur i ng

such pe r i od se r v i ces a r e r equ i r ed and sha l l be gr an t ed unused

vaca t i on days a t a t i me mu t ua l l y agr eed upon .

c . A l l educa t i ona l o f f i ce r s who a r e r eques t ed t o pe r f orm du t i es

on weekends sha l l be g i ven compensa t or y t i me o f f f or a l l hour s

wor ked wh i ch mus t be t aken w i t h i n s i x (6) mon t hs .

d . A l l educa t i ona l o f f i ce r s who a r e r eques t ed t o pe r f orm du t i es

on ho l i days sha l l be pa i d a t t he i r r egu l a r r a t e o f pay f or a l l

hour s wor ked .

4 . I n f orma l Pe r sona l Leave

Educa t i ona l o f f i ce r s on t he t en (10) mon t h sa l a r y schedu l e may

be gr an t ed t i me o f f w i t h pay t o a t t end t o i mpor t an t pe r sona l and

f am i l y ob l i ga t i ons t ha t can on l y be t r ansac t ed dur i ng wor k hour s .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 8 / 75 ; Rev i ewed 1 / 76 ; Amended 10 / 78 ;
Amended 3 / 80 ; Amended 8 / 80 ; Amended 6 / 82 ; Amended 6 / 86 ; Amended 11 / 88
Amended 8 / 90 ; Amended 6 / 91 ; Amended 3 / 93
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PROCEDURE : PROCESS I NG PAYROLL CERT I F I CAT I ON FOR ATHLET I C D I RECTORS , ATHLET I C
COACHES AND I NTRAMURAL SUPERV I SORS

REFERENCE : REGULAT I ON #5204

Procedur e #5204

FORMS

�

BUS I NESS FORM 435 (APPL I CAT I ON FOR H I GH SCHOOL COACH I NG ALLOTMENTS)

BUS I NESS FORM 435a (APPL I CAT I ON FOR EXTRA COMPENSAT I ON FOR
I NTRAMURAL SUPERV I SORS)

BUS I NESS FORM 435b (REQUEST FOR REPLACEMENT OR ADD I T I ON OF COACHES /
ADD I T I ON TO OTHER L I ST OF SERV I CES RELATED
TO THE ATHLET I C PROGRAM)

RESPONS I B I L I T I ES :

1 . PR I NC I PAL

a . Adm i n i s t e r s appropr i a t e r egu l a t i ons f or coaches and i n t r amur a l

supe r v i sor s a t t he schoo l .

b . Ob t a i ns r equ i r ed pr eemp l oymen t f orms f rom non - t eache r coaches .

c . Comp l e t es and subm i t s appropr i a t e f orms t o d i s t r i c t o f f i ce t o appo i n t

a t h l e t i c d i r ec t or s , coaches and i n t r amur a l supe r v i sor s a t t he schoo l .

2 . D I STR I CT SUPER I NTENDENT

a . Adm i n i s t e r s appropr i a t e r egu l a t i ons and procedur es f or coaches

and i n t r amur a l supe r v i sor s w i t h i n t he d i s t r i c t .

b . Rev i ews and approves subm i t t ed appo i n t men t s and d i s t r i bu t es f orms

as pe r d i s t r i bu t i on i ns t ruc t i ons on f orms .

3 . OFF I CE OF PERSONNEL SERV I CES

Processes pay ro l l ce r t i f i ca t i on as appropr i a t e .

Adop t ed 10 / 74 ; Amended 6 / 86
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PROCEDURE : REQUEST I NG EDUCAT I ONAL OFF I CER SERV I CES DUR I NG VACAT I ON AND
HOL I DAYS

REFERENCE : REGULAT I ON #5204

FORM NONE

RESPONS I B I L I T I ES :

1 . ASS I STANT SUPER I NTENDENT (D I STR I CT SUPER I NTENDENT)

*Subm i t s wr i t t en r eques t f or au t hor i za t i on by t he Supe r i n t enden t t o

ca l l an educa t i ona l o f f i ce r t o du t y dur i ng h i s / he r vaca t i on pe r i od

or on a ho l i day . S t a t es r easons , exp l a i ns urgency and prov i des o t he r

pe r t i nen t i n f orma t i on f or t he Supe r i n t enden t ' s r ev i ew .

2 . SUPER I NTENDENT

a . Approves or d i sapproves r eca l l o f educa t i ona l o f f i ce r .

b . Takes appropr i a t e ac t i on .

3 . ASS I STANT SUPER I NTENDENT / D I STR I CT SUPER I NTENDENT

Procedur e #5204 . 1

a . Upon r ece i p t o f au t hor i za t i on f rom t he Supe r i n t enden t , no t i f i es

educa t i ona l o f f i ce r o f such au t hor i za t i on t o pe r f orm du t i es dur i ng

h i s / he r vaca t i on pe r i od or ho l i day .

b . I f educa t i ona l o f f i ce r agr ees and r epor t s t o du t y , processes appropr i a t e

pay ro l l documen t ( s ) t o O f f i ce o f Bus i ness Se r v i ces w i t h a t t ached

copy o f Supe r i n t enden t ' s au t hor i za t i on a f t e r se r v i ces a r e pe r f ormed .

Dup l i ca t e documen t s shou l d be subm i t t ed t o t he O f f i ce o f Pe r sonne l

Se r v i ces .

*NOTE : Reques t f or au t hor i za t i on i s no t necessa r y f or t he t wo - week pe r i od
pr i or t o t he beg i nn i ng o f each schoo l yea r when 10 - mon t h educa t i ona l
o f f i ce r s mus t r epor t t o t he i r schoo l s .

Adop t ed 10 / 74 ; Amended 6 / 86
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PROCEDURE : REQUEST I NG I NFORMAL PERSONAL LEAVE BY TEN - MONTH EDUCAT I ONAL
OFF I CER

REFERENCE : REGULAT I ON #5204

FORM

�

PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

RESPONS I B I L I T I ES :

1 . TEN - MONTH EDUCAT I ONAL OFF I CER

a . Subm i t s Pe r sonne l Form 400a t o t he D i s t r i c t Supe r i n t enden t , g i v i ng

t he r eason f or t i me o f f w i t h pay f or i mpor t an t pe r sona l or f am i l y

ob l i ga t i ons .

b . Prov i des , upon r eques t , add i t i ona l pe r t i nen t i n f orma t i on f or D i s t r i c t

Supe r i n t enden t ' s r ev i ew .

2 . D I STR I CT SUPER I NTENDENT

a . Approves or d i sapproves r eques t and d i s t r i bu t es as d i r ec t ed on

f orm .

b . Prov i des r eason f or den i a l . D i s t r i c t Supe r i n t enden t s sha l l no t

unr easonab l y deny such r eques t s .

3 . OFF I CE OF PERSONNEL SERV I CES

Processes r eques t .

Adop t ed 3 / 93

Procedur e #5204 . 2
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CLASS I F I CAT I ON

ADM I N I STRAT I VE REGULAT I ONS

CLASS I F I CAT I ON OF TEACHERS AND EDUCAT I ONAL OFF I CERS

Regu l a t i on #5205

A l l t eache r s and educa t i ona l o f f i ce r s a r e ass i gned t o sa l a r y c l asses as

prov i ded f or i n t he c l ass i f i ca t i on r egu l a t i ons o f t he Depa r t men t .

A . Requ i r emen t f or Teache r C l asses

1 . C l ass I : A t eache r who does no t mee t t he r equ i r emen t s o f a C l ass I I ,

I I I , I V , V , V I or V I I t eache r as desc r i bed be l ow .

2 . C l ass I I :

�

Bacca l aur ea t e Degr ee f rom an acc r ed i t ed i ns t i t u t i on .

3 . C l ass I I I : Any one o f t he f o l l ow i ng r equ i r emen t s :

a . Bacca l aur ea t e p l us 30 semes t e r hour s ea rned subsequen t l y ;

b . Mas t e r ' s Degr ee ;

c . F i ve - yea r t eache r d i p l oma ; or

d . Pro f ess i ona l t eache r ce r t i f i ca t e i ssued by t he Depa r t men t o f

Educa t i on .

4 . C l ass I V : One yea r i n C l ass I I I and any one o f t he f o l l ow i ng

r equ i r emen t s :

a . Bacca l aur ea t e p l us 45 semes t e r hour s ea rned subsequen t l y ;

b . Mas t e r ' s Degr ee p l us 15 semes t e r hour s ea rned subsequen t l y ;

c . F i ve - yea r t eache r d i p l oma p l us 15 semes t e r hour s ea rned

subsequen t l y ; or

d . Pro f ess i ona l t eache r ce r t i f i ca t e p l us 15 semes t e r hour s ea rned

subsequen t l y .

5 . C l ass V : A Bas i c or Pro f ess i ona l t eache r ce r t i f i ca t e i ssued by t he

Depa r t men t , one yea r i n C l ass I V and any one o f t he f o l l ow i ng

r equ i r emen t s :

a . Bacca l aur ea t e p l us 60 semes t e r hour s ea rned subsequen t l y ;

b . Mas t e r ' s Degr ee p l us 30 semes t e r hour s ea rned subsequen t l y ;

c . F i ve - yea r t eache r d i p l oma p l us 30 semes t e r hour s ea rned

subsequen t l y ; or
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d . Pro f ess i ona l t eache r ce r t i f i ca t e p l us 30 semes t e r hour s ea rned

subsequen t l y .

6 . C l ass V I : A Bas i c or Pro f ess i ona l t eache r ce r t i f i ca t e i ssued by t he

Depa r t men t , one yea r i n C l ass V and any one o f t he f o l l ow i ng

r equ i r emen t s :

a . Bacca l aur ea t e p l us 75 semes t e r hour s ea rned subsequen t l y ;

b . Mas t e r ' s Degr ee p l us 45 semes t e r hour s ea rned subsequen t l y ;

c . F i ve - yea r t eache r d i p l oma p l us 45 semes t e r hour s ea rned

subsequen t l y ; or

d . Pro f ess i ona l t eache r ce r t i f i ca t e p l us 45 semes t e r hour s ea rned

subsequen t l y .

7 . C l ass V I I (Me t hod A) : A C l ass V I I t eache r i s any t eache r who ho l ds a

Bas i c or Pro f ess i ona l Teache r ce r t i f i ca t e i ssued by t he Depa r t men t

and a ce r t i f i ca t e based upon a doc t or a t e f rom an acc r ed i t ed co l l ege

or un i ve r s i t y and who t eaches sub j ec t s i n or r e l a t ed t o h i s / he r

ma j or .

�

(A Doc t or ' s Degr ee , f or t he purpose o f c l ass i f i ca t i on , sha l l

be de f i ned as one wh i ch i s h i ghe r t han a Mas t e r ' s Degr ee and t he

h i ghes t poss i b l e degr ee w i t h i n t he pro f ess i on . )

8 . C l ass V i i (Me t hod B) : A Bas i c or Pro f ess i ona l t eache r ce r t i f i ca t e

i ssued by t he Depa r t men t , one yea r i n C l ass V I and any one o f t he

f o l l ow i ng r equ i r emen t s :

a . Bacca l aur ea t e p l us 96 semes t e r hour s ea rned subsequen t l y ;

b . Mas t e r ' s Degr ee p l us 65 semes t e r hour s ea rned subsequen t l y ;

c . F i ve - yea r t eache r d i p l oma p l us 66 semes t e r hour s ea rned

subsequen t l y ; or

d . Pro f ess i ona l t eache r ce r t i f i ca t e i ssued by t he Depa r t men t o f

Educa t i on p l us 66 semes t e r hour s ea rned subsequen t l y .

B . I n i t i a l En t r y Leve l C l asses : Teache r s may en t e r i n C l asses I , I I , I I I

or V I I (Me t hod A) .
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C . C l ass i f i ca t i on o f Pr i nc i pa l Pos i t i ons

1 . Regu l a r Schoo l and Spec i a l Schoo l Pr i nc i pa l s

Regu l a r schoo l and spec i a l schoo l pr i nc i pa l pos i t i on c l ass i f i ca t i ons

sha l l be based on c r i t e r i a as de l i nea t ed i n t he " Depa r t men t o f

Educa t i on Educa t i ona l O f f i ce r C l ass i f i ca t i on / Compensa t i on Sys t em . "

NOTE : Pr i nc i pa l s o f spec i a l schoo l s w i t h s t uden t boa rde r s a r e

prov i ded w i t h a boa rd i ng schoo l c l ass i f i ca t i on ad j us t men t wh i ch i s

equ i va l en t t o one h i ghe r c l ass i f i ca t i on t han t ha t de t e rm i ned by t he

c r i t e r i a used f or c l ass i f i ca t i on o f spec i a l schoo l pr i nc i pa l s .

2 . Commun i t y Schoo l Pr i nc i pa l s

Commun i t y schoo l pr i nc i pa l c l ass i f i ca t i ons sha l l be based on c r i t e r i a

as de l i nea t ed i n t he " Depa r t men t o f Educa t i on Educa t i ona l O f f i ce r

C l ass i f i ca t i on / Compensa t i on Sys t em . "

D . C l ass i f i ca t i on o f V i ce - Pr i nc i pa l Pos i t i ons

1 . Regu l a r Schoo l and Spec i a l Schoo l V i ce - Pr i nc i pa l s

Regu l a r schoo l and spec i a l schoo l v i ce - pr i nc i pa l pos i t i on

c l ass i f i ca t i ons sha l l be based on c r i t e r i a as de l i nea t ed i n t he

" Depa r t men t o f Educa t i on Educa t i ona l O f f i ce r C l ass i f i ca t i on / Compensa -

t i on Sys t em . "

NOTE : V i ce - Pr i nc i pa l s o f spec i a l schoo l s w i t h s t uden t boa rde r s a r e

prov i ded w i t h a boa rd i ng schoo l c l ass i f i ca t i on ad j us t men t wh i ch i s

equ i va l en t t o one h i ghe r c l ass i f i ca t i on t han t ha t de t e rm i ned by t he

c r i t e r i a used f or c l ass i f i ca t i on o f spec i a l schoo l v i ce - pr i nc i pa l s .

2 . Commun i t y Schoo l V i ce - Pr i nc i pa l s

Commun i t y schoo l v i ce - pr i nc i pa l c l ass i f i ca t i ons sha l l be based on

c r i t e r i a as de l i nea t ed i n t he " Depa r t men t o f Educa t i on Educa t i ona l

O f f i ce r C l ass i f i ca t i on / Compensa t i on Sys t em . "

E . Twe l ve - Mon t h Educa t i ona l O f f i ce r s : Twe l ve - mon t h educa t i ona l o f f i ce r s

sha l l be c l ass i f i ed accord i ng t o t he i r du t i es and r espons i b i l i t i es and

sha l l mee t such r equ i r emen t s de t e rm i ned by t he Depa r t men t .

5200 - 41
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F . Subs t i t u t e Teache r and Pa r t - t i me Tempor a r y Teache r (Academ i c )

(1) E f f ec t i ve da t e o f r ec l ass i f i ca t i on sha l l be t he beg i nn i ng o f

a schoo l semes t e r (Sep t embe r or Janua r y ) .

(2)

�

Rec l ass i f i ca t i on r eques t s mus t be r ece i ved pr i or - t o t he end

o f t he semes t e r .

G . Pa r t - t i me Tempor a r v Teache r (Non - Academ i c )

1 . C l ass i f i ca t i on

a . C l ass I

Less t han Bacca l aur ea t e .

b . C l ass I I

Bacca l aur ea t e Degr ee f rom an acc r ed i t ed i ns t i t u t i on .

c . C l ass I I I

(1) Bacca l aur ea t e p l us 30 semes t e r hour s ea rned subsequen t l y ;

(2) Mas t e r ' s Degr ee ;

(3) F i ve - yea r t eache r d i p l oma ; or

(4) Pro f ess i ona l t eache r ce r t i f i ca t e i ssued by t he Depa r t men t o f

Educa t i on .

2 . Rec l ass i f i ca t i on

a . Cr ed i t s

(1) Cr ed i t s or degr ee mus t be ea rned pr i or t o t he e f f ec t i ve da t e

o f t he r ec l ass i f i ca t i on .

(2) The ma j or i t y (mor e t han one - ha l f o f t he app l i cab l e c r ed i t s

used f or c l ass i f i ca t i on advancemen t ) mus t be Un i ve r s i t y

c r ed i t s .

b . E f f ec t i ve Da t e

1 . C l ass i f i ca t i on
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a . C l ass I

Less t han one yea r (2 semes t e r s ) o f ve r i f i ed sa t i s f ac t or y t each i ng

i n t he Depa r t men t o f Educa t i on .
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2 .

b . C l ass I I

M i n i mum o f one yea r (2 semes t e r s ) o f ve r i f i ed sa t i s f ac t or y

t each i ng i n t he Depa r t men t o f Educa t i on .

c . C l ass I I I

M i n i mum o f t hr ee yea r s (6 semes t e r s ) o f ve r i f i ed sa t i s f ac t or y

t each i ng i n t he Depa r t men t o f Educa t i on . No mor e t han one yea r o f

expe r i ence c r ed i t w i l l be a l l owed f or each schoo l yea r .

Rec l ass i f i ca t i on

a . Teach i ng expe r i ence f or r ec l ass i f i ca t i on mus t be ob t a i ned pr i or t o

t he e f f ec t i ve da t e o f r ec l ass i f i ca t i on .

b . E f f ec t i ve Da t e

(1) E f f ec t i ve da t e o f r ec l ass i f i ca t i on sha l l be t he beg i nn i ng o f

schoo l semes t e r (Sep t embe r or Janua r y ) .

(2) Rec l ass i f i ca t i on r eques t s mus t be r ece i ved pr i or t o t he end

o f t he semes t e r .

H . Reques t f or Regu l a r Teache r Rec l ass i f i ca t i on

Reques t f or r ec l ass i f i ca t i on mus t be subm i t t ed on t he f orm and

w i t h i n t he dead l i ne pr esc r i bed by t he Depa r t men t .

1 . Cr ed i t s

a . Cr ed i t s mus t be ea rned pr i or t o t he e f f ec t i ve da t e o f t he

r ec l ass i f i ca t i on .

b . App l i cab l e c r ed i t s used f or c l ass i f i ca t i on advancemen t may be

Un i ve r s i t y or " B " c r ed i t s .

c . Jun i or co l l ege c r ed i t s a r e accep t ab l e on l y i f t hey a r e compa r ab l e

t o Un i ve r s i t y c r ed i t s ( i . e . , t r ans f e r ab l e as pa r t o f an acc r ed i t ed

bacca l aur ea t e progr am r equ i r emen t ) . Cr ed i t s ea rned f rom t he

Un i ve r s i t y o f Hawa i i Commun i t y Co l l ege Sys t em mus t be a t t he 100

l eve l or h i ghe r .
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2 . E f f ec t i ve Da t e
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a . E f f ec t i ve da t e o f r ec l ass i f i ca t i on sha l l be t he beg i nn i ng o f a

schoo l semes t e r .

b . Sa l a r y ad j us t men t f or r ec l ass i f i ca t i on r eques t s r ece i ved a f t e r t he

l as t pa i d day i n t he schoo l yea r sha l l be e f f ec t i ve t he f o l l ow i ng

schoo l yea r .

I . Educa t i ona l O f f i ce r Rec l ass i f i ca t i on

Rec l ass i f i ca t i on o f a l l educa t i ona l o f f i ce r s sha l l be accomp l i shed

i n accordance w i t h app l i cab l e S t a t e s t a t u t es and Depa r t men t

procedur es .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 8 / 75 ; Amended 8 / 76 ; Amended 6 / 86 ;
Amended 6 / 89 ; Amended 6 / 91 ; Amended 6 / 96



PROCEDURE : RECLASS I F I CAT I ON

REFERENCE : REGULAT I ON #5205 (PARAGRAPH H )

FORMS

�

PERSONNEL FORM 201 (TEACHER ' S REQUEST FORM)

PERSONNEL FORM 16B

�

(EVALUAT I ON OF CERT I F I CAT I ON AND
CLASS I F I CAT I ON STATUS)

PERSONNEL FORM 201a (APPROVAL OF COURSES FOR TEACHER
RECLASS I F I CAT I ON )

Procedur e #5205

RESPONS I B I L I T I ES :

1 . TEACHER

a . Consu l t s w i t h pr i nc i pa l and ob t a i ns approva l o f cour ses , us i ng Form

201a .

b . Subm i t s one copy o f Form 201 t o t he pr i nc i pa l upon mee t i ng t he

necessa r y r equ i r emen t s .

c . A t t aches ve r i f y i ng documen t s* t o Form 201 . Ensur es a ma t ch i ng gr ade

s l i p or t r ansc r i p t f or each cour se l i s t ed .

d . Subm i t s r eques t pr i or t o or w i t h i n s i x t y days a f t e r beg i nn i ng o f t he

semes t e r i n wh i ch r ec l ass i f i ca t i on i s t o t ake e f f ec t . On l y c r ed i t s

comp l e t ed pr i or t o t he beg i nn i ng o f t he semes t e r w i l l be app l i cab l e .

2 . PR I NC I PAL

a . Rev i ews Form 201a and approves / d i sapproves cour ses ; f i l es i n schoo l

pe r sonne l f o l de r .

b . Rev i ews comp l e t ed Form 201 .

c . Checks ve r i f y i ng documen t s t o ensur e comp l e t eness and s i gns Form 201 .

d . Forwa rds Form 201 w i t h a t t achmen t s t o o f f i ce o f Pe r sonne l Se r v i ces .

e . D i s t r i bu t es Eva l ua t i on o f Ce r t i f i ca t i on and C l ass i f i ca t i on S t a t us ,

Form 16B , upon r ece i p t f rom t he O f f i ce o f Pe r sonne l Se r v i ces .

(1) F i l es one copy i n t eache r ' s Pe r sonne l Fo l de r .

(2) Forwa rds one copy t o t he t eache r .

*Ve r i f y i ng documen t s :

�

O f f i c i a l t r ansc r i p t s , gr ade s l i ps or " B " c r ed i t s l i ps .
Documen t s t ha t a r e a l t e r ed ( cu t t i ng , wr i t i ng , e t c . )
w i l l no t be accep t ed .
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3 . OFF I CE OF PERSONNEL SERV I CES

a . Rev i ews and processes a l l r eques t s .

b . D i s t r i bu t es cop i es o f Eva l ua t i on o f Ce r t i f i ca t i on and

S t a t us , Form 16B , t o :

(1) Teache r

(2) Schoo l (Pe r sonne l Fo l de r )

c . Processes Form SF - SA ' s .

�

,

Rev i ewed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 1 / 97
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C l ass i f i ca t i on



COMPENSAT I ON

ADM I N I STRAT I VE REGULAT I ONS

PERSONNEL ACT I ONS AND RESULT I NG PLACEMENT ON THE SALARY SCHEDULE

A . Types o f Pe r sonne l Ac t i ons

1 . Tr ans f e r (La t e r a l )

Regu l a t i on 85206

A t r ans f e r i s any movemen t f rom one pos i t i on t o ano t he r pos i t i on

i n t he same r ange .

2 . Demo t i on

A demo t i on i s a movemen t f rom a pos i t i on o f a h i ghe r sa l a r y r ange

t o a pos i t i on o f a l owe r sa l a r y r ange . A demo t i on may be vo l un t a r y ,

i nvo l un t a r y or f or cause .

a . Vo l un t a r y Demo t i on

Demo t i on t ha t occur s when an emp l oyee i s appo i n t ed t o a pos i t i on

a f t e r app l y i ng f or t he pos i t i on t hrough t he pos i t i on announcemen t

process or when such an emp l oyee o t he rw i se vo l un t a r i l y seeks

and r ece i ves such an appo i n t men t .

b . I nvo l un t a r y Demo t i on

Demo t i on r esu l t i ng because o f t r ans i t i ona l r emova l f rom an appo i n t ed

pos i t i on , i n t e rna l r eorgan i za t i on or demo t i on r esu l t i ng d i r ec t l y

because o f a seve r e emp l oyee hea l t h conce rn .

c . Demo t i on f or Cause

Demo t i on t ha t occur s because o f an educa t i ona l o f f i ce r s documen -

t ed pe r f ormance de f i c i enc i es and / or i l l ega l or i mprope r conduc t

on t he j ob .

3 . Promo t i on

A promo t i on i s a movemen t f rom a pos i t i on o f a l owe r sa l a r y r ange

t o a pos i t i on o f a h i ghe r sa l a r y r ange .



Compensa t i on - Pe r sonne l Ac t i on and Resu l t i ng
P l acemen t on t he Sa l a r y Schedu l e ( con t i nued )

5200 - 4 8

4 . Upwa rd Rep r i c i ng (Educa t i ona l O f f i ce r s )

An upwa rd r epr i c i ng i s t he upwa rd movemen t o f a c l ass o f pos i t i ons

f rom one sa l a r y r ange t o a h i ghe r sa l a r y r ange .

5 . Downwa rd Repr i c i ng (Educa t i ona l O f f i ce r s )

A downwa rd r epr i c i ng i s t he downwa rd movemen t o£ a c l ass o f pos i t i ons

f rom one sa l a r y r ange t o a l owe r sa l a r y r ange .

6 . Promo t i on t o Pr i nc i pa l

A promo t i on t o pr i nc i pa l i s a movemen t f rom a v i ce pr i nc i pa l pos i t i on

t o a pr i nc i pa l pos i t i on .

7 . Tempor a r y Promo t i on

A t empor a r y promo t i on i s a movemen t f rom a pos i t i on o f a l owe r

sa l a r y r ange t o a pos i t i on o f a h i ghe r sa l a r y r ange f or a l i m i t ed

t i me no t t o exceed one yea r .

8 . Rec l ass i f i ca t i on

a . Educa t i ona l O f f i ce r s

Regu l a t i on #5206

A r ec l ass i f i ca t i on o f an educa t i ona l o f f i ce r pos i t i on i s t he

upwa rd or downwa rd movemen t o f a pos i t i on f rom one c l ass t o

ano t he r c l ass on t he bas i s o f changes i n i t s spec i f i c du t i es ,

r espons i b i l i t i es , and / or f ac t or s a f f ec t i ng i t s c l ass i f i ca t i on

f ormu l a .

b . Teache r

A pe r sonne l r ec l ass i f i ca t i on i s an ac t i on t aken t o change t he

e l i g i b i l i t y o f an i nd i v i dua l f or a pos i t i on based on academ i c

accomp l i shmen t , expe r i ence and / or pe r sona l qua l i f i ca t i ons .
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9 . Change i n Wor k Yea r
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A change i n wor k yea r i s a movemen t f rom a t en - mon t h pos i t i on t o

a t we l ve - mon t h pos i t i on or v i ce ve r sa wh i ch may occur s i mu l t aneous l y

w i t h a t r ans f e r , demo t i on , promo t i on , t empor a r y promo t i on or pos i t i on

r ec l ass i f i ca t i on .

B . Sa l a r y P l acemen t Resu l t i ng f rom Pe r sonne l Ac t i ons (Educa t i ona l O f f i ce r s )

Sa l a r y p l acemen t f or educa t i ona l o f f i ce r s r esu l t i ng f rom pe r sonne l

ac t i ons sha l l be made as f o l l ows :

1 . Tr ans f e r (La t e r a l )

An emp l oyee who i s t r ans f e r r ed sha l l r ece i ve no promo t i ona l pay

sa l a r y r ange i nc r ease .

2 . I nvo l un t a r y Demo t i on o f Educa t i ona l O f f i ce r

An educa t i ona l o f f i ce r who i s i nvo l un t a r i l y demo t ed f or r easons

o t he r t han f or cause sha l l have t he sa l a r y de t e rm i ned i n t he f o l l ow i ng

manne r :

a . The educa t i ona l o f f i ce r sha l l be pa i d ( r ed - c i r c l ed ) f or one

yea r a t t he do l l a r amoun t o f t he pr ev i ous sa l a r y p l us any ea rned

i nc r emen t s t ep , l ongev i t y s t ep or l ongev i t y l eg due .

b . A t t he end o f one yea r , t he sa l a r y sha l l be de t e rm i ned by p l acemen t

on t he appropr i a t e s t ep on t he l owe r sa l a r y r ange r e f l ec t i ng

t he ea rned do l l a r amoun t p l us any ea rned annua l i nc r emen t , l ongev i t y

s t ep or l ongev i t y l eg . I n t he even t t ha t t he r e i s no such s t ep ,

t he educa t i ona l o f f i ce r sha l l be p l aced a t t he max i mum s t ep

i n t he l owe r sa l a r y r ange .

5200 - 4 9
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3 . Vo l un t a r y Demo t i on

An educa t i ona l o f f i ce r who i s vo l un t a r i l y demo t ed f or r easons o t he r

t han f or cause sha l l have t he sa l a r y de t e rm i ned by i mmed i a t e p l ace -

men t on t he appropr i a t e s t ep on t he l owe r sa l a r y r ange e f f ec t i ve

on t he da t e o f appo i n t men t and ad j us t ed accord i ng l y f or wor k yea r

changes , i f app l i cab l e .

4 . Demo t i on f or Cause

An educa t i ona l o f f i ce r who i s demo t ed f or cause sha l l have t he

sa l a r y de t e rm i ned by i mmed i a t e p l acemen t on t he appropr i a t e s t ep

on t he l owe r sa l a r y r ange e f f ec t i ve on t he da t e o f demo t i on ac t i on

and ad j us t ed accord i ng l y f or wor k yea r changes , i f app l i cab l e .

5 . Upwa rd Rec l ass i f i ca t i on

The sa l a r y o f an educa t i ona l o f f i ce r whose pos i t i on i s r ec l ass i -

f i ed upwa rd sha l l be ad j us t ed i n accordance w i t h t he prov i s i ons

o f Sec t i on B . 7 be l ow , and t he e f f ec t i ve da t e o f such ad j us t men t

sha l l be as f o l l ows :

a . Regu l a r Schoo l . Pr i nc i pa l s and V i ce - Pr i nc i pa l s

The sa l a r y ad j us t men t o f a r egu l a r schoo l pr i nc i pa l or v i ce -

pr i nc i pa l whose pos i t i on i s r ec l ass i f i ed upwa rd i s r e t roac t i ve

t o t he beg i nn i ng o f t he semes t e r i n wh i ch t he r ec l ass i f i ca t i on

i s made .

b . Spec i a l Schoo l and Commun i t y Schoo l Pr i nc i pa l s and V i ce - Pr i nc i pa l s

The sa l a r y ad j us t men t o f a spec i a l schoo l or commun i t y schoo l

pr i nc i pa l or v i ce - pr i nc i pa l whose pos i t i on i s r ec l ass i f i ed upwa rd
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i s r e t roac t i ve t o t he beg i nn i ng o f t he schoo l yea r i n wh i ch

t he r ec l ass i f i ca t i on i s made .

c . Educa t i ona l O f f i ce r Rec l ass i f i ca t i on by Ac t i on o f t he C l ass i f i ca t i on /

Compensa t i on Appea l s Boa rd

The sa l a r y ad j us t men t f or an educa t i ona l o f f i ce r whose pos i t i on

i s r ec l ass i f i ed by t he Appea l s Boa rd i s r e t roac t i ve t o t he t i me - s t amped

da t e t ha t t he educa t i ona l o f f i ce r ' s l as t r eques t f or c l ass i f i ca t i on

r ev i ew i nc l ud i ng pos i t i on desc r i p t i on upda t e was r ece i ved by

t he O f f i ce o f Pe r sonne l Se r v i ces un l ess t he l eg i s l a t i ve f und i ng

appropr i a t i on des i gna t es a d i f f e r en t da t e .

6 . Downwa rd Rec l ass i f i ca t i on

An i ncumben t educa t i ona l o f f i ce r whose pos i t i on i s r ec l ass i f i ed

downwa rd because o f i n t e rna l r eorgan i za t i on ; because t he s t uden t

enro l l men t o f t he schoo l i n wh i ch s / he i s an adm i n i s t r a t or has

dec l i ned ; because o f changes i n t he l eve l o f du t i es and r espons i b i l i t i es ;

or because o f ad j us t men t s by t he Educa t i ona l O f f i ce r C l ass i f i ca t i on /

Compensa t i on Appea l s Boa rd , sha l l con t i nue t o be pa i d a t t he same

sa l a r y r ange and sha l l r e t a i n t he f orme r pos i t i on t i t l e as l ong

as s / he r ema i ns i n t he a f f ec t ed pos i t i on .

7 . Promo t i on - - Educa t i ona l O f f i ce r

An educa t i ona l o f f i ce r who i s promo t ed sha l l be p l aced on t he h i ghe r

sa l a r y r ange a t t he appropr i a t e s t ep wh i ch r e f l ec t s t he gr an t i ng

o f promo t i ona l r ange ( s ) as f o l l ows :

5200 - 5 1
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NOTE : 1 . Numbe r o f r anges promo t ed i s de t e rm i ned by sub t r ac t i ng

t he o l d sa l a r y r ange f rom t he new sa l a r y r ange .

2 . An educa t i ona l o f f i ce r who r ece i ves a promo t i on t o

pr i nc i pa l sha l l have h i s / he r sa l a r y de t e rm i ned i n t he

same manne r as a promo t i on ( see above ) , or t r ans f e r ( see

B . 1 . ) excep t t ha t s / he sha l l r ece i ve a m i n i mum i nc r ease

o f one i nc r emen t on t he appropr i a t e sa l a r y r ange , bu t

no t exceed i ng t he max i mum s t ep ava i l ab l e . Promo t i ons

sha l l be made on e i t he r t he 10 - mon t h or 12 - mon t h sa l a r y

schedu l e , wh i cheve r i s app l i cab l e .

8 . Vo l un t a r y Demo t i on and For Cause - Educa t i ona l O f f i ce r

An educa t i ona l o f f i ce r who i s vo l un t a r i l y demo t ed or demo t ed f or cause

sha l l be p l aced on t he l owe r sa l a r y r ange r e f l ec t i ng t he demo t i ona l

r anges as f o l l ows :

5200 - 5 2

PROMOT I ONAL PAY RANGE SCHEDULE
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Numbe r o f Ranges Promo t ed Promo t i ona l Pay Ranges

1 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9

10 10
11 11
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A t eache r promo t ed t o educa t i ona l o f f i ce r sha l l be gr an t ed t he

ea rned i nc r emen t and p l aced i n t he l owes t s t ep i n t he sa l a r y r ange

o f t he new pos i t i on wh i ch r e f l ec t s an i nc r ease o f a t l eas t 88 .

i f no such s t ep ex i s t s , sa l a r y p l acemen t sha l l be on t he max i mum

s t ep o f educa t i ona l o f f i ce r pos i t i on c l ass i f i ca t i on .

10 . Tempor a l Promo t i on

a . When an emp l oyee r ece i ves a t empor a r y promo t i on , s / he sha l l

be promo t ed as prov i ded f or i n B . 7 and B . 9 o f t h i s r egu l a t i on .

b . A t t he end o f t he t empor a r y promo t i on , t he emp l oyee sha l l be

r e t urned t o t he sa l a r y r ange and s t ep f rom wh i ch s / he was or i g i na l l y

promo t ed and gr an t ed se r v i ce c r ed i t as i f s / he had no t l e f t

t ha t sa l a r y r ange .

NOTE : I f t he r e a r e t wo or mor e consecu t i ve t empor a r y appo i n t men t s ,

t he sa l a r y r ange and s t ep f rom wh i ch t he emp l oyee was

or i g i na l l y t empor a r i l y promo t ed sha l l con t i nue t o be

used t o adm i n i s t e r t he app l i ca t i on o f B , 106 above .

5200 - 5 3

Numbe r o f Ranges Demo t ed Demo t i ona l Pay Ranges

1 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9
10 10
11 11
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EXCEPT I ON 1 : I f t he emp l oyee i s no t r e t urned t o t he

f orme r pos i t i on bu t i s i ns t ead appo i n t ed

t o a pos i t i on wh i ch r esu l t s i n a demo t i on

f rom t he pos i t i on t o wh i ch s / he was t empor a r i l y

promo t ed , t he sa l a r y sha l l be de t e rm i ned

accord i ng l y w i t h t he mor e advan t ageous

o f t he f o l l ow i ng sa l a r y p l acemen t procedur es :

Me t hod A . Be appropr i a t e l y ( r egu l a r l y

or t empor a r i l y ) promo t ed , demo t ed ,

t r ans f e r r ed f rom t he sa l a r y

r ange and s t ep de t e rm i ned i n

pa r agr aph B , 1Ob above ,

OR

Me t hod B . Be p l aced d i r ec t l y on t he l owe r

sa l a r y r ange on t he appropr i a t e

10 - or 12 - mon t h sa l a r y schedu l e

a t t he same s t ep he l d wh i l e

ass i gned t o t he pos i t i on t o

wh i ch s / he was t empor a r i l y promo t ed .

EXCEPT I ON 2 : I f t he emp l oyee i s no t r e t urned t o t he

f orme r pos i t i on bu t i s i ns t ead appo i n t ed

t o a pos i t i on wh i ch r esu l t s i n a t r ans f e r ,

promo t i on or ano t he r t empor a r y promo t i on

f rom t he pos i t i on t o wh i ch s / he was t empor a r i l y
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promo t ed , s / he sha l l be p l aced d i r ec t l y

on t he appropr i a t e 10 - or 12 - mon t h sa l a r y

schedu l e , t hen appropr i a t e l y ( r egu l a r l y

or t empor a r i l y ) promo t ed or t r ans f e r r ed

f rom t he sa l a r y r ange and s t ep he l d wh i l e

ass i gned t o t he pos i t i on t o wh i ch s / he

was t empor a r i l y promo t ed .

NOTE : Tempor a r y Ass i gnmen t s (T / A ' s ) and

t r a i nee ass i gnmen t s w i l l no t be

used as t he base f or subsequen t

sa l a r y t r ansac t i ons unde r Excep t i on

2 above .

11 . Upwa rd Repr i c i nq

An educa t i ona l o f f i ce r whose pos i t i on i s i n a c l ass wh i ch i s r epr i ced

t o a h i ghe r sa l a r y r ange sha l l be compensa t ed as t hough a promo t i on

has been made i n accordance w i t h t he prov i s i ons o f Sec t i on B . 7

above .

12 . Downwa rd Repr i c i nq

An educa t i ona l o f f i ce r whose pos i t i on i s i n a c l ass wh i ch i s r epr i ced

t o a l owe r sa l a r y r ange sha l l be compensa t ed as t hough an i nvo l un t a r y

demo t i on has been made i n accordance w i t h t he prov i s i ons o f Sec t i on

B . 2 above .
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13 . Change i n Wor k Yea r (10 - mon t h t o 12 - mon t h )
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An emp l oyee who unde rgoes a change i n wor k yea r (10 - mon t h t o 12 - mon t h )

sha l l be appropr i a t e l y promo t ed , demo t ed , t empor a r i l y promo t ed ,

t r ans f e r r ed , e t c . , t hen p l aced on t he cor r espond i ng r ange and s t ep

on t he 12 - mon t h educa t i ona l o f f i ce r ' s sa l a r y schedu l e .

14 . Change i n Wor k Yea r (12 - mon t h t o 10 - mon t h )

An emp l oyee who unde rgoes a change i n wor k yea r (12 - mon t h t o 10 - mon t h )

sha l l be p l aced on t he cor r espond i ng r ange and s t ep on t he 10 - mon t h

educa t i ona l o f f i ce r ' s sa l a r y schedu l e , t hen appropr i a t e l y promo t ed ,

t empor a r i l y promo t ed , t r ans f e r r ed , demo t ed , e t c .

C . Sa l a r y P l acemen t Resu l t i ng f rom Pe r sonne l Rec l ass i f i ca t i on (Teache r s )

A t eache r r ec l ass i f i ed t o t he nex t h i ghe r c l ass sha l l be gr an t ed any

ea rned i nc r emen t s t ep , l ongev i t y s t ep or l ongev i t y l eg due and p l aced

on t he same i nc r emen t s t ep or l ongev i t y s t ep o f t he h i ghe r sa l a r y

r ange o f t he t eache r ' s sa l a r y schedu l e wh i ch r e f l ec t s h i s / he r appropr i a t e

c l ass i f i ca t i on .

Rev i sed 9 / 1 / 70 ; Amended 1 / 7 / 71 ; Amended 7 / 11 / 74 ; Amended 10 / 74 ; Amended 1 / 80 ;
Amended 6 / 86 ; Amended 8 / 89 ; Amended 6 / 93
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COMPENSAT I ON ADM I N I STRAT I ON FOR JUN I OR RESERVE OFF I CER TRA I N I NG CORPS I NSTRUCTORS

A . Jun i or Rese r ve O f f i ce r Tr a i n i ng Corps ( JROTC) I ns t ruc t or s sha l l be

compensa t ed a t pay r a t es no t l ess t han t he amoun t o f t he i r ac t i ve du t y

pay and a l l owance exc l us i ve o f haza rdous du t y pay l ess t he i r r e t i r ed

pay i n accordance w i t h app l i cab l e Army , Navy and / or A i r For ce r egu l a t i ons

and / or Depa r t men t o f De f ense D i r ec t i ve 1205 . 13 . The ac t i ve du t y pay

and a l l owances t o be used i n compu t i ng t he pay o f JROTC i ns t ruc t or s

i nc l ude :

1 . Bas i c pay .

2 . Bas i c a l l owance f or subs i s t ence .

3 . Bas i c a l l owance f or qua r t e r s (BAQ ) and any hous i ng a l l owance au t hor i zed

f or pos t o f ass i gnmen t .

4 . Cos t o f l i v i ng a l l owance au t hor i za t i on f or t he pos t o f ass i gnmen t .

B . The Ass i s t an t Supe r i n t enden t f or Pe r sonne l Se r v i ces sha l l deve l op i mp l emen -

t a t i on procedur es t o adm i n i s t e r r easonab l e mon t h l y and sem i - mon t h l y

pay r a t e au t hor i za t i on and sha l l be au t hor i zed t o se t i nd i v i dua l JROTC

i ns t ruc t or pay r a t es t o ma i n t a i n a f a i r and equ i t ab l e s t anda rd .

Adop t ed 6 / 86

COMPENSAT I ON

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5207
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EDUCAT I ON PROGRAM APPROVAL

L I CENS I NG AND CERT I F I CATON

POL I CY

L I CENS I NG AND CERT I F I CAT I ON PROGRAMS

The Depa r t men t o f Educa t i on sha l l adm i n i s t e r a progr am o f l i cens i ng and
ce r t i f i ca t i on f or Depa r t men t o f Educa t i on emp l oyees f or t he purpose o f con t ro l l i ng i n i t i a l
en t r y i n t o ce r t i f i ca t ed pos i t i ons , assur i ng t he con t i nued , compe t en t pe r f ormance o f
pro f ess i ona l emp l oyees and f ur t he r , r ecogn i z i ng h i gh l eve l s o f compe t ence and
pe r f ormance as f o l l ows :

A . L i censur e progr am f or t eache r s and o t he r pro f ess i ona l emp l oyees i n Co l l ec t i ve
Ba rga i n i ng Un i t 05 i n accordance w i t h s t anda rds es t ab l i shed by t he Hawa i i
Teache r s S t anda rds Boa rd .

B . Ce r t i f i ca t i on progr am f or subs t i t u t e t eache r s , pa r t - t i me t empor a r y t eache r s ,
s t uden t t eache r s , ROTC i ns t ruc t or s , adu l t commun i t y schoo l t eache r s and o t he r
pro f ess i ona l schoo l emp l oyees exc l uded f rom Co l l ec t i ve Ba rga i n i ng Un i t 05
based on Depa r t men t compe t enc i es and s t anda rds .

C . Ce r t i f i ca t i on progr am f or schoo l adm i n i s t r a t or s and o t he r educa t i ona l o f f i ce r s i n
t he Depa r t men t o f Educa t i on i nc l uded and exc l uded f rom Co l l ec t i ve Ba rga i n i ng
Un i t 06 based on compe t enc i es de l i nea t ed i n t he Depa r t men t ' s Pro f i l e o f an
E f f ec t i ve Schoo l or Educa t i ona l Adm i n i s t r a t or .

D . A Pro f ess i ona l Ce r t i f i ca t i on progr am f or t eache r s i n Co l l ec t i ve Ba rga i n i ng Un i t
05 based on t he Depa r t men t ' s h i gh s t anda rds and compe t enc i es f or pro f ess i ona l
emp l oyees .

The Depa r t men t sha l l es t ab l i sh and ma i n t a i n a coope r a t i ve r e l a t i onsh i p w i t h
t r a i n i ng i ns t i t u t i ons t o prov i de progr ams t o mee t t he educa t i ona l and expe r i en t i a l
r equ i r emen t s f or l i censur e and ce r t i f i ca t i on . Such educa t i on progr ams sha l l r e f l ec t t he
dynam i c and chang i ng needs o f t he Depa r t men t .

STUDENT TEACHERS FROM OUT- OF - STATE UN I VERS I T I ES

Po l i cy #5300

The p l acemen t and supe r v i s i on i n t he pub l i c schoo l s o f s t uden t t eache r s f rom
ou t - o f - s t a t e un i ve r s i t i es sha l l be conduc t ed t hrough a s t a t e approved t eache r educa t i on
un i t a t a un i ve r s i t y dom i c i l ed i n Hawa i i or t hrough an ou t - o f - s t a t e progr am coord i na t or
based i n Hawa i i .

I NTERSTATE REC I PROC I TY AGREEMENT

The Depa r t men t may en t e r i n t o an agr eemen t f or l i cens i ng r ec i proc i t y w i t h s t a t es
us i ng compa r ab l e s t anda rds .

Rev i ewed 9 / 01 / 70 ; Rev i ewed 10 / 74 ; Amended 6 / 86 ; Amended 12 / 91 ; Amended 4 / 97 ;
Amended 11 / 01
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PR I NC I PLES OF L I CENS I NG AND CERT I F I CAT I ON

The Depa r t men t o f Educa t i on l i censes and ce r t i f i es i nd i v i dua l s t o t each i n

Hawa i i Pub l i c Schoo l s . The Depa r t men t sha l l i ssue l i censes and c r eden t i a l s

accord i ng t o t he s t anda rds es t ab l i shed by t he Hawa i i Teache r S t anda rds

Boa rd . A l l l i censes sha l l r equ i r e (1) pass i ng scor es on t he PRAX I S Pr e -

Pro f ess i ona l Sk i l l s Tes t (PPST) , Pr i nc i p l es o f Lea rn i ng and Teach i ng (PLT)

t es t and sub j ec t assessmen t t es t s , i f ava i l ab l e , and (2) success f u l

comp l e t i on o f a s t a t e approved t eache r educa t i on progr am .

A . L i f e o f L i censes and Cr eden t i a l s

B .

C .

L I CENS I NG AND CERT I F I CAT I ON

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5300

Teache r l i censes sha l l be r enewab l e eve r y f i ve yea r s . Teache r

c r eden t i a l s sha l l be r enewab l e eve r y schoo l yea r up t o a max i mum o f

t hr ee yea r s , prov i d i ng t he c r eden t i a l ho l de r con t i nues t o sa t i s f y t he

s t anda rds and ac t i ve l y pur sues appropr i a t e l i cens i ng .

Re f usa l . Annu l men t . Suspens i on and Revoca t i on o f L i censes . Cr eden t i a l s

and Ce r t i f i ca t es

The Depa r t men t may r e f use , annu l , suspend and r evoke a l i cense ,

c r eden t i a l or ce r t i f i ca t e when t he ho l de r does no t mee t r equ i s i t e

qua l i f i ca t i ons . The ho l de r o f t he l i cense , c r eden t i a l , or ce r t i f i ca t e

sha l l be g i ven t he oppor t un i t y t o appea l i n accordance w i t h es t ab l i shed

procedur es .

Re i ns t a t emen t o f Revoked L i censes . Cr eden t i a l s and Ce r t i f i ca t es

The Depa r t men t may r e i ns t a t e a r evoked l i cense or ce r t i f i ca t e a f t e r a

pe r i od o f 10 yea r s f rom t he da t e o f r evoca t i on and when t he i nd i v i dua l

prov i des documen t ed ev i dence o f qua l i f i ca t i on f or emp l oymen t and o f

mee t i ng t he s t anda rds f or l i cens i ng or ce r t i f i ca t i on . The i nd i v i dua l

mus t r e - app l y and mee t cur r en t l i cens i ng and ce r t i f i ca t i on r equ i r emen t s

and s t anda rds as de t e rm i ned by t he Depa r t men t .



L i cens i ng and Ce r t i f i ca t i on -
Pr i nc i p l es o f L i cens i ng and
Ce r t i f i ca t i on ( con t i nued )

METHODS OF L I CENS I NG AND PROFESS I ONAL CERT I F I CAT I ON

A . S t a t e Approva l o f Teache r Educa t i on Progr ams

The Depa r t men t sha l l es t ab l i sh s t anda rds f or s t a t e approva l o f t eache r

educa t i on progr ams i n Hawa i i l ead i ng t o l i cens i ng and ce r t i f i ca t i on .

The t eache r educa t i on progr am sha l l i nc l ude (1) a l i be r a l a r t s

componen t , (2) a pro f ess i ona l educa t i on componen t , (3) a t each i ng ma j or ,

and (4) pr e - se r v i ce t each i ng . The Depa r t men t sha l l wor k c l ose l y w i t h

Hawa i i h i ghe r educa t i on i ns t i t u t i ons pr i ma r i l y cha rged w i t h t eache r

educa t i on and t r a i n i ng t o deve l op t eache r s who mee t t he pe r sona l

cha r ac t e r i s t i cs and compe t enc i es i den t i f i ed i n t he s t anda rds es t ab l i shed

by t he Hawa i i Teache r S t anda rds Boa rd and t he Depa r t men t o f Educa t i on .

B . Depa r t men t o f Educa t i on Deve l oped L i cens i ng and Pro f ess i ona l

Ce r t i f i ca t i on Progr ams

The Depa r t men t may deve l op and i mp l emen t a l t e rna t i ve pr epa r a t i on

progr ams l ead i ng t o l i cens i ng and pro f ess i ona l ce r t i f i ca t i on .

C . I n t e r s t a t e Ce r t i f i ca t i on Compac t

Teache r s w i t h va l i d l i censes or ce r t i f i ca t es f rom s t a t es i nc l uded i n t he

I n t e r s t a t e Ce r t i f i ca t i on Compac t and w i t h pass i ng scor es on t he PRAX I S

t es t s who a r e be i ng cons i de r ed f or t each i ng pos i t i ons i n Hawa i i sha l l

have t he i r c r eden t i a l s r ev i ewed and appropr i a t e Hawa i i t each i ng l i cense

i ssued upon emp l oymen t .

EVALUAT I ON OF DOCUMENTS

The Depa r t men t sha l l be r espons i b l e f or t he eva l ua t i on o f a l l documen t s and

o f f i c i a l t r ansc r i p t s o f i nd i v i dua l s seek i ng l i cens i ng or ce r t i f i ca t i on t o

de t e rm i ne t ha t r equ i r emen t s and s t anda rds have been me t . Appropr i a t e

l i censes , c r eden t i a l s , and ce r t i f i ca t es a r e i ssued on t he bas i s o f such

eva l ua t i on .

A . O f f i c i a l Tr ansc r i p t s

An o f f i c i a l t r ansc r i p t wh i ch bea r s t he sea l o f t he i ssu i ng i ns t i t u t i on

i s r equ i r ed .

5300 - 4
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L i cens i ng and Ce r t i f i ca t i on -
Pr i nc i p l es o f L i cens i ng and
Ce r t i f i ca t i on ( con t i nued )

Regu l a t i on #5300

B . Acc r ed i t ed I ns t i t u t i ons

An " acc r ed i t ed " i ns t i t u t i on i s one so r ecogn i zed by t he s t a t e

depa r t men t s o f educa t i on or by any one o f t he r eg i ona l acc r ed i t i ng

assoc i a t i ons . Cr ed i t s l i s t ed on t r ansc r i p t ( s ) w i l l be accep t ed on l y

f rom acc r ed i t ed i ns t i t u t i ons . Cr ed i t s f rom an unacc r ed i t ed i ns t i t u t i on

wh i ch have been accep t ed by an acc r ed i t ed i ns t i t u t i on f or a degr ee a r e

accep t ab l e .

C . I n t e r s t a t e Ce r t i f i ca t i on Rec i proc i t y

Teache r s w i t h va l i d l i censes f rom s t a t es i nc l uded i n t he I n t e r s t a t e

Ce r t i f i ca t i on Compac t who a r e be i ng cons i de r ed f or t each i ng pos i t i ons i n

Hawa i i sha l l a l so mee t o t he r Depa r t men t r equ i r emen t s .

Rev i sed 9 / 1 / 70 ; Rev i ewed 10 / 74 ; Amended 11 / 77 ; Amended 6 / 86 ; Amended 11 / 88 ;
Amended 9 / 93 ; Amended 4 / 97
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FORM : NONE

RESPONS I B I L I T I ES :

1 . TEACHER CAND I DATE

2 . OUT- OF - STATE I HE

Adop t ed 11101

REFERENCE :

�

REGULAT I ON #5301

Procedur e #5301 . 1

PROCEDURE :

�

PRE - SERV I CE TEACHER CERT I F I CATE FOR STUDENT
TEACHERS FROM OUT- OF - STATE UN I VERS I T I ES

Subm i t s r eques t t hrough ou t - o f - s t a t e i ns t i t u t i on o f h i ghe r educa t i on ( I HE) .

Se l ec t s one o f t he f o l l ow i ng op t i ons f or p l acemen t and supe r v i s i on o f t eache r
cand i da t es i n pub l i c schoo l s :

(1) Through I RE dom i c i l ed i n Hawa i i based upon cur r en t l i s t i ng o f s t a t e
approved t eache r educa t i on progr ams .

(2) Through ou t - o f - s t a t e progr am coord i na t or based i n Hawa i i who mus t :

( a ) F i l e wr i t t en r eques t t o Pe r sonne l Se r v i ces Br anch one yea r be f or e
pro j ec t ed da t e o f i mp l emen t a t i on .

(b ) Subm i t con t r ac t , i f any , t o supe r i n t enden t or des i gnee f or s i gna t ur e .

( c )

�

Pay s t i pends d i r ec t l y t o i nd i v i dua l coope r a t i ng t eache r ( s ) .

3 . PERSONNEL SERV I CES BRANCH

a .

�

Logs r ece i p t o f r eques t ( s ) .

b .

�

Approves or d i sapproves r eques t ( s ) .

*4 . PR I NC I PAL

a .

�

Accep t s or r e j ec t s PSB approved r eques t ( s ) .

b .

�

I f accep t i ng , r ecommends coope r a t i ng t eache r ( s ) .
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L I CENS I NG AND CERT I F I CAT I ON

ADM I N I STRAT I VE REGULAT I ONS

L I CENS I NG AND CERT I F I CAT I ON STANDARDS FOR TEACHERS

Regu l a t i on #5302

I n add i t i on t o mee t i ng t he r equ i r emen t s l i s t ed be l ow , t he i nd i v i dua l sha l l

d i sp l ay pro f ess i ona l t each i ng qua l i t i es and demons t r a t e compe t ence as

de t e rm i ned by t he s t anda rds es t ab l i shed by t he Hawa i i Teache r S t anda rds

Boa rd . For purposes o f t h i s r egu l a t i on , s t a t e approved progr ams r e f e r t o

t eache r educa t i on progr ams approved by s t a t e depa r t men t s o f educa t i on .

A . L i cense

A l i cense may be i ssued t o an app l i can t who has subm i t t ed accur a t e ,

comp l e t e documen t s and me t t he l i cens i ng r equ i r emen t s as f o l l ows :

1 . Success f u l comp l e t i on o f a s t a t e approved t eache r educa t i on progr am ,

pass i ng scor es on t he appropr i a t e PRAX I S t es t s (PPST , PLT , and

sub j ec t assessmen t t es t s i f ava i l ab l e , or

2 . Possess i on o f a va l i d t eache r l i cense or ce r t i f i ca t e f rom a s t a t e i n

t he I n t e r s t a t e Agr eemen t Con t r ac t , pass i ng scor es on appropr i a t e

PRAX I S t es t s , or

3 . Possess i on o f a va l i d t eache r l i cense or ce r t i f i ca t e f rom any o t he r

s t a t e w i t h t hr ee yea r s o f success f u l t each i ng expe r i ence w i t h i n t he

pas t seven yea r s unde r t he l i cense and i n t he t each i ng a r ea i nd i ca t ed

on t he l i cense , pass i ng scor es on t he appropr i a t e PRAX I S t es t s ,

4 . And , shows no ev i dence o f c r i m i na l h i s t or y , emp l oymen t h i s t or y , or

background i nd i ca t i ng t ha t t he pe r son may pose a r i sk t o t he hea l t h ,

sa f e t y and we l l - be i ng o f s t uden t s .

B . Pro f ess i ona l Teache r Ce r t i f i ca t e

A Pro f ess i ona l Teache r Ce r t i f i ca t e may be i ssued when t he app l i can t

mee t s a t l eas t one o f t he f o l l ow i ng r equ i r emen t s :

1 . Success f u l comp l e t i on o f a s t a t e approved f i ve - yea r t eache r educa t i on

progr am .

2 . Success f u l comp l e t i on o f a s t a t e approved gr adua t e t eache r educa t i on

progr am or a mas t e r ' s degr ee r e l a t ed - t o t he a r ea / s o f pr epa r a t i on or

t each i ng ass i gnmen t .
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L i cens i ng and Ce r t i f i ca t i on -
L i cens i ng and Ce r t i f i ca t i on
S t anda rds f or Teache r s ( con t i nued )

3 . Possess i on o f a va l i d pro f ess i ona l t eache r ' s ce r t i f i ca t e f rom a s t a t e

w i t h ce r t i f i ca t i on r equ i r emen t s compa r ab l e t o t hose r equ i r ed by t he

Depa r t men t o f Educa t i on .

4 . O t he r as De t e rm i ned by t he Depa r t men t

C . O t he r Teache r L i censes and Ce r t i f i ca t es

5300 - 1 6
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L i cens i ng and ce r t i f i ca t i on r equ i r emen t s f or t he f o l l ow i ng ca t egor i es

a r e de t e rm i ned by t he Depa r t men t o f Educa t i on :

1 . Cr eden t i a l

Th i s c r eden t i a l may be i ssued t o t eache r s who do no t mee t t he

r equ i r emen t s f or a l i cense or t he Dr i ve r Tr a i n i ng and Educa t i on

I ns t ruc t or Ce r t i f i ca t e . A c r eden t i a l sha l l be i ssued f or a pe r i od

no t t o exceed one yea r , bu t may be r e i ssued as de t e rm i ned by t he

Depa r t men t o f Educa t i on up t o a max i mum o f t hr ee yea r s prov i ded t he

c r eden t i a l ho l de r con t i nues t o sa t i s f y t he s t anda rds o f t he Hawa i i

Teache r S t anda rds Boa rd and ac t i ve l y pur sues t he appropr i a t e l i cense .

2 . Jun i or ROTC I ns t ruc t or Ce r t i f i ca t e

The Jun i or ROTC I ns t ruc t or Ce r t i f i ca t e may be i ssued when t he

app l i can t mee t s a l l o f t he f o l l ow i ng cond i t i ons :

a . Requ i r emen t s o f t he m i l i t a r y f or i ns t ruc t i ng c l asses i n t he

Depa r t men t ' s Jun i or ROTC Progr am .

b . Accep t ance by t he Depa r t men t o f Educa t i on .

Th i s ce r t i f i ca t e may no t be used f or any o t he r a r ea o f i ns t ruc t i on

nor sha l l i t be cons t rued as t he equ i va l en t o f any one o f t he r egu l a r

t eache r l i censes or ce r t i f i ca t es .

3 . Dr i ve r Tr a i n i ng and Educa t i on I ns t ruc t or Ce r t i f i ca t e

The Dr i ve r Tr a i n i ng and Educa t i on I ns t ruc t or Ce r t i f i ca t e may be

i ssued t o app l i can t s who mee t a l l o f t he f o l l ow i ng r equ i r emen t s :

a . Possess i on o f a va l i d Depa r t men t o f Educa t i on t eache r l i cense .

b . Comp l e t i on o f a s t a t e approved Dr i ve r Tr a i n i ng and Tr a f f i c Sa f e t y

Educa t i on Progr am .



L i cens i ng and Ce r t i f i ca t i on -
L i cens i ng and Ce r t i f i ca t i on
S t anda rds f or Teache r s ( con t i nued )

D .

i n

c .

d .

acc i den t s and

Th i s ce r t i f i ca t e

pr esen t a t i on o f ve r i f i ca t i on

t r a f f i c acc i den t s

ce r t i f i ca t e . The

i ns t ruc t i on nor cons t rued as t he equ i va l en t o f any r egu l a r t eache r

l i cense or ce r t i f i ca t e .

Ce r t i f i ca t es f or Teache r s No t Pa i d Unde r t he Sa l a r y Schedu l e

a .

b .

Possess i on o f a va l i d Hawa i i dr i ve r ' s l i cense .

Ma i n t enance o f a dr i v i ng r ecord f r ee f rom

gr an t ed t o an app l i can t

spec i f i ed i n Regu l a t i on

t r a f f i c l aw v i o l a t i ons .

i s sub j ec t t o r enewa l eve r y

o f a

and t r a f f i c l aw

ce r t i f i ca t e may

t he Un i t 05 Co l l ec t i ve Ba rga i n i ng Agr eemen t

1 . Subs t i t u t e Teache r Ce r t i f i ca t e

f i ve yea r s upon

A Pa r t - t i me Tempor a r y Teache r ce r t i f i ca t e sha l l be

t o procedur es es t ab l i shed by t he Depa r t men t o f Educa t i on and

va l i d f or t he pe r i od spec i f i ed .

Pa r t - t i me Tempor a r y Teache r Ce r t i f i ca t e (Non - Academ i c )

Regu l a t i on #5302

r epea t ed t r a f f i c

dr i v i ng r ecord f r ee f rom r epea t ed

v i o l a t i ons dur i ng t he l i f e o f t he

no t be used f or any o t he r a r ea o f

Con t a i ned

A Subs t i t u t e Teache r Ce r t i f i ca t e sha l l be by l i s t accord i ng t o

procedur es es t ab l i shed by t he Depa r t men t o f Educa t i on and sha l l be

va l i d on l y f or t he schoo l yea r i ssued .

�

Th i s ce r t i f i ca t e may be

pur suan t t o c l ass i f i ca t i on r equ i r emen t s

#5205 and t he Depa r t men t ' s Pro f i l e o f an

E f f ec t i ve Subs t i t u t e / Pa r t - t i me Tempor a r y Teache r .

2 . Pa r t - t i me Tempor a r y Teache r Ce r t i f i ca t e

by l i s t accord i ng

sha l l be

Th i s ce r t i f i ca t e may be i ssued t o an app l i can t pur suan t t o

c l ass i f i ca t i on r equ i r emen t s spec i f i ed i n Regu l a t i on #5205 and t he

Depa r t men t ' s Pro f i l e o f an E f f ec t i ve Subs t i t u t e / Pa r t - t i me

Tempor a r y Teache r .

Pa r t - t i m e Tempor a r y Teache r Ce r t i f i ca t e (Academ i c )_

Th i s ce r t i f i ca t e may be i ssued t o an app l i can t t o t each i n an

academ i c a r ea pur suan t t o c l ass i f i ca t i on r equ i r emen t s spec i f i ed by
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L i cens i ng and Ce r t i f i ca t i on
S t anda rds f or Teache r s ( con t i nued )
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t he Depa r t men t and t he Depa r t men t ' s Pro f i l e o f an E f f ec t i ve

Subs t i t u t e / Pa r t - t i me Tempor a r y Teache r_

3 . Pr e - Se r v i ce Teache r (S t u den t Teache r ) Ce r t i f i ca t e

Pr e - se r v i ce t eache r s may be ce r t i f i ed by l i s t upon r ecommenda t i on

f rom any acc r ed i t ed t eache r educa t i on i ns t i t u t i on . The t eache r

educa t i on i ns t i t u t i on sha l l spec i f i ca l l y name t he s t uden t s au t hor i zed

t o do pr e - se r v i ce t each i ng unde r supe r v i s i on i n t he schoo l s o f

Hawa i i .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 8 / 75 ; Amended 8 / 76 ; Amended 11 / 77 ;
Amended 6 / 86 ; Amended 4 / 97



PROCEDURE : APPLY I NG FOR TEACHER L I CENSE OR CREDENT I AL

REFERENCE : REGULAT I ON #5302

FORM :

�

FORM 100 (APPL I CAT I ON FOR PROFESS I ONAL EMPLOYMENT AND
CERT I F I CAT I ON )

RESPONS I B I L I T I ES :

1 . APPL I CANT

a . Mee t s r equ i r emen t s as ou t l i ned i n Regu l a t i on #5302 - A .

b . Ob t a i ns Form 100 f rom t he Rec ru i t men t Un i t , O f f i ce o f Pe r sonne l

Se r v i ces , Depa r t men t o ¬ Educa t i on .

c . Comp l e t es and subm i t s Form 100 w i t h o f f i c i a l t r ansc r i p t s and o t he r

r equ i r ed documen t s t o Rec ru i t men t Un i t .

2 . OFF I CE OF PERSONNEL SERV I CES

a . Eva l ua t es app l i ca t i on and ve r i f y i ng documen t s .

b . Takes appropr i a t e ac t i on .

Procedur e #5302

NOTE : I nd i v i dua l s who comp l e t e t he i r s t a t e approved t eache r educa t i on progr am
a t an acc r ed i t ed i ns t i t u t i on i n Hawa i i and do no t p l an t o app l y f or
emp l oymen t w i t h t he D . O . E . may subm i t a wr i t t en r eques t f or a
prov i s i ona l ce r t i f i ca t e i n l i eu o f t he l i cense . Th i s ce r t i f i ca t e i s
va l i d f or f i ve yea r s . The f o l l ow i ng documen t s mus t be a t t ached t o t he
wr i t t en r eques t :

o f f i c i a l t r ansc r i p t / s ve r i f y i ng comp l e t i on o f t he s t a t e approved
t eache r educa t i on progr am i n Hawa i i .

i O f f i c i a l PRAX I S r epor t s o f pass i ng scor es f or t he r equ i r ed t es t s .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 11 / 77 ; Amended 6 / 86 ; Amended 4 / 97
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PROCEDURE : RECLASS I F I CAT I ON ( I NSERV I CE)
PROFESS I ONAL CERT I F I CATE AND / OR
APPLY I NG FOR ADD I T I ONAL AREA / S OF PREPARAT I ON*

REFERENCE : REGULAT I ON #5302

FORM :

�

FORM 201 (TEACHER ' S REQUEST FORM - Rec l ass i f i ca t i on / Pro f ess i ona l
Ce r t i f i ca t e / Ar ea / s o f Pr epa r a t i on )

RESPONS I B I L I T I ES :

Procedur e #5302 . 1

1 . APPL I CANT

a . Mee t s r equ i r emen t s as ou t l i ned i n Regu l a t i on #5302 .

b . Ob t a i ns Form 201 f rom pr i nc i pa l .

c . Comp l e t es and subm i t s Form 201 w i t h o f f i c i a l t r ansc r i p t s and o t he r

r equ i r ed documen t s t o pr i nc i pa l .

d . Subm i t s approved Form 201 t o t he Teache r Rec l ass i f i ca t i on Un i t ,

O f f i ce o f Pe r sonne l Se r v i ces .

2 . PR I NC I PAL

a . Rev i ews r equ i r emen t s w i t h t eache r .

b . Rev i ews Form 201 w i t h a l l ve r i f y i ng documen t s and

approves / d i sapproves .

c . Re t urns Form 201 and documen t s t o t he t eache r f or f orwa rd i ng t o t he

o f f i ce o f Pe r sonne l Se r v i ces .

3 . OFF I CE OF PERSONNEL SERV I CES

a . Rev i ews r eques t and t akes appropr i a t e ac t i on .

b . I n f orms i nd i v i dua l o f ac t i on t aken w i t h Form 16B .

*NOTE :

�

Ve r i f i ca t i on o f comp l e t i on o f a f u l l , s t a t e approved t eache r
educa t i on progr am i s r equ i r ed . For endor semen t s , r e f e r t o Procedur e
#5301 .

Rev i sed 9 / 1 / 70 ; Rev i ewed 10 / 74 ; Amended 11 / 77 ; Amended 6 / 86 ; Amended 4 / 97
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Procedur e #5302 . 2

PROCEDURE :

�

APPLY I NG FOR AND RENEW I NG DR I VER TRA I N I NG AND EDUCAT I ON I NSTRUCTOR
CERT I F I CATE

REFERENCE : REGULAT I ON #5302

FORM :

�

FORM 201 { TEACHER ' S REQUEST FORM - Rec l ass i f i ca t i on / Pro f ess i ona l
Ce r t i f i ca t e / Ar ea / s o f Pr epa r a t i on }

�

_

RESPONS I B I L I T I ES :

1 . APPL I CANT

a . Mee t s r equ i r emen t s as ou t l i ned i n Regu l a t i on #5302 .

b . Ob t a i ns Form 201 f rom pr i nc i pa l .

c . Comp l e t es and subm i t s a cur r en t Tr a f f i c Abs t r ac t and ve r i f y i ng

documen t / s t o i nd i ca t e t he comp l e t i on o f an approved progr am i n

Dr i ve r and Tr a f f i c Sa f e t y Educa t i on t o pr i nc i pa l . No t e : For r enewa l

r eques t s , subm i t on l y s i gned Form 201 and a cur r en t Tr a f f i c Abs t r ac t .

d . Subm i t s approved Form 201 t o t he Teache r Rec l ass i f i ca t i on Un i t ,

O f f i ce o f Pe r sonne l Se r v i ces .

2 . PR I NC I PAL

a . Adv i ses and i n f orms app l i can t , i f necessa r y , o f procedur e and

r egu l a t i ons .

b . Rev i ews Form 201 w i t h ve r i f y i ng documen t s and approves / d i sapproves . *

c . Re t urns Form 201 and documen t s t o t he t eache r f or f orwa rd i ng t o t he

o f f i ce o f Pe r sonne l Se r v i ces .

3 . OFF I CE OF PERSONNEL SERV I CES

a . Rev i ews r eques t and t akes appropr i a t e ac t i on .

b . I n f orms i nd i v i dua l o f ac t i on t aken w i t h Form 16B .

*NOTE :

�

Reques t s f or t empor a r y dr i ve r t r a i n i ng and educa t i on ce r t i f i ca t es
shou l d be subm i t t ed by t he pr i nc i pa l t o t he D i s t r i c t Supe r i n t enden t
f or approva l .

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 11 / 77 ; Amended 6 / 86 ; Amended 4 / 97
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NOTE

The r e a r e no pages 5300 - 25 t hrough 5300 - 26 .

(Re f e r ence : REC I P I ENTS OF THE SCHOOL CODE , CERT I F I CATED
PERSONNEL POL I C I ES AND REGULAT I ONS (5000
SER I ES) memo da t ed May 12 , 1997 . )



CERT I F I CAT I ON

ADM I N I STRAT I VE REGULAT I ONS

CERT I F I CAT I ON ST ANDARDS FOR ADM I N I STRATORS

Regu l a t i on #5303

I n add i t i on t o mee t i ng t he academ i c r equ i r emen t s l i s t ed be l ow , t he

i nd i v i dua l s sha l l d i sp l ay t he pe r sona l cha r ac t e r i s t i cs and accep t ab l e

l eve l s o f compe t enc i es as i den t i f i ed i n t he pro f i l es o f an e f f ec t i ve

educa t i ona l adm i n i s t r a t or or schoo l adm i n i s t r a t or .

A . Tempor a r y Educa t i ona l Adm i n i s t r a t or Ce r t i f i ca t e

Th i s ce r t i f i ca t e i s i ssued t o d i s t r i c t and s t a t e educa t i ona l o f f i ce r s

who do no t mee t t he r equ i r emen t s f or t he I n i t i a l Adm i n i s t r a t or Ce r t i -

f i ca t e . The Tempor a r y Adm i n i s t r a t or Ce r t i f i ca t e sha l l be i ssued f or

a pe r i od no t t o exceed one yea r , bu t i t may be r e - i ssued as de t e rm i ned

by t he Depa r t men t o f Educa t i on .

B . I n i t i a l Educa t i ona l Adm i n i s t r a t or Ce r t i f i ca t e

Th i s ce r t i f i ca t e i s i ssued t o d i s t r i c t and s t a t e educa t i ona l o f f i ce r s

who mee t t he f o l l ow i ng r equ i r emen t s bu t who have no t demons t r a t ed

one yea r o f success f u l pe r f ormance as educa t i ona l adm i n i s t r a t or s w i t h

t he Depa r t men t o f Educa t i on .

1 . Mas t e r ' s degr ee or f i ve yea r s o f equ i va l en t co l l ege or un i ve r s i t y

educa t i on .

2 . Thr ee yea r s o f t each i ng expe r i ence or equ i va l en t wor k expe r i ence

as de t e rm i ned by t he Depa r t men t .

3 . Success f u l comp l e t i on o f o t he r r equ i r emen t s de t e rm i ned by t he Depa r t -

men t , or a s t a t e - deve l oped t r a i n i ng progr am .



Ce r t i f i ca t i on - Ce r t i f i ca t i on S t anda rds
f or Adm i n i s t r a t or s ( con t i nued )

C . Pro f ess i ona l Educa t i ona l Adm i n i s t r a t or Ce r t i f i ca t e

Regu l a t i on #5303

Th i s ce r t i f i ca t e i s i ssued t o d i s t r i c t and s t a t e educa t i ona l o f f i ce r s

who have me t t he r equ i r emen t s o f t he i n i t i a l educa t i ona l adm i n i s t r a t or

ce r t i f i ca t e and who have demons t r a t ed one yea r o f success f u l pe r f ormance

as educa t i ona l adm i n i s t r a t or s w i t h i n t he Depa r t men t o f Educa t i on ,

or have demons t r a t ed accep t ab l e l eve l o f compe t enc i es i den t i f i ed i n

t he Depa r t men t ' s Pro f i l e o f an E f f ec t i ve Educa t i ona l Adm i n i s t r a t or

and have ea rned t enur e i n t he Depa r t men t o f Educa t i on .

D . Tempor a r y _Sch oo l Adm i n i s t r a t or Ce r t i f i ca t e

Th i s ce r t i f i ca t e i s i ssued t o schoo l adm i n i s t r a t or s who do no t mee t

t he r equ i r emen t s f or t he I n i t i a l Schoo l Adm i n i s t r a t or Ce r t i f i ca t e .

The Tempor a r y Schoo l Adm i n i s t r a t or Ce r t i f i ca t e sha l l be i ssued f or

a pe r i od no t t o exceed one yea r , bu t may be r e - i ssued as de t e rm i ned

by t he Depa r t men t o f Educa t i on .

E . I n i t i a l Schoo l Adm i n i s t r a t or Ce r t i f i ca t e

Th i s ce r t i f i ca t e i s i ssued t o schoo l adm i n i s t r a t or s who mee t t he f o l l ow i ng

r equ i r emen t s bu t who have no t demons t r a t ed one yea r o f success f u l

pe r f ormance as a schoo l adm i n i s t r a t or .

1 . Possess i on o f a Pro f ess i ona l Teache r Ce r t i f i ca t e or Mas t e r ' s i n

Educa t i ona l Adm i n i s t r a t i on .

2 . F i ve yea r s o f accep t ab l e t each i ng expe r i ence w i t h i n gr ades K- 12

o f wh i ch one yea r mus t be w i t h t he Depa r t men t .

3 . Success f u l comp l e t i on o f t he on t he j ob t r a i n i ng phase o f t he Depa r t -

men t ' s Schoo l Adm i n i s t r a t or Tr a i n i ng Progr am .



Ce r t i f i ca t i on - Ce r t i f i ca t i on S t anda rds
f or Adm i n i s t r a t or s ( con t i nued )

4 . Comp l e t i on o f t wen t y - one semes t e r c r ed i t s o f educa t i ona l adm i n i s t r a t i on

cour se wor k pr esc r i bed by t he Depa r t men t o f Educa t i on .

F . Pro f ess i ona l Schoo l Adm i n i s t r a t or Ce r t i f i ca t e

Regu l a t i on #5303

Th i s ce r t i f i ca t e i s i ssued t o schoo l adm i n i s t r a t or s :

1 . When a l l o f t he f o l l ow i ng r equ i r emen t s have been me t :

a . Possess i on o f an I n i t i a l Schoo l Adm i n i s t r a t or Ce r t i f i ca t e ,

b . Success f u l comp l e t i on o f proba t i ona r y v i ce - pr i nc i pa l r equ i r emen t s ,

c . Success f u l comp l e t i on o f a l l r equ i r emen t s o f t he Depa r t men t ' s

schoo l adm i n i s t r a t or t r a i n i ng progr am ,

d . Tenur e ea rned i n t he Depa r t men t o f Educa t i on ; or

2 . When accep t ab l e l eve l o f compe t enc i es i den t i f i ed i n t he Depa r t men t ' s

Pro f i l e o f an E f f ec t i ve Schoo l Adm i n i s t r a t or have been me t and

t enur e ea rned i n t he Depa r t men t o f Educa t i on .

Rev i sed 9 / 1 / 70 ; Rev i ewed 10 / 74 ; Amended 11 / 77 ; Amended 9 / 84 ; Amended 6 / 86
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STATUTORY REQU I REMENT

LEAVES OF ABSENCE

POL I CY

Rev i ewed 9 / 1 / 70 ; Rev i ewed 1 / 73 ; Rev i ewed 10 / 74 ; Amended 6 / 86

Po l i cy #5400

The Depa r t men t sha l l es t ab l i sh and ma i n t a i n a progr am o f Leaves o f

Absence f or a l l ce r t i f i ca t ed pe r sonne l .

The progr am i s des i gned t o prov i de i nd i v i dua l s w i t h oppor t un i t i es t o

enhance t he i r pro f ess i ona l deve l opmen t and pe r sona l grow t h , t he r eby assur i ng

h i gh qua l i t y i ns t ruc t i ona l and educa t i ona l se r v i ces t o s t uden t s . Dec i s i on

mak i ng sha l l be a t t he appropr i a t e l eve l , cons i s t en t w i t h good managemen t

pr ac t i ces .

5400 - 1



LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

GENERAL PROV I S I ONS F OR ALL LEAVES AND EXCHANGES

Regu l a t i on #5400

The f o l l ow i ng prov i s i ons sha l l t ake pr ecedence ove r a l l o t he r l eave prov i s i ons

i n case o f con f l i c t .

A . Au t hor i t y f or Gr an t i ng Leaves o f Absence or Exchanges

The Depa r t men t may gr an t l eaves o f absence and exchanges t o ce r t i f i ca t ed

emp l oyees as prov i ded f or by t he Boa rd and t he Hawa i i Rev i sed S t a t u t es .

B . App l i ca t i on f or Leave or Exchange

A l l ce r t i f i ca t ed emp l oyees des i r i ng a l eave o f absence or exchange

sha l l app l y on t he f orm des i gna t ed by t he Depa r t men t .

C . Dead l i nes f or Leaves and Exchanges

App l i ca t i ons mus t be f i l ed w i t h i n t he dead l i ne es t ab l i shed by t he

Depa r t men t .

D . Gua r an t e e t o Emp l oymen t

An emp l oyee i s assur ed a gua r an t ee o f emp l oymen t t o wh i ch en t i t l ed .

No emp l oyee may be g i ven a gua r an t ee t o wh i ch no t en t i t l ed . Proba t i ona r y

emp l oyees and o t he r s emp l oyed f or a l i m i t ed pe r i od sha l l no t r ece i ve

gua r an t ees t o emp l oymen t t ha t exceed t he i r con t r ac t ua l pe r i od .

E . Ea r l y Re t urn f rom Leaves

An emp l oyee sha l l be e l i g i b l e t o r e t urn t o du t y be f or e t he exp i r a t i on

o f t he l eave , prov i ded :

1 . Amp l e no t i ce i s g i ven t o t he Depa r t men t i n wr i t i ng be f or e t he r eques t ed

r e t urn t o du t y da t e .
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Leaves o f Absence - Gene r a l
Prov i s i ons f or A l l Leaves and
Exchanges ( con t i nued )

Regu l a t i on #5400

2 . I n t he case o f l eave f or hea l t h r easons , a l i censed pr ac t i t i one r

s t a t es i n wr i t i ng t ha t t he emp l oyee ' s hea l t h cond i t i on , upon. wh i ch

t he l eave was gr an t ed , no l onge r ex i s t s and t ha t t he emp l oyee i s

phys i ca l l y ab l e t o r esume wor k du t i es .

3 . A su i t ab l e vacancy ex i s t s as de t e rm i ned by t he Depa r t men t , t o wh i ch

p l acemen t w i l l be made .

4 . Accep t ance o f any pos i t i on sha l l no t i n any way nu l l i f y an en t i t l ed

gua r an t ee .

F . Emp l oyees ' Tenur e R i gh t s Wh i l e on Leave

Emp l oyees ' t enur e r i gh t s sha l l no t be a f f ec t ed wh i l e on any approved

l eave o f absence or exchange .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86
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PROCEDURE : RETURN I NG TO SERV I CE FROM A LEAVE OF ABSENCE

REFERENCE : REGULAT I ON #5400

FORM NONE

Procedur e #5400

RESPONS I B I L I T I ES :

1 . TEACHER*

a . Keeps pr i nc i pa l i n f ormed o f l eave addr ess .

b . I n f orms pr i nc i pa l o f i n t en t i on t o r e t urn t o se r v i ce no l ess t han

90 days pr i or t o t he exp i r a t i on o f l eave .

c . I f r e t urn i ng f rom a sabba t i ca l l eave or f rom a l eave o f absence

w i t hou t pay f or pro f ess i ona l i mprovemen t , subm i t s documen t s t o

ve r i f y comp l e t i on o f l eave r equ i r emen t s t o t he o f f i ce o f Pe r sonne l

Se r v i ces be f or e t he end o f t he l eave pe r i od .

2 . PR I NC I PAL

No t i f i es d i s t r i c t o f t eache r ' s s t a t us .

3 . D I STR I CT

Subm i t s SF - 5A t o O f f i ce o f Pe r sonne l Se r v i ces t o i nd i ca t e r e t urn f rom

l eave and appo i n t men t s t a t us .

4 . OFF I CE OF PERSONNEL SERV I CES

a . Rev i ews documen t s and de t e rm i nes whe t he r r equ i r emen t s have been

me t .

b . Takes o t he r appropr i a t e ac t i on .

*NOTE : Educa t i ona l o f f i ce r s f o l l ow s t eps ou t l i ned f or t eache r s , bu t con t ac t

i mmed i a t e supe r v i sor .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86
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PROCEDURE : REQUEST I NG EARLY RETURN FROM LEAVE

REFERENCE : REGULAT I ON #5400

FORM NONE

Is

Procedur e #5400 . 1

RESPONS I B I L I T I ES :

1 . TEACHER ON LEAVE

a . Subm i t s wr i t t en r eques t f or ea r l y r e t urn f rom l eave t o t he o f f i ce

o ¬ Pe r sonne l Se r v i ces spec i f y i ng t he f o l l ow i ng i n f orma t i on :

(1) Da t e o f ava i l ab i l i t y .

(2) Accep t ab l e l oca t i ons .

(3) Pr esen t pe r i od o f l eave (beg i nn i ng and end i ng da t e ) .

(4) Schoo l f rom wh i ch l eave was t aken .

(5) Teach i ng spec i a l t y ( e l emen t a r y , seconda r y , Eng l i sh , e t c . ) .

(6) Pr esen t t e l ephone numbe r and addr ess .

b . Subm i t s med i ca l exam i na t i on ( Form 132 , Phys i ca l Exam i na t i on o f

Emp l oyee ) i f r eques t i ng r e t urn f rom l eave w i t hou t pay f or hea l t h

r easons .

2 . OFF I CE OF PERSONNEL SERV I CES

a . No t i f i es appropr i a t e d i s t r i c t o f f i ces o f t eache r ' s r eques t f or

ea r l y r e t urn f rom l eave .

b . Coord i na t es t he p l acemen t o f t eache r i n a su i t ab l e vacancy .

c . Processes appropr i a t e t r ansac t i ons .

3 . D I STR I CT SUPER I NTENDENT OF APPROPR I ATE SCHOOL D I STR I CT

a . A t t emp t s t o p l ace t eache r i n t o su i t ab l e vacancy .

b . No t i f i es t he O f f i ce o f Pe r sonne l Se r v i ces o f t eache r ' s p l acemen t

i f such p l acemen t i s made .

NOTE : Educa t i ona l o f f i ce r s f o l l ow same procedur es .

Adop t ed 10 / 74 ; Amended 6 / 86
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LEAVES OF ABSENCE W I THOUT PAY

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5401

A . De f i n i t i on

Leaves o f Absence W i t hou t Pay a r e l eaves wh i ch may be gr an t ed by t he

Depa r t men t t o i t s emp l oyees f or r easons l i s t ed be l ow , prov i ded t he

norma l ope r a t i ons and educa t i ona l progr ams o f t he emp l oye r a r e no t

d i s rup t ed or a f f ec t ed adve r se l y .

1 . D i sab i l i t i es or hea l t h cond i t i ons .

2 . Ch i l d ca r e .

3 . Pro f ess i ona l i mprovemen t .

4 . Re l i g i ous ho l i days and o t he r such r easons connec t ed w i t h r e l i g i ous

ac t i v i t i es .

5 . M i l i t a r y se r v i ce .

6 . Gove rnmen t emp l oymen t .

7 . o t he r r easons wh i ch t he Depa r t men t cons i de r s r easonab l e .

B . E l i g i b i l i t y

1 . on l y ce r t i f i ca t ed pe r sonne l o f t he Depa r t men t a r e e l i g i b l e f or t h i s

Leave o f Absence W i t hou t Pay .

2 . Proba t i ona r y and Tempor a r y Appo i n t men t Agr eemen t pe r sonne l a r e

e l i g i b l e f or Leave o f Absence W i t hou t Pay on l y dur i ng t he i r con t r ac t

pe r i od . The l eave canno t ex t end beyond t he end o f t he con t r ac t

pe r i od .

C . Cond i t i ons

The f o l l ow i ng cond i t i ons sha l l gove rn Leaves o f Absence W i t hou t Pay :

1 . Leng t h o f Or i g i na l Leave o f Absence W i t hou t Pa

a . Max i mum

Th i s l eave may be gr an t ed f or a pe r i od o f one yea r . I f t he

l eave beg i ns a t any t i me dur i ng t he schoo l yea r , i t may be

gr an t ed f or a pe r i od o f one yea r p l us t he t i me r ema i n i ng t o



Leaves o f Absence - Leaves o f
Absence W i t hou t Pay ( con t i nued )

Regu l a t i on 05401

comp l e t e t ha t pa r t i cu l a r semes t e r .

�

(Th i s l eave canno t be f or

t hr ee f u l l consecu t i ve semes t e r s or l onge r . )

b . M i n i mum

Th i s l eave may be gr an t ed f or a pe r i od o f 30 ca l enda r days or

l ess . I f t he l eave i s f or a pe r i od mor e t han 30 ca l enda r days ,

t he emp l oyee sha l l r eques t a Leave o f Absence W i t hou t Pay f or

l eas t a semes t e r .

2 . Add i t i ona l Leave and Leave Ex t ens i ons

Pay canno t be f o l l owed by

a t

The or i g i na l Leave o f Absence W i t hou t

ano t he r l eave . Howeve r , i t may be ex t ended f or one semes t e r or one

yea r prov i ded t ha t t he ex t ens i on ( s ) i s f or t he same r eason s t a t ed i n

t he or i g i na l l eave r eques t . An Ex t ended Leave o f Absence W i t hou t Pay

canno t be f o l l owed by ano t he r l eave and canno t be f ur t he r ex t ended

excep t as prov i ded be l ow :

a . A l eave f or hea l t h r easons may be ex t ended one yea r a t a t i me up

t o a pe r i od o f t wo yea r s (or i g i na l l eave p l us t wo ex t ens i ons )

prov i ded t ha t a con t i nu i ng hea l t h prob l em i s ve r i f i ed by a

l i censed phys i c i an . Each ex t ens i on prov i des t he same l eave

gua r an t ee as t he or i g i na l l eave o f absence w i t hou t pay .

b . A l eave f or ac t i ve m i l i t a r y du t y may be gr an t ed on l y f or t he

pe r i od o f i n i t i a l en l i s t men t or m i n i mum compu l sor y m i l i t a r y

ob l i ga t i on unde r f ede r a l s t a t u t es .

c . A l eave f or se r v i ng as a po l i t i ca l appo i n t ee may be ex t ended

beyond t he f i r s t ex t ens i on by spec i a l excep t i on one yea r a t a t i me

as approved by t he Depa r t men t o f Educa t i on . Such excep t i ons sha l l

gene r a l l y be l i m i t ed t o t he f o l l ow i ng t ypes o f appo i n t ees :

(1) Cab i ne t l eve l appo i n t ee f or Hawa i i S t a t e or Coun t y

gove rnmen t .

(2) Appo i n t ee t o a C i v i l Se r v i ce Exemp t Pos i t i on on t he

Gove rnor ' s , L i eu t enan t Gove rnor ' s or Mayor ' s pe r sona l s t a f f .



Leaves o f Absence - Leaves o f
Absence W i t hou t Pay ( con t i nued )

(3) Appo i n t ee t o t he pe r sona l s t a f f o f a Congr ess i ona l

Repr esen t a t i ve .

A l eave f or se r v i ng as a po l i t i ca l appo i n t ee

beyond t he seven t h ex t ens i on (or i g i na l

s i x spec i a l ex t ens i ons ) .

3 . Leave G ua r an t ees

a .

Regu l a t i on #5401

canno t be ex t ended

l eave , ex t ended l eave , p l us

or i g i na l Leave

Th i s Leave o f Absence W i t hou t Pay gua r an t ees t he emp l oyee t o a

pos i t i on t o wh i ch en t i t l ed a t t he end o f t he l eave . W i t h t he

excep t i on o f Leaves o f Absence w i t hou t Pay f or 30 ca l enda r days or

l ess , t he gua r an t ee o f a pos i t i on sha l l be a t t he beg i nn i ng o f t he

i mmed i a t e l y f o l l ow i ng t he exp i r a t i on o f l eave . The

may ask f or ea r l y r e t urn be f or e t he exp i r a t i on o f t he

l eave accord i ng t o Regu l a t i on #5400 , pa r agr aph E .

An emp l oyee r e t urn i ng f rom Leave o f Absence W i t hou t

Pay due t o m i l i t a r y se r v i ce w i l l be gua r an t eed a

pos i t i on a f t e r sepa r a t i on f rom se r v i ce w i t h prope r

pr i or no t i f i ca t i on by t he emp l oyee .

Leaves

An emp l oyee who ex t ends a l eave sha l l no t be gua r an t eed t o t he

f orme r schoo l and sha l l be ass i gned t o an appropr i a t e pos i t i on

w i t h i n own d i s t r i c t i f such a pos i t i on i s ava i l ab l e . I f a

pos i t i on i s no t ava i l ab l e i n own d i s t r i c t , t he emp l oyee may be

ass i gned t o an appropr i a t e pos i t i on i n ano t he r d i s t r i c t .

An emp l oyee who ex t ends a l eave because o f

hea l t h r easons sha l l r e t a i n t he same l eave

gua r an t ee as t he or i g i na l Leave o f Absence

W i t hou t Pay .

semes t e r

emp l oyee

EXCEPT I ON

b . Ex t ended

EXCEPT I ON 1 :



Leaves o f Absence - Leaves o f
Absence W i t hou t Pay ( con t i nued )

D . Se r v i ce Cr ed i t

EXCEPT I ON 2 :

�

An educa t i ona l o f f i ce r who ex t ends an or i g i na l

Leave o f Absence W i t hou t Pay sha l l ma i n t a i n t he

same l eave gua r an t ee as t he or i g i na l l eave .

EXCEPT I ON 3 :

�

An emp l oyee who r ece i ves an ex t ended l eave by

spec i a l excep t i on t o se r ve as a po l i t i ca l appo i n t ee

sha l l no t r e t a i n a spec i f i c pos i t i on or schoo l

gua r an t ee , bu t r a t he r sha l l ho l d a gene r a l

gua r an t ee f or emp l oymen t t o an appropr i a t e

educa t i ona l o f f i ce r or t eache r pos i t i on .

Wh i l e on Leaves o f Absence W i t hou t Pay , t he emp l oyee may qua l i f y f or

se r v i ce c r ed i t and c r ed i t on t he sa l a r y schedu l e on l y unde r t he

f o l l ow i ng cond i t i ons :

1 . M i l i t a r y se r v i ce .

The emp l oyee may r ece i ve up t o a max i mum o f f our yea r s o f c r ed i t .

2 . Pro f ess i ona l i mprovemen t .

The emp l oyee may r ece i ve a max i mum o f one yea r c r ed i t prov i ded

t ha t a l l l eave cond i t i ons a r e me t success f u l l y and prov i ded a l so

t ha t t he emp l oyee r e t urns t o se r v i ce i mmed i a t e l y a f t e r t he exp i r a t i on

o f t he l eave .

E . Cond i t i ons f or Leave f or Pro f ess i ona l I mprovemen t

1 . Leave r equ i r emen t s mus t be comp l e t ed w i t h i n t he e f f ec t i ve da t es o f

t he l eave and may be f u l f i l l ed by :

a . Ea rn i ng 15 semes t e r c r ed i t s a t an acc r ed i t ed co l l ege or

un i ve r s i t y , or

b . Resea r ch approved by t he Depa r t men t , or

c . o t he r pro f ess i ona l i mprovemen t ac t i v i t i es approved by t he

Depa r t men t , or

d . A comb i na t i on o f a , b and c above approved by t he Depa r t men t .

Regu l a t i on #5401



Leaves o f Absence - Leaves o f
Absence W i t hou t Pay ( con t i nued )

Regu l a t i on #5401

2 . Requ i r emen t s f or Leave f or Pro f ess i ona l I mprovemen t f or one semes t e r

may be f u l f i l l ed by comp l e t i ng 8 semes t e r c r ed i t s as desc r i bed i n t he

Depa r t men t Procedur e and Form 705 f or Pro f ess i ona l I mprovemen t Leave .

Leave r equ i r emen t s mus t be comp l e t ed w i t h i n t he e f f ec t i ve da t es o f

t he l eave .

3 . Leave App l i ca t i on Requ i r emen t s

a . A l l app l i can t s f or t he Leave f or Pro f ess i ona l I mprovemen t mus t

app l y w i t h i n t he dead l i ne and on t he f orm as pr esc r i bed by t he

Depa r t men t .

b . App l i can t s mus t subm i t a desc r i p t i on o f a p l anned progr am

i nd i ca t i ng cour se t i t l es and t ypes o f ac t i v i t i es t hey p l an t o

comp l e t e . Add i t i ona l l y , t he p l an shou l d a l so show t he r e l evancy

o f t he proposed progr am o f s t udy t o t he enhancemen t o f t he

emp l oyee ' s pro f ess i ona l pe r f ormance .

4 . Leng t h o f Leave

Th i s l eave may be f or one schoo l yea r or one schoo l semes t e r and may

be ex t ended f or one schoo l yea r or one schoo l semes t e r .

5 . Non - f u l f i l l men t o f Requ i r emen t s

Non - f u l f i l l men t o f pro f ess i ona l l eave r equ i r emen t s may r esu l t i n :

a . Change o f r eason f or l eave .

b . No se r v i ce c r ed i t .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 8 / 76 ; Amended 5 / 85 ;
Amended 6 / 86 ; Amended 1 / 97 ; Amended 11 / 97
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REFERENCE : REGULAT I ON #5401

FORM

�

PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

RESPONS I B I L I T I ES :

1 . TEACHER*

days pr i or t o t he e f f ec t i ve da t e o f l eave .

Procedur e #5401

PROCEDURE : APPLY I NG FOR LEAVE OF ABSENCE W I THOUT PAY (EXCEPT FOR LEAVE

OF ABSENCE W I THOUT PAY FOR 30 CALENDAR DAYS OR LESS AND EXCEPT

FOR LEAVE OF ABSENCE W I THOUT PAY FOR PROFESS I ONAL I MPROVEMENT)

a . Subm i t s t o pr i nc i pa l f our cop i es o f Form 400a a t l eas t 30 ca l enda r

b . A t t aches exp l ana t i on f or t he l eave as appropr i a t e . I f l eave i s

r eques t ed f or hea l t h r eason , ob t a i ns and subm i t s s t a t emen t f rom

l i censed phys i c i an ve r i f y i ng t he necess i t y f or t he l eave .

c . The t eache r shou l d g i ve prope r no t i ce a t t he ea r l i es t t i me i n cases

o f ve r i f i ed eme rgenc i es .

d . I f t he l eave i s t o be e f f ec t i ve a t t he beg i nn i ng o f t he nex t schoo l

yea r , i nd i ca t es i n t en t i on when comp l e t i ng Form 101 i n Janua r y .

e . Ob t a i ns approva l be f or e proceed i ng on l eave .

2 . PR I NC I PAL

a . Rev i ews l eave r eques t f or con f ormance t o app l i cab l e r egu l a t i ons .

b . Recommends approva l or d i sapprova l o f r eques t .

c . Forwa rds a l l cop i es o f Fa rm 400a t o t he d i s t r i c t supe r i n t enden t

w i t h i n t hr ee days upon r ece i p t .

d . I n f orms t he t eache r i mmed i a t e l y o f t he dec i s i on o f t he d i s t r i c t

supe r i n t enden t .

e . No t es l eave r e t urn da t e .

*NOTE : Educa t i ona l o f f i ce r app l i can t s f o l l ow s t eps ou t l i ned f or t eache r s ,

bu t subm i t app l i ca t i on t o supe r v i sor f or ac t i on .

5400 - 1 5



3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Approves or d i sapproves r eques t and d i s t r i bu t es appropr i a t e l y as d i r ec t ed

on f orm .

4 . OFF I CE OF PERSONNEL SERV I CES

Processes r eques t .

Adop t ed 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86
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"

�

PROCEDURE : APPLY I NG FOR LEAVE OF ABSENCE W I THOUT PAY ( FOR LEAVE OF ABSENCE

THAT DOES NOT EXCEED 30 CALENDAR DAYS)

REFERENCE : REGULAT I ON #5401

FORM

�

PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

0

RESPONS I B I L I T I ES :

1 . TEACHER *

Procedur e #5401 . 1

a . Excep t i n cases o f ve r i f i ed eme rgenc i es , subm i t s f our cop i es o f

Form 400a t o pr i nc i pa l a t l eas t t en wor k i ng days pr i or t o t he e f f ec t i ve

da t e o f l eave .

b . Ob t a i ns approva l pr i or t o proceed i ng on l eave .

2 . PR I NC I PAL

a . Rev i ews l eave r eques t f or con f ormance t o app l i cab l e r egu l a t i ons .

b . Approves or d i sapproves t he r eques t and f orwa rds a l l cop i es appropr i a t e l y .

c . I n f orms t eache r o f t he dec i s i on .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

No t es l eave r eques t .

4 . OFF I CE OF PERSONNEL SERV I CES

Processes r eques t .

*NOTE : Educa t i ona l o f f i ce r app l i can t s f o l l ow same s t eps as f or t eache r s ,

bu t subm i t app l i ca t i on t o supe r v i sor .

Adop t ed 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86
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Procedur e 45401 . 2

PROCEDURE : APPLY I NG FOR LEAVE OF ABSENCE W I THOUT PAY FOR PROFESS I ONAL
I MPROVEMENT

REFERENCE : REGULAT I ON #5401

FORM

�

PERSONNEL FORM 705 (APPL I CAT I ON FOR SABBAT I CAL LEAVE OR
PROFESS I ONAL I MPROVEMENT LEAVE W I THOUT PAY)

RESPONS I B I L I T I ES :

1 . TEACHER

a . I f t he l eave i s t o be e f f ec t i ve a t t he beg i nn i ng o f t he nex t schoo l

yea r , i nd i ca t es i n t en t i on when comp l e t i ng Form 101 i n Janua r y .

b . G i ves prope r no t i ce a t t he ea r l i es t t i me , no l a t e r t han 30

ca l enda r days be f or e t he e f f ec t i ve da t e o f t he l eave excep t i n cases

o f ve r i f i ed eme rgenc i es .

2 . PR I NC I PAL

a . Recommends approva l or d i sapprova l o f Form 705 .

b . Forwa rds one copy o f Form 705 t o t he o f f i ce o f Pe r sonne l Se r v i ces no

l a t e r t han f i ve ca l enda r days a f t e r r ece i v i ng i t .

3 . SUPER I NTENDENT

Approves or d i sapproves Form 705 .

4 . OFF I CE OF PERSONNEL SERV I CES

a . Processes Form 705 .

b . No t i f i es app l i can t and schoo l i n a t i me l y manne r .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 1 / 97
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UNAUTHOR I ZED LEAVE W I THOUT PAY

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on # 540 2

Emp l oyees who a r e absen t f rom wor k w i t hou t prope r au t hor i za t i on sha l l

be cons i de r ed on Unau t hor i zed Leave W i t hou t Pay un t i l such t i me as an

accur a t e de t e rm i na t i on o f t he ac t ua l s t a t us can be made .

Adop t ed 1 / ' 73 ; Rev i ewed 10 / 74 ; Amended 6 / 86



VACAT I ONS

A . E l i g i b i l i t y

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

1 . Teache r s V i ce - Pr i nc i pa l s and Pr i nc i pa l s

Regu l a t i on # 540 3

Teache r s , v i ce - pr i nc i pa l s and pr i nc i pa l s sha l l be en t i t l ed t o w i n t e r ,

spr i ng and summe r vaca t i ons .

2 . S t a t e and D i s t r i c t o f f i ce Ce r t i f i ca t ed Pe r sonne l

a . A l l 12 - mon t h pe r sonne l o f t he S t a t e and d i s t r i c t o f f i ces o f

t he Depa r t men t sha l l be en t i t l ed t o 21 days o f vaca t i on l eave

days pe r wor k yea r , ea rned a t t he r a t e o f 1 - 3 / 4 days pe r wor k

mon t h .

b . Unused annua l vaca t i on days sha l l be au t oma t i ca l l y accumu l a t ed

f or succeed i ng yea r s , excep t :

(1) The t o t a l r ecorded accumu l a t i on sha l l i n no even t be mor e

t han n i ne t y wor k i ng days ; and

(2) No t mor e t han 15 days a yea r may be accumu l a t ed .

c . Any emp l oyee whose accumu l a t ed vaca t i on c r ed i t exceeds n i ne t y

wor k i ng days may be pa i d sa l a r y i n l i eu o f vaca t i on , i f upon

i nves t i ga t i on by t he S t a t e Comp t ro l l e r , i t i s f ound t ha t t he

excess r esu l t ed f rom adm i n i s t r a t i ve orde r s .

B . Cond i t i ons

1 . S t a t e a nd D i s t r i c t Educa t i ona l O f f i ce r s

S t a t e and d i s t r i c t educa t i ona l o f f i ce r s may t ake p l anned vaca t i ons

as r eques t ed and gr an t ed . Emp l oyee pr e f e r ence ( s ) sha l l be cons i de r ed

when poss i b l e .

5400 - 23



Leaves o f Absence - Vaca t i ons
( con t i nued )

2 . Vaca t i on Bays

Regu l a t i on # 540 3

Vaca t i on days sha l l be cha rged aga i ns t accumu l a t ed vaca t i on a l l owance

a t t he r a t e o f f i ve wor k i ng days pe r week exc l us i ve o f l ega l ho l i days

or ho l i days dec l a r ed by execu t i ve orde r .

3 . Tr ans f e r o f Vaca t i on Cr e d i t s

When an educa t i ona l o f f i ce r i s t r ans f e r r ed t o ano t he r gove rnmen t a l

agency , s t a t e or coun t y , accumu l a t ed and unused vaca t i on a l l owances

sha l l be t r ans f e r r ed .

4 . Vaca t i on A l l owances Upon Te rm i na t i on_ o f Emp l oymen t

An emp l oyee whose emp l oymen t i s t e rm i na t ed sha l l be en t i t l ed t o

a l l accumu l a t ed vaca t i on a l l owance p l us cur r en t acc rued a l l owance

t o and i nc l ud i ng da t e o f t e rm i na t i on . A t e rm i na t i ng emp l oyee may

be pa i d i n l ump sum or by pay pe r i od un t i l vaca t i on c r ed i t s a r e

exhaus t ed .

5 . App l i ca t i on

App l i ca t i on f or vaca t i on l eave sha l l be made on t he f orm and w i t h i n

t he dead l i nes es t ab l i shed by t he Depa r t men t .

Rev i sed 9 / 1 / 70 ; Rev i ewed 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86
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"

�

PROCEDURE : APPLY I NG FOR VACAT I ON LEAVE

REFERENCE REGULAT I ON #5403

FORM

�

G - 1 (APPL I CAT I ON )

0

Procedur e #5403

RESPONS I B I L I T I ES :

1 . EMPLOYEE (TWELVE - MONTH CERT I F I CATED )

Subm i t s t hr ee cop i es o f Form G - 1 t o i mmed i a t e supe r v i sor as soon as

poss i b l e pr i or t o l eave .

2 . I MMED I ATE SUPERV I SOR

a . Rev i ews wor k l oad and ava i l ab l e wor k f or ce t o assur e t ha t o f f i ce

produc t i on w i l l no t be d i s rup t ed .

b . Approves or d i sapproves r eques t and f orwa rds f orms t o approv i ng

au t hor i t y i f r equ i r ed .

3 . APPROV I NG AUTHOR I TY

a . Approves or d i sapproves r eques t .

b . Subm i t s or i g i na l copy t o Pay ro l l Sec t i on , O f f i ce o f Bus i ness Se r v i ces .

c . Re t urns one copy o f f orm t o emp l oyee and sends one copy t o pe r sonne l

l eave r ecords c l e r k .

NOTE : For p l ann i ng purposes , a l eave schedu l e f or t he en t i r e wor k f or ce

shou l d be pr epa r ed t o cove r t he en t i r e ca l enda r yea r .

Rev i sed 9 / 1 / 70 ; Rev i ewed 1 / 73 ; Rev i ewed 10 / 74 ; Amended 6 / 86
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Procedur e #5403 . 1

PROCEDURE : APPLY I NG FOR TRANSFER OF VACAT I ON CRED I TS BY D I STR I CT OR STATE

OFF I CE PERSONNEL

REFERENCE : REGULAT I ON #5403

FORM

�

G - 2 (APPL I CAT I ON FOR TRANSFER OF VACAT I ON AND S I CK LEAVE CRED I T

OR PAYMENT I N L I EU OF VACAT I ON )

RESPONS I B I L I T I ES :

1 . EMPLOYEE (TWELVE - MONTH CERT I F I CATED )

Subm i t s f our cop i es o f G - 2 , App l i ca t i on f or Tr ans f e r o f vaca t i on ,

and S i ck Leave Cr ed i t or Paymen t i n L i eu o f vaca t i on t o i mmed i a t e

supe r v i sor .

2 . SUPERV I SOR (D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT)

a . Rev i ews and approves r eques t .

b . Forwa rds f our cop i es t o Pay ro l l Sec t i on , O f f i ce o f Bus i ness Se r v i ces .

Rev i sed 9 / 1 / 70 ; Rev i ewed 1 / 73 ; Rev i ewed 10 / 74 ; Amended 6 / 86
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Procedur e #5403 . 2

PROCEDURE : APPLY I NG FOR PAYMENT FOR VACAT I ON EARNED BY D I STR I CT OR STATE

OFF I CE PERSONNEL

REFERENCE : REGULAT I ON #5403

FORM

�

G - 2 (APPL I CAT I ON FOR TRANSFER OF VACAT I ON AND S I CK LEAVE CRED I T
OR PAYMENT I N L I EU OF VACAT I ON )

RESPONS I B I L I T I ES :

1 . EMPLOYEE (TWELVE - MONTH CERT I F I CATED )

Subm i t s f our cop i es o f G - 2 , App l i ca t i on f or Tr ans f e r o f Vaca t i on and

S i ck Leave Cr ed i t or Paymen t i n L i eu o f Vaca t i on , t o i mmed i a t e supe r v i sor

when :

a . Accumu l a t ed vaca t i on c r ed i t s exceed n i ne t y wor k i ng days as a r esu l t

o f adm i n i s t r a t i ve orde r s .

b . Te rm i na t i on o f emp l oymen t .

2 . SUPERV I SOR (D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT)

a . Rev i ews and approves r eques t .

b . Forwa rds f our cop i es t o Pay ro l l Sec t i on , O f f i ce o f Bus i ness Se r v i ces .

Rev i sed 9 / 1 / 70 ; Rev i ewed 1 / 73 ; Rev i ewed 10 / 74 ; Amended 6 / 86
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LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

S I CK LEAVE

S i ck l eave sha l l be gr an t ed t o a l l emp l oyees i n t he Depa r t men t as prov i ded

f or by t he Depa r t men t and t he Hawa i i Rev i sed S t a t u t es . Emp l oyees on s i ck

l eave w i l l be pa i d t he i r f u l l sa l a r i es i nc l ud i ng a l l app l i cab l e

d i f f e r en t i a l s .

A . Accumu l a t i on o f S i ck Leave Days

1 . S i ck l eave days wh i ch a r e no t used dur i ng t he yea r f or wh i ch i t

acc rues sha l l accumu l a t e and be ava i l ab l e f or succeed i ng yea r s .

2 . Accumu l a t i on o f s i ck l eave days sha l l have no l i m i t a t i on .

3 . A pe r son l eav i ng t he emp l oy o f t he Depa r t men t sha l l r e t a i n h i s / he r

accumu l a t ed s i ck l eave f or a pe r i od o f f i ve yea r s a f t e r wh i ch t i me ,

shou l d t ha t pe r son r e t urn t o se r v i ce , h i s / he r s i ck l eave s t a t us w i l l

be t ha t o f a new emp l oyee .

B . S i ck Leave - - When Gr an t ed

S i ck l eave i s gr an t ed when an emp l oyee i s i l l and unab l e t o d i scha rge

h i s / he r du t i es or when h i s / he r pr esence a t wor k i s a hea l t h haza rd t o

s t uden t s or emp l oyees .

C . Schedu l e o f S i ck Leave f or Ten - Mon t h

�

t o ees a t S i ng l e Tr ack Yea r

Round Educa t i o n (STYRE) Schoo l s

1 . Ten - mon t h emp l oyees i n se r v i ce on t he f i r s t wor k day o f t he

Regu l a t i on #5404

schoo l

yea r sha l l have e i gh t een days o f s i ck l eave .

2 . Ten - mon t h emp l oyees en t e r i ng se r v i ce f or t he schoo l t e rm on a da t e

a f t e r t he o f f i c i a l s t a r t o f t he t eache r wor k yea r sha l l have t he i r

numbe r o f s i ck l eave days accord i ng t o t he f o l l ow i ng schedu l e :



Leaves o f Absence - S i ck Leave
( con t i nued )

Regu l a t i on #5404

3 . Ten - mon t h emp l oyees whose emp l oymen t pe r i od exp i r es be f or e t he end o f

t he schoo l yea r sha l l be c r ed i t ed w i t h s i ck l eave f or t he da t es

spec i f i ed on t he i r con t r ac t . Numbe r o f s i ck l eave accumu l a t i on days

sha l l be compu t ed by t he f o l l ow i ng f ormu l a :

NSLD f or appropr i a t e WDMSBSY a t t he beg i nn i ng da t e o f con t r ac t

pe r i od l ess NSLD f or appropr i a t e WDMSBSY a t t he end i ng da t e o f

con t r ac t pe r i od no t t o exceed a t o t a l o f 18 days .

D . S i ck Leave f or Twe l ve_ - Mon t h Emp l avees

A l l ce r t i f i ca t ed emp l oyees on a 12 - mon t h emp l oymen t bas i s sha l l

accumu l a t e s i ck l eave a t t he r a t e o f 1 - 3 / 4 days pe r mon t h (19 wor k i ng

days m i n i mum- - f or mon t hs w i t h l ess t han 19 wor k i ng days , t he m i n i mum

sha l l be a l l . wor k i ng days ) . Emp l oyees se r v i ng i n a f u l l - pay s t a t us

(wor k i ng or pa i d l eave ) o f l ess t han t he m i n i mum days r equ i r ed i n a

ca l enda r mon t h sha l l ea rn l ess t han 1 - 3 / 4 days as prov i ded f or i n t he

f o l l ow i ng schedu l e :

Wor k i ng Days M i ssed S i nce t he
Beg i nn i ng - o f - - t he Schoo l Yea r

(WDMSBSY)

Numbe r o f S i ck Leave Days
(NSLD )

0 - 17 18

18 - 35 16

36 - 53 14

54 - 62 12

63 - 80 10

81 - 98 9

99 - 116 . 7

117 - 134 5

135 - 162 3

163 - 171 2

172+ 1

A l l days m i ssed 0



Leaves o f Absence - S i ck Leave
( con t i nued )

For

Such l eave a l l owance sha l l be r ecorded and adm i n i s t e r ed on a ca l enda r

yea r bas i s , t he a l l owance acc ru i ng dur i ng each ca l enda r yea r be i ng

c r ed i t ed t o t he emp l oyees as o f Decembe r 31 o f each yea r .

E . Numbe r o f Days Ava i l ab l e

1 . For t en - mon t h ce r t i f i ca t ed emp l oyees , s i ck l eave ava i l ab l e i s equa l

t o t he numbe r o f days o f a l r eady accumu l a t ed p l us t he numbe r o f days

o f s i ck l eave en t i t l ed by r eason o f se r v i ce dur i ng t he cur r en t schoo l

yea r .

2 . For t we l ve - mon t h ce r t i f i ca t ed emp l oyees , s i ck l eave ava i l ab l e i s

equa l t o t he numbe r o f days ea rned and accumu l a t ed .

F . Reques t f orLeave

1 . For absences o f f i ve consecu t i ve wor k i ng days or l ess , t he s i gna t ur e

o f a l i censed pr ac t i t i one r i s no t r equ i r ed .

2 . For absences o f mor e t han f i ve consecu t i ve wor k i ng days , t he

s i gna t ur e o f a l i censed pr ac t i t i one r i s r equ i r ed .

3 . For absences o f mor e t han 30 ca l enda r days , t he s i gna t ur e o f a

l i censed pr ac t i t i one r i s r equ i r ed eve r y 30 ca l enda r days .

G . I l l ness a t

�

en i n o f Schoo l Yea r - Teache r s

1 . A t eache r who i s i l l and unde r t he ca r e o f a l i censed pr ac t i t i one r a t

t he open i ng o f t he schoo l yea r sha l l be a l l owed pa i d s i ck l eave t o

t he l i m i t o f h i s / he r accumu l a t ed s i ck l eave .

2 . Upon r e t urn t o wor k , t he t eache r sha l l be c r ed i t ed w i t h t he annua l

s i ck l eave t o wh i ch t he t eache r wou l d have been en t i t l ed had s / he

r epor t ed f or wor k on t he f i r s t day . Such c r ed i t ed l eave may be

app l i ed r e t roac t i ve l y t o cove r i l l ness dur i ng t he f i r s t days o f t he

Regu l a t i on #5404
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1 t o 3 ca l enda r days o f se r v i ce 0 wor k i ng days o f l eave

4 t o 7 t i
n n n 1 / 4 I t n I t e t

t o 11 I t n t t n 1 / 2 I F e t n n

12 t o 15 I t t t t t t t 3 / 4 I T 11 n 11

16 t o 19 1 i f
i t i t i t

20 t o 23 n n u n 1 - 1 / 4 i t 11 n n

24 or mor e n n t t n 1 - 1 / 2 I t 91 t t 9 t



Leaves o f Absence - S i ck Leave
( con t i nued )

no t ava i l ab l e .

H . Leave f or Med i ca l Check - Up

5400 - 3 4

A t eache r who l eaves schoo l because o f i l l ness

Regu l a t i on #5404

schoo l yea r i n t he even t t ha t accumu l a t ed s i ck l eave was exhaus t ed or

S i ck l eave sha l l no t be gr an t ed f or a med i ca l check - up un l ess i t i s

i l l ness connec t ed and r equ i r ed by a l i censed pr ac t i t i one r i n connec t i on

w i t h t r ea t men t .

I . Wor k i ng Days on l y t o be Cha rged

I n a l l cases o f s i ck l eave w i t h pay , on l y ac t ua l wor k days sha l l be

cha rged aga i ns t t he amoun t o f s i ck l eave ava i l ab l e .

J . Accumu l a t i on o f S i ck Leave Dur i ng Leave o f Absence W i t hou t Pay

When an emp l oyee i s gr an t ed a l eave o f absence w i t hou t pay , t he s i ck

l eave accumu l a t ed up t o t he t i me o f l eave sha l l be r eg i s t e r ed and

c r ed i t ed t o t he emp l oyee upon r e t urn t o se r v i ce . S i ck l eave i s no t

ea rned dur i ng pe r i ods o f l eave o f absence w i t hou t pay .

K . Comb i ned Ten - Mon t h and Twe l ve - Mon t h Se r v i ce

A pe r son t r ans f e r r i ng be t ween t en - mon t h and t we l ve - mon t h pos i t i ons sha l l

be c r ed i t ed w i t h s i ck l eave f or t he t i me se r ved i n each pos i t i on unde r

t he l eave sys t em used f or t ha t pos i t i on . S i ck l eave c r ed i t s may be

ca r r i ed ove r f rom one sys t em t o t he o t he r excep t t ha t s i ck l eave sha l l

no t be c r ed i t ed i n excess o f t wen t y - one days i n t he ca l enda r yea r o f

e i t he r sys t em (Sep t embe r 1 f or ce r t i f i ca t ed t en - mon t h emp l oyees and

Decembe r 31 f or t we l ve - mon t h ce r t i f i ca t ed emp l oyees ) .

L . Absence Du r i ng Pa r t o f t he Schoo l Day

may be cons i de r ed pr esen t

f or t he day a f t e r be i ng on r egu l a r du t y f or a t l eas t t hr ee hour s .

M . Add i t i ona l S i ck Leave

I n ex t r aord i na r y c i r cums t ances , emp l oyees , w i t h t he approva l o f t he

Supe r i n t enden t , may be gr an t ed add i t i ona l

s i ck l eave i s exhaus t ed . Emp l oyees sha l l app l y i n wr i t i ng t hrough

norma l channe l s .

N . I n t e r - Gove rnmen t a l Agencv Tr ans f e r o f Accumu l a t ed S i ck Leave

s i ck l eave when accumu l a t ed

New ce r t i f i ca t ed emp l oyees en t e r i ng t he Depa r t men t f rom o t he r s t a t e and

coun t y gove rnmen t agenc i es sha l l be a l l owed t o r e t a i n any s i ck l eave



Leaves o f Absence - S i ck Leave
( con t i nued )

days accumu l a t ed w i t h such agenc i es prov i ded t ha t such accumu l a t ed s i ck

l eave days we r e i n good s t and i ng a t t he t i me o f emp l oymen t w i t h t he

Depa r t men t o f Educa t i on .

Regu l a t i on #5404
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PROCEDURE : APPLY I NG FOR S I CK LEAVE

REFERENCE : REGULAT I ON #5404

Procedur e #5404

FORMS

�

PERSONNEL FORM 400 (REQUEST FOR S I CK LEAVE - - - 10 - MONTH CERT I F I CATED
EMPLOYEES)

G - 1

�

(APPL I CAT I ON FOR LEAVE OF ABSENCE - - 12 - MONTH CERT I F I CATED

EMPLOYEES)

RESPONS I B I L I T I ES :

1 . EMPLOYEE*

a . No t i f i es i mmed i a t e supe r v i sor by phone f or each day o f absence .

b . Comp l e t es Form 400 and subm i t s t o i mmed i a t e supe r v i sor on f i r s t

day o f r e t urn .

c . Ob t a i ns l i censed pr ac t i t i one r ' s s t a t emen t i f absence ( s ) i s mor e

t han f i ve consecu t i ve days . For absence o f mor e t han a mon t h Form

400 mus t be comp l e t ed by t he a t t end i ng l i censed pr ac t i t i one r f or

pe r i ods o f ' a mon t h a t a t i me .

2 . I MMED I ATE SUPERV I SOR

a . Approves or d i sapproves s i ck l eave r eques t sub j ec t t o t he numbe r

o f s i ck l eave days ava i l ab l e .

b , . A t t aches appropr i a t e copy o f Form 400 t o Record o f A t t endance and

subm i t s t o Pay ro l l Sec t i on o f t he O f f i ce o f Bus i ness Se r v i ces a t

t he end o f t he pay pe r i od .

c . De t e rm i nes whe t he r wor ke r s ' compensa t i on or o t he r bene f i t s app l y .

d . Keeps d i s t r i c t supe r i n t enden t i n f ormed on poss i b i l i t y o f l ong - t e rm

absence .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Consu l t s w i t h supe r v i sor on l ong - t e rm s i ck l eaves .

*NOTE : Twe l ve - mon t h emp l oyees f o l l ow s t eps ou t l i ned above us i ng Form G - 1 .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 11 / 88
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LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

TEMPORARY D I SAB I L I TY I NS URANCE (EXTRA S I CK LEAVE)

Regu l a t i on #5405

Ex t r a s i ck l eave i s l eave w i t h pay wh i ch sha l l be gr an t ed on l y t o e l i g i b l e

pe r sonne l whose r egu l a r s i ck l eave ba l ance a t t he beg i nn i ng o f a bene f i t

yea r i s l ess t han f i f t een (15) days .

A . E l i g i b i l i t y

For t he purposes o f t h i s r egu l a t i on , e l i g i b l e pe r sonne l a r e a l l ce r t i -

f i ca t ed emp l oyees o f t he Depa r t men t , who dur i ng t he yea r ( f our comp l e t ed

ca l enda r qua r t e r s ) i mmed i a t e l y pr i or t o t he f i r s t day o f d i sab i l i t y

r equ i r i ng ex t r a s i ck l eave have :

1 . Been i n emp l oymen t i n t he S t a t e o f Hawa i i f or a t l eas t f our t een

(14) weeks ;

2 . Rece i ved r emune r a t i on i n any f orm f or t wen t y or mor e hour s dur i ng

each o f t he f our t een (14) weeks ; and

3 . Ea rned a t l eas t $400 .

B . Bene f i t Yea r

A bene f i t yea r i s a one - yea r pe r i od beg i nn i ng on t he f i r s t day (Sunday )

o f t he week i n wh i ch an emp l oyee f i r s t t akes a va l i d s i ck l eave .

G . I n i t i a l Bene f i t Yea r

1 . An i n i t i a l bene f i t yea r sha l l be es t ab l i shed on l y when ex t r a s i ck

l eave i s r eques t ed i n wr i t i ng by t he emp l oyee .

2 . The i n i t i a l bene f i t yea r beg i ns on t he f i r s t day (Sunday ) o f t he

week i n wh i ch t he emp l oyee f i r s t t akes a va l i d s i ck l eave f o l l ow i ng

t he l a t es t da t e as i den t i f i ed be l ow :
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a . The e f f ec t i ve da t e o f t h i s r egu l a t i on , or

b . The e f f ec t i ve da t e o f t he emp l oyee ' s cur r en t emp l oymen t se r v i ce ,

or

c . The f i r s t o f Sep t embe r wh i ch i s a t l eas t one yea r , bu t no t mor e

t han t wo yea r s pr i or t o t he r eques t f or ex t r a s i ck l eave .

D . Subse quen t Bene f i t Yea r s

1 . Subsequen t bene f i t yea r s a r e a l l o t he r bene f i t yea r s f o l l ow i ng

t he i n i t i a l bene f i t yea r es t ab l i shed by t he emp l oyee .

2 . Subsequen t bene f i t yea r s sha l l be es t ab l i shed when ex t r a s i ck l eave

i s r eques t ed i n wr i t i ng by t he emp l oyee .

3 . The subsequen t bene f i t yea r beg i ns on :

a . The f i r s t day (Sunday ) o f t he week i n wh i ch t he emp l oyee f i r s t

t akes a va l i d s i ck l eave a f t e r t he exp i r a t i on o f t he pr eced i ng

bene f i t yea r ; or

b . The f i r s t day f o l l ow i ng t he exp i r a t i on o f t he pr eced i ng yea r :

(1) i f t he s i ck l eave t aken by t he emp l oyee dur i ng t he l as t

week o f t he pr eced i ng bene f i t yea r con t i nues t hrough t he

exp i r a t i on da t e and i n t o t he nex t bene f i t yea r ; or

(2) I f t he emp l oyee t akes a va l i d s i ck l eave dur i ng t he f i r s t

ca l enda r week i mmed i a t e l y f o l l ow i ng t he exp i r a t i on o f t he

pr eced i ng bene f i t yea r .

E . L i m i t a t i ons

1 . Ex t r a s i ck l eave sha l l be gr an t ed unde r t h i s r egu l a t i on on l y when

t he t empor a r y d i sab i l i t y a r i ses f or r easons o t he r t han :
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a . D i sab i l i t y dur i ng wh i ch t he emp l oyee wou l d be d i squa l i f i ed f rom

r ece i v i ng bene f i t s unde r Hawa i i ' s Emp l oymen t Secur i t y Law because

o f unemp l oymen t due t o wor k s t oppage ex i s t i ng as a r esu l t o f

a l abor d i spu t e ;

b . D i sab i l i t y due t o w i l l f u l and i n t en t i ona l se l f - i n f l i c t ed i n j ur y

or t o i n j ur y sus t a i ned i n t he comm i ss i on o f a c r i m i na l o f f ense ;

c . D i sab i l i t y dur i ng wh i ch t he emp l oyee pe r f ormed wor k f or r emune r a t i on

or pro f i t .

2 . Ex t r a s i ck l eave may no t be gr an t ed or used so l e l y f or t he purpose

o f a phys i ca l check - up when t he emp l oyee i s no t t empor a r i l y d i sab l ed .

3 . Requ i r ed ca r e by phys i c i an or equ i va l en t :

a . o t he r prov i s i ons o f t h i s r egu l a t i on no t w i t hs t and i ng , emp l oyees

sha l l be i ne l i g i b l e t o r ece i ve ex t r a s i ck l eave c r ed i t s w i t h

r espec t t o any pe r i od dur i ng wh i ch t hey a r e no t unde r t he ca r e

o f a pe r son du l y l i censed t o pr ac t i ce med i c i ne , surge r y or den t i s t r y ,

who sha l l ce r t i f y t he d i sab i l i t y o f t he emp l oyee , t he probab l e

dur a t i on t he r eo f , and such o t he r pe r t i nen t med i ca l f ac t s w i t h i n

h i s know l edge .

b . I n t he case o f emp l oyees who , pur suan t t o t he t each i ng , f a i t h

or be l i e f o f any group , depend f or hea l i ng upon pr aye r or o t he r

sp i r i t ua l means , t he ce r t i f i ca t i on o f t he d i sab i l i t y sha l l be

by a du l y au t hor i zed or acc r ed i t ed pr ac t i t i one r o f such groups .
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F . Numbe r o f Days t o be Gr an t ed
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1 . For an emp l oyee w i t h no r egu l a r s i ck l eave c r ed i t s , no mor e t han

15 days o f ex t r a s i ck l eave sha l l be gr an t ed dur i ng any s i ng l e

bene f i t yea r .

2 . Ex t r a s i ck l eave c r ed i t s sha l l no t be cumu l a t i ve .

3 . For an emp l oyee w i t h l ess t han 15 days o f r egu l a r s i ck l eave c r ed i t s ,

t he amoun t o f ex t r a s i ck l eave t ha t sha l l be gr an t ed dur i ng a bene f i t

yea r sha l l no t exceed an aggr ega t e o f 15 days o f r egu l a r and ex t r a

s i ck l eave .

G . Cond i t i ons o f Ex t r a S i ck Leave

1 . Emp l oyees us i ng ex t r a s i ck l eave sha l l no t be r equ i r ed t o r e i mbur se

t he Depa r t men t .

2 . Use o f ex t r a s i ck l eave sha l l be cons i de r ed va l i d on l y when app l i ed

f or , gr an t ed and used i n con f ormance w i t h t he Depa r t men t ' s r egu l a t i ons .

3 . When r egu l a r s i ck l eave i s augmen t ed unde r t he t e rms o f t h i s r egu l a t i on ,

t he r equ i r ed ex t r a s i ck l eave gr an t ed sha l l be used pr i or t o any

add i t i ona l l eave t ha t may be gr an t ed or advanced unde r o t he r r egu l a t i ons

o f t he Depa r t men t .

H . Ex t r a S i ck Leave f or Forme r E l i g i b l e Emp l oyee

1 . No t mor e t han f i f t een (15) days o f pa i d s i ck l eave , i nc l ud i ng r egu l a r

or ex t r a s i ck l eave , sha l l be gr an t ed t o a pe r son who , w i t h i n t he

f our t een days i mmed i a t e l y f o l l ow i ng h i s / he r l as t wor kday w i t h t he

Depa r t men t , i ncur s a d i sab i l i t y o f t he t ype t ha t wou l d make h i m / he r

e l i g i b l e f or s i ck l eave unde r t he r egu l a t i on , prov i ded :



Leaves o f Absence - Tempor a r y
D i sab i l i t y I nsur ance (Ex t r a S i ck
Leave ) ( con t i nued )

Regu l a t i on #5405

a . Tha t pe r son r eques t s i t i n wr i t i ng ;

b . Tha t pe r son pr esen t s a ce r t i f i ca t e f rom a l i censed phys i c i an

or o t he r acc r ed i t ed pr ac t i t i one r wh i ch s t a t es t ha t t empor a r y

i l l ness or i n j ur y t o t a l l y d i sab l ed h i m / he r f rom con t i nu i ng or

r esum i ng wor k .

2 . Such s i ck l eave sha l l no t be gr an t ed t o a sepa r a t ed emp l oyee who

i s r eemp l oyed pr i or t o t he onse t o f any such t empor a r y d i sab i l i t y .

3 . A f orme r emp l oyee who va l i d l y uses s i ck l eave , as prov i ded above ,

sha l l no t be cons t rued as be i ng i n t he emp l oymen t o f t he Depa r t men t ,

and sha l l , t he r e f or e , no t be en t i t l ed t o any bene f i t s excep t t hose

t o wh i ch he / she i s a l r eady en t i t l ed .

I . Procedur e f or Reques t i nq Ex t r a S i ck Leave

1 . An e l i g i b l e emp l oyee sha l l r eques t f or ex t r a s i ck l eave on t he

f orm pr esc r i bed by t he Depa r t men t .

2 . The emp l oyee sha l l s t a t e t he r eason suppor t i ng t he r eques t f or

such l eave .

J . Appe l l an t Procedur e

I f bene f i t s a r e den i ed , t he emp l oyee may appea l t he dec i s i on o f den i a l

by wr i t i ng t o t he Tempor a r y D i sab i l i t y I nsur ance D i v i s i on o f t he Depa r t men t

o f Labor and I ndus t r i a l Re l a t i ons .

Adop t ed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Rev i ewed 6 / 86

5400 - 4 3



"

�

PROCEDURE : APPLY I NG FOR EXTRA S I CK LEAVE (TD I )

REFERENCE : REGULAT I ON #5405

FORMS

�

TD I - 45 (CLA I M FOR D I SAB I L I TY BENEF I TS)

TD I - 46 (DEN I AL OF CLA I M FOR D I SAB I L I TY BENEF I TS / CLA I MANT ' S APPEAL )

Procedur e # 540 5

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . Comp l e t es TD I - 45 as spec i f i ed .

b . Secur es doc t or ' s s t a t emen t as spec i f i ed on TD I - 45 .

c . Subm i t s comp l e t ed f orm t o pr i nc i pa l or supe r v i sor .

d . I f r eques t den i ed , may appea l den i a l and sha l l f i l e w i t h t he D i r ec t or

o f t he Depa r t men t o f Labor and I ndus t r i a l Re l a t i ons t wo cop i es

o f TD I - 46 g i v i ng spec i f i c r easons f or t he appea l r eques t . The

appea l sha l l be f i l ed w i t h i n t wen t y days a f t e r t he da t e o f t he

den i a l o f c l a i m .

2 . PR I NC I PAL OR SUPERV I SOR

a . Checks f or comp l e t eness o f TD I - 45 .

b . Subm i t s TD I - 45 t o O f f i ce o f Pe r sonne l Se r v i ces .

c . I f c l a i m i s den i ed , ass i s t s emp l oyee i n f i l i ng f or Leave W i t hou t

Pay .

3 . OFF I CE OF PERSONNEL SERV I CES

a . Recommends approva l or d i sapprova l based on c l a i man t ' s e l i g i b i l i t y .

I f necessa r y , may r eques t add i t i ona l i n f orma t i on t o de t e rm i ne e l i g i b i l i t y .

b . Subm i t s one copy o f TD I - 45 t o t he o f f i ce o f Bus i ness Se r v i ces .

c . Es t ab l i shes and / or ma i n t a i ns r ecord o f emp l oyee ' s bene f i t yea r .

d . Compu t es ex t r a s i ck l eave days ava i l ab l e t o emp l oyee .
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e . Keeps emp l oyee i n f ormed on subsequen t ac t i ons r e l a t ed t o t he r eques t .

f . I f d i sapproved , i n f orms emp l oyee o f t he r eason and o f appea l r i gh t s .

. OFF I CE OF BUS I NESS SERV I CES

a . Rece i ves comp l e t ed TD I - 45 f rom o f f i ce o f Pe r sonne l Se r v i ces .

b . Ve r i f i es wage r ecord i nc l ud i ng hour s wor ked and pay r ece i ved on

TD I - 45 .

c . Re t urns ve r i f i ed wage i n f orma t i on on TD I - 45 t o O f f i ce o f Pe r sonne l

Se r v i ces .

5 . FORMER EL I G I BLE EMPLOYEES

a . Comp l e t es TD I - 45 as spec i f i ed .

b . Secur es doc t or ' s s t a t emen t as spec i f i ed on TD I - 45 .

c . Subm i t s TD I - 45 t o O f f i ce o f Pe r sonne l Se r v i ces .

Adop t ed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86
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SABBAT I CAL LEAVES - TEACHERS

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on # 540 6

Sabba t i ca l l eaves may be gr an t ed t o t eache r s as prov i ded by Sec t i ons 297 -

22 , 297 - 23 and 297 - 24 , Hawa i i Rev i sed S t a t u t es .

A . E l i g i b i l i t y

Th i s l eave may be gr an t ed t o any t eache r who has comp l e t ed seven yea r s

o f se r v i ce i n t he Depa r t men t as o f t he beg i nn i ng da t e o f t h i s l eave .

B . Leave T i me i n t he_ Depa r t men t

M i l i t a r y l eave and pro f ess i ona l i mprovemen t l eave f rom t he Depa r t men t

may be coun t ed t owa rds t he seven - yea r r equ i r emen t .

C . Proba t i ona r y Se r v i ce T i me

Proba t i ona r y se r v i ce t i me may be coun t ed t owa rds t he seven - yea r

r equ i r emen t .

D . Re t urn t o Emp l oymen t

Teache r s a r e assur ed o f a gua r an t ee o f emp l oymen t t o wh i ch t hey a r e

en t i t l ed .

E . Repea t ed Sabba t i ca l - Leaves

A pe r i od o f seven yea r s o f se r v i ce mus t be comp l e t ed upon r e t urn f rom a

sabba t i ca l l eave t o qua l i f y f or ano t he r sabba t i ca l l eave .

F . Leng t h o f Leave

Th i s l eave may be f or one schoo l yea r or one schoo l semes t e r and may no t

be ex t ended .

G . En t i t l emen t t o O t he r Leaves

Th i s l eave may be f o l l owed by pro f ess i ona l i mprovemen t l eave o f absence

w i t hou t pay , prov i ded t ha t a l l sabba t i ca l l eave r equ i r emen t s a r e me t .

H . S t a t us o f Ben e f i t s wh i l e on Leave

The f o l l ow i ng bene f i t s may be con t i nued f or t he pe r i od o f t he l eave

prov i ded t ha t a l l sabba t i ca l l eave r equ i r emen t s a r e me t : Hea l t h Fund

bene f i t s , se r v i ce c r ed i t s and r e t i r emen t . S i ck l eave i s no t acc rued

wh i l e on sabba t i ca l l eave .



Leaves o f Absence - Sabba t i ca l
Leaves - Teache r s ( con t i nued )

I . Emp l oymen t Wh i l e on Leave

5400 - 48
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Emp l oymen t wh i l e on l eave i s pe rm i t t ed i f a l l r equ i r emen t s o f t he l eave

a r e me t as prov i ded f or by t he Depa r t men t .

J . Pay Wh i l eon Leave

The t eache r w i l l r ece i ve f u l l pay f or a semes t e r ' s l eave , or one - ha l f

pay f or a yea r ' s l eave .

K . cond i t i ons o f Leave

1 . The t eache r who i s gr an t ed t h i s l eave on a f u l l - yea r bas i s mus t spend

a t l eas t t he equ i va l en t o f one - ha l f o f t he yea r i n :

a . Pro f ess i ona l educa t i ona l cour se wor k and sha l l ea rn a m i n i mum o f

15 co l l ege c r ed i t s ( semes t e r hour s ) , or

b . Resea r ch approved by t he Depa r t men t , or

c . O t he r pro f ess i ona l ac t i v i t y approved by t he Depa r t men t , or

d . A comb i na t i on o f t he above ac t i v i t i es wh i ch w i l l enhance t he va l ue

o f t he t eache r ' s se r v i ces t o t he Depa r t men t .

2 . Leave r equ i r emen t s mus t be comp l e t ed w i t h i n t he e f f ec t i ve da t es o f

t he l eave .

3 . Upon r e t urn f rom l eave , t he t eache r mus t prov i de sa t i s f ac t or y

ev i dence o f t he comp l e t i on o f t he r equ i r emen t .

4 . Re t urn t o se r v i ce i s r equ i r ed o f a l l t eache r s t ak i ng t h i s l eave .

5 . Teache r s a r e r equ i r ed t o s i gn an agr eemen t t o r e t urn t o se r v i ce w i t h

t he Depa r t men t , t he Un i ve r s i t y o f Hawa i i or any commun i t y co l l ege f or

a pe r i od o f no t l ess t han t wo yea r s w i t h i n one yea r a f t e r t e rm i na t i on

o f t he l eave .

6 . The agr eemen t w i l l a l so prov i de t ha t shou l d t he t eache r f a i l t o mee t

a l l t he r equ i r emen t s o f h i s / he r l eave , t he t eache r mus t r e t urn a l l

mon i es r ece i ved wh i l e on l eave .

a . A l l mon i es sha l l be r e f unded t o t he Depa r t men t .

b . Cos t s i ncur r ed i n t he r e t urn o f such mon i es sha l l be borne by t he

r ec i p i en t .



Leaves o f Absence - Sabba t i ca l
Leaves - Teache r s ( con t i nued )

Regu l a t i on #5406

c . Fa i l ur e t o r e f und a l l mon i es r ece i ved sha l l r esu l t i n cance l l a t i on

o f h i s / he r Hawa i i Teach i ng Ce r t i f i ca t e .

L . Cond i t i ons f or a Semes t e r Leave

The cond i t i ons a r e t he same as above w i t h t he r equ i r emen t o f

pro f ess i ona l educa t i ona l cour se c r ed i t s t o be comp l e t ed r educed t o

e i gh t .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 1 / 97
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PROCEDURE : APPLY I NG FOR SABBAT I CAL LEAVE

REFERENCE : REGULAT I ON #5406

Procedur e #5406

FORMS

�

PERSONNEL FORM 705 (APPL I CAT I ON FOR SABBAT I CAL LEAVE OR
PROFESS I ONAL I MPROVEMENT LEAVE W I THOUT PAY)

PERSONNEL FORM 705a (CONTRACT FOR SABBAT I CAL LEAVE)

RESPONS I B I L I T I ES :

1 . TEACHER

a . Comp l e t es one copy o f Form 705 and subm i t s t o pr i nc i pa l on or be f or e

Novembe r 10 .

b . Comp l e t es one copy o f Form 705a and subm i t s t o o f f i ce o f Pe r sonne l

Se r v i ces i f gr an t ed sabba t i ca l l eave .

c . Fo l l ows Procedur e #5400 f or r e t urn t o se r v i ce upon exp i r a t i on o f

t h i s l eave .

2 . PR I NC I PAL

a . Comp l e t es appropr i a t e sec t i ons o f Form 705 .

b . Forwa rds one copy o f Form 705 t o t he O f f i ce o f Pe r sonne l Se r v i ces by

Novembe r 15 .

c . Rev i ews Procedur e #5400 t o ass i s t t he t eache r r e t urn i ng t o se r v i ce

upon exp i r a t i on o f t h i s l eave .

3 . SUPER I NTENDENT

a . Approves or d i sapproves Form 705 .

b . S i gns Form 705a .

4 . OFF I CE OF PERSONNEL SERV I CES

a . No t i f i es a l l app l i can t s by Decembe r 18 ( cop i es t o schoo l s ) .

b . Pr epa r es and secur es s i gna t ur es f or Form 705a .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Rev i ewed 6 / 86 ; Amended 1 / 97
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LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

PROFESS I ONAL I MPROVEMENT LEAVE W I TH PAY- - EDUCAT I ONAL OFF I CERS

Regu l a t i on #5407

The Depa r t men t may gr an t pro f ess i ona l i mprovemen t l eaves o f absence w i t h

pay f or t he purposes o f i mprov i ng pro f ess i ona l se r v i ces and prov i d i ng

oppor t un i t i es t o ne t wor k w i t h educa t or s na t i onw i de .

A . Pro f ess i ona l i mprovemen t l eave may be f or a pe r i od o f up t o one (1) yea r

a t ha l f pay or pe r i ods o f up t o s i x (6) mon t hs or up t o t h i r t y (30) days

a t f u l l pay . Leave r equ i r emen t s mus t be comp l e t ed w i t h i n t he e f f ec t i ve

da t es .

B . I n t he even t a r eques t f or such l eave i s den i ed , t he educa t i ona l o f f i ce r

may r eques t and sha l l be prov i ded t he r easons f or den i a l i n wr i t i ng f rom

t he Depa r t men t .

Leaves Up t o One (1) Yea r and Up t o S i x (6) Mon t hs

A . An educa t i ona l o f f i ce r who has se r ved s i x (6) con t i nuous yea r s w i t h t he

Depa r t men t may qua l i f y f or such l eave o f absence . Such l eave sha l l be

f or a pe r i od no t t o exceed one (1) yea r and may no t be gr an t ed aga i n t o

t he same educa t i ona l o f f i ce r un t i l t he educa t i ona l o f f i ce r has se r ved an

add i t i ona l pe r i od o f s i x (6) con t i nuous yea r s w i t h t he Depa r t men t .

1 . A l 0 - mon t h educa t i ona l o f f i ce r sha l l be gr an t ed l eave by t he

semes t e r s w i t h i n a schoo l yea r .

2 . Those l 0 - mon t h educa t i ona l o f f i ce r s t ak i ng one (1) semes t e r on l y may

use t he summe r f o l l ow i ng t he schoo l yea r t hey t ake pro f ess i ona l

i mprovemen t l eave t o f u l f i l l a pa r t o f t he l eave r equ i r emen t s .

3 . A 12 - mon t h educa t i ona l o f f i ce r sha l l be gr an t ed l eave by mon t hs based

on h i s / he r proposed progr am o f s t udy .

B . The Depa r t men t sha l l cons i de r t he f o l l ow i ng i n r ev i ew i ng a r eques t f or

such l eave :

1 . The purposes o f t he l eave a r e mu t ua l l y bene f i c i a l t o t he educa t i ona l

o f f i ce r and t he Depa r t men t .

2 . The na t ur e , l eng t h and pe r t i nency o f pro f ess i ona l educa t i ona l cour se

wor k , r esea r ch or o t he r pro f ess i ona l ac t i v i t y wh i ch t he educa t i ona l
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Leaves o f Absence - Pro f ess i ona l
I mprovemen t Leave w i t h Pay - -
Educa t i ona l O f f i ce r s ( con t i nued )

o f f i ce r p l ans t o unde r t ake dur i ng such l eave a r e cons i s t en t w i t h t he

needs o f t he Depa r t men t .

3 . The educa t i ona l o f f i ce r ' s absence w i l l no t adve r se l y a f f ec t t he

ope r a t i ons o f t he Depa r t men t .

4 . The educa t i ona l o f f i ce r ' s wor k pe r f ormance r ecord and sen i or i t y

( con t i nuous l eng t h o f se r v i ce w i t h t he Depa r t men t ) .

5 . The l eave shou l d be sub j ec t t o ava i l ab i l i t y o f f unds .

C . Be f or e be i ng gr an t ed such l eave , an educa t i ona l o f f i ce r sha l l en t e r i n t o

a con t r ac t w i t h t he Depa r t men t wh i ch sha l l prov i de t he f o l l ow i ng :

1 . The educa t i ona l o f f i ce r sha l l agr ee t o r e t urn t o wor k w i t h t he

Depa r t men t , t he Un i ve r s i t y o f Hawa i i or any commun i t y co l l ege upon

t e rm i na t i on o f such l eave or any o t he r l eave wh i ch may be gr an t ed by

t he Depa r t men t i mmed i a t e l y f o l l ow i ng such l eave . I f t he - educa t i ona l

o f f i ce r f a i l s t o r epor t f or wor k upon t e rm i na t i on o f t h i s l eave , and

i f no subsequen t au t hor i zed l eave i s gr an t ed , t he educa t i ona l o f f i ce r

sha l l be cons i de r ed t o have r es i gned and sha l l r e f und a l l mon i es

r ece i ved wh i l e on such l eave .

2 . Upon r e t urn f rom t h i s l eave gr an t ed unde r t h i s Agr eemen t , t he

educa t i ona l o f f i ce r sha l l agr ee t o wor k f or a pe r i od o f one (1)

con t i nuous yea r . I f t he educa t i ona l o f f i ce r f a i l s t o do so , t he

educa t i ona l o f f i ce r sha l l r e f und a l l mon i es r ece i ved f rom t he

Depa r t men t wh i l e on t h i s l eave .

3 . Fa i l ur e t o r e f und a l l mon i es r ece i ved sha l l r esu l t i n cance l l a t i on o f

h i s / he r Hawa i i Depa r t men t o f Educa t i on Ce r t i f i ca t e ( s ) .

4 . The educa t i ona l o f f i ce r sha l l be gua r an t eed a r e t urn t o t he f orme r

pos i t i on or an equ i va l en t pos i t i on a t t he exp i r a t i on o f t h i s l eave .

5 . The educa t i ona l o f f i ce r sha l l no t acc rue any vaca t i on or s i ck l eave

c r ed i t s dur i ng t he pe r i od o f such l eave .

Regu l a t i on #5407



Leaves o f Absence - Pro f ess i ona l
I mprovemen t Leave w i t h Pay - -

Educa t i ona l O f f i ce r s ( con t i nued )

Leaves Up t o Th i r t y (30) Days

Regu l a t i on #5407

A . Such l eave sha l l be f or a pe r i od no t t o exceed t h i r t y (30) consecu t i ve

ca l enda r days and may be gr an t ed no mor e t han once pe r yea r .

S . The Depa r t men t sha l l cons i de r t he f o l l ow i ng i n r ev i ew i ng a r eques t f or

such l eave :

1 . The purpose o f t he l eave i s mu t ua l l y bene f i c i a l t o t he educa t i ona l

o f f i ce r and t he Depa r t men t .

2 . The na t ur e , l eng t h and pe r t i nency o f pro f ess i ona l educa t i ona l cour se

wor k , r esea r ch , or o t he r pro f ess i ona l ac t i v i t y wh i ch t he educa t i ona l

o f f i ce r p l ans t o unde r t ake dur i ng such l eave a r e cons i s t en t w i t h t he

needs o f t he Depa r t men t .

3 . The educa t i ona l o f f i ce r ' s absence w i l l no t adve r se l y a f f ec t t he

ope r a t i ons o f t he Depa r t men t .

4 . The educa t i ona l o f f i ce r sha l l agr ee t o r e t urn t o wor k w i t h t he

Depa r t men t upon t e rm i na t i on f rom such l eave .

5 . The educa t i ona l o f f i ce r sha l l be gua r an t eed a r e t urn t o t he

educa t i ona l o f f i ce r ' s pos i t i on a t t he exp i r a t i on o f t h i s l eave .

6 . The l eave shou l d be sub j ec t t o ava i l ab i l i t y o f f unds . Howeve r , t h i s

prov i s i on does no t pr ec l ude t he educa t i ona l o f f i ce r f rom seek i ng

o t he r r esour ces .

Adop t ed 10 / 74 ; Amended 6 / 86 ; Amended 1 / 94
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PROCEDURE : APPLY I NG FOR PROFESS I ONAL I MPROVEMENT LEAVE W I TH PAY ( FOR
EDUCAT I ONAL OFF I CERS ONLY)

REFERENCE : REGULAT I ON #5407

Procedur e #5407

FORMS

�

PERSONNEL FORM 706 (APPL I CAT I ON FOR EDUCAT I ONAL OFF I CER
PROFESS I ONAL I MPROVEMENT LEAVE W I TH PAY OR
PROFESS I ONAL I MPROVEMENT LEAVE W I THOUT PAY)

PERSONNEL FORM 706a (CONTRACT FOR PROFESS I ONAL I MPROVEMENT LEAVE
W I TH PAY)

RESPONS I B I L I T I ES :

EDUCAT I ONAL OFF I CER

1 . Formu l a t es a pro f ess i ona l deve l opmen t p l an and de t e rm i nes t r a i n i ng

ac t i v i t i es .

2 . Comp l e t es one copy o f Form 706 and subm i t s t o supe r v i sor on or be f or e

Novembe r 1 .

NOTE : I f an educa t i ona l o f f i ce r i s app l y i ng f or an up t o t h i r t y (30) day

pro f ess i ona l i mprovemen t l eave w i t h pay and t he r e a r e no

add i t i ona l cos t s t o t he Depa r t men t , t ha t i nd i v i dua l sha l l comp l e t e

and subm i t a copy o f Form 706 t o supe r v i sor no l a t e r t han f or t y -

f i ve (45) days pr i or t o t he an t i c i pa t ed l eave .

a . For up t o one (1) yea r and up t o s i x (6) mon t h l eaves , check t he

appropr i a t e se l ec t i on . Then i nd i ca t e up t o one yea r w i t h t he

appropr i a t e da t es or i nd i ca t e up t o s i x mon t hs w i t h t he appropr i a t e

da t es or Semes t e r I or Semes t e r I I .

b . For up t o t h i r t y (30) day l eave , check t he appropr i a t e se l ec t i on , and

en t e r t he an t i c i pa t ed da t es .

NOTE : I f t he r e a r e no add i t i ona l cos t s t o t he Depa r t men t , t he

app l i can t mus t s t i pu l a t e t he an t i c i pa t ed r esour ces t ha t w i l l be

u t i l i zed t o cove r h i s / he r absence .

3 . A t t aches a comp l e t e desc r i p t i on o f t he proposed progr am o ¬ s t udy t o Form

706 .

4 . Comp l e t es and s i gns Form 706a and subm i t s t o O f f i ce o f Pe r sonne l

Se r v i ces v i a t he r espec t i ve D i s t r i c t or o f f i ce , i f gr an t ed pro f ess i ona l

i mprovemen t l eave w i t h pay .
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5 . Fo l l ows Procedur e #5400 f or r e t urn t o se r v i ce upon exp i r a t i on o f t h i s
l eave .

PR I NC I PAL / I MMED I ATE SUPERV I SOR

1 . D i scusses t he i mp l i ca t i ons and f und i ng , i f app l i cab l e , f or t h i s l eave

w i t h t he app l i can t .

2 . Comp l e t es t he appropr i a t e sec t i on and f orwa rds t he Form 706 t o t he

d i s t r i c t supe r i n t enden t or ass i s t an t supe r i n t enden t on or be f or e

Novembe r 8 .

D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Procedur e #5407

1 . Rev i ews comp l e t ed Form 706 and d i scusses t he i mp l i ca t i ons and f und i ng ,

i f app l i cab l e , f or t h i s l eave w i t h t he supe r v i sor and / or t he app l i can t .

2 . Comp l e t es t he appropr i a t e sec t i on and f orwa rds t he Form 706 t o t he

Supe r i n t enden t on or be f or e Novembe r 30 .

NOTE : Approves or d i sapproves up t o t h i r t y (30) day pro f ess i ona l

i mprovemen t l eaves t ha t have no add i t i ona l cos t s t o t he Depa r t men t

and f orwa rds Form 706 t o t he O f f i ce o f Pe r sonne l Se r v i ces no l a t e r

t han t h i r t y (30) days pr i or t o t he an t i c i pa t ed l eave . Th i s l eave

sha l l be adm i n i s t e r ed a t t he d i s t r i c t or o f f i ce l eve l and Form

706a mus t be s i gned by d i s t r i c t supe r i n t enden t or ass i s t an t

supe r i n t enden t .

3 . Subm i t s l i s t o f app l i can t s r ecommended f or approva l and t hose approved

w i t h no add i t i ona l cos t s t o t he Depa r t men t and t he i r r espec t i ve f orms .

Re t urns d i sapproved l eaves t o t he educa t i ona l o f f i ce r , prov i d i ng r easons

f or den i a l . App l i can t s f or up t o one (1) yea r and up t o s i x (6) mon t h

l eaves w i l l be g i ven pr i or i t y . Th i r t y (30) day l eave r eques t s w i l l be

cons i de r ed , sub j ec t t o ava i l ab i l i t y o f f unds .

SUPER I NTENDENT

1 . Approves or d i sapproves pro f ess i ona l i mprovemen t l eave r eques t s , as

appropr i a t e .

2 . S i gns memor andum o f agr eemen t .



OFF I CE OF PERSONNEL SERV I CES

1 . No t i f i es a l l app l i can t s by Janua r y 31 ( cop i es t o appropr i a t e o f f i ce ) .

2 . Pr epa r es and secur es s i gna t ur es f or memor andum o f agr eemen t and o t he r

app l i cab l e documen t s .

Adop t ed 10 / 74 ; Amended 6 / 86 ; Amended 1 / 94

Procedur e #5447
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WORK- STUDY LEAVE

A . E l i g i b i l i t y

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

Rev i sed 9 / 1 / 70 ; Rev i ewed 1 / 73 ; Amended 10 / 74 ; Rev i ewed 6 / 86

Regu l a t i on # 540 8

A l l s t a t e and d i s t r i c t pro f ess i ona l pe r sonne l may be gr an t ed wor k - s t udy

l eaves w i t h pay and w i t hou t cha rge t o vaca t i on a l l owances i n accordance

w i t h t he f o l l ow i ng :

1 . The s t ud i es mus t be o f a na t ur e wh i ch a l l ows t he emp l oyee t o mee t

t he r equ i r emen t s o f t he j ob and shou l d no t i n t e r f e r e w i t h t he norma l

wor k schedu l e o f t he emp l oyee ' s p l ace o f emp l oymen t . No mor e t han

t wo hour s pe r wor k day sha l l be spen t away f rom t he emp l oyee ' s

p l ace o f wor k .

2 . The s t ud i es mus t be r e l evan t t o t he emp l oyee ' s pr esen t and / or f u t ur e

pro f ess i ona l ass i gnmen t . The emp l oyee mus t pr esen t accep t ab l e

ev i dence t ha t t he cour ses t aken sha l l i mprove t he emp l oyee ' s pro f es -

s i ona l pe r f ormance .

B . Cond i t i ons o f Wor k - S t udy Leave

1 . No mor e t han 3 semes t e r c r ed i t hour s may be t aken i n a one - yea r

pe r i od up t o a max i mum o f 6 semes t e r c r ed i t hour s ove r a t hr ee - yea r

pe r i od .

2 . The t hr ee - yea r pe r i od sha l l beg i n upon f i r s t enro l l men t f or c r ed i t

cour ses .

3 . The emp l oyee ' s r eques t w i l l be processed t hrough norma l channe l s

t o t he Supe r i n t enden t who w i l l make t he f i na l de t e rm i na t i on .
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PROCEDURE - APPLY I NG FOR WORK- STUDY LEAVE FOR D I STR I CT AND STATE

PROFESS I ONAL STAFF

REFERENCE : REGULAT I ON #5408

Procedur e #5408

FORM

�

PERSONNEL FORM 401 (APPL I CAT I ON FOR WORK- STUDY LEAVE FOR D I STR I CT /
STATE OFF I CE PROFESS I ONAL STAFF )

RESPONS I B I L I T I ES :

1 . APPL I CANT - TWELVE - MONTH EMPLOYEE ONLY

Subm i t s one copy o f Form 401 and suppor t i ng documen t s t o t he d i s t r i c t

supe r i n t enden t or ass i s t an t supe r i n t enden t a t l eas t t h i r t y days pr i or

t o t he e f f ec t i ve da t e o f t he r eques t ed l eave .

2 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . Recommends approva l or d i sapprova l and f orwa rds app l i ca t i on t o

t he Supe r i n t enden t .

b . D i s t r i c t and o t he r o f f i ces w i l l ma i n t a i n r ecord o f wor k - s t udy l eaves

f or t he i r r espec t i ve emp l oyees .

3 . SUPER I NTENDENT

Approves or d i sapproves Form 401 .

4 . OFF I CE OF PERSONNEL SERV I CES

a . No t i f i es app l i can t o f Supe r i n t enden t ' s dec i s i on .

b . Ma i n t a i ns r ecord o f wor k - s t udy l eaves f or a l l emp l oyees .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Rev i ewed 6 / 86
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LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

Leng t h o f exchange w i l l be f or one schoo l yea r .

E . En t i t l emen t t o o t he r Leaves

Exchanges may be f o l l owed by any au t hor i zed l eave .

Regu l a t i on # 540 9

EXCHANGES

A . Ob jec t i ve

To enab l e t eache r s and educa t i ona l o f f i ce r s t o wor k i n o t he r schoo l

d i s t r i c t s t o ga i n exposur e t o new expe r i ences , new env i ronmen t s and / or

peop l e , t he r eby prov i d i ng t hem w i t h oppor t un i t i es f or f ur t he r pro f es -

s i ona l grow t h and deve l opmen t and enhanc i ng t he e f f ec t i veness o f t he i r

pe r f ormance o f pro f ess i ona l du t i es upon comp l e t i on o f t he exchange

and r e t urn t o t he Depa r t men t .

B . E l i g i b i l i t y

Ce r t i f i ca t ed t enur ed pe r sonne l o f t he Depa r t men t a r e e l i g i b l e f or

exchanges .

NOTE : Educa t i ona l o f f i ce r s a r e no t e l i g i b l e f or exchanges dur i ng

t he yea r t hey a r e comp l e t i ng proba t i on .

1 . Emp l oyees a r e e l i g i b l e f or exchange pos i t i ons t o any s t a t e , coun t r y

or t e r r i t or y .

2 . On l y emp l oyees who a r e h i gh l y r ecommended by t he i r supe r v i sor s

and deemed l i ke l y t o r e f l ec t c r ed i t on t he Depa r t men t and on t he

s t a t e w i l l be cons i de r ed f or poss i b l e exchange .

C . Gua r an t ee o f Emp l oymen t

The emp l oyee i s assur ed o f a gua r an t ee o f emp l oymen t t o wh i ch en t i t l ed

a t t he end o f t he l eave .

D . Leng t h o f Exchange
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Leaves o f Absence - Exchanges
( con t i nued )

F . Pay wh i l e on Exchange

Regu l a t i on # 540 9

1 . The pe r son exchanged f rom t h i s Depa r t men t sha l l be pa i d t he r egu l a r

sa l a r y by t he Depa r t men t p l us t r anspor t a t i on cos t s t o and f rom

t he p l ace o f exchange , prov i ded t ha t such t r anspor t a t i on f unds

a r e ava i l ab l e .

2 . A l l o t he r expenses sha l l be borne by t he exchanges .

G . Pr e f e r ence

I n t he se l ec t i on o f pe r sonne l i n t he S t a t e f or exchange , pr e f e r ence

sha l l be g i ven t o t eache r s ove r educa t i ona l o f f i ce r s ; pr i nc i pa l s and

v i ce pr i nc i pa l s ove r d i s t r i c t and s t a t e educa t i ona l o f f i ce r s .

H . F r equency

1 . No t eache r w i l l be e l i g i b l e f or ano t he r exchange un t i l comp l e t i on

o f t hr ee yea r s o f con t i nuous se r v i ce s i nce t he t eache r ' s l as t exchange .

2 . I n t he case o f pr i nc i pa l s , s i x yea r s o f con t i nuous se r v i ce a r e

r equ i r ed be t ween exchanges .

I . Exc l us i on

App l i can t s seek i ng t o r e t urn t o f orme r dom i c i l es may be den i ed exchanges .

J . Supe r v i s i on and Eva l ua t i on

Each pa r t y sha l l supe r v i se t he exchange t eache r or educa t i ona l o f f i ce r

unde r t he ru l es and r egu l a t i ons app l i cab l e t o t eache r s or educa t i ona l

o f f i ce r s o f t he schoo l t o wh i ch ass i gned . Each pa r t y sha l l eva l ua t e

t he pe r f ormance o f t he exchange t eache r or educa t i ona l o f f i ce r and

sha l l subm i t a r epor t t o t he o t he r pa r t y on or be f or e June 30 o f t he

exchange yea r .
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PROCEDURE : APPLY I NG FOR EXCHANGE

REFERENCE : REGULAT I ON #5409

Procedur e #5409

FORMS

�

. PERSONNEL FORM 100c (APPL I CAT I ON FOR PROFESS I ONAL TEACH I NG AND / OR
SUPPORT POS I T I ON )

PERSONNEL FORM 703 (REQUEST FOR OUT- OF - STATE EXCHANGE)

PERSONNEL FORM 703a (AGREEMENT FOR EXCHANGE - BETWEEN EMPLOYEE
AND DEPARTMENT)

PERSONNEL FORM 703b (AGREEMENT FOR EXCHANGE - BETWEEN SCHOOL
D I STR I CTS)

RESPONS I B I L I T I ES :

1 . TEACHER*

a . Comp l e t es and subm i t s - one copy each o f Form 100 and Form 703 t o

pr i nc i pa l by Janua r y 15 .

b . S i gns Form 703a and subm i t s f orm t o O f f i ce o f Pe r sonne l Se r v i ces .

2 . PR I NC I PAL

Comp l e t es appropr i a t e sec t i ons o f Form 703 , r ecommends approva l or

d i sapprova l and f orwa rds t he f orm t o t he d i s t r i c t supe r i n t enden t .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Comp l e t es appropr i a t e sec t i ons o f Form 703 and f orwa rds t he approved

f orm t o t he O f f i ce o f Pe r sonne l Se r v i ces ( f or f i na l appropr i a t e ac t i on

by t he Supe r i n t enden t ) .

4 . SUPER I NTENDENT

a . Takes appropr i a t e ac t i on on Form 703 .

b . S i gns Form 703a .

*NOTE : Educa t i ona l o f f i ce r app l i can t f o l l ows same s t eps as t eache r s , bu t
subm i t s app l i ca t i on t o supe r v i sor .
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Procedur e #5409

5 . OFF I CE OF PERSONNEL SERV I CES

a . Nego t i a t es w i t h a l l pa r t i es f or consumma t i on o f exchange .

b . Processes appropr i a t e f orms and ma t e r i a l s .

c . Keeps app l i can t i n f ormed o f t he r eques t s t a t us .

d . F i na l i zes a l l exchanges by Apr i l 30 .

e . Forwa rds copy o f Form 703b t o emp l oyee .



LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

M I L I TARY LEAVES FOR ACT I VE DUTY TRA I N I NG

Regu l a t i on #5410

A . Emp l oyees wh i l e on ac t i ve du t y f or t r a i n i ng w i t h Na t i ona l Gua rd and

Rese r ve un i t s sha l l r ece i ve r egu l a r pay up t o a max i mum o f f i f t een

wor k i ng days pe r ca l enda r yea r as prov i ded by l aw . Th i s does no t

app l y t o dr a f t ees or en l i s t ees i n t he f ede r a l se r v i ce .

B . New h i r es who w i l l be on annua l ac t i ve du t y r ese r ve t r a i n i ng a t t he

commencemen t o f t he i r emp l oymen t a r e e l i g i b l e f or t h i s l eave , pro -

v i ded t hey have been appo i n t ed f or a t l eas t s i x mon t hs o f se r v i ce .

C . Emp l oyees on m i l i t a r y l eave w i t h pay sha l l no t su f f e r any l oss o f

bene f i t s .

D . Emp l oyees r e t urn i ng f rom t h i s l eave a r e gua r an t eed r eemp l oymen t r i gh t s

and sha l l no t be i n any way pr e j ud i ced by r eason o f absence .

E . when emp l oyees a r e ca l l ed t o ac t i ve du t y by o f f i c i a l m i l i t a r y orde r s

a second t i me w i t h i n a ca l enda r yea r , emp l oyees may e l ec t t o use t he

f i f t een wor k i ng days o f pa i d m i l i t a r y l eave o f t he succeed i ng ca l enda r

yea r w i t h i n t he cur r en t ca l enda r yea r , prov i ded t ha t t he f o l l ow i ng

cond i t i ons a r e me t :

1 . The f i f t een wor k i ng days o f pa i d m i l i t a r y l eave f or t he cur r en t

ca l enda r yea r have been exhaus t ed .

2 . The ac t i ve du t y ca l l ou t i s a second (or subsequen t ) ca l l ou t i n

a ca l enda r yea r .

3 . The f i r s t and second ac t i ve du t y ca l l ou t s occur i n d i f f e r en t

Fede r a l f i sca l yea r s w i t h i n t he same ca l enda r yea r , as i nd i ca t ed

be l ow . (The Fede r a l f i sca l yea r beg i ns on Oc t obe r 1 o f each yea r

and ends on Sep t embe r 30 . )
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Leaves o f absence - M i l i t a r y Leaves f or
Ac t i ve Du t y Tr a i n i ng ( con t i nued )
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Regu l a t i on #5410

F i r s t ca l l ou t mus t occur be t ween :

�

Janua r y 1 - Sep t embe r 30

Second (or subsequen t ) ca l l ou t s
mus t occur be t ween :

�

Oc t obe r 1 - Decembe r 31

4 . M i l i t a r y l eave w i t h pay wh i ch i s advanced f rom t he succeed i ng yea r

f or t he cur r en t ca l enda r yea r sha l l no t exceed f i f t een wor k i ng

days .

5 . Emp l oyees sha l l agr ee i n wr i t i ng t ha t t he i r en t i t l emen t s t o

f i f t een wor k i ng days o f pa i d m i l i t a r y l eave o f t he succeed i ng yea r

sha l l be cance l l ed by t he numbe r o f days advanced f or t he cur r en t

ca l enda r yea r .



PROCEDURE : APPLY I NG FOR M I L I TARY LEAVE

REFERENCE : REGULAT I ON #5410

FORM

�

PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

Procedur e #5410

RESPONS I B I L I T I ES :

1 . TEACHER*

a . I n f orms pr i nc i pa l a t l eas t 60 ca l enda r days be f or e t he r epor t i ng

da t e f or Annua l Tr a i n i ng (AT) or Ac t i ve Du t y f or Tr a i n i ng (ADT) ,

or upon i n i t i a l know l edge o f da t e ( s ) o f t r a i n i ng ac t i v i t y .

b . I f app l i cab l e , i n f orms pr i nc i pa l i n wr i t i ng o f i n t en t t o bor row

l eave days o f up t o f i f t een wor k i ng days w i t h pay f rom t he nex t

ca l enda r yea r . Agr ees i n wr i t i ng t ha t t he Emp l oyee ' s en t i t l emen t

t o l eave w i t h pay i n t he nex t ca l enda r yea r sha l l be cance l l ed

by t he same numbe r o f bor rowed l eave days .

c . I n f orms pr i nc i pa l o f l esson p l ans , s t uden t eva l ua t i ons , and o t he r

a r r angemen t s f or ac t i v i t i es schedu l ed dur i ng h i s / he r absence .

d . Subm i t s f our cop i es o f Form 400a and m i l i t a r y . orde r s t o pr i nc i pa l

pr i or t o l eave .

e . Ma i n t a i ns an accur a t e accoun t i ng o f days used f or m i l i t a r y l eave .

2 . PR I NC I PAL

a . Rev i ews and approves i f above cond i t i ons a r e me t by t he emp l oyee .

b . Ma i n t a i ns a r ecord o f m i l i t a r y l eaves .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Ma i n t a i ns a r ecord o f m i l i t a r y l eaves .

4 . OFF I CE OF PERSONNEL SERV I CES

a . Processes r eques t and i ssues Form SF - 5A .

b . Ma i n t a i ns a r ecord o f m i l i t a r y l eaves .
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App l y i ng f or M i l i t a r y Leave ( con t i nued )

Procedur e #5410

*NOTE : Educa t i ona l o f f i ce r app l i can t f o l l ows s t eps ou t l i ned f or t eache r ,
-bu t subm i t s app l i ca t i on and m i l i t a r y orde r s t o supe r v i sor f or ac t i on .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 11 / 88

5400 - 7 0



SPEC I AL SHORT- TERM LEAVES W I TH PAY

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

A . Dea t h or Cr i t i ca l I l l nes s i n I mmed i a t e Fam i l y

Regu l a t i on #5411

A max i mum o f t hr ee days ' ( t hr ee wor k i ng days ) l eave w i t h pay may be

g i ven upon t he dea t h or c r i t i ca l i l l ness o f any membe r o f t he emp l oyee ' s

i mmed i a t e f am i l y ( f i ve days i f emp l oyee mus t go ou t o f s t a t e ) .

1 . I n case o f i l l ness f o l l owed by dea t h , emp l oyees t ak i ng one ou t - o f - s t a t e

t r i p a r e a l l owed up t o a max i mum o f e i gh t days ( e i gh t wor k i ng days )

o f spec i a l l eave w i t h pay . Emp l oyees t ak i ng t wo ou t - o f - s t a t e t r i ps

a r e a l l owed a max i mum o f f i ve days ( f i ve wor k i ng days ) l eave w i t h

pay f or c r i t i ca l i l l ness and / or f i ve days ( f i ve wor k i ng days ) w i t h

pay f or dea t h .

2 . Membe r s o f t he i mmed i a t e f am i l y a r e de f i ned as husband or w i f e ,

ch i l dr en , pa r en t s , s i b l i ngs , f a t he r - i n - l aw or mo t he r - i n - l aw , gr andpa r en t s

and gr andch i l dr en . Any bona f i de membe r o f t he househo l d , whe t he r

r e l a t i ve or no t , i s cons i de r ed t o be a membe r o f t he i mmed i a t e

f am i l y .

3 . A l i censed phys i c i an mus t ce r t i f y t ha t such i l l ness i s c r i t i ca l .

The r ecove r y o f t he r e l a t i ve does no t pr e j ud i ce t he c l a i m o f t he

emp l oyee f or l eave w i t h pay .

4 . I f l eave i s asked because o f se r i ous s i ckness or dea t h i n t he i mmed i a t e

f am i l y , t he name and t he exac t r e l a t i onsh i p mus t be g i ven ; and

i n add i t i on ( i f f or a se r i ous s i ckness i n t he i mmed i a t e f am i l y ) ,
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Leaves o f Absence - Spec i a l
Shor t - Te rm Leaves w i t h Pay ( con t i nued )

a s t a t emen t c l ea r l y se t t i ng f or t h t he i mpe r a t i ve need o f t he emp l oyee ' s

pr esence a t t he beds i de mus t accompany t he l eave r eques t .

B . Fune r a l

An emp l oyee may be gr an t ed f une r a l l eave w i t h pay no t t o exceed one

day t o a t t end t he f une r a l o f a r e l a t i ve , no t a membe r o f t he i mmed i a t e

f am i l y , when such absence i s du l y approved i n wr i t i ng by t he pr i nc i pa l

and d i s t r i c t supe r i n t enden t .

C . Qua r an t i ne

I n t he case o f a qua r an t i ne , a s t a t emen t f rom a gove rnmen t phys i c i an

or a l i censed phys i c i an ce r t i f y i ng t ha t t he emp l oyee ' s pr esence a t

wor k wou l d endange r t he hea l t h o f t he o t he r s , w i l l en t i t l e t he emp l oyee

t o l eave w i t h pay dur i ng t he pe r i od o f endor sed absence .

D . D i sas t e r

Leave w i t h pay w i l l be gr an t ed t o emp l oyees who a r e pr even t ed f rom

r epor t i ng f or du t y because o f d i sas t e r s t o pro t ec t t he i r pe r sona l

prope r t y .

E . PTA Conven t i on

5400 - 7 2

Regu l a t i on #5411

Teache r s who a r e e i t he r s t a t e o f f i ce r s or o f f i c i a l l y e l ec t ed de l ega t es

o f t he PTA may be pe rm i t t ed by t he d i s t r i c t supe r i n t enden t t o a t t end

t he annua l PTA conven t i on w i t hou t l oss o f sa l a r y , prov i ded t ha t no t

mor e t han one t eache r f rom each schoo l w i t h a t o t a l s t a f f o f 40 or

l ess and no t mor e t han t wo t eache r s f rom each schoo l w i t h a t o t a l

s t a f f o f 41 or mor e w i l l be excused i n any one schoo l yea r .



Leaves o f Absence - Spec i a l
Shor t - Te rm Leaves W i t h Pay ( con t i nued )

F : Ma i n l and Con f e r ences

Regu l a t i on $5411

No t mor e t han f i ve wor k i ng days may be gr an t ed f or spec i a l l eaves

o£ absence w i t h pay t o a t t end ma i n l and pro f ess i ona l con f e r ences f or

pro f ess i ona l grow t h and i mprovemen t . The app l i can t mus t subm i t t he

appropr i a t e Ou t - o f - S t a t e Tr ave l Reques t t h i r t y (30) days pr i or t o

depa r t ur e i n accordance w i t h Depa r t men t procedur es ,

G . A t h l e t i c__Tr i ps

1 . No t mor e t han one membe r o f a schoo l f acu l t y may accompany an a t h l e t i c

t eam t o ano t he r i s l and when schoo l t i me i s i nvo l ved excep t i n t he

case . o f a f oo t ba l l t eam , when t wo f acu l t y membe r s may accompany

t he t eam . Th i s l i m i t wou l d no t app l y when no schoo l t i me i s i nvo l ved

such as weekends .

2 . No t mor e t han t wo r egu l a r membe r s o f a schoo l f acu l t y may accompany

an a t h l e t i c t eam t o t he ma i n l and .

3 . A t l eas t one r egu l a r f acu l t y membe r shou l d accompany t he t eam on

a ma i n l and t r i p .

H . Hono l u l u Symphony and Hono l u l u You t h Thea t e r Pe r f orme r s

1 . Emp l oyees pe r f orm i ng w i t h t he Hono l u l u Symphony or Hono l u l u You t h

Thea t e r a t ma t i nees f or s t uden t s may be gr an t ed l eave o f absence

w i t h pay no t t o exceed a t o t a l o f 10 wor k i ng days , prov i ded such

emp l oyees do no t r ece i ve compensa t i on f or t he i r pe r f ormance .

2 . I f such pe r f ormance i s w i t h compensa t i on , t he l eave sha l l be w i t hou t

pay .

I . O t he r Ac t i v i t i es Sponsor ed by t he Depa r t men t

Emp l oyees may be gr an t ed l eave w i t h pay . t o a t t end du l y au t hor i zed

Depa r t men t sponsor ed ac t i v i t i es when t he i r se r v i ces a r e r equ i r ed .
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Leaves o f Absence - Spec i a l
Shor t - Te rm Leaves W i t h Pay ( con t i nued )

Regu l a t i on #5411

J . Pr e - I nduc t i on Phys i ca l Exam i na t i on Leave

An emp l oyee i s e l i g i b l e f or l eave w i t h pay t o unde rgo phys i c i a l exam i na t i on

pr i or t o i nduc t i on i n t o t he a rmed f or ces .

K . Depa r t men t - D i r ec t ed Med i ca l Reexam i na t i on

When a med i ca l r eexam i na t i on i s d i r ec t ed by t he Depa r t men t , t he emp l oyee

conce rned sha l l be gr an t ed l eave w i t h pay f or t he pe r i od i nvo l ved .

L . Depa r t men t - D i r ec t ed Leave

The i mmed i a t e supe r v i sor may , i n t he bes t i n t e r es t o f t he s t uden t s

or f or t he good o f t he Depa r t men t , i mmed i a t e l y r e l i eve an emp l oyee

by p l ac i ng t ha t emp l oyee on l eave w i t h pay f or a pe r i od no t t o exceed

10 wor k i ng days . Fur t he r l eave may be au t hor i zed by t he Supe r i n t enden t .

M . Fam i l y Leave

An emp l oyee may be gr an t ed f am i l y l eave due t o t he b i r t h o f an emp l oyee ' s

ch i l d , adop t i on o f a ch i l d , or f or ca r e o f an emp l oyee ' s i mmed i a t e

f am i l y membe r w i t h a se r i ous hea l t h cond i t i on wh i ch i s de f i ned as

an acu t e , t r auma t i c , or l i f e - t hr ea t en i ng i l l ness ; i n j ur y ; or i mpa i rmen t

wh i ch i nvo l ves t r ea t men t or supe r v i s i on by a hea l t h ca r e prov i de r .

The emp l oyee i s en t i t l ed t o f our (4) weeks ( equ i va l en t t o 20 wor kdays )

o f l eave t aken consecu t i ve l y or i n t e rm i t t en t l y dur i ng t he schoo l

yea r . Fam i l y l eave i s no t cumu l a t i ve f rom yea r t o yea r . Emp l oyees

may use accumu l a t ed s i ck l eave or vaca t i on l eave or a comb i na t i on

o f t hese l eaves f or t h i s r eques t ed l eave w i t h pay . Fam i l y l eave

w i t hou t pay may a l so be r eques t ed by us i ng ex i s t i ng l eave w i t hou t

pay procedur es prov i ded f or i n Procedur e #5401 . 1 .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 11 / 92
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PROCEDURE I MPOS I NG DEPARTMENT- D I RECTED LEAVE W I TH PAY

REFERENCE : REGULAT I ON #5411

FORM

�

PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

RESPONS I B I L I T I ES :

1 . I MMED I ATE SUPERV I SOR

a . A f t e r obse r va t i on and / or ob t a i n i ng su f f i c i en t ev i dence wa r r an t i ng

t h i s t ype o f ac t i on , makes r ecommenda t i on t o d i s t r i c t supe r i n t enden t /

ass i s t an t supe r i n t enden t .

Procedur e #5411

b . A f t e r r ece i v i ng ve rba l approva l f rom d i s t r i c t supe r i n t enden t / ass i s t an t

supe r i n t enden t , con f e r s w i t h and p l aces emp l oyee on l eave o f absence

w i t h pay f or a pe r i od no t exceed i ng t en wor k i ng days . Comp l e t es

r eques t f or l eave f orm f or t he emp l oyee and d i s t r i bu t es as d i r ec t ed

on t he f orm .

c . I nsur es t ha t t he emp l oyee unde r s t ands t he cond i t i ons o f t he l eave

wh i ch may i nc l ude ac t i v i t i es o t he r t han j us t r ema i n i ng o f f t he

j ob .

d . i f i t i s necessa r y t o r equ i r e a med i ca l exam i na t i on , f o l l ows Procedur e

#5100 . 2 .

2 . D I STR I CT SUPER I NTENDENT / ASS I STANT SUPER I NTENDENT

a . Ac t s on r ecommenda t i on o f i mmed i a t e supe r v i sor .

b . I n f orms O f f i ce o f Pe r sonne l Se r v i ces o f ac t i on t aken .

c . Processes l eave f orm .

3 . OFF I CE OF PERSONNEL SERV I CES

Processes l eave w i t h pay .
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5400 - 7 5



PROCEDURE : APPLY I NG FOR SPEC I AL SHORT- TERM LEAVES W I TH PAY

REFERENCE : REGULAT I ON #5411

FORM

�

PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

Types o f Spec i a l Shor t - Te rm Leaves :

1 . Dea t h or c r i t i ca l i l l ness i n i mmed i a t e f am i l y
2 . Fune r a l
3 . Qua r an t i ne
4 . Pr e - I nduc t i on
5 . D i sas t e r
6 . PTA Conven t i on
7 . Ma i n l and Con f e r ences*
B . A t h l e t i c Tr i ps*
9 . Hono l u l u Symphony and Hono l u l u You t h Thea t e r Pe r f orme r s

10 . O t he r ac t i v i t i es approved by t he Depa r t men t

RESPONS I B I L I T I ES :

1 . TEACHER**

a . Subm i t s f our cop i es o f Form 400a t o pr i nc i pa l .

b . Rev i ews Form 400a and r egu l a t i ons dea l i ng w i t h t he spec i f i c l eave

2 . PR I NC I PAL

f or f ur t he r de t a i l s .

a . Rev i ews r egu l a t i on dea l i ng w i t h spec i f i c l eave .

cop i es t o d i s t r i c t supe r i n t enden t w i t h i n t hr ee days upon r ece i p t

o f r eques t .

c . A t t aches f orm t o Record o f A t t endance and sends t o pay ro l l a t t he

end o f t he mon t h .

Procedur e #5411 . 1

b . Recommends approva l or d i sapprova l o f r eques t and f orwa rds a l l

*NOTE : A l l l eave r eques t s i nvo l v i ng ou t - o f - s t a t e t r ave l t o Depa r t men t
approved con f e r ences and schoo l ac t i v i t y t r i ps mus t i nc l ude Form
437 , Proposed Ou t - o f - S t a t e Tr ave l . See ou t - o f - s t a t e manua l , " Po l i c i es
and Procedur es Cove r i ng O f f i c i a l Tr ave l and Tr anspor t a t i on Expenses
f or Depa r t men t o f Educa t i on . "

**NOTE : Educa t i ona l o f f i ce r app l i can t s f o l l ow same s t eps as f or t eache r s ,
bu t subm i t app l i ca t i on t o supe r v i sor .

5400 - 7 7



5400 - 7 8

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . I nsur es t ha t l eave r eques t con f orms t o app l i cab l e r egu l a t i ons .

b . Approves or d i sapproves r eques t and d i s t r i bu t es as d i r ec t ed on

f orm .

4 . OFF I CE OF PERSONNEL SERV I CES

Processes r eques t .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86

Procedur e #5411 . 1



PROCEDURE : APPLY I NG FOR FAM I LY LEAVE W I TH PAY

REFERENCE : REGULAT I ON 05411

FORM

�

PERSONNEL FORM 400a (APPL I CAT I ON FOR LEAVE OF ABSENCE)

RESPONS I B I L I T I ES :

TRACE=

PR I NC I PAL

1 . Comp l e t es Form 400a - App l i ca t i on f or Leave o f Absence .

I nd i ca t e t ype ( s ) o f l eave ( s ) be i ng used when app l y i ng f or Fam i l y
Leave w i t h Pay . The appropr i a t e su f f i x shou l d be used when comb i n i ng
l eaves .

Examp l e : Fam i l y Leave - S i nd i ca t es us i ng accumu l a t ed s i ck l eave
days on Form 400a , App l i ca t i on f or Leave o f Absence , use " 13 " f or
Type o f Leave Code . Fam i l y Leave - V i nd i ca t es us i ng accumu l a t ed
vaca t i on days wh i ch a r e app l i cab l e t o 12 - mon t h ce r t i f i ca t ed
emp l oyees . *

2 . Subm i t s t o pr i nc i pa l f our (4) cop i es o f Form 400a a t t he ea r l i es t
t i me poss i b l e t o m i n i m i ze d i s rup t i on o f se r v i ces t o s t uden t s and
t o ensur e con t i nu i t y o f wor k f l ow .

3 . Prov i des exp l ana t i on f or t he l eave as appropr i a t e .

1 . Rev i ews l eave r eques t f or con f ormance w i t h prov i s i ons o f app l i cab l e
r egu l a t i ons and gu i de l i nes .

2 . Exam i nes t he bes t a r r angemen t or comb i na t i on o f l eaves f or t he
t eache r and s t uden t s ; t he pa r t i cu l a r c i r cums t ances ; adv i ses t he
t eache r o f t he mos t appropr i a t e cour se o f ac t i on and a r r i ves a t
a j o i n t dec i s i on .

3 . Commun i ca t es t he dec i s i on as approved on t he f orms .

4 . Forwa rds App l i ca t i on f or Leave o f Absence d i r ec t l y t o t he D i s t r i c t
O f f i ce .

5 . No t es l eave r e t urn da t e and ma i n t a i ns schoo l ' s r ecords .

Procedur e +15411 . 2

5400 - 7 8( a )



D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

OFF I CE OF PERSONNEL SERV I CES

*12 - mon t h ce r t i f i ca t ed emp l oyees use Form G - 1 , App l i ca t i on f or Leave o f
Absence . Comp l e t e sepa r a t e f orms f or each t ype o f l eave . The f o l l ow i ng
codes shou l d be used f or r easons f or Fam i l y Leave W i t h Pay : " 13 " when
cha rged t o s i ck l eave ; " 23 " when cha rged t o vaca t i on ; " 93 " when cha rged
t o l eave w i t hou t pay .

NOTE : Educa t i ona l o f f i ce r s f o l l ow s t eps ou t l i ned f or t eache r s , bu t subm i t
app l i ca t i on t o supe r v i sor f or ac t i on .

Adop t ed 11 / 92

5400 - 7 8(b )

Procedur e 5411 . 2

Ac t s on r ecommenda t i on o f i mmed i a t e supe r v i sor and ma i n t a i ns r ecords ,
as appropr i a t e .

Prov i des t echn i ca l ass i s t ance and ma i n t a i ns pe r sonne l r ecords o f
l eaves .



T I ME OFF D I RECTE D BY EXECUT I VE ORDER

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5412

On occas i on , w i t h l i t t l e advanced no t i ce , t he Pr es i den t o f t he Un i t ed

S t a t es and / or t he Gove rnor o f t he S t a t e o f Hawa i i may dec l a r e adm i n i s t r a -

t i ve t i me o f f by Execu t i ve Orde r . Such adm i n i s t r a t i ve l y dec l a r ed t i me

o f f sha l l be cons i de r ed wor k i ng t i me f or t he purposes o f emp l oyee l eave

and pay adm i n i s t r a t i on .

Emp l oyees on s i ck l eave or annua l vaca t i on dur i ng t he pe r i od o f dec l a r ed

adm i n i s t r a t i ve t i me o f f sha l l have such absence cha rged t o adm i n i s t r a t i ve

l eave .

Emp l oyees who a r e r equ i r ed t o wor k ( t o ma i n t a i n essen t i a l se r v i ces ) sha l l

be gr an t ed equ i va l en t t i me o f f on ano t he r day .

NOTE : Th i s r egu l a t i on app l i es t o 10 - mon t h emp l oyees on l y f or days when

schoo l i s i n r egu l a r l y schedu l ed sess i on .

Adop t ed 9 / 1 / 70 : Rev i ewed 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86
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JURY AND W I TNESS LEAVE

A . E l i g i b i l i t y

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

Rev i sed 9 / 1 / 70 ; Rev i ewed 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86

Regu l a t i on #5413

Any emp l oyee o f t he Depa r t men t who i s summoned as a w i t ness or j uror

i n any j ud i c i a l proceed i ng sha l l be en t i t l ed t o a l eave o f absence

w i t h pay f or t he pe r i od r equ i r ed f or such se r v i ce .

B . Emp l oymen t o f Subs t i t u t e

A subs t i t u t e may be emp l oyed f or a c l ass room t eache r who se r ves as

j uror or w i t ness i n cour t .

C . Leave No t A l l owed

Leave o f absence w i t h pay i s no t au t hor i zed when t he emp l oyee appea r s

as a w i t ness i n j ud i c i a l proceed i ngs i nvo l v i ng or a r i s i ng f rom ou t s i de

emp l oymen t or pe r sona l bus i ness a f f a i r s .

D . Requ i r emen t

The emp l oyee mus t show summons or proo f i n wr i t i ng o f be i ng se l ec t ed

f or w i t ness or j ur y du t y .

5400 - 8 1



"

�

PROCEDURE : APPLY I NG FOR JURY AND / OR W I TNESS DUTY LEAVE

REFERENCE : REGULAT I ON #5413

FORMS

�

PERSONNEL FORM 400a (REQUEST FOR LEAVE OF ABSENCE)

0

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . Shows proo f i n wr i t i ng t o i mmed i a t e supe r v i sor t ha t t he emp l oyee

has been summoned as a w i t ness or j uror .

b . Subm i t s f our cop i es o f Form 400a t o i mmed i a t e supe r v i sor .

2 . PR I NC I PAL / SUPERV I SOR

a . Rev i ews Adm i n i s t r a t i ve Regu l a t i on #5413 w i t h emp l oyee , pa r t i cu l a r l y

sec t i on on EL I G I B I L I TY , and d i scusses i mp l i ca t i ons o f l eave w i t h

pay and l eave w i t hou t pay .

b . Approves or d i sapproves r eques t and d i s t r i bu t es as i nd i ca t ed on

Form .

c . Emp l oys a subs t i t u t e f or c l ass room t eache r upon approva l o f l eave

r eques t .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Processes r eques t .

4 . OFF I CE OF PERSONNEL SERV I CES

Processes r eques t .

Rev i sed 9 / 1 / 70 ; Amended 1 / 73 ; Amended 10 / 74 ; Amended 6 / 86

Procedur e #5413
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A . L i m i t a t i ons

LEAVES OF ABSENCE

ADM I N I STRAT I VE REGULAT I ONS

PERSONAL LEAVE (TEN - MONTH CERT I F I CATED EMPLOYEES) *

Regu l a t i on #5414

1 . Pe r sona l l eave w i t h pay sha l l be l i m i t ed t o t wo wor k i ng days i n

t he schoo l yea r .

2 . Th i s l eave sha l l no t be cumu l a t i ve f rom yea r t o yea r .

B . Leave No t i f i ca t i on

Advance no t i ce o f a t l eas t t wen t y - f our hour s mus t be g i ven by an emp l oyee

mak i ng a r eques t f or t h i s l eave i f poss i b l e .

C . Emp l oymen t o f Subs t i t u t e Teache r

The pr i nc i pa l may emp l oy a subs t i t u t e t eache r t o t ake t he c l ass or

c l asses o f t he emp l oyee wh i l e on l eave unde r t h i s po l i cy .

*NOTE : No t t o be i mp l emen t ed un t i l f unds a r e ava i l ab l e .

Rev i sed 9 / 1 / 70 ; Rev i ewed 1 / 73 ; Rev i ewed 10 / 74 ; Amended 6 / 86
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PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

POL I CY

Po l i cy #5500

The Depa r t men t sha l l es t ab l i sh and ma i n t a i n a con t i nuous progr am des i gned

t o ensur e op t i ma l emp l oyee - emp l oye r r e l a t i ons and mor a l e i n orde r t o prov i de

t he mos t des i r ab l e env i ronmen t f or t he deve l opmen t and educa t i on o f a l l

s t uden t s . The progr am sha l l be s t ruc t ur ed t o encompass , bu t no t be l i m i t ed

t o , t he es t ab l i sh i ng and ma i n t a i n i ng o f a commun i ca t i on and i n f orma t i ona l

sys t em t o a l l ev i a t e emp l oyee d i ssa t i s f ac t i on and conce rns ; t he counse l i ng .

o f emp l oyees r e l a t i ve t o pr esen t and f u t ur e bene f i t s as prov i ded i n f ede r a l

and s t a t e progr ams ; and i n t he r ecogn i t i on o f emp l oyee se r v i ces and t he i r

con t r i bu t i ons .

EMPLOYEE COMMUN I CAT I ON AND I NFO RMAT I ONAL PROGRAM

commun i ca t i on and i n f orma t i onThe Depa r t men t sha l l deve l op and ma i n t a i n a

progr am wh i ch prov i des f or t he es t ab l i shmen t o f a sys t em t o upda t e and r ev i se

t he Schoo l Code , and t o deve l op new and / or r ev i sed i n f orma t i ona l ma t e r i a l s

f or d i s t r i bu t i on t o emp l oyees .

EMPLOYEE COUNSEL I NG PROGRAM

The Depa r t men t sha l l deve l op and ma i n t a i n an emp l oyee counse l i ng progr am

encompass i ng , bu t no t l i m i t ed t o , pr e - r e t i r emen t , pos t - r e t i r emen t , hea l t h

f und bene f i t s , t ax she l t e r ed annu i t y , gr i evances and o t he r ac t i v i t i es ca l l i ng

f or counse l i ng se r v i ces .

I NCENT I VE AND SERV I C E AWARDS PROGRAM

The Depa r t men t sha l l es t ab l i sh and ma i n t a i n a s t ruc t ur ed progr am o f

awa rds and i ncen t i ves as pr esc r i bed by t he S t a t e t o r ecogn i ze yea r s o f se r v i ce

and ach i evemen t s o f emp l oyees o f t he Depa r t men t .

5500 - 1



5500 - 2

Pe r sonne l Re l a t i ons and
Emp l oyee Bene f i t s - Po l i cy ( con t i nued )

EMPLOYEE ORGAN I ZAT I ONS AND COLLECT I VE BARGA I N I NG

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86

Po l i cy #5500

The Depa r t men t r ecogn i zes t he r i gh t o f i t s emp l oyees t o j o i n , or r e f r a i n

f rom j o i n i ng , any l aw f u l emp l oyee organ i za t i on . I t a l so r ecogn i zes t he

r i gh t o f e l i g i b l e emp l oyees t o pa r t i c i pa t e i n t he a f f a i r s o f a bona f i de

ba rga i n i ng un i t t o t he ex t en t t ha t may be cons i s t en t w i t h l aw and r egu l a t i on .

The Depa r t men t - f ur t he r acknow l edges t he r i gh t o f l aw f u l l y des i gna t ed emp l oyee

organ i za t i ons t o se r ve as exc l us i ve r epr esen t a t i ve i n nego t i a t i ng on beha l f

o f Depa r t men t emp l oyees .



OR I ENTAT I ON

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5500

The Depa r t men t sha l l es t ab l i sh and ma i n t a i n an or i en t a t i on progr am des i gned

t o i n f orm emp l oyees and ass i s t t hem i n ad j us t i ng t o t he i r new pos i t i ons .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
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PROCEDURE : I MPLEMENT I NG OR I ENTAT I ON PROGRAM

REFERENCE : REGULAT I ON #5500

FORM NONE

0

Procedur e #5500

RESPONS I B I L I T I ES :

1 . TEACHER

a . A t t ends or i en t a t i on mee t i ngs as schedu l ed by t he d i s t r i c t supe r i n -

t enden t and t he pr i nc i pa l .

b . Con f e r s w i t h t he pr i nc i pa l .

c . Con f e r s w i t h t he pr i nc i pa l or des i gna t ed s t a f f membe r on ma t t e r s

o f conce rn t o t eache r .

2 . PR I NC I PAL

a . I n f orms a l l s t a f f membe r s o f t he or i en t a t i on progr am (da t es , t i me ,

agenda , e t c . ) .

b . Conduc t s t he schoo l or i en t a t i on progr am .

3 . D I STR I CT SUPER I NTENDENT

a . I n f orms a l l t eache r s o f t he d i s t r i c t or i en t a t i on progr am (da t es ,

t i me , agenda , e t c . ) .

b . Conduc t s t he d i s t r i c t or i en t a t i on progr am .

4 . OFF I CE OF PERSONNEL SERV I CES

a . P l ans a s t a t ew i de or i en t a t i on progr am .

b . Deve l ops i n f orma t i ona l ma t e r i a l and makes t hem ava i l ab l e t o S t a t e

o f f i ce , d i s t r i c t supe r i n t enden t s and pr i nc i pa l s .

c . D i ssem i na t es gu i de l i nes and i n f orma t i on t o d i s t r i c t supe r i n t enden t s

and ass i s t an t supe r i n t enden t s .

d . Se r ves as r esour ce t o S t a t e o f f i ces and d i s t r i c t s i n t he i r or i en t a t i on

progr am .

Rev i sed 9 / 1 / 70 ; Rev i ewed 10 / 74 ; Rev i ewed 6 / 86
5500 - 5



I NCENT I VE AND SERV I CE AWARDS

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

A . Purpose

The Depa r t men t o f Educa t i on sha l l deve l op and ma i n t a i n an i ncen t i ve

and awa rds progr am i n accordance w i t h t he po l i c i es promu l ga t ed by

t he S t a t e o f Hawa i i . I t sha l l prov i de f or t he r ecogn i t i on o f emp l oyees

who by t he i r sugges t i ons , i nven t i ons , supe r i or accomp l i shmen t s or

o t he r pe r sona l e f f or t s , i nc l ud i ng l eng t h o f se r v i ce , con t r i bu t e t o

t he e f f i c i ency , economy or o t he r i mprovemen t o f gove rnmen t ope r a t i ons ,

or who pe r f orm excep t i ona l l y me r i t or i ous spec i a l ac t s or se r v i ces

i n t he pub l i c i n t e r es t i n connec t i on w i t h or r e l a t ed t o t he i r o f f i c i a l

emp l oymen t .

B . I ncen t i ve Awa rds Comm i t t ees

1 . S t a t e and D i s t r i c t I ncen t i ve Awa rds Comm i t t ees

Regu l a t i on #5501

The r e sha l l be an i ncen t i ve awa rds comm i t t ee es t ab l i shed f or t he

s t a t e l eve l and i n each o f t he d i s t r i c t s f or t he purpose o f cons i de r i ng

r ecommenda t i ons a r i s i ng i n t he i r r espec t i ve j ur i sd i c t i ons f or t he

va r i ous awa rds . The s t a t e l eve l comm i t t ee sha l l be appo i n t ed by

t he Depu t y Supe r i n t enden t and t he d i s t r i c t comm i t t ees sha l l be

appo i n t ed by t he d i s t r i c t supe r i n t enden t s . Each comm i t t ee sha l l

cons i s t o f no t l ess t han f i ve membe r s . A s t uden t r epr esen t a t i ve

sha l l be i nv i t ed t o se r ve on each o f t he d i s t r i c t comm i t t ees .

5500 - 7



Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - Ach i evemen t , Sugges t i on
and Se r v i ce Awa rds ( con t i nued )

5500 - 8

2 . Depa r t men t _ o f Educa t i on (DOE) I ncen t i ve Awa rds Comm i t t ee

Regu l a t i on #5501

The r e sha l l be a DOE I NCENT I VE AWARDS COMM I TTEE t o cons i de r nom i nees

f or t he Depa r t men t Emp l oyee o f t he Yea r Awa rd . The DOE I ncen t i ve

Awa rds Comm i t t ee sha l l cons i s t o f no t l ess t han f i ve membe r s appo i n t ed

by t he Supe r i n t enden t . Th i s comm i t t ee sha l l se l ec t i t s nom i nee

f or t he Depa r t men t Emp l oyee o f t he Yea r Awa rd f rom t he i nd i v i dua l

s t a t e and d i s t r i c t l eve l Supe r i or Accomp l i shmen t and Excep t i ona l

Ach i evemen t Awa rd r ec i p i en t s . Th i s comm i t t ee w i l l cons i de r on l y

one (1) nom i nee f rom each o f t he e i gh t (B) i ncen t i ve awa rds comm i t t ees

f or t he Depa r t men t Emp l oyee o f t he Yea r Awa rd .

C . Types_ o f Awa rds

1 . Depa r t men t Emp l oyee o f t he Yea r Awa rd

Th i s i s t he h i ghes t awa rd bes t owed upon an emp l oyee i n t he Depa r t men t

o f Educa t i on . I t r ecogn i zes ou t s t and i ng pe r f ormance or ach i evemen t s

o f an emp l oyee a t t a i ned ove r a pe r i od o f yea r s t o t he po i n t whe r e

t he emp l oyee i s r ecogn i zed by pee r s and supe r i or s as be i ng , i n

eve r y sense , an excep t i ona l emp l oyee . Recogn i t i on o f such an emp l oyee

i s prov i ded by t he pr esen t a t i on o f a ce r t i f i ca t e , t he i nsc r i p t i on

o f h i s / he r name on a pe rpe t ua l p l aque , no l ess t han $200 . 00 cash

and t he des i gna t i on as t he Depa r t men t ' s cand i da t e f or t he Gove rnor ' s

Awa rd f or D i s t i ngu i shed S t a t e Se r v i ce .



Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - Ach i evemen t , Sugges t i on
and Se r v i ce Awa rds ( con t i nued )

Regu l a t i on #5501

2 . Spec i a l Ac t or Se r v i ce Awa rd*

Th i s awa rd i s g i ven t o an emp l oyee f or an ex t r aord i na r y non - r ecur r i ng

con t r i bu t i on r e l a t ed t o or assoc i a t ed w i t h o f f i c i a l emp l oymen t ,

pe r f ormed i n t he pub l i c i n t e r es t and / or con t r i bu t i ng t o t he ex t r aor -

d i na r y prov i s i on o f gove rnmen t se r v i ces .

NOTE : Th i s awa rd i s i n r ecogn i t i on o f an ac t o f va l or or he ro i sm ,

unusua l cove r age or compe t ence i n an eme rgency wh i l e on

du t y , or sus t a i ned prov i s i on o f pub l i c se r v i ces dur i ng a

c r i s i s or d i sas t e r .

3 . Supe r i or Accomp l i shmen t and Excep t i ona l Ach i evemen t *

Th i s honor i s g i ven f or d i s t i ngu i shed se r v i ce t hrough cons i s t en t

supe r i or wor k pe r f ormance o f no t l ess t han 12 consecu t i ve mon t hs

o f t he cur r en t con t es t yea r . Recommenda t i ons mus t i nd i ca t e spec i f i c

pe r f ormance exce l l ence and shou l d no t be l i m i t ed t o annua l or pe r i od i c

pe r f ormance r ev i ews . Supe r i or accomp l i shmen t s may i nc l ude :

a . S i gn i f i can t i mprovemen t s i n pub l i c se r v i ce or subs t an t i a l f i nanc i a l

sav i ngs t o t he S t a t e .

b . S i gn i f i can t con t r i bu t i ons t o soc i a l or t echno l og i ca l progr ess .

c . Deve l opmen t o f a sc i en t i f i c or t echno l og i ca l pro j ec t o f cons i de r ab l e

i mpor t ance or i mpac t .

d . I mag i na t i ve or c r ea t i ve so l u t i ons t o d i f f i cu l t gove rnmen t prob l ems .

e . Ac t i ve i n t e r es t and pa r t i c i pa t i on i n pro f ess i ona l and commun i t y

a f f a i r s .

*NOTE : Pr esen t a t i on o f awa rds i nvo l v i ng expend i t ur e o f money i s dependen t

on ava i l ab i l i t y o f f unds .
5500 - 9
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f . Demons t r a t i on o f i n t egr i t y and ded i ca t i on t o pub l i c se r v i ce .

g . A r ecord o f compe t ence ; o t he r ev i dence o f sus t a i ned e f f i c i ency

and promo t i ons .

Recogn i t i on i s prov i ded by pr esen t a t i on o f a ce r t i f i ca t e and a

cash awa rd o f no l ess t han $100 . 00 .

An emp l oyee may no t be gr an t ed mor e t han one supe r i or accomp l i shmen t

and excep t i ona l ach i evemen t awa rd dur i ng a t we l ve - mon t h pe r i od .

4 . Sugges t i on Awa rd*

Th i s awa rd i s g i ven t o emp l oyees who subm i t sugges t i ons t ha t i nc r ease

e f f i c i ency and / or economy i n t he Depa r t men t by :

a . I mprov i ng t he qua l i t y o f a se r v i ce , me t hod , procedur e , equ i pmen t ,

pe r f ormance o f equ i pmen t , pro t ec t i on o f prope r t y , sa f e t y and

hea l t h , wor k i ng cond i t i ons and / or emp l oyee mor a l e .

b . Econom i ca l l y comb i n i ng ope r a t i ons , procedur es , me t hods , r ecords ,

r epor t s and / or f orms .

c . E l i m i na t i ng unnecessa r y wor k , dup l i ca t i on , br eakage , was t e ,

f i r e , hea l t h and acc i den t haza rds .

d . Dev i s i ng new t oo l s , equ i pmen t , mach i nes , me t hods , processes

and app l i ca t i on o f i deas .

e . Sav i ng human r esour ces , money , ma t e r i a l s , t i me and space .

f . Reduc i ng t he cos t o f ma t e r i a l s and se r v i ces .

*NOTE : Pr esen t a t i on o f awa rds i nvo l v i ng expend i t ur e o f money i s dependen t
on ava i l ab i l i t y o f f unds .
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An emp l oyee whose norma l j ob du t i es i nc l ude dev i s i ng ways t o i mprove

t he economy and e f f i c i ency o f ope r a t i ons i s no t e l i g i b l e un l ess

such emp l oyee makes a con t r i bu t i on beyond t he scope o f t he emp l oyee ' s

du t i es .

Whe r e t wo or mor e emp l oyees a r e i nvo l ved i n a s i ng l e sugges t i on ,

on l y a s i ng l e awa rd sha l l be made t o be d i v i ded by t he pa r t i c i pan t s .

Sugges t i ons sha l l be cons i de r ed based on t he c r i t e r i a , and awa rds

sha l l be prov i ded i n accordance w i t h S t a t e o f Hawa i i po l i c i es .

5 . Leng t h o f Se r v i ce Awa rd*

Th i s awa rd i s pr esen t ed t o a l l emp l oyees f or t he ann i ve r sa r y o f

t he i r 10 t h , 20 t h , 30 t h , 40 t h and 50 t h yea r s o f c r ed i t ab l e se r v i ce

w i t h t he S t a t e . The awa rd cons i s t s o f an appropr i a t e pen and a

ce r t i f i ca t e .

6 . Re t i r emen t Awa rd *

A l l emp l oyees who r e t i r e a f t e r t en or mor e yea r s o f c r ed i t ab l e

se r v i ce a r e e l i g i b l e f or an awa rd based on 10 , 20 , 30 , 40 or 50

yea r s o f c r ed i t ab l e se r v i ce . The awa rd cons i s t s o f a cash awa rd

or wooden bow l based on t he emp l oyee ' s cho i ce .

Depa r t men t a l Nom i na t i on f or S t a t e Manage r o f t he Yea r Awa rd

a . A s t a t e manage r i s an emp l oyee who :

(1) Occup i es a non - ba rga i n i ng un i t pos i t i on .

(2) i s ass i gned r espons i b i l i t y f or p l ann i ng , organ i z i ng and

con t ro l l i ng one or mor e progr ams wh i ch con t r i bu t e s i gn i f i can t l y

t o t he ove r a l l m i ss i on o f t he agency or depa r t men t .

7 .

Regu l a t i on #5501

*NOTE : Pr esen t a t i on o f awa rds i nvo l v i ng expend i t ur e o f money i s dependen t
on ava i l ab i l i t y o f f unds .
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(3) i s au t hor i zed t o se l ec t and / or e f f ec t i ve l y r ecommend a l t e rna t i ve

s t r a t eg i es f or progr am accomp l i shmen t , i nc l ud i ng t he m i x

and l eve l s o f r esour ces (wor k f or ce , money , mach i nes , ma t e r i a l s

and me t hods ) and t he i r u t i l i za t i on EXCEPT o f f i ce r s and emp l oyees

whose sa l a r i es a r e es t ab l i shed by s t a t u t e , such as heads

o f depa r t men t s and t he i r depu t i es .

b . Any s t a t e manage r who has been emp l oyed con t i nuous l y i n a supe r -

v i sor y pos i t i on f or no t l ess t han 12 consecu t i ve mon t hs i s e l i g i b l e

f or nom i na t i on .

c . A f orme r manage r may be e l i g i b l e i f t he nom i na t i on i s made f or

t he awa rd yea r o f emp l oyee ' s f u l l emp l oymen t .

d . An emp l oyee pr ev i ous l y nom i na t ed may be r enom i na t ed prov i ded

emp l oyee was no t se l ec t ed S t a t e Manage r o f t he Yea r w i t h i n t he

l as t f i ve (5) yea r s , e . g . , an emp l oyee who r ece i ved t he 1982

s t a t e Manage r o f t he Yea r Awa rd wou l d be e l i g i b l e f or r enom i na t i on

i n 1988 .

e . The f o l l ow i ng c r i t e r i a may be app l i ed i n t he se l ec t i on o f nom i nees :

(1) Ou t s t and i ng and cons i s t en t successes i n pe r f orm i ng t he manage -

men t f unc t i ons o f h i s / he r j ob (p l an , organ i ze , con t ro l ) .

(2) Ma i n t a i n a coope r a t i ve , cohes i ve t eam o f mo t i va t ed emp l oyees

t hrough pro f ess i ona l managemen t .

(3) Deve l opmen t o f peop l e i n t he wor k group t o i mprove pe r f ormance ,

i nc r ease know l edge and pr epa r e f or advancemen t .

(4) Leade r sh i p and pa r t i c i pa t i on i n deve l op i ng and i mp l emen t i ng

i nnova t i ve progr ams con t r i bu t i ng t o i mproved pub l i c se r v i ce .
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(5) Ab i l i t y t o make dec i s i ons and pe r ce i ve i n t e rna l and ex t e rna l

r e l a t i onsh i ps d i r ec t ed t owa rd t he ach i evemen t o f organ i za t i ona l

goa l s .

f . No awa rds a r e made a t t he depa r t men t a l l eve l ; t he depa r t men t a l

nom i na t i on i s subm i t t ed f or Gove rnor ' s Awa rd f or S t a t e Manage r

o f t he Yea r .

8 . Le t t e r s o f Appr ec i a t i on

Any emp l oyee may pr epa r e an o f f i c i a l l e t t e r o f appr ec i a t i on . A

l e t t e r o f appr ec i a t i on i s pr epa r ed when an i nd i v i dua l pe r f orms

a wor k - connec t ed ac t ( s ) wh i ch i nvo l ves an e f f or t no t r equ i r ed i n

t he norma l pur su i t o f h i s / he r o f f i c i a l du t i es . The ac t ( s ) need

no t be ou t s t and i ng . No t ab l e ex t r a d i l i gence , e f f or t , t hough t f u l ness ,

r e l i ab i l i t y , e t c . , on t he pa r t o f an i nd i v i dua l may me r i t an o f f i c i a l

l e t t e r o f appr ec i a t i on .

9 . Le t t e r s o f Commenda t i on

Any supe r v i sor may pr epa r e a l e t t e r o f commenda t i on f or any emp l oyee

who has pe r f ormed wor k unde r t he supe r v i sor ' s d i r ec t i on . A l e t t e r

o f commenda t i on i s pr epa r ed when an emp l oyee pe r f orms a wor k - connec t ed

ac t ( s ) t ha t i s excep t i ona l l y we l l done .

Adop t ed 9 / 1 / 70 : Amended 10 / 74 ; Amended 7 / 77 ; Amended 8 / 90 (Page 5500 - 14
de l e t ed i n 8 / 90 r ev i s i on )
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PROCEDURE : PROCESS I NG SUPER I OR ACCOMPL I SHMENT AND EXCEPT I ONAL ACH I EVEMENT

AWARD AND DEPARTMENT EMPLOYEE OF THE YEAR AWARD

0

REFERENCE : REGULAT I ON #5501

FORM

�

DPS FORM 515 ( I SAP 1) NOM I NAT I ON FORM

RESPONS I B I L I T I ES :

1 . PR I NC I PAL OR D I STR I CT / STATE SUPERV I SOR

Recommends nom i nee f or t he Supe r i or Accomp l i shmen t and Excep t i ona l

Ach i evemen t Awa rd t o d i s t r i c t / s t a t e l eve l i ncen t i ve awa rds comm i t t ee

( as app l i cab l e ) on DPS Form 515 ( I SAP 1) by Apr i l 1 .

2 . D I STR I CT / STATE LEVEL I NCENT I VE AWARDS COMM I TTEE

a . Rev i ews a l l nom i na t i ons f or t he Supe r i or Accomp l i shmen t and Excep t i ona l

Ach i evemen t Awa rd .

b . Recommends one (1) cand i da t e t o t he d i s t r i c t supe r i n t enden t / depu t y

supe r i n t enden t ( as app l i cab l e f or t he Supe r i or Accomp l i shmen t and

Excep t i ona l Ach i evemen t Awa rd ) .

3 . D I STR I CT SUPER I NTENDENT / DEPUTY SUPER I NTENDENT

a . Se l ec t s t he r ec i p i en t o f t he Supe r i or Accomp l i shmen t and Excep t i ona l

Ach i evemen t Awa rd .

b . Forwa rds t he name o f t he Supe r i or Accomp l i shmen t and Excep t i ona l

Ach i evemen t Awa rd r ec i p i en t and DPS Form 515 ( I SAP 1) t o t he I ncen t i ve

Awa rds Comm i t t ee by May 1 f or cons i de r a t i on f or t he Depa r t men t

Emp l oyee o f t he Yea r Awa rd .

4 . DOE I NCENT I VE AWARDS COMM I TTEE

a . Rev i ews a l l nom i na t i ons f or t he Depa r t men t Emp l oyee o f t he Yea r

Awa rd .

b . Recommends t o t he Supe r i n t enden t t he cand i da t e f or t he Depa r t men t

Emp l oyee o f t he Yea r Awa rd .

Procedur e #5501
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5 . SUPER I NTENDENT

a . Approves or d i sapproves t he r ecommenda t i on o f t he DOE I ncen t i ve

Awa rds Comm i t t ee .

b . Pr esen t s awa rd t o emp l oyee w i t h appropr i a t e ce r emony and pub l i c i t y .

c . Subm i t s t he name o f t he Depa r t men t Emp l oyee o f t he Yea r Awa rd r ec i p i en t

as t he Depa r t men t ' s nom i nee f or t he Gove rnor ' s Awa rd .

6 . OFF I CE OF PERSONNEL SERV I CES

a . Prov i des t he necessa r y s t a f f suppor t f or t he DOE I ncen t i ve Awa rds

Comm i t t ee .

b . Subm i t s appropr i a t e r epor t s t o t he Depa r t men t o f Pe r sonne l Se r v i ces .

Rev i sed 9 / 1 / 70 ; Rev i ewed 10 / 74 ; Amended 7 / 77 ; Amended 6 / 86
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�

PROCEDURE : PROCESS I NG LENGTH OF SERV I CE AWARD

REFERENCE : REGULAT I ON #5501

FORM NONE

0

RESPONS I B I L I T I ES :

1 . OFF I CE OF PERSONNEL SERV I CES

Annua l l y i den t i f i es t hose who qua l i f y by Ma r ch 1 .

2 . PR I NC I PAL

Makes t he pr esen t a t i on be f or e schoo l c l oses .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Pr esen t s awa rds a t t he end o f t he qua r t e r i n wh i ch t hey a r e ea rned .

4 . SUPER I NTENDENT

Subm i t s 10 - , 20 - , 30 - , 40 - and 50 - yea r se r v i ce ce r t i f i ca t es t o t he

Gove rnor f or s i gna t ur e .

Rev i sed 9 / 1 / 70 ; Rev i ewed 10 / 74 ; Amended 7 / 77 ; Amended 6 / 86
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PROCEDURE : PROCESS I NG SUGGEST I ONS AWARD

REFERENCE : REGULAT I ON #5501

FORM

�

DPS FORM 515 ( I SAP 2) (SUGGEST I ON FORM)

Procedur e #5501 . 2

RESPONS I B I L I T I ES :

1 . EMPLOYEE

Subm i t s sugges t i on on DPS Form 515 ( I SAP 2) t o appropr i a t e i ncen t i ve

awa rds comm i t t ee (d i s t r i c t or s t a t e l eve l ) .

2 . I NCENT I VE AWARDS COMM I TTEE (D I STR I CT OR STATE LEVEL )

a . Rev i ews proposa l : r eques t s add i t i ona l i n f orma t i on when r equ i r ed

and ob t a i ns expe r t op i n i on .

b . De t e rm i nes whe t he r sugges t i on i s pr ac t i ca l and shou l d be i mp l emen t ed .

c . Es t i ma t es poss i b l e mone t a r y sav i ngs .

d . Subm i t s sugges t i on t o t he DOE I ncen t i ve Awa rds Comm i t t ee w i t h

r ecommenda t i ons .

3 . DOE I NCENT I VE AWARDS COMM I TTEE

a . Rece i ves sugges t i ons f rom d i s t r i c t i ncen t i ve awa rds comm i t t ees

and s t a t e l eve l i ncen t i ve awa rds comm i t t ee .

b . Rev i ews t he sugges t i ons and r ecommenda t i ons o£ t he i ncen t i ve awa rds

comm i t t ees .

c . Subm i t s r ecommenda t i on f or t he r ec i p i en t o f t he sugges t i on awa rd

t o t he Supe r i n t enden t .

4 . SUPER I NTENDENT

a . Approves / d i sapproves r ecommenda t i on ( s ) o f t he DOE I ncen t i ve Awa rds

Comm i t t ee .

b . Pr esen t s appropr i a t e awa rd ( s ) t o emp l oyee ( s ) w i t h appropr i a t e ce r emony

and pub l i c i t y .

5500 - 19



c . Subm i t s r ecommenda t i on t o DPS f or r ev i ew by S t a t e Cen t r a l Rev i ew

Comm i t t ee .

Rev i sed 9 / 1 / 70 : Amended 10 / 74 ; Amended 7 / 77 ; Amended 6 / 86
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PROCEDURE : PROCESS I NG SPEC I AL ACT OR SERV I CE AWARDS

REFERENCE : REGULAT I ON #5501

FORM

�

DPS FORM 515 ( I SAP 2) SUGGEST I ON FORM

0

RESPONS I B I L I T I ES :

1 . EMPLOYEE / PR I NC I PAL / D I STR I CT / STATE SUPERV I SOR

Recommends nom i nee t o d i s t r i c t / s t a t e l eve l i ncen t i ve awa rds comm i t t ee

by Apr i l 1 .

2 . D I STR I CT / STATE LEVEL I NCENT I VE AWARDS COMM I TTEE

Rev i ews and r ecommends nom i nees f or t he Spec i a l Ac t or Se r v i ce Awa rd

t o t he d i s t r i c t supe r i n t enden t / depu t y supe r i n t enden t as app l i cab l e .

3 . D I STR I CT SUPER I NTENDENT / DEPUTY SUPER I NTENDENT

a . Accep t s or r e j ec t s r ecommenda t i ons o f t he d i s t r i c t / s t a t e l eve l

i ncen t i ve awa rd comm i t t ees .

b . Pr esen t s Spec i a l Ac t or Se r v i ce Awa rd t o emp l oyees w i t h appropr i a t e

ce r emony and pub l i c i t y .

Adop t ed 7 / 77 ; Amended 6 / 86

Procedur e #5501 . 3
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PROCEDURE : PROCESS I NG RET I REMENT AWARD

REFERENCE : REGULAT I ON #5501

FORM MEMORANDUM

RESPONS I B I L I T I ES :

l . OFF I CE OF PERSONNEL SERV I CES

Procedur e #5501 . 4

a . I n f orms emp l oyee o f e l i g i b i l i t y f or a r e t i r emen t awa rd .

b . Rece i ves i nd i ca t i on o f emp l oyee ' s cho i ce o f e i t he r a wooden bow l

or mone t a r y g i f t .

c . Sends emp l oyee ' s cho i ce t o t he schoo l / o f f i ce f or pr esen t a t i on w i t h

appropr i a t e ce r emony t o t he emp l oyee .

2 . EMPLOYEE

Chooses e i t he r a wooden bow l or a mone t a r y g i f t f or a r e t i r emen t awa rd

and no t i f i es t he O f f i ce o f Pe r sonne l Se r v i ces

3 . SUPERV I SOR

Pr esen t s awa rd t o t he emp l oyee w i t h appropr i a t e ce r emony .

Adop t ed 7 / 77 ; Amended 6 / 86
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EMPLOYEE PERQU I S I TES

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5502

A . Prov i s i ons

Pe rqu i s i t es a r e t h i ngs f urn i shed or se r v i ces r ende r ed t o an emp l oyee

wh i ch have va l ue t o t he emp l oyee by r educ i ng t he emp l oyee ' s pe r sona l

expense . The Gove rnmen t o f t he S t a t e o f Hawa i i prov i des some o f i t s

emp l oyees w i t h j ob r e l a t ed i nc i den t a l s such as l i v i ng qua r t e r s , u t i l i t i es ,

mea l s , l aundr y se r v i ces and t he use o f S t a t e - owned mo t or veh i c l es

a t a r educed cos t or w i t hou t cos t .

B . Jus t i f i ca t i on f or Pe rqu i s i t es

An emp l oyee o f t he Depa r t men t w i l l be prov i ded pe rqu i s i t es w i t h i n

t he f r amewor k o f t he S t a t e ' s po l i cy when t he r ece i p t o f such pe rqu i s i t es

a r e d i r ec t l y r e l a t ed t o t he emp l oyee ' s du t i es and r espons i b i l i t i es .

Prov i s i ons f or pe rqu i s i t es mus t be j us t i f i ed as be i ng i n t he bes t

i n t e r es t s o f t he Depa r t men t . The r e mus t be a c l ea r and r easonab l e

assur ance t ha t t he prov i s i on o f pe rqu i s i t es w i l l enab l e an emp l oyee

t o d i scha rge h i s / he r du t i es mor e e f f ec t i ve l y . No prov i s i on sha l l

be made when i t i s f or t he conven i ence or bene f i t o f t he emp l oyee

a l one .

Adop t ed 9 / l / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86

5500 - 2 5



PROCEDURE : ESTABL I SH I NG EMPLOYEE PERQU I S I TES

Procedur e #5502

REFERENCE : REGULAT I ON #5502

FORMS

�

FORM P- 1 - 64 (DEPARTMENTAL POL I CY ON PERQU I S I TES)

FORM P- 2 - 64 (EMPLOYEE PERQU I S I TE RECORD )

FORM P- 3 - 64 (AUTHOR I ZAT I ON FOR EXEMPT I ON FROM PERQU I S I TE POL I CY)

RESPONS I B I L I T I ES :

1 . PR I NC I PAL

Subm i t s Form P- 2 - 64 t hrough channe l s t o t he o f f i ce o f Pe r sonne l Se r v i ces

so as t o a r r i ve no t l a t e r t han Sep t embe r 1 .

2 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Recommends po l i cy on pe rqu i s i t es t o Supe r i n t enden t .

3 . SUPER I NTENDENT

Recommends po l i cy on pe rqu i s i t es t o t he Boa rd .

4 . BOARD OF EDUCAT I ON

Es t ab l i shes Depa r t men t po l i cy on pe rqu i s i t es .

5 . OFF I CE OF PERSONNEL SERV I CES

a . Subm i t s t wo cop i es o f Form P- 1 - 64 (Depa r t men t a l Po l i cy on Pe rqu i s i t es )

t o S t a t e D i r ec t or o f Pe r sonne l Se r v i ces .

b . Subm i t s t wo cop i es o f Form P- 2 - 64 (Emp l oyee Pe rqu i s i t e Record ) t o

S t a t e D i r ec t or o f Pe r sonne l Se r v i ces .

c . Subm i t s t wo cop i es o f Form P- 3 - 64 (Au t hor i za t i on f or Exemp t i on

f rom Pe rqu i s i t e Po l i cy ) t o S t a t e D i r ec t or o f Pe r sonne l Se r v i ces

when r eques t i ng exemp t i ons f rom t he prov i s i ons o f Adm i n i s t r a t i ve

D i r ec t i ve #7 .

d . F i l es a copy o f each o f t he f orms upon comp l e t ed ac t i on by S t a t e

D i r ec t or o f Pe r sonne l se r v i ces .

5500 - 2 7



e . Upda t es and r ev i ews each f orm eve r y t we l ve mon t hs i n con j unc t i on

w i t h S t a t e D i r ec t or o f Pe r sonne l Se r v i ces .

Rev i sed 9 / l / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
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HAWA I I PUBL I C EMPLOYEES ' HEALTH FUND

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5503

A . E l i g i b i l i t Y_

I nd i v i dua l s emp l oyed f or a t l eas t t hr ee mon t hs se r v i ng i n pos i t i ons

r equ i r i ng no t l ess t han one - ha l f o f f u l l - t i me equ i va l en t , sha l l be

e l i g i b l e f or bene f i t s prov i ded by t he Hawa i i Pub l i c Emp l oyees Hea l t h

Fund .

B . Depa r t men t Respons i b i l i t y

The Depa r t men t sha l l keep emp l oyees i n f ormed on enro l l men t bene f i t s

and cove r ages as pr esc r i bed by t he Hawa i i Pub l i c Emp l oyees Hea l t h

Fund .

C . Enro l l men t

App l i ca t i on f or enro l l men t sha l l be made on t he f orms and w i t h i n t he

dead l i nes pr esc r i bed by t he Hawa i i Pub l i c Emp l oyees Hea l t h Fund O f f i ce .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 3 / 79 ; Rev i ewed 6 / 86
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PROCEDURE : ENROLLMENT , NON - - ENROLLMENT AND TERM I NAT I ON OF HEALTH , DENTAL
AND L I FE I NSURANCE PLANS

REFERENCE : REGULAT I ON #5503

FORMS

�

E - 1 (MED I CAL , DENTAL , GROUP L I FE I NSURANCE) , E - 5 (MED I CARE SUPPLEMENTAL ) ,
D - 63 (MED I CAL PLAN I NSURANCE DEDUCT I ON AUTHOR I ZAT I ON ) (AVA I LABLE
I N STATE OFF I CE OF PERSONNEL SERV I CES , EMPLOYEE BENEF I TS SECT I ON )

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . Enro l l men t i n p l an -

(1) Comp l e t es f orms :

( a ) Hea l t h - Forms E - 1 and D - 63

(b ) Den t a l - Form E - 1

( c ) Group L i f e I nsur ance - Form E - 1

(2) Subm i t s comp l e t ed f orms t o :

Depa r t men t o f Educa t i on
O f f i ce o f Pe r sonne l Se r v i ces
Emp l oyee Bene f i t s Sec t i on
P , 0 . Box 2360
Hono l u l u , Hawa i i 96804

b . Non - enro l l men t i n p l an -

(1) Comp l e t es f orm :

( a ) Med i ca l - Form E - 1

(b ) Den t a l - Form E - 1

( c ) Group L i f e I nsur ance - Form E - 1

(2) Subm i t s comp l e t ed f orm t o :

Depa r t men t o f Educa t i on
O f f i ce o f Pe r sonne l Se r v i ces
Emp l oyee Bene f i t s Sec t i on
P . 0 . Box 2360
Hono l u l u , Hawa i i 96804

Procedur e # 550 3
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c . Te rm i na t i on o f p l an -

(1) Comp l e t es f orm( s ) :

( a ) Med i ca l - Forms E - 1 and D - 63

(b ) Den t a l - Form E - 1

( c ) Group L i f e I nsur ance - Form E - 1

(2) Subm i t s comp l e t ed f orm( s ) t o :

Depa r t men t o f Educa t i on
O f f i ce o f Pe r sonne l Se r v i ces
Emp l oyee Bene f i t s Sec t i on
P . 0 . Box 2360
Hono l u l u , Hawa i i 96804

2 . PR I NC I PAL (OR OTHER SUPERV I SOR )

Procedur e # 550 3

a . Makes hea l t h , den t a l and i nsur ance l i t e r a t ur e ava i l ab l e t o emp l oyees .

b . E f f ec t s necessa r y d i s t r i bu t i on t o emp l oyees .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . Makes hea l t h , den t a l and i nsur ance l i t e r a t ur e ava i l ab l e t o d i s t r i c t

or S t a t e emp l oyees .

b . E f f ec t s necessa r y d i s t r i bu t i on t o emp l oyees .

4 . OFF I CE OF PERSONNEL SERV I CES

Rev i ews and t r ansm i t s comp l e t ed f orms t o Hawa i i Pub l i c Emp l oyees Hea l t h

Fund O f f i ce . Ma i n t a i ns mas t e r ca rd f or eve r y Depa r t men t o f Educa t i on

emp l oyee no t i ng p l ans enro l l ed i n .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 3 / 79 ; Rev i ewed 6 / 86



WORKERS ' COMPENSAT I ON

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

A l l emp l oyees o f t he Depa r t men t and s t uden t s or vo l un t ee r adu l t s ass i gned

wor k wh i ch i s o f bene f i t t o t he Depa r t men t a r e e l i g i b l e f or bene f i t s

unde r t he S t a t e Wor ke r s ' Compensa t i on Ac t .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86

Regu l a t i on #5504
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PROCEDURE : FOR SCHOOLS , D I STR I CT AND STATE OFF I CES ON OAHU
APPLY I NG FOR WORKERS ' COMPENSAT I ON BENEF I TS

REFERENCE : REGULAT I ON #5504

FORMS

�

WC- 1

�

(EMPLOYER ' S REPORT OF I NDUSTR I AL I NJURY)

WC- 2

�

(PHYS I C I AN ' S REPORT)

Procedur e # 550 4

DOE - WC- 1

�

(NOT I F I CAT I ON AND ELECT I ON OF COMPENSAT I ON FOR
I NDUSTR I AL I NJURY)

WC- 3

�

(CARR I ER ' S CASE REPORT)

NOTE : *E f f ec t i ve Oc t obe r 2 , 1989 , a l l wor ke r s ' compensa t i on c l a i ms f i l ed
by Depa r t men t o f Educa t i on (DOE) emp l oyees on Oahu became t he r espon -
s i b i l i t y o f t he Depa r t men t o f Pe r sonne l Se r v i ces (DPS) , Wor ke r s '
Compensa t i on (WC) D i v i s i on . Un l ess o t he rw i se i n f ormed by DPS- WC ,
t he procedur es ou t l i ned he r e i n a r e app l i cab l e .

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . I n f orms supe r v i sor o f pe r sona l i n j ur y on t he j ob , caused e i t he r

by acc i den t or d i sease .

b . I n f orms t he a t t end i ng phys i c i an o f wor k - r e l a t ed i n j ur y or i l l ness

and r eques t s t ha t phys i c i an ' s r epor t (WC- 2) be sen t t o t he supe r v i sor ' s

o f f i ce .

2 . PR I NC I PAL OR SUPERV I SOR

a . Ass i s t s emp l oyees on a l l ma t t e r s pe r t i nen t t o wor ke r s ' compensa t i on

bene f i t s .

b . No t i f i es t he Depa r t men t o f Labor , D i sab i l i t y Compensa t i on D i v i s i on

by t e l ephone or pe r sona l l y w i t h i n 48 hour s o f a l l i n j ur i es r esu l t i ng

i n dea t h .
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$500 - 3 6

Depa r t men t o f Pe r sonne l Se r v i ces
Wor ke r s ' Compensa t i on D i v i s i on

345 Queen S t r ee t , 5 t h F l oor
Hono l u l u , Hawa i i 96813

Procedur e #5504

c . Pr epa r es or i g i na l and f i ve cop i es o f Form WC- 1 , Emp l oye r ' s Repor t

o f I ndus t r i a l I n j ur y , w i t h i n seven days f rom no t i f i ca t i on ; r e t a i ns

one copy f or schoo l / o f f i ce f i l e ; sends or i g i na l and f our cop i es

t o :

d . Pr epa r es or i g i na l and t wo cop i es o f DOE - WC- l ; when emp l oyee i s

d i sab l ed f rom wor k due t o Wor ke r s ' Compensa t i on i n j ur y and ve r i f i ca t i on

i s prov i ded by a t t end i ng phys i c i an , subm i t s or i g i na l and one copy

t o DPS- WC ; r e t a i ns one copy f or schoo l / o f f i ce f i l e .

e . Subm i t s or i g i na l and one copy o f phys i c i an ' s b i l l t o DPS- WC ; r e t a i ns

one copy f or schoo l / o f f i ce f i l e .

f . Subm i t s or i g i na l and one copy o f Form WC- 2 , Phys i c i an ' s Repor t

r ece i ved f rom phys i c i ans t o DPS- WC ; r e t a i ns one copy f or f i l e .

g . F i l es one copy o f Form WC- 3 upon r ece i p t f rom DPS- WC and d i s t r i bu t es

second copy t o emp l oyee .

3 . DEPARTMENT OF PERSONNEL SERV I CES , WORKERS ' COMPENSAT I ON D I V I S I ON

a . Rece i ves Forms WC- 1 , WC- 2 , DOE - WC- 1 , phys i c i ans ' b i l l s and a l l

o t he r documen t s r e l a t ed t o wor ke r s ' compensa t i on f rom schoo l s ,

d i s t r i c t and s t a t e o f f i ces on Oahu .

b . Manages wor ke r s ' compensa t i on cases o f DOE emp l oyees i n DOE wor k

s i t es on Oahu , r esponds t o i nqu i r i es and r eques t s f rom c l a i man t s ,

t he i r r epr esen t a t i ves , supe r v i sor s and o t he r agenc i es r ega rd i ng

s t a t us o f bene f i t s .



Procedur e #5504

c . Processes paymen t s f or wor ke r s ' compensa t i on bene f i t s : Tempor a r y

To t a l D i sab i l i t y (TTD ) , Pe rmanen t Pa r t i a l D i sab i l i t y (PPD ) , Pe rma -

nen t To t a l D i sab i l i t y (PTD ) , med i ca l se r v i ces , supp l i es , e t c . t hrough

t he O f f i ce o f Bus i ness Se r v i ces .

4 . OFF I CE OF BUS I NESS SERV I CES

a . Processes t he DOE - WC- 1 r ece i ved f rom Wor ke r s ' Compensa t i on D i v i s i on ,

Depa r t men t o f Pe r sonne l Se r v i ces i n t he f o l l ow i ng manne r :

(1) Compu t es paymen t r e f l ec t i ng prope r cha rges t o Wor ke r s ' Compensa t i on

Fund and s i ck l eave pay ,

(2) Ad j us t s s i ck l eave r ecords t o r e f l ec t prope r cha rges ,

(3) A t t aches or i g i na l t o Pay ro l l Change Schedu l e and f orwa rds t o

Comp t ro l l e r ,

(4) F i l es one copy ,

(5) Forwa rds f our cop i es o f comp l e t ed DOE - WC- 1 f orms t o t he Depa r t men t

o f Pe r sonne l Se r v i ces , Wor ke r s ' Compensa t i on D i v i s i on .

b . Processes t he or i g i na l and t wo cop i es o f t he " ad j us t ed " vendor ' s

b i l l t o Vouche r i ng Sec t i on i n t he f o l l ow i ng manne r :

(1) Pr epa r es Summa r y Wa r r an t Vouche r ,

(2) A t t aches or i g i na l and one copy o f vendor ' s b i l l t o or i g i na l

Summa r y Wa r r an t Vouche r and f orwa rds t o t he Comp t ro l l e r ,

(3) A t t aches one copy o f vendor ' s b i l l t o copy o f t he Summa r y Wa r r an t

Vouche r and f i l e .

c . Processes t he or i g i na l and t wo cop i es o f t he Expend i t ur e Vouche r

f rom t he d i s t r i c t or ass i s t an t supe r i n t enden t i n t he f o l l ow i ng

manne r :
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(1) Pr epa r es t he Summa r y Wa r r an t Vouche r , a t t aches t he or i g i na l

and one copy o f t he Expend i t ur e Vouche r and f orwa rds t o t he

Comp t ro l l e r ,

(2) A t t aches a copy o f t he Summa r y Wa r r an t Vouche r w i t h a copy

o f t he Expend i t ur e Vouche r and f i l es .

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 11 / 88 ; Amended 11 / 90

Procedur e #5504



Procedur e 5504 . 1

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . I n f orms supe r v i sor o f pe r sona l i n j ur y on t he j ob , caused e i t he r

by acc i den t or d i sease .

b . I n f orms t he a t t end i ng phys i c i an o f wor k - r e l a t ed i n j ur y or i l l ness

and r eques t s t ha t phys i c i an ' s r epor t (WC- 2) be sen t - t o t he supe r -

v i sor ' s o f f i ce .

2 . PR I NC I PAL OR SUPERV I SOR

a . Ass i s t s emp l oyees on a l l ma t t e r s pe r t i nen t t o wor ke r s ' compensa t i on

bene f i t s .

b . No t i f i es t he Depa r t men t o f Labor by t e l ephone or pe r sona l l y w i t h i n

48 hour s o f a l l i n j ur i es r esu l t i ng i n dea t h .

c . Pr epa r es f our cop i es o f Form WC- 1 , Emp l oye r ' s Repor t o f I ndus t r i a l

I n j ur y , w i t h i n seven days f rom no t i f i ca t i on . D i s t r i bu t i on i s :

(1) Thr ee - D i s t r i c t o f f i ce

(2) One - Schoo l .

c3 . Subm i t s or i g i na l and one DOE - WC- 1 t o D i s t r i c t O f f i ce when emp l oyee

i s d i sab l ed f rom wor k due t o Wor ke r s ' Compensa t i on and ve r i f i ca t i on

i s prov i ded by a t t end i ng phys i c i an .

5500 - 3 9

PROCEDURE : FOR NE I GHBOR
APPLY I NG FOR

I SLAND SCHOOLS & D I STR I CT OFF I CES
WORKERS ' COMPENSAT I ON BENEF I TS

REFERENCE : REGULAT I ON #5504

FORMS WC- 1 (EMPLOYER ' S REPORT OF I NDUSTR I AL I NJURY)

WC- 2 (PHYS I C I AN ' S REPORT)

DOE - WC- 1 (NOT I F I CAT I ON AND ELECT I ON OF COMPENSAT I ON FOR
I NDUSTR I AL I NJURY)

WC- 3 (CARR I ER ' S CASE REPORT)
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Procedur e 5504 . 1

e . Subm i t s phys i c i an ' s b i l l w i t h Form WC- 2 , Phys i c i an ' s Repor t , i n

f our cop i es as f o l l ows :

(1) Thr ee - D i s t r i c t o f f i ce .

(2) One - Schoo l .

f . F i l es one copy o£ Form WC- 3 upon r ece i p t f rom D i s t r i c t O f f i ce and

d i s t r i bu t es second copy t o emp l oyee .

3 . NE I GHBOR I SLAND D I STR I CTS

a . Ass i s t s a l l un i t s w i t h i n t he i r a r ea o f r espons i b i l i t y i n t he prope r

process i ng o f and secur i ng o f wor ke r s ' compensa t i on bene f i t c l a i ms

f or emp l oyees .

b . Checks f or accur acy and comp l e t eness o f Form WC- 1 (Emp l oye r ' s Repor t

o f I ndus t r i a l I n j ur y ) as subm i t t ed by t he emp l oyee ' s un i t supe r v i sor .

Forwa rds or i g i na l and t hr ee cop i es t o A I RS (Acc i den t I n f orma t i on

and Repor t i ng Sys t em) . F i l es one copy .

c . Forwa rds one copy o f WC- 2 (Phys i c i an ' s Repor t ) t o Wor ke r s ' Compen -

sa t i on D i v i s i on . F i l es one copy .

d . Reques t s t hr ee cop i es o f DOE - WC- 1 f rom t he un i t supe r v i sor i f Tempor a r y

To t a l D i sab i l i t y i s awa rded . Comp l e t es appropr i a t e por t i on o f

DOE - WC- 1 and f orwa rds t wo cop i es t o DOE - Pay ro l l . Forwa rds r e t urned

cop i es o f DOE - WC- 1 t o t he un i t supe r v i sor , A I RS , and f i l es one

copy .

e . Processes cop i es ( f i ve ) o f vendor ' s b i l l / s t a t emen t :

(1) makes necessa r y ad j us t men t s t o t he b i l l s i n accordance w i t h

t he Wor ke r s ' Compensa t i on Med i ca l Fee Schedu l e .

(2) Reques t s prope r cod i ng and eva l ua t i on r epor t s f rom t he vendor

when necessa r y . Pr epa r es Paymen t Cod i ng I npu t (or i g i na l +

t wo cop i es ) .



(3) D i s t r i bu t es as f o l l ows :

( a ) Re t urns t wo cop i es . One copy f or schoo l or un i t and one

f or emp l oyee ,

(b ) F i l es one copy w i t h case f i l e ,

Procedur e 5504 . 1

( c ) Forwa rds or i g i na l and one copy t o o f f i ce o f Bus i ness Se r v i ces ,

Vouche r i ng Sec t i on , w i t h Paymen t Cod i ng I npu t Form .

f . Pr epa r es expend i t ur e vouche r ( t hr ee cop i es ) , upon r ece i p t o f Dec i s i on

f rom Depa r t men t o f Labor , f or paymen t o f c l a i ms awa rd , such as

TTD , PTD , PPD , d i s f i gur emen t , e t c . D i s t r i bu t es as f o l l ows :

(1) Forwa rds or i g i na l and one copy t o o f f i ce o f Bus i ness Se r v i ces ,

Vouche r i ng Sec t i on ,

(2) F i l es one copy .

g . Pr epa r es s i x cop i es o f WC- 3 , Ca r r i e r ' s Case Repor t (Yea r End Repor t

or F i na l Repor t ) . D i s t r i bu t es as f o l l ows :

(1) Forwa rds or i g i na l and one copy t o Wor ke r s ' Compensa t i on D i v i s i on ,

(2) Forwa rds one copy t o schoo l / o f f i ce and emp l oyee ,

(3) F i l es t wo cop i es .

h . Ma i n t a i ns a case f i l e f or each c l a i m f i l ed aga i ns t t he S t a t e .

i . A t t ends hea r i ngs as schedu l ed by t he Wor ke r s ' Compensa t i on D i v i s i on .

j . Pe r f orms l i a i son and f o l l ow- up se r v i ces t o emp l oyee ' s c l a i ms .

4 . OFF I CE OF BUS I NESS SERV I CES

a . Processes t he s i x cop i es o f t he DOE - WC- 1 i n t he f o l l ow i ng manne r :

(1) Compu t es paymen t r e f l ec t i ng prope r cha rges t o Wor ke r s ' Compen -

sa t i on Fund and s i ck l eave pay ,

(2) Ad j us t s s i ck l eave r ecords t o r e f l ec t prope r cha rges ,

(3) Ad j us t s or i g i na l t o Pay ro l l Change Schedu l e and f orwa rds t o

Comp t ro l l e r ,

5500 - 4 0( a )



Adop t ed 11 / 13 / 90 ;

5500 - 4 0(b )

(4) F i l es one copy ,

(5) Forwa rds f our cop i es o f comp l e t ed DOE - WC- 1 f orms t o t he Depa r t -

men t o f Pe r sonne l Se r v i ces .

b . Processes t he or i g i na l and t wo cop i es o f t he " ad j us t ed " vendor ' s

b i l l t o Vouche r i ng Sec t i on i n t he f o l l ow i ng manne r :

(1) Pr epa r es Summa r y Wa r r an t Vouche r ,

(2) A t t aches or i g i na l and one copy o f vendor ' s b i l l t o or i g i na l

Summa r y Wa r r an t Vouche r and f orwa rds t o t he Comp t ro l l e r ,

(3) A t t aches one copy o f vendor ' s b i l l t o copy o f t he Summa r y Wa r r an t

Vouche r and f i l e .

c . Processes t he or i g i na l and t wo cop i es o f t he Expend i t ur e Vouche r

f rom t he d i s t r i c t or ass i s t an t supe r i n t enden t i n t he f o l l ow i ng

manne r :

(1) Pr epa r es t he Summa r y Wa r r an t Vouche r , a t t aches t he or i g i na l

and one copy o f t he Expend i t ur e Vouche r and f orwa rds t o t he

Comp t ro l l e r ,

(2) A t t aches a copy o f t he Summa r y Wa r r an t Vouche r w i t h a copy

o f t he Expend i t ur e Vouche r and f i l es .

Procedur e 5504 . 1



EMPLOYEES ' RET I REMENT SYSTEM

A . Manda t or y_ Membe r sh i p

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5505

Emp l oyees appo i n t ed f or any pe r i od exceed i ng t hr ee mon t hs , se r v i ng

i n pos i t i ons r equ i r i ng a t l eas t one - ha l f o f f u l l - t i me equ i va l en t ,

a r e membe r s o f t he Emp l oyees ' Re t i r emen t Sys t em unde r a con t r i bu t or y

or non - con t r i bu t or y r e t i r emen t p l an as pr esc r i bed by s t a t e s t a t u t es

e f f ec t i ve t he da t e o f emp l oymen t .

B . Emp l oyees ' Re t i r emen t Sys t em P l ans

1 . Con t r i b u t or y Re t i r emen t P l an

a . Membe r sh i p

Emp l oyees h i r ed a f t e r Ju l y 1 , 1945 and up t o June 30 , 1984 a r e

membe r s o f t he con t r i bu t or y r e t i r emen t p l an .

NOTE : Ac t 108 , passed by t he 1984 Hawa i i S t a t e Leg i s l a t ur e ,

prov i ded membe r s o f t he con t r i bu t or y r e t i r emen t p l an

w i t h an op t i on t o e l ec t membe r sh i p i n t he non - con t r i bu t or y

r e t i r emen t p l an or t o r ema i n w i t h t he con t r i bu t or y r e t i r emen t

p l an .

b . Emp l oyeeCon t r i bu t i ons

Emp l oyees con t r i bu t e 7 . 8 pe r cen t o f t he i r gross sa l a r y t o t he

r e t i r emen t sys t em .

c . vo l un t a r y Re t i r emen t

Emp l oyees may r e t i r e any t i me a f t e r :

(1) Reach i ng age 55 w i t h a m i n i mum o f f i ve yea r s c r ed i t ed se r v i ce ,

or

(2) Acqu i r i ng 25 yea r s o f c r ed i t ed se r v i ce r ega rd l ess o f age .
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Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - Emp l oyees ' Re t i r emen t Sys t em
( con t i nued )

NOTE : An emp l oyee who r e t i r es a t age 55 w i t h 5 yea r s o f c r ed i t ed

se r v i ce w i l l r ece i ve f u l l bene f i t s . An emp l oyee who

i s unde r age 55 bu t w i t h 25 yea r s o f se r v i ce may r e t i r e

w i t h a r educed bene f i t .

2 . Non - Con t r i bu t or y Re t i r emen t P l an

a . Membe r sh i p

Regu l a t i on #5505

Emp l oyees h i r ed a f t e r June 30 . 1984 a r e membe r s o f t he non - con t r i bu t or y

r e t i r emen t p l an .

b . Emp l oyee Con t r i bu t i ons

Emp l oyees make no con t r i bu t i ons t o t he r e t i r emen t sys t em .

c . Vo l un t a r y Re t i r emen t

Emp l oyees may r e t i r e any t i me a f t e r r each i ng :

(1) Age 62 w i t h a m i n i mum o f 10 yea r s c r ed i t ed se r v i ce .

(2) Age 55 w i t h a m i n i mum o f 30 yea r s c r ed i t ed se r v i ce .

NOTE : An emp l oyee may e l ec t f or ea r l y r e t i r emen t w i t h a r educed

bene f i t a t age 55 w i t h 20 yea r s o f se r v i ce .

C . Re t i r emen t Bene f i t s

Re t i r emen t bene f i t s acc ru i ng t o membe r s o f t he con t r i bu t or y p l an and

t he non - con t r i bu t or y p l an sha l l be as pr esc r i bed by s t a t e s t a t u t es .

D . Pr e - Re t i r emen t Counse l i ng Progr am

1 . The Depa r t men t sha l l ma i n t a i n a progr am o f pr e - r e t i r emen t counse l i ng

f or a l l emp l oyees .

2 . Pr e - r e t i r emen t Counse l i ng Progr am sha l l be conduc t ed as pr esc r i bed

by t he O f f i ce o f Pe r sonne l Se r v i ces .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
( Forme r Regu l a t i on #5506)
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PROCEDURE : APPLY I NG FOR SERV I CE RET I REMENT

REFERENCE : REGULAT I ON #5505

FORMS

�

PERSONNEL FORM 190 (SEPARAT I ON FROM SERV I CE)

RESPONS I B I L I T I ES :

1 . EMPLOYEE

FORM 18

�

(APPL I CAT I ON FOR SERV I CE RET I REMENT)
(Emp l oyees ' Re t i r emen t Sys t em Form)

a . Subm i t s t wo cop i es o f Form 190 on or be f or e 60 days pr i or t o e f f ec t i ve

da t e o f r e t i r emen t .

b . Comp l e t es Form 18 and subm i t s t o Emp l oyees ' Re t i r emen t Sys t em a t

l eas t 30 days pr i or t o e f f ec t i ve da t e o f r e t i r emen t .

2 . PR I NC I PAL OR SUPERV I SOR

a . Ass i s t s emp l oyee i n comp l e t i ng Form 18 , upon r eques t .

b . Comp l e t es appropr i a t e sec t i on o f Form 190 .

c . Forwa rds t wo cop i es o f Form 190 t o d i s t r i c t supe r i n t enden t / ass i as t an t

supe r i n t enden t .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

e . Comp l e t es appropr i a t e sec t i ons o f Form 190 .

b . Forwa rds Form 190 t o O f f i ce o f Pe r sonne l Se r v i ces .

4 . OFF I CE OF - PERSONNEL SERV I CES

a . Processes and d i s t r i bu t es SF - 5A e f f ec t ua t i ng r e t i r emen t .

b . F i l es Form 190 i n emp l oyee ' s f o l de r .

c . Sends a l l i nac t i ve emp l oyees ' f o l de r s t o Ar ch i ves .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
( Forme r Procedur e #5506)

Procedur e #5505
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PROCEDURE : APPLY I NG FOR EMPLOYEES ' RET I REMENT SYSTEM BENEF I TS

REFERENCE : REGULAT I ON #5505

FORM NONE

Procedur e #5505 . 1

RESPONS I B I L I T I ES :

l . EMPLOYEE

Fo l l ows procedur e pr esc r i bed by t he Emp l oyee ' s Re t i r emen t Sys t em .

2 . SUPERV I SOR

Ass i s t s Teache r .

Rev i sed 9 / 1 / 70 ; Rev i ewed 10 / 74 ; Amended 6 / 86
( Forme r Procedur e #5506 . 1)
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Procedur e #5505 . 2

PROCEDURE : ADM I N I STRAT I ON OF THE PRE - RET I REMENT COUNSEL I NG PROGRAM

REFERENCE : REGULAT I ON #5505

RESPONS I B I L I T I ES :

1 . EMPLOYEE

A t t ends on a vo l un t a r y bas i s pr e - r e t i r emen t counse l i ng mee t i ngs ca l l ed

by t he pr i nc i pa l , supe r v i sor or d i s t r i c t o f f i ce .

2 . PR I NC I PAL OR SUPERV I SOR

a . Keeps abr eas t o f t he t o t a l pr e - r e t i r emen t progr am .

b . P l ans mee t i ngs t o i mp l emen t t he Depa r t men t ' s pr e - r e t i r emen t progr am

as schedu l ed by t he d i s t r i c t and O f f i ce o f Pe r sonne l Se r v i ces .

c . Conduc t s sma l l group and / or i nd i v i dua l counse l i ng as t he need a r i ses .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . Ass i s t s t he pr i nc i pa l or supe r v i sor i n f u l f i l l i ng t he ob j ec t i ves

o f t he Depa r t men t ' s pr e - r e t i r emen t progr am .

b . Coord i na t es t he en t i r e pr e - r e t i r emen t progr am i n t he d i s t r i c t .

4 . OFF I CE OF PERSONNEL SERV I CES

a . Coord i na t es t he pr e - r e t i r emen t progr am o f t he Depa r t men t .

b . Conduc t s sma l l group and / or i nd i v i dua l counse l i ng upon r eques t .

Rev i sed 9 / 1 / 70 : Amended 10 / 74 ; Amended 6 / 86
( Forme r Procedur e #5506 . 2)

5500 - 4 7



Regu l a t i on #5506

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

TAX- SHELTERED ANNU I TY AND TAX- SHELTERED CUSTOD I AL ACCOUNTPROGRAM

A . E l i g i b i l i t y

A l l emp l oyees o f t he Depa r t men t a r e e l i g i b l e t o pa r t i c i pa t e i n t he Tax - She l t e r ed Annu i t y

(TSA) and Tax - She l t e r ed Cus t od i a l Accoun t (TCA) Progr am pur suan t t o Sec t i on 403(b )

o f t he I n t e rna l Revenue Code o f 1986 , as amended and Chap t e r 303 , Hawa i i Rev i sed

S t a t u t es . An e l i g i b l e emp l oyee may beg i n pa r t i c i pa t i on i n t he Progr am as o f t he f i r s t day

o f t he ca l enda r mon t h nex t f o l l ow i ng h i s or he r emp l oymen t da t e w i t h t he Depa r t men t .

B .

�

Emp l oyee Pa r t i c i pa t i on

1 .

�

Emp l oyees may pa r t i c i pa t e i n t he Tax - She l t e r ed Annu i t y and cus t od i a l accoun t p l ans

o f se r v i ce prov i de r s spec i f i ca l l y approved by t he Depa r t men t o f Educa t i on . A

se r v i ce prov i de r i s an i nsur e r who ho l ds a ce r t i f i ca t e o f au t hor i t y unde r Sec t i on

431 : 3 - 201 , HRS , or a ce r t i f i ca t e o f r eg i s t r a t i on o f dea l e r i n secur i t i es unde r HRS

Chap t e r 485 who i s l i censed t o do bus i ness i n t he S t a t e o f Hawa i i .

2 .

�

Pa r t i c i pa t i on i n t he Progr am sha l l be i n accordance w i t h t he Fede r a l Revenue Codes

403(b ) , 403(b ) (7) , 457 , Chap t e r 303 , Hawa i i Rev i sed S t a t u t es (HRS) , as amended ,

and i n accordance w i t h Depa r t men t procedur es . The Depa r t men t may con t r ac t w i t h a

Th i rd Pa r t y Adm i n i s t r a t or t o adm i n i s t e r t he Progr am p l ans .

3 .

�

The Supe r i n t enden t or t he Supe r i n t enden t ' s des i gnee may , ac t i ng on beha l f o f t he

Depa r t men t , en t e r i n t o a wr i t t en agr eemen t w i t h an emp l oyee t o pur chase a

r e t i r emen t annu i t y con t r ac t or t o pay amoun t s t o cus t od i a l accoun t s wh i ch mee t t he

r equ i r emen t s o f t he Fede r a l I n t e rna l Revenue Code and Chap t e r 303 , HRS as t hey

may be amended , f or t he bene f i t o f emp l oyees who e l ec t t o have such con t r ac t s

pur chased or paymen t s pa i d t o cus t od i a l accoun t s by execu t i ng sa l a r y r educ t i on
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agr eemen t s , app l i ca t i on f orms , or o t he r documen t s needed t o pur chase annu i t y

con t r ac t s or pay amoun t s t o cus t od i a l accoun t s .

4 .

�

The Depa r t men t may cance l an emp l oyee ' s pa r t i c i pa t i on i n t he Progr am i f t he

emp l oyee sepa r a t es f rom se r v i ce , i f t he emp l oyee exceeds t he l i m i t a t i ons as se t f or t h

by t he I n t e rna l Revenue Code , or t o comp l y w i t h o t he r Code r equ i r emen t s or f ede r a l

or s t a t e s t a t u t e .

C .

�

Se r v i ce Prov i de r Comp l i ance

Au t hor i zed se r v i ce prov i de r s a r e r equ i r ed t o comp l y w i t h t he r equ i r emen t s and

procedur es es t ab l i shed by t he Depa r t men t .

D .

�

Emp l oyee Comp l i ance

Pa r t i c i pa t i ng emp l oyees a r e r equ i r ed t o comp l y w i t h t he procedur es es t ab l i shed by t he

Depa r t men t .

E.

�

Tax De f e rmen t

Deduc t ed pr em i um amoun t s qua l i f y f or ce r t a i n t ypes o f s t a t e and f ede r a l t ax de f e rmen t

un t i l such t i me as t hey a r e r ece i ved as an annu i t y or r e f und .

F .

�

Re l a t i onsh i p t o Re t i r emen t Sys t em

The r educ t i on i n sa l a r y au t hor i zed by t he emp l oyee f or pa r t i c i pa t i ng i n t he Tax - She l t e r ed

Annu i t y Progr am sha l l i n no way a l t e r t he amoun t o f r egu l a r compensa t i on or gross

sa l a r y upon wh i ch t he emp l oyee ' s con t r i bu t i on t o t he S t a t e Emp l oyees ' Re t i r emen t

Sys t em i s based .

Depa r t men t a l L i ab i l i t y

The Depa r t men t sha l l i n no way be l i ab l e or r espons i b l e f or t he spec i f i cs o f any con t r ac t

be t ween i t s emp l oyees and se r v i ce prov i de r s .

Rev i sed 911170 ; Amended 10174 ; Rev i sed 6186 ; Amended 111101 , Rev i sed 10126101
( Forme r Regu l a t i on #5507)



PROCEDURE : ENROLLMENT AND CANCELLAT I ON OF TAX SHELTERED ANNU I TY

REFERENCE : REGULAT I ON #5506

RESPONS I B I L I T I ES :

1 . EMPLOYEE

FORM D - 60

�

(SALARY ASS I GNMENT / CANCELLAT I ON )

l i s t o f i nsur ance ca r r i e r s .

w i t h , an approved i nsur ance ca r r i e r .

t o :

�

Depa r t men t o f Educa t i on
O f f i ce o f Pe r sonne l Se r v i ces
Pe r sonne l Re l a t i ons , we l f a r e & Bene f i t s
P . 0 . Box 2360
Hono l u l u , Hawa i i 96804

Procedur e #5506

FORMS

�

PERSONNEL FORM 500 (AMENDMENT TO APPO I NTMENT AGREEMENT TO FAC I L I TATE
PURCHASE OF TAX SHELTERED ANNU I TY PROGRAM)

a . Checks w i t h pr i nc i pa l or o f f i ce o f Pe r sonne l Se r v i ces f or approved

b . I ndependen t l y app l i es t o , and en t e r s i n t o con t r ac t ua l agr eemen t

c . Comp l e t es Form 500 w i t h i nsur ance ca r r i e r ; comp l e t ed f orm subm i t t ed

d . Cance l s enro l l men t by :

(1) Ob t a i n i ng Form D - 60 f rom i nsur ance agen t and comp l e t i ng .

(2) Subm i t t i ng comp l e t ed Form D - 60 t hrough t he agen t t o t he o f f i ce

o f Pe r sonne l Se r v i ces . Cance l l a t i on mus t be e f f ec t i ve a t t he

end o f a mon t h .

2 . I NSURANCE AGENT

a . Ass i s t s emp l oyee i n comp l e t i ng Form 500 and Form D - 60 .

b . Prov i des i n f orma t i on r e l a t ed t o bene f i t s and prov i s i ons o f t he

p l an , cance l l a t i on , t ax l i ab i l i t y , cash va l ue o f po l i cy , r e i ns t a t e -

men t , e t c .

3 . PR I NC I PAL

Makes approved i nsur ance ca r r i e r l i s t ava i l ab l e .
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4 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Makes approved i nsur ance ca r r i e r l i s t ava i l ab l e t o d i s t r i c t or S t a t e

emp l oyees .

5 . OFF I CE OF PERSONNEL SERV I CES

a . Processes Form 500 f or enro l l men t or Form D - 60 f or cance l l a t i on .

b . D i s t r i bu t es approved l i s t o f i nsur ance ca r r i e r s .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Procedur e #5507)

Procedur e #5506



REFERENCE : REGULAT I ON #5506

Procedur e #5506 . 1

PROCEDURE : APPLY I NG FOR PART I C I PAT I ON I N TAX SHELTERED ANNU I TY PROGRAM

OFFERED BY L I FE I NSURANCE CARR I ERS

FORM

�

PERSONNEL FORM 500a { ESSENT I AL I NFORMAT I ON RELAT I NG TO FAC I L I T I ES

OF

RESPONS I B I L I T I ES :

1 . I NSURANCE CARR I ER

a . Comp l e t es Form 500a .

b . App l i es t o o f f i ce o f Pe r sonne l Se r v i ces f or Boa rd o f Educa t i on

au t hor i za t i on t o pa r t i c i pa t e i n Tax She l t e r ed Annu i t y Progr am .

2 . OFF I CE OF PERSONNEL SERV I CES

Recommends approva l or d i sapprova l o f app l i ca t i on t o t he Boa rd o f

Educa t i on .

3 . BOARD OF EDUCAT I ON

Approves or d i sapproves r ecommenda t i ons subm i t t ed by t he O f f i ce o f

Pe r sonne l Se r v i ces on app l i ca t i ons f rom i nsur ance ca r r i e r s f or au t hor i za t i on

t o pa r t i c i pa t e i n t he progr am .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Procedur e #5507 . 1)
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PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

DEATH OF EMPLOYEE OR MEMBER OF I MMED I ATE DEPENDENT FAM I LY

Depa r t men t a l Ass i s t ance_ i n Process i ng

Regu l a t i on #5507

The Depa r t men t sha l l ma i n t a i n a progr am t o ass i s t t he nex t o f k i n i n

such ma t t e r s as pr epa r i ng emp l oymen t - connec t ed f orms , documen t s and cor r es -

pondence wh i ch r equ i r e process i ng upon t he dea t h o f an emp l oyee or a

membe r o f t he emp l oyee ' s i mmed i a t e , dependen t f am i l y .

Adop t ed 9 / l / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Regu l a t i on #5508)
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PROCEDURE :

�

I N THE EVENT OF DEATH OF AN EMPLOYEE

REFERENCE : REGULAT I ON #5507

FORM

�

SF - 5A (NOT I F I CAT I ON OF PERSONNEL ACT I ON )

RESPONS I B I L I T I ES :

1 . PR I NC I PAL / SUPERV I SOR

Procedur e #5507

a . I mmed i a t e l y con t ac t s t he d i s t r i c t supe r i n t enden t or ass i s t an t

supe r i n t enden t g i v i ng t he name o f t he deceased , da t e o f dea t h ,

and name and addr ess o f nex t o f k i n .

b . Con t ac t s t he i mmed i a t e f am i l y o f t he deceased t o o f f e r ass i s t ance .

c . Con t ac t s O f f i ce o f Bus i ness Se r v i ces , Pay ro l l Sec t i on , g i v i ng t he

name o f t he deceased and da t e o f dea t h .

2 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . I mmed i a t e l y no t i f i es t he O f f i ce o f Pe r sonne l Se r v i ces , Emp l oyee

Bene f i t s Sec t i on , g i v i ng t he name o f t he deceased , name o f schoo l ,

da t e o f dea t h , and t he name and addr ess o f t he nex t o f k i n .

b . Comp l e t es Form SF - 5A and f orwa rds t o t he o f f i ce o f Pe r sonne l Se r v i ces ,

Emp l oymen t Sec t i on .

c . I f t he deceased i s a pr i nc i pa l or emp l oyee i n t he d i s t r i c t or s t a t e

o f f i ce , f o l l ows 1 - b and 1 - c above .

3 . OFF I CE OF PERSONNEL SERV I CES .

�

.

a . I mmed i a t e l y con t ac t s t he O f f i ce o f Bus i ness Se r v i ces , Pay ro l l Sec t i on ,

g i v i ng t he name o f t he deceased , da t e o f dea t h , name o f schoo l

and name and addr ess o f nex t o f k i n .

b . Prov i des nex t o f k i n w i t h necessa r y i n f orma t i on r ega rd i ng deceased ' s

emp l oymen t - connec t ed a f f a i r s and a r r anges counse l i ng se r v i ce i f

such se r v i ce i s des i r ed .
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Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Procedur e #5508)

5500 - 5 8

Procedur e #5507

c . Sends memo t o t he supe r i n t enden t ' s o f f i ce g i v i ng name o f deceased ,

da t e o f dea t h , p l ace o f emp l oymen t and t he name and addr ess o f

nex t o f k i n .

d . Processes and d i s t r i bu t es Form SF - 5A e f f ec t ua t i ng t e rm i na t i on .

e . Sends emp l oyee ' s f o l de r t o t he Ar ch i ves .



PROCEDURE : I N THE EVENT OF DEATH I N EMPLOYEE ' S I MMED I ATE FAM I LY

REFERENCE : REGULAT I ON #5507

RESPONS I B I L I T I ES :

1 . PR I NC I PAL / SUPERV I SOR

a . I mmed i a t e l y con t ac t s t he d i s t r i c t supe r i n t enden t or ass i s t an t

supe r i n t enden t g i v i ng t he name o f t he deceased , da t e o f dea t h and

t he name , addr ess and pos i t i on o f be r eaved emp l oyee .

b . Con t ac t s be r eaved emp l oyee t o o f f e r ass i s t ance .

2 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . I mmed i a t e l y no t i f i es t he o f f i ce o f Pe r sonne l Se r v i ces , Emp l oyee

Bene f i t s Sec t i on , g i v i ng t he name o f t he deceased , da t e o f dea t h

and t he name , addr ess , pos i t i on and organ i za t i on o f t he be r eaved

emp l oyee .

b . I f t he be r eaved i s a pr i nc i pa l or emp l oyee i n t he d i s t r i c t or S t a t e

o f f i ce , f o l l ows 1 - b above .

3 . OFF I CE OF PERSONNEL SERV I CES

a . Checks pe r sonne l and pay ro l l r ecords t o de t e rm i ne i f any ac t i on

i s i nd i ca t ed .

b . Prov i des be r eaved emp l oyee w i t h any necessa r y i n f orma t i on and a r r anges

f or counse l i ng se r v i ce i f such se r v i ce i s des i r ed .

c . Sends memo t o t he Supe r i n t enden t ' s O f f i ce g i v i ng name o f deceased ,

da t e o f dea t h , be r eaved emp l oyee ' s name , pos i t i on and organ i za t i on .

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Procedur e #5508 . 1)

Procedur e #5507 . 1
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UNEMPLOYMENT COMPENSAT I ON

pr esc r i bed by l aw .

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Regu l a t i on #5509)

Regu l a t i on # 550 8

Emp l oyees sha l l be e l i g i b l e f or unemp l oymen t compensa t i on bene f i t s as



PROCEDURE : APPLY I NG FOR UNEMPLOYMENT COMPENSAT I ON BENEF I TS

REFERENCE : REGULAT I ON #5508

RESPONS I B I L I T I ES :

EMPLOYEE

Con t ac t s S t a t e Unemp l oymen t I nsur ance D i v i s i on f or app l i ca t i on t o de t e rm i ne

i nsur ab i l i t y s t a t us .

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed Es / 86
( Forme r Procedur e #5509)

Procedur e # 550 8
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SOC I AL SECUR I TY PROGRAM

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

Emp l oyees appo i n t ed a f t e r Ju l y 1 , 1957 , f or pe r i ods exceed i ng t hr ee mon t hs ,

se r v i ng i n pos i t i ons r equ i r i ng a t l eas t one - ha l f o f f u l l - t i me equ i va l en t ,

sha l l pa r t i c i pa t e i n t he Fede r a l I nsur ance Con t r i bu t i ons Ac t as prov i ded

f or i n t he Hawa i i Rev i sed S t a t u t es .

Rev i sed 9 / 1 / 70 : Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Regu l a t i on #5510)

Regu l a t i on # 550 9
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PROCEDURE : APPLY I NG FOR SOC I AL SECUR I TY BENEF I TS

REFERENCE : REGULAT I ON #5509

RESPONS I B I L I T I ES :

1 . EMPLOYEE

Procedur e # 550 9

App l i es f or bene f i t s as pr esc r i bed by t he Soc i a l Secur i t y Progr am :

(1) Con t ac t s l oca l Soc i a l Secur i t y O f f i ce f or i n f orma t i on .

(2) I n - se r v i ce t eache r s age 62 and ove r shou l d con t ac t Soc i a l Secur i t y

O f f i ce f or poss i b l e bene f i t s f or Ju l y and Augus t .

(3) w i dows or w i dowe r s shou l d con t ac t t he l oca l Soc i a l Secur i t y

o f f i ce as t hey may be e l i g i b l e f or soc i a l secur i t y bene f i t s .

2 . PR I NC I PAL OR SUPERV I SOR

Ass i s t s emp l oyee i n f ac i l i t a t i ng app l i ca t i on procedur e f or bene f i t s

upon r eques t .

3 . OFF I CE OF PERSONNEL SERV I CES

a . C i r cu l a t es i n f orma t i on r ega rd i ng soc i a l secur i t y bene f i t s t o a l l

emp l oyees .

b . Prov i des t he l oca l Soc i a l Secur i t y O f f i ce w i t h an annua l pr i n t ou t ,

by age , o f a l l emp l oyees e l i g i b l e f or soc i a l secur i t y bene f i t s .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Procedur e #5510)
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PART I C I PAT I ON I N POL I T I CS

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

A . Emp l oyee Po l i t i ca l Ac t i v i t i es

Regu l a t i on # 551 0

1 . Emp l oyees o f t he Depa r t men t a r e expec t ed t o pe r f orm t he i r c i v i c

du t i es such as vo t i ng and t ak i ng an i n t e r es t i n t he soc i a l , po l i t i ca l

and econom i c i ssues o f t he day .

2 . Emp l oyees a r e pe rm i t t ed t o exe r c i se t hose po l i t i ca l r i gh t s and

r espons i b i l i t i es wh i ch t hey sha r e i n common w i t h o t he r c i t i zens ,

such as e l ec t i onee r i ng f or cand i da t es , accep t i ng pos i t i ons i n

po l i t i ca l campa i gns , ho l d i ng o f f i ce i n po l i t i ca l pa r t y organ i za t i ons ,

and se r v i ng as de l ega t es t o po l i t i ca l pa r t y conven t i ons .

3 . Emp l oyees sha l l no t engage i n po l i t i ca l ac t i v i t i es on schoo l

or s t a t e pr em i ses dur i ng wor k i ng hour s .

4 . Emp l oyees shou l d ava i l t hemse l ves o f t he pr i v i l ege and ob l i ga t i on

o f pa r t i c i pa t i ng i n a l l coun t y and s t a t e e l ec t i ons by vo t i ng .

5 . Teache r s and educa t i ona l o f f i ce r s may se r ve i n appo i n t i ve pos i t i ons

on boa rds , comm i ss i ons , counc i l s or comm i t t ees o f t he s t a t e gove rnmen t ,

i t s subd i v i s i ons , and / or c i t y and coun t y gove rnmen t s , w i t h t he

excep t i on o f l oca l schoo l adv i sor y counc i l s .

B . Emp l oyees Seek i ng Po l i t i ca l _ O f f i ce

1 . Emp l oyees runn i ng f or po l i t i ca l o f f i ce may con t i nue i n t he i r

pos i t i ons as l ong as t he i r campa i gn i ng i s conduc t ed ou t s i de o f

wor k i ng hour s and prov i ded i t does no t i n t e r e f e r e w i t h t he du t i es

and r espons i b i l i t i es o f t he i r pos i t i ons .



Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - Pa r t i c i pa t i on i n Po l i t i cs
( con t i nued )

5500 - 70

Regu l a t i on # 551 0

2 . Emp l oyees who a r e e l ec t ed t o po l i t i ca l o f f i ces i n t he f ede r a l

gove rnmen t and i n t he s t a t e gove rnmen t , i nc l ud i ng t he execu t i ve

and l eg i s l a t i ve o f f i ces , and t he Boa rd o f Educa t i on sha l l be

sepa r a t ed f rom se r v i ce by e i t he r r es i gna t i on or t e rm i na t i on upon

r ece i p t o f an E l ec t i on Ce r t i f i ca t e f rom t he Ch i e f E l ec t i ons O f f i ce r .

3 . Emp l oyees who a r e e l ec t ed t o po l i t i ca l o f f i ces i n t he coun t y

gove rnmen t j ur i sd i c t i ons may r es i gn or r eques t a l eave o f absence

w i t hou t pay i n accordance w i t h Depa r t men t r egu l a t i ons upon r ece i p t

o f an E l ec t i on Ce r t i f i ca t e f rom t he Ch i e f E l ec t i on O f f i ce r (Coun t y

C l e r k ) .

C . E l ec t i on Campa i n

1 . Dur i ng an e l ec t i on campa i gn , no banne r , pos t e r or o t he r dev i ce

on beha l f o f any cand i da t e or pa r t y may be d i sp l ayed on s t a t e ,

d i s t r i c t or schoo l grounds and bu i l d i ngs . Banne r s or bumpe r

s t i cke r s on ca r s pa r ked i n t he pa r k i ng a r eas a r e exemp t ed f rom

t h i s r es t r i c t i on .

2 . Emp l oyees sha l l no t wea r bu t t ons , r i bbons , or o t he r i nd i ca t i on

o f po l i t i ca l pr e f e r ence wh i l e on du t y .

3 . Campa i gn l i t e r a t ur e or ma t e r i a l s sha l l no t be d i s t r i bu t ed t o

emp l oyees a t t he i r p l ace o f emp l oymen t dur i ng wor k i ng hour s .

(Excep t i on : When cand i da t es a r e escor t ed , t hey may wa l k t hrough

s t a t e agenc i es . A l l cand i da t es need t o be t r ea t ed equa l l y and

be g i ven t he same oppor t un i t i es . )



Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - Pa r t i c i pa t i on i n Po l i t i cs
( con t i nued )

Regu l a t i on # 551 0

4 . Campa i gn l i t e r a t ur e or ma t e r i a l s sha l l no t be d i s t r i bu t ed t o

s t uden t s on schoo l pr em i ses dur i ng schoo l hour s .

5 . Campa i gn f undr a i se r t i cke t s sha l l no t be so l d , pur chased or d i s t r i bu t ed

on s t a t e , d i s t r i c t or schoo l pr em i ses dur i ng wor k i ng hour s .

6 . Emp l oyees sha l l no t so l i c i t or accep t a po l i t i ca l con t r i bu t i on ( s )

whe r e i t can be r easonab l y i n f e r r ed t ha t i t i s i n t ended t o i n f l uence

or r ewa rd t he o f f i c i a l ' s ac t i on .

7 . Supe r v i sor s o f emp l oyees sha l l no t use t he i r pos i t i ons t o so l i c i t ,

i n t i m i da t e or coe r ce subord i na t es i n t o mak i ng campa i gn dona t i ons .

8 . Emp l oyees sha l l no t use S t a t e equ i pmen t , s t a t e supp l i es and wor k

t i me f or po l i t i ca l campa i gn purposes .

Rev i sed 9 / l / 70 ; Rev i ewed 10 / 74 ; Rev i sed 12 / 79 ; Amended 12 / 79 ; Amended 6 / 86 ;
Amended 4 / 91 ; ( Forme r Regu l a t i on #5512)



PROCEDURE : EMPLOYEE ' S SEPARAT I ON FROM SERV I CE UPON ELECT I ON TO POL I T I CAL
OFF I CE (OTHER THAN COUNTY OFF I CE)

REFERENCE : REGULAT I ON #5510

FORM

�

PERSONNEL FORM 190 (SEPARAT I ON FROM SERV I CE)

RESPONS I B I L I T I ES :

1 . EMPLOYEE ELECTED TO POL I T I CAL OFF I CE

Subm i t s r es i gna t i on .

2 . I MMED I ATE SUPERV I SOR

a . Processes r es i gna t i on .

b . I n i t i a t es t e rm i na t i on procedur e upon r ece i p t o f an E l ec t i on Ce r t i f i ca t e

f rom t he L i eu t enan t Gove rnor ' s o f f i ce i f emp l oyee f a i l s t o comp l y

w i t h r es i gna t i on procedur e .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

Processes r es i gna t i on / t e rm i na t i on .

4 . OFF I CE OF PERSONNEL SERV I CES

Processes r es i gna t i on / t e rm i na t i on .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
( Forme r Procedur e #5512)

Procedur e #5510
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EMPLOYEE CODE OF ETH I CS

Adop t ed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
( Forme r Po l i cy #5513)

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

POL I CY

Depa r t men t pe r sonne l sha l l be gu i ded by t he Code o f E t h i cs f or pub l i c

emp l oyees o f t he S t a t e as pr esc r i bed i n Chap t e r 84 o f t he Hawa i i Rev i sed

S t a t u t es .

Po l i cy #5511



PROFESS I ONAL ET H I CS

A . Con f l i c t o f I n t e r es t

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on # 551 1

An emp l oyee sha l l no t acqu i r e f i nanc i a l i n t e r es t s i n any bus i ness or

o t he r unde r t ak i ng wh i ch s / he has r eason t o be l i eve may be d i r ec t l y

i nvo l ved i n o f f i c i a l ac t i on t o be t aken by h i m / he r .

An emp l oyee sha l l no t ass i s t any pe r son or bus i ness or ac t i n a r epr esen -

t a t i ve capac i t y be f or e any S t a t e or coun t y agency f or a con t i ngen t

compensa t i on i n any t r ansac t i on i nvo l v i ng t he S t a t e .

B . Fa i r Tr ea t men t

An emp l oyee sha l l no t use or a t t emp t t o use h i s / he r o f f i c i a l pos i t i on

t o secur e or gr an t unwa r r an t ed pr i v i l eges , exemp t i ons , advan t ages ,

con t r ac t s or t r ea t men t f or se l f and o t he r s .

An emp l oyee sha l l no t use s t a t e t i me , equ i pmen t or o t he r f ac i l i t i es

f or pr i va t e bus i ness purposes .

An emp l oyee sha l l no t so l i c i t , se l l or o t he rw i se engage i n a subs t an t i a l

f i nanc i a l t r ansac t i on w i t h a subord i na t e or a pe r son or bus i ness whom

s / he i nspec t s or supe r v i ses i n h i s / he r o f f i c i a l capac i t y .

An emp l oyee sha l l no t so l i c i t t he pur chase o f any goods or se r v i ces

by s t uden t s or prospec t i ve s t uden t s o f h i s / he r schoo l , or t o t he pa r en t s

o f t hese s t uden t s .

Depa r t men t pe r sonne l sha l l no t gr an t t es t i mon i a l s or endor semen t s f or

se r v i ces or ma t e r i a l s r e l a t ed t o t he i r wor k .

C . Con f i den t i a l I n f orma t i on

An emp l oyee sha l l no t d i sc l ose i n f orma t i on wh i ch by l aw or pr ac t i ce

i s no t ava i l ab l e t o t he pub l i c and wh i ch s / he acqu i r es i n t he cour se

5500 - 77



Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - pro f ess i ona l E t h i cs ( con t i nued )

5500 - 78

o f h i s / he r du t i es , or use t he i n f orma t i on f or h i s / he r pe r sona l ga i n

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
( Forme r Regu l a t i on #5513)

Regu l a t i on # 551 1

or f or t he bene f i t o f anyone .

Ma i l i ng l i s t s comp i l ed by t he Depa r t men t sha l l no t be r e l eased t o t he

pub l i c f or comme r c i a l exp l o i t a t i on and ga i n .

D . G i f t s t o Depa r t men t Pe r sonne l

An emp l oyee o f t he Depa r t men t sha l l no t so l i c i t , accep t , or r ece i ve

d i r ec t l y or i nd i r ec t l y , any g i f t s , whe t he r i n t he f orm o f money , se r v i ce ,

l oan , t r ave l , en t e r t a i nmen t , hosp i t a l i t y , produc t , or prom i se , or i n

any o t he r f orm , unde r c i r cums t ances i n wh i ch i t can be r easonab l y i n f e r r ed

t ha t t he g i f t i s i n t ended as a r ewa rd f or any o f f i c i a l ac t i on t aken

by t he emp l oyee .

E . Adv i ce on E t h i ca l Ma t t e r s

Any emp l oyee unsur e o f t he e t h i ca l i mp l i ca t i ons o f an an t i c i pa t ed ac t

or proposed unde r t ak i ng sha l l seek t he adv i ce and gu i dance o f t he S t a t e

E t h i cs Comm i ss i on by wr i t i ng t o t he cha i rpe r son o f t he Comm i ss i on ,

Pos t O f f i ce Box 616 , Hono l u l u , Hawa i i 96809 .



EMPLOYEE GR I EVANCE

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

POL I CY

Po l i cy #5512

I t i s an ob l i ga t i on a t a l l l eve l s o f Depa r t men t adm i n i s t r a t i on t o es t ab l i sh

and cu l t i va t e a f avor ab l e c l i ma t e f or f r ank and ob j ec t i ve d i scuss i on o f emp l oyee

comp l a i n t s w i t h r ega rd t o t he i r wor k i ng cond i t i ons or o t he r r e l a t i ons w i t h

t he Depa r t men t . The g i ve and t ake o f f r i end l y , cons t ruc t i ve c r i t i c i sm i s

essen t i a l . I t i s expec t ed i n an organ i za t i on t he s i ze o f t h i s Depa r t men t

t ha t occas i ons f or emp l oyee i r r i t a t i on and d i ssa t i s f ac t i on w i l l a r i se . Un l ess

emp l oyees a r e f r ee t o seek cor r ec t i on or t o have exp l a i ned t o t hem j us t i f i ca t i on

o f ex i s t i ng cond i t i ons , t he i r wor k w i l l su f f e r . The procedur e i s i n t ended

t o cove r gr i evances , comp l a i n t s , or m i sunde r s t and i ngs t ha t a r e pe r sona l t o

an emp l oyee or a group o ¬ emp l oyees . The bene f i t s de r i ved unde r t hese procedur es

w i l l be i n d i r ec t r e l a t i on t o t he sk i l l , sympa t he t i c unde r s t and i ng , and j udgmen t

o f a l l pe r sons i nvo l ved .

I n i t i a t i on o f a gr i evance by an emp l oyee sha l l i n no way r e f l ec t on

t he emp l oyee ' s pro f ess i ona l s t and i ng or l oya l t y t o t he Depa r t men t or t o t he

schoo l or o t he r organ i za t i ons t o wh i ch s / he i s r espons i b l e . Ne i t he r sha l l

i t be cons i de r ed a r e f l ec t i on on t he emp l oyee ' s supe r v i sor or on t he gene r a l

adm i n i s t r a t i on o f t he Depa r t men t . A l l pa r t i es t o a gr i evance mus t be assur ed

o f f r eedom f rom r es t r a i n t , coe r c i on , d i sc r i m i na t i on , or r epr i sa l . D i sc r i m i na -

t or y or r e t a l i a t or y ac t i on on t he pa r t o f t he supe r v i sor r esu l t i ng f rom a

gr i evance sha l l be a d i sc i p l i na r y o f f ense .

Rev i ewed 9 / 1 / 70 ; . Amended 10 / 74 ; Rev i ewed 5 / 86
( Forme r Po l i cy #5514)
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EMPLOYEE GR I EVANCE

A . I n i t i a l Gr i evan ce Ac t i on

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

o f t he gr i evance procedur e .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Rev i ewed 6 / 86
( Forme r Regu l a t i on #5514)

Regu l a t i on # 551 2

An aggr i eved emp l oyee and / or t he emp l oyee ' s r epr esen t a t i ve sha l l , i n

conce r t w i t h t he i mmed i a t e supe r v i sor , exhaus t a l l means f or t he sa t i s -

f ac t or y ad j us t men t o f d i f f e r ences . When no f ur t he r measur es ex i s t

t o e f f ec t a r eso l u t i on i n an i n f orma l manne r , t he emp l oyee may subm i t

a f orma l , wr i t t en comp l a i n t t o t he d i s t r i c t or ass i s t an t supe r i n t enden t .

B . Emp l oyee ' s Forma l Comp l a i n t

1 . Any emp l oyee who i s aggr i eved and des i r es t o make a f orma l comp l a i n t

sha l l f o l l ow t he gr i evance procedur e as pr esc r i bed by t he Depa r t men t .

2 . The gr i evan t sha l l be en t i t l ed t o con f e r w i t h , and be r epr esen t ed

by , an advoca t e o f h i s / he r own choos i ng dur i ng t he en t i r e process

3 . The gr i evance procedur e sha l l be used on l y when o t he r appea l procedur es

es t ab l i shed by t he Depa r t men t a r e c l ea r l y no t appropr i a t e .
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PROCEDURE : I N I T I AT I NG AND RESOLV I NG EMPLOYEE GR I EVANCE (EXCLUDED PERSONNEL )

REFERENCE : REGULAT I ON #5512

FORM NONE

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . D i scusses comp l a i n t w i t h i mmed i a t e supe r v i sor .

b . Subm i t s comp l a i n t i n wr i t i ng t o h i s / he r D i s t r i c t or Ass i s t an t Supe r i n -

t enden t w i t h a copy t o t he i mmed i a t e supe r v i sor . I n pr epa r i ng t he

comp l a i n t , exp l a i ns wha t measur es we r e t aken t o r eso l ve t he gr i evance

i n f orma l l y . The emp l oyee i s en t i t l ed , w i t hou t pr e j ud i ce , t o ob t a i n

adv i ce f rom o t he r emp l oyees or t he O f f i ce o f Pe r sonne l Se r v i ces ;

or t he aggr i eved emp l oyee may have t he comp l a i n t pr epa r ed and subm i t t ed

by t he acc r ed i t ed emp l oyee organ i za t i on or any o t he r r epr esen t a t i ve

o f h i s / he r choos i ng .

2 . D I STR I CT SUPER I NTENDENT / ASS I STANT SUPER I NTENDENT

a . De t e rm i nes t ha t a l l means t o ach i eve sa t i s f ac t or y ad j us t men t have

been exhaus t ed and t ha t no f ur t he r measur es a r e ava i l ab l e t o r eso l ve

t he gr i evance i n f orma l l y .

b . Seeks ass i s t ance f rom t he A t t orney Gene r a l , i f necessa r y .

c . Des i gna t es a hea r i ng o f f i ce r , who , i n t urn , a r r anges f or a - hea r i ng

w i t h i n f i ve wor k i ng days a f t e r r ece i p t o f t he gr i evance .

(1) Pa r t i es t o t he gr i evance w i l l pr esen t t he hea r i ng o f f i ce r w i t h

l i s t o f w i t nesses and purpose o f t es t i mony pr i or t o hea r i ng .

(2) The aggr i eved emp l oyee w i l l be pr esen t a t t he hea r i ng .

(3) The aggr i eved emp l oyee may have a r epr esen t a t i ve o f h i s / he r

choos i ng t o ass i s t h i m / he r and / or speak f or h i m / he r .

Procedur e #5512
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(4) The aggr i eved emp l oyee w i l l have f u l l oppor t un i t y t o pr esen t

h i s / he r case and ca l l , ques t i on and r ep l y t o w i t nesses .

(5) Ar r anges f or a ve rba t i m t r ansc r i p t o f a l l t es t i mony and r ecords

t he names and a f f i l i a t i ons o f a l l pe r sons i nvo l ved .

(6) Prov i des aggr i eved emp l oyee and h i s / he r supe r v i sor cop i es o f

t he r ecord o f t he hea r i ng .

(7) Rende r s a dec i s i on .

( a ) I f t he hea r i ng o f f i ce r sus t a i ns t he appea l o f t he aggr i eved

emp l oyee , s / he w i l l i n f orm t he aggr i eved emp l oyee and a l l

o f t he aggr i eved emp l oyee ' s l i ne supe r v i sor s , i nc l ud i ng

t he Supe r i n t enden t , i n wr i t i ng . The hea r i ng o f f i ce r w i l l

pr epa r e a l e t t e r o f i ns t ruc t i ons i mp l emen t i ng h i s / he r dec i s i on

f or t he s i gna t ur e o f t he Supe r i n t enden t . Th i s w i l l c l ose

t he case .

(b ) I f t he hea r i ng o f f i ce r ru l es aga i ns t t he aggr i eved emp l oyee ,

t he f ac t s , r egu l a t i ons , po l i c i es , and o t he r cons i de r a t i ons

i nvo l ved i n t he dec i s i on i s pr esen t ed t o t he aggr i eved emp l oyee ;

and s / he i s i n f ormed o f h i s / he r r i gh t t o appea l i n wr i t i ng

t o t he Depu t y Supe r i n t enden t (or t he Supe r i n t enden t i f t he

Depu t y i s t he hea r i ng o f f i ce r ) .

(8) Tr ansm i t s a l l r ecords t o t he Depu t y Supe r i n t enden t w i t h i n t en

wor k i ng days i f t he aggr i eved emp l oyee appea l s i n wr i t i ng .

3 . DEPUTY SUPER I NTENDENT OR SUPER I NTENDENT

a . Convenes a hea r i ng as desc r i bed i n 4 , above , or s / he may con f e r

i n f orma l l y w i t h any or a l l pa r t i es t o t he gr i evance procedur e t o

c l a r i f y s t a t emen t s i n ev i dence .



Procedur e 95512

b . Rende r s a dec i s i on w i t h i n f i ve wor k i ng days i f a hea r i ng i s no t

convened .

(1) I f t he dec i s i on sus t a i ns t he aggr i eved emp l oyee , s / he w i l l ob t a i n

t he supe r i n t enden t ' s approva l and send wr i t t en no t i f i ca t i on

t o pr i nc i pa l pa r t i c i pan t s w i t h appropr i a t e i ns t ruc t i ons t o i mp l emen t

h i s / he r dec i s i on . Th i s w i l l c l ose t he case .

(2) I f s / he does no t sus t a i n t he appea l , s / he w i l l t r ansm i t a l l

r ecords t o t he cha i rpe r son o f t he Boa rd t hrough t he Supe r i n t enden t .

4 . CHA I RPERSON OF THE BOARD

Appo i n t s a Gr i evance Adv i sor y Comm i t t ee o f t hr ee membe r s cons i s t i ng

o f

a . A pe r son no t pa i d f rom Depa r t men t f unds ( cha i rpe r son ) .

b . A r epr esen t a t i ve o f Depa r t men t managemen t (no t pr ev i ous l y i nvo l ved

i n t he gr i evance procedur e ) .

c . A pee r emp l oyee (pr e f e r ab l y o f t he same gr ade l eve l and pro f es -

s i ona l a r ea ; f a i l i ng t h i s , a t l eas t f rom t he same gr ade l eve l ) .

5 . GR I EVANCE ADV I SORY COMM I TTEE

a . Conduc t s a hea r i ng pur suan t t o Chap t e r 91 , Hawa i i Rev i sed S t a t u t es .

b . Accep t s new ev i dence f rom t he aggr i eved emp l oyee or h i s / he r r epr e -

sen t a t i ve on l y a f t e r i t i s es t ab l i shed t ha t t he aggr i eved emp l oyee

was unab l e t o pr esen t t he ev i dence ea r l i e r .

c . Subm i t s a wr i t t en r epor t t o t he cha i rpe r son o f t he Boa rd wh i ch sha l l

i nc l ude f i nd i ngs o f f ac t and a r ecommenda t i on f or d i spos i t i on o f

t he case . The r epor t i s s i gned by a l l membe r s who concur . A non

concur r i ng membe r w i l l pr epa r e a m i nor i t y r epor t wh i ch w i l l be pr esen t ed

t o t he cha i rpe r son o f t he Boa rd .
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6 . BOARD OF EDUCAT I ON

a . Rev i ews f i nd i ngs and r ecommenda t i ons o f t he Gr i evance Adv i sor y Comm i t t ee

a t t he f i r s t r egu l a r mee t i ng f o l l ow i ng r ece i p t o f t he r epor t ( s ) .

b . Makes f i na l de t e rm i na t i on and no t i f i es aggr i eved emp l oyee and a l l

l eve l s o f supe r v i s i on o f i t s dec i s i on i n wr i t i ng . The Boa rd ' s dec i s i on

i s f i na l on a l l pe r sons conce rned .

NOTE : A gr i evance appea l may be t e rm i na t ed a t any t i me upon wr i t t en r eques t

f rom t he aggr i eved emp l oyee .

Rev i sed 9 / 1 / 70 : Amended 10 / 74 ; Amended 6 / 86
( Forme r Procedur e $5514)

Procedur e #5512



C I V I L R I GHTS POL I CY REGARD I NG CERT I F I CATED EMPLOYEES

by f ede r a l and s t a t e l aws .

PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

POL I CY

Po l i cy 15513

Gene r a l

The Depa r t men t o f Educa t i on sha l l no t d i sc r i m i na t e on t he bas i s o f r ace ,

co l or , na t i ona l or i g i n , ances t r y , r e l i g i on , sex , age , d i sab i l i t y , ma r i t a l

s t a t us , ass i gnmen t o f i ncome f or ch i l d suppor t ob l i ga t i ons , a r r es t and cour t

r ecords , Na t i ona l Gua rd pa r t i c i pa t i on , or sexua l or i en t a t i on as proh i b i t ed

Emp l oyees who be l i eve t ha t t hey have been sub j ec t ed t o d i sc r i m i na t i on

proh i b i t ed unde r c i v i l r i gh t s l aws may seek r edr ess t hrough t he Depa r t men t ' s

C i v i l R i gh t s Comp l a i n t Procedur e f or Ce r t i f i ca t ed Emp l oyees or f i l e a comp l a i n t

w i t h t he appropr i a t e f ede r a l or s t a t e c i v i l r i gh t s agency .

Sexua l Ha r assmen t

The Depa r t men t o f Educa t i on sha l l proh i b i t and d i scour age sexua l ha r assmen t

i n t he wor kp l ace and i n a l l ma t t e r s r e l a t i ng t o emp l oymen t . Any emp l oyee

who be l i eves t ha t s / he has been sub j ec t ed t o sexua l ha r assmen t i n t he emp l oy -

men t process or i n t he wor kp l ace may seek promp t r edr ess t hrough t he Depa r t men t ' s

C i v i l R i gh t s Comp l a i n t Procedur e f or Ce r t i f i ca t ed Emp l oyees . Any emp l oyee

or o f f i ce r o f t he Depa r t men t who v i o l a t es t h i s po l i cy sha l l be d i sc i p l i ned

accord i ng l y . I t i s t he r espons i b i l i t y o f t he emp l oyee t o br i ng conce rns

t o t he a t t en t i on o f managemen t .

Unwe l come sexua l advances , r eques t s f or sexua l f avor s , and o t he r ve rba l

or phys i ca l conduc t o f a sexua l na t ur e cons t i t u t e sexua l ha r assmen t when

(1) subm i ss i on t o such conduc t i s made e i t he r exp l i c i t l y or i mp l i c i t l y a

t e rm or cond i t i on o f an i nd i v i dua l ' s emp l oymen t , (2) subm i ss i on t o or r e j ec t i on

o f such conduc t by an i nd i v i dua l i s used as t he bas i s f or emp l oymen t dec i s i ons
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Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - Po l i cy ( con t i nued )

a f f ec t i ng such i nd i v i dua l , or (3) such conduc t has t he purpose or e f f ec t

o f subs t an t i a l l y i n t e r f e r i ng w i t h an i nd i v i dua l ' s wor k pe r f ormance or c r ea t i ng

an i n t i m i da t i ng , hos t i l e , or o f f ens i ve wor k i ng env i ronmen t .

emp l oyee may proceed i mmed i a t e l y t o S t ep 2 o f t he C i v i l R i gh t s comp l a i n t

procedur e i n f i l i ng a comp l a i n t .

HARASSMENT OF EMPLOYEES AND STUDENTS BASED_ ON RACE , COLOR , NAT I ONAL OR I G I N
OR ANCESTRY

o t he r emp l oyees and s t uden t s on t he bas i s o f r ace , co l or , na t i ona l or i g i n ,

or ances t r y i n any progr am or ac t i v i t y conduc t ed by t he Depa r t men t . Ha r assmen t

based on t hese f ac t or s i s cons i de r ed a f orm o f d i sc r i m i na t i on wh i ch i s proh i b i t ed

by s t a t e and f ede r a l l aws , i nc l ud i ng T i t l e V I o f t he C i v i l R i gh t s Ac t o f

1964 , Pub l i c Law 88 - 352 .

co l or , na t i ona l or i g i n , or ances t r y wh i ch c r ea t e an i n t i m i da t i ng , hos t i l e ,

or o f f ens i ve wor k or schoo l env i ronmen t : i n t e r f e r e w i t h an i nd i v i dua l ' s wor k

pe r f ormance or w i t h a s t uden t ' s educa t i on ; or o t he rw i se adve r se l y a f f ec t

an i nd i v i dua l ' s emp l oymen t oppor t un i t y or a s t uden t ' s educa t i ona l oppor t un i t y .

t ha t an emp l oyee has ha r assed ano t he r emp l oyee or s t uden t on t he bas i s o f

t he pe r son ' s r ace , co l or , na t i ona l or i g i n , or ances t r y . I f such conduc t

i s f ound t o have occur r ed , t he Depa r t men t sha l l t ake promp t cor r ec t i ve ac t i on ,

i nc l ud i ng d i sc i p l i na r y ac t i on aga i ns t t he emp l oyee and s t eps t o ensur e t ha t

d i sc r i m i na t i on does no t r ecur .
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I f t he a l l eged conduc t i s by t he emp l oyee ' s i mmed i a t e supe r v i sor , t he

Emp l oyees o f t he Depa r t men t o f Educa t i on a r e proh i b i t ed f rom ha r ass i ng

Ha r assmen t i nc l udes ve rba l or non - ve rba l expr ess i ons based on r ace ,

The Depa r t men t sha l l r espond promp t l y t o a l l ega t i ons or i n f orma t i on



Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - Po l i cy ( con t i nued )

Emp l oyees who be l i eve t ha t t hey have been ha r assed because o f t he i r

r ace , co l or , na t i ona l or i g i n , or ances t r y may seek r edr ess t hrough t he Depa r t men t ' s

C i v i l R i gh t s Comp l a i n t Procedur e f or Ce r t i f i ca t ed Emp l oyees or f i l e a comp l a i n t

w i t h t he appropr i a t e f ede r a l or s t a t e agency .

Adop t ed 8 / 3 / 78 ; Amended 9 / 18 / 80 ; Amended 9 / 92

Po l i cy 15513
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PERSONNEL RELAT I ONS AND EMPLOYEE BENEF I TS

ADM I N I STRAT I VE REGULAT I ONS

C I V I L R I GHTS COMPL A I NT PROCEDURE FOR CERT I F I CATED EMPLOYEES

Regu l a t i on #5513

A . Purpose

The Depa r t men t ' s C i v i l R i gh t s Comp l a i n t Procedur e f or Ce r t i f i ca t ed

Emp l oyees i s promu l ga t ed as prov i ded f or by f ede r a l and s t a t e s t a t u t es .

I t prov i des f or t he promp t and t i me l y cons i de r a t i on o f emp l oyee a l l ega t i ons

o f pr ac t i ces or po l i c i es proh i b i t ed by c i v i l r i gh t s l aws .

B . Comp l a i n t

1 . An a l l ega t i on by an emp l oyee t ha t a po l i cy or pr ac t i ce i s proh i b i t ed

by t he f o l l ow i ng prov i s i ons o f l aw sha l l be sub j ec t t o t he es t ab l i shed

comp l a i n t procedur e f or ce r t i f i ca t ed emp l oyees :

a . T i t l e V I I o f t he C i v i l R i gh t s Ac t o f 1964 , Pub l i c Law 88 - 352 ,

wh i ch proh i b i t s emp l oymen t pr ac t i ces w i t h r espec t t o d i sc r i m i na t i on

because o f r ace , co l or , r e l i g i on , sex or na t i ona l or i g i n , or

b . T i t l e V I o f t he C i v i l R i gh t s Ac t o f 1964 , Pub l i c Law 88 - 352 ,

wh i ch proh i b i t s d i sc r i m i na t i on on t he bas i s o f r ace , co l or , or

na t i ona l or i g i n i n any progr am or ' ac t i v i t y conduc t ed by t he Depa r t -

men t , or

c . Age D i sc r i m i na t i on i n t he Emp l oymen t Ac t o f 1967 , Pub l i c Law

90 - 202 , wh i ch proh i b i t s d i sc r i m i na t i on i n emp l oymen t w i t h r espec t

t o pe r sons who a r e 40 yea r s o f age or o l de r , or

d . T i t l e I X o f t he Educa t i on Amendmen t s o f 1972 , Pub l i c Law 92 - 318 ,

wh i ch proh i b i t s d i sc r i m i na t i on aga i ns t emp l oyees on t he bas i s

o f sex , or
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Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - C i v i l R i gh t s Comp l a i n t Procedur e
f or Ce r t i f i ca t ed Emp l oyees ( con t i nued )
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e . Sec t i on 504 o f t he Rehab i l i t a t i on Ac t o f 1973 , Pub l i c Law 93 - 112 ,

and t he Ame r i cans w i t h D i sab i l i t i es Ac t , Pub l i c Law 101 - 336 ,

wh i ch proh i b i t d i sc r i m i na t i on on t he bas i s o f an emp l oyee ' s d i sab i l i t y ,

or

f . Equa l Pay Ac t o f 1963 (P . L . 88 - 38) wh i ch proh i b i t s wage d i f f e r -

en t i a t i on on t he bas i s o f sex i n j obs t ha t r equ i r e equa l sk i l l ,

e f f or t , and r espons i b i l i t y and t ha t a r e pe r f ormed unde r s i m i l a r

wor k i ng cond i t i ons , or

g . Chap t e r 378 , Pa r t 1 , Hawa i i Rev i sed S t a t u t es , wh i ch proh i b i t s

d i sc r i m i na t i on i n emp l oymen t because o f r ace , sex , age , r e l i g i on ,

co l or , ances t r y , hand i cap , ma r i t a l s t a t us , Na t i ona l Gua rd pa r t i c i pa t i on ,

ass i gnmen t o f i ncome f or ch i l d suppor t ob l i ga t i ons , sexua l or i en t a t i on ,

or a r r es t and cour t r ecord wh i ch does no t have a subs t an t i a l

r e l a t i onsh i p t o t he f unc t i ons and r espons i b i l i t i es o f t he prospec t i ve

or con t i nued emp l oymen t , or

h . Any o t he r f ede r a l or s t a t e l aw wh i ch proh i b i t s d i sc r i m i na t i on .

2 . A comp l a i n t a l l eg i ng sys t em i c d i sc r i m i na t i on r e f e r s t o any es t ab l i shed

po l i cy , ru l e , r egu l a t i on or procedur e o f t he Depa r t men t wh i ch has

t he con t i nu i ng e f f ec t o f v i o l a t i ng or i n f r i ng i ng upon t he non - d i sc r i m i na t i on

r i gh t s o f a l l emp l oyees or group o f emp l oyees .

3 . A comp l a i n t i nvo l v i ng an a l l eged v i o l a t i on ( s ) o f a co l l ec t i ve ba rga i n i ng

agr eemen t sha l l no t be sub j ec t t o t h i s comp l a i n t procedur e .



Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - C i v i l R i gh t s Comp l a i n t Procedur e
f or Ce r t i f i ca t ed Emp l oyees ( con t i nued )
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C . Com l a i nan t

A ce r t i f i ca t ed or c l ass i f i ed emp l oyee or group o f ce r t i f i ca t ed or c l ass i f i ed

emp l oyees cur r en t l y emp l oyed w i t h t he Depa r t men t o f Educa t i on may u t i l i ze

t he es t ab l i shed comp l a i n t procedur e .

D . Emp l oyee Ass i s t ance

1 . When f i l i ng a comp l a i n t , an emp l oyee may be ass i s t ed by r epr esen -

t a t i ves o f t he emp l oyee ' s own choos i ng . The comp l a i nan t may have

r epr esen t a t i ves and w i t nesses pr esen t a t any or a l l mee t i ngs he l d

i n accordance w i t h t he es t ab l i shed procedur e .

2 . An emp l oyee may seek i n f orma t i on abou t t he app l i ca t i on o f t h i s r egu l a t i on

and procedur e f rom C i v i l R i gh t s coord i na t or s a t t he Depa r t men t o f

Educa t i on d i s t r i c t o f f i ces , or f rom t he Managemen t Ana l ys i s and

Comp l i ance Br anch , O f f i ce o f t he Supe r i n t enden t .

E . Comp l a i nan t ' s R i gh t t o I n f orma t i on

The Depa r t men t w i l l , i n r esponse t o r easonab l e r eques t s f rom t he comp l a i nan t ,

f urn i sh i n f orma t i on i n i t s possess i on wh i ch i s needed by t he comp l a i nan t

t o i nves t i ga t e or process t he comp l a i n t . The Depa r t men t need no t ana l yze ,

comp i l e , pr i n t , or dup l i ca t e da t a . Howeve r , i f t he Depa r t men t does

agr ee t o comp i l e or dup l i ca t e da t a , i n r esponse t o a comp l a i nan t ' s

r eques t , t he comp l a i nan t sha l l pay f or t he cos t s i ncur r ed as a r esu l t

o f such comp i l a t i on or dup l i ca t i on i nc l ud i ng bu t no t l i m i t ed t o l abor ,

pr i n t i ng , dup l i ca t i ng , and d i s t r i bu t i on cos t s .
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Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - C i v i l R i gh t s Comp l a i n t Procedur e
f or Ce r t i f i ca t ed Emp l oyees ( con t i nued )

P . Con f i den t i a l i t y
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Comp l a i n t proceed i ngs and comp l a i n t f i l es sha l l r ema i n con f i den t i a l .

Comp l a i n t f i l es sha l l be ma i n t a i ned sepa r a t e and apa r t f rom pe r sonne l

f i l es .

G . T i me l i ness

1 . The Emp l oye r need no t cons i de r any comp l a i n t no t f i l ed or appea l ed

i n accordance w i t h es t ab l i shed t i me l i m i t s , prov i ded , howeve r , t ha t

t he es t ab l i shed t i me l i m i t s may be wa i ved by mu t ua l consen t o f t he

pa r t i es .

2 . The r e sha l l be no t i me l i m i t f or a comp l a i nan t t o f i l e t he i n i t i a l

wr i t t en comp l a i n t w i t h r espec t t o an a l l eged sys t em i c d i sc r i m i na t i on .

Once t he i n i t i a l sys t em i c d i sc r i m i na t i on comp l a i n t has been f i l ed ,

a l l t i me l i m i t s t he r ea f t e r sha l l be app l i cab l e .

H . D i sc r i m i na t i on Proh i b i t ed

No emp l oyee sha l l be sub j ec t ed t o r epr i sa l s f or pa r t i c i pa t i ng i n t he

es t ab l i shed comp l a i n t procedur e .

I . R i gh t t o Seek Re l i e f

1 . Comp l a i n t s may be f i l ed w i t h t he appropr i a t e f ede r a l or s t a t e en f or ce -

men t agency :

a . A f t e r t he cu l m i na t i on o f t he Depa r t men t ' s comp l a i n t procedur e ,

or ,

b . S i mu l t aneous l y w i t h t he f i l i ng o f a comp l a i n t w i t h t he Depa r t men t ,

or ,

c . W i t hou t u t i l i za t i on o f t he Depa r t men t ' s comp l a i n t procedur e .



Pe r sonne l Re l a t i ons and Emp l oyee
Bene f i t s - C i v i l R i gh t s Comp l a i n t Procedur e
f or Ce r t i f i ca t ed Emp l oyees ( con t i nued )

2 . No t h i ng i n t h i s r egu l a t i on sha l l be cons t rued t o l i m i t or wa i ve

t he r i gh t o f a comp l a i nan t t o seek o t he r r e l i e f as prov i ded f or

unde r f ede r a l and s t a t e l aws .

Adop t ed 8 / 3 / 78 ; Amended 12 / 92

Regu l a t i on #5513
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PROCEDURE : I N I T I AT I NG AND PROCESS I NG C I V I L R I GHTS COMPLA I NTS
(CERT I F I CATED EMPLOYEES)

REFERENCE : REGULAT I ON #5513

FORM

�

C I V I L R I GHTS COMPLA I NT FORM FOR CERT I F I CATED EMPLOYEES

Procedur e #5513

RESPONS I B I L I T I ES :

A . I N I T I AL F I L I NG

COMPLA I NANT

l . Non - Sys t em i c Comp l a i n t : Subm i t s a wr i t t en comp l a i n t t o t he i mmed i a t e

supe r v i sor on t he f orm prov i ded by t he Depa r t men t w i t h i n 20 ca l enda r

days a f t e r t he occur r ence o f an a l l eged proh i b i t ed pr ac t i ce .

2 . Sys t em i c Comp l a i n t : Subm i t s t he i n i t i a l wr i t t en comp l a i n t t o

t he i mmed i a t e supe r v i sor on t he f orm prov i ded by t he Depa r t men t

w i t hou t r ega rd t o a t i me l i m i t .

B . STEP 1 : I MMED I ATE SUPERV I SOR LEVEL

I MMED I ATE SUPERV I SOR*

1 . Rev i ews comp l a i n t f or t i me l i ness , i f app l i cab l e .

2 . Ar r anges t o mee t w i t h t he emp l oyee t o d i scuss t he comp l a i n t w i t h i n

10 ca l enda r days a f t e r r ece i p t o f t he comp l a i n t .

3 . Ar r anges , i f necessa r y , t o have i n t e r ven i ng l eve l s o f supe r v i sor s

( supe r v i sor s be t ween i mmed i a t e supe r v i sor and t he D i v i s i on Head** )

pr esen t a t t he mee t i ng .

*NOTE : To i den t i f y t he i mmed i a t e supe r v i sor f or t he purposes o f t h i s
comp l a i n t procedur e , r e f e r ence shou l d be made t o t he emp l oyee /
comp l a i nan t ' s j ob desc r i p t i on and / or t ha t emp l oyee ' s pos i t i on
i n t he r espec t i ve depa r t men t a l organ i za t i on cha r t .

**NOTE : D i v i s i on Head , f or t he purposes o f t h i s procedur e , means Ass i s t an t
Supe r i n t enden t ( s ) , D i s t r i c t Supe r i n t enden t ( s ) or Depu t y Supe r i n t enden t .
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t he mee t i ng i s he l d .

7 . Ma i n t a i ns f i l e copy o f r esponse .

COMPLA I NANT

4 . Mee t s w i t h t he emp l oyee t o d i scuss t he comp l a i n t .

Procedur e #5513

5 . Rep l i es t o t he emp l oyee i n wr i t i ng w i t h i n 10 ca l enda r days a f t e r

6 . Tr ansm i t s cop i es o f r ep l y t o D i v i s i on Head and Supe r i n t enden t .

C . STEP 2 : ASS I STANT SUPER I NTENDENT / D I STR I CT SUPER I NTENDENT / DEPUTY
SUPER I NTENDENT LEVEL (D I V I S I ON HEAD )

Subm i t s a wr i t t en appea l t o t he D i v i s i on Head on t he f orm prov i ded

by t he Depa r t men t w i t h i n 10 ca l enda r days a f t e r r ece i p t o f t he i mmed i a t e

supe r v i sor ' s r esponse , i f d i ssa t i s f i ed w i t h such r esponse .

ASS I STANT SUPER I NTENDENT / D I STR I CT SUPER I NTENDENT / DEPUTY SUPER I NTENDENT
OR DES I GNEE

1 . Rev i ews t he appea l f i l ed w i t h i n t he 10 ca l enda r day l i m i t a t i on

i n C- 1 above .

2 . Ar r anges t o mee t w i t h t he emp l oyee w i t h i n 10 ca l enda r days a f t e r

r ece i p t o f t he appea l .

3 . Mee t s w i t h emp l oyee t o d i scuss t he comp l a i n t .

4 . Rep l i es t o t he emp l oyee i n wr i t i ng w i t h i n 10 ca l enda r days a f t e r

t he mee t i ng i s he l d .

5 . Tr ansm i t s cop i es o f t he r ep l y t o t he i mmed i a t e supe r v i sor and

Supe r i n t enden t .

6 . Ma i n t a i ns copy o f r esponse .

D . STEP 3 : SUPER I NTENDENT LEVEL

COMPLA I NANT

Subm i t s a wr i t t en appea l t o t he Supe r i n t enden t on t he f orm prov i ded

by t he Depa r t men t w i t h i n 10 ca l enda r days a f t e r r ece i p t o f D i v i s i on

Head ' s r esponse , i f d i ssa t i s f i ed w i t h such r esponse .



Procedur e #5513

SUPER I NTENDENT OR DES I GNEE

1 . Rev i ews t he appea l f i l ed w i t h i n t he 10 ca l enda r day l i m i t a t i on

i n D - 1 above .

2 . Ar r anges t o mee t w i t h t he emp l oyee t o d i scuss t he comp l a i n t w i t h i n

10 ca l enda r days a f t e r r ece i p t o f t he comp l a i n t .

3 . Mee t s w i t h t he emp l oyee t o d i scuss t he comp l a i n t .

4 . Rep l i es t o t he emp l oyee i n wr i t i ng w i t h i n 10 ca l enda r days a f t e r

t he mee t i ng i s he l d .

5 . Tr ansm i t s cop i es o f t he r ep l y t o i mmed i a t e supe r v i sor and D i v i s i on

Head .

6 . Ma i n t a i ns copy o f r esponse .

The dec i s i on o f t he Supe r i n t enden t sha l l be f i na l unde r t h i s procedur e .

Adop t ed 8 / 3 / 78 ; Amended 6 / 86
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PERSONNEL DEVELOPMENT

POL I CY

Po l i c y # shoo

Con t i nu i ng deve l opmen t and i t s coro l l a r y concep t o f se l f - assessmen t

i den t i f y t he exemp l a r y pr ac t i c i ng pro f ess i ona l . To f os t e r t he ve r y bes t

e f f or t s o f pro f ess i ona l s , t he Depa r t men t sha l l endeavor t o prov i de

oppor t un i t i es f or con t i nu i ng deve l opmen t t o t eache r s and t o po t en t i a l and

i ncumben t educa t i ona l o f f i ce r s i n an env i ronmen t o f t rus t and r espec t f or t he

i nd i v i dua l . The Depa r t men t sha l l endeavor t o conduc t and ma i n t a i n a

con t i nuous and compr ehens i ve progr am o f t r a i n i ng ac t i v i t i es , des i gned t o

enhance t he compe t enc i es and pe r f ormance o f i t s pro f ess i ona l s t a f f t owa rd

ach i ev i ng des i r ed educa t i ona l ou t comes f or s t uden t s .

I n i t s managemen t o f pe r sonne l , t he Depa r t men t sha l l be gu i ded by t he

concep t o f human d i gn i t y and human wor t h . I t be l i eves t ha t pe r sonne l mus t

be se l ec t ed t hrough me r i t , t ha t pe r sonne l can be deve l oped t o t he i r f u l l es t

po t en t i a l t o accomp l i sh t he goa l s and ob j ec t i ves o f t he Depa r t men t o f

Educa t i on , g i ven t he oppor t un i t y and appropr i a t e suppor t sys t em .

TEACHER EDUCAT I ON PROGRAM

The Depa r t men t , i n coope r a t i on w i t h acc r ed i t ed i ns t i t u t i ons o f h i ghe r

educa t i on , may pe rm i t pr ese r v i ce t eache r s i n t eache r educa t i on progr ams t o

t each , pa r t i c i pa t e , and obse r ve i n t he pub l i c schoo l s o f Hawa i i , upon

ve r i f i ca t i on by t he i ns t i t u t i ons o f t he i r ab i l i t y t o f unc t i on e f f ec t i ve l y i n

Depa r t men t c l ass rooms . Such p l acemen t s shou l d con t r i bu t e t o t he bes t

i n t e r es t s o f t he Depa r t men t and i t s s t uden t s .

PROBAT I ON

I n i t i a l Proba t i on . Proba t i on i n pe r sonne l deve l opmen t i s a pe r i od t o

acknow l edge t he po t en t i a l f or grow t h .

For t he emp l oyee on i n i t i a l proba t i on , i t i s a pe r i od o f i n t ense se l f -

exam i na t i on t o sor t and r e f i ne t he asse t s one br i ngs t o t he new s i t ua t i on t o

t he bes t advan t age ; i t i s a t i me t o t es t one ' s capab i l i t i es t o ach i eve

r esu l t s . F rom t h i s i n i t i a l assay , t he i nd i v i dua l de r i ves a pro f i l e o f

s t r eng t hs apd needs on wh i ch t o deve l op a progr am o f se l f - i mprovemen t or

deve l opmen t , wh i ch i s a pe r sona l i nves t men t i n one ' s pro f ess i ona l grow t h .
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Pe r sonne l Deve l opmen t -
Po l i cy ( con t i nued )

For t he i ns t i t u t i on ,

Po l i cy #5600

t h i s i s a t i me o f c l ose sc ru t i ny o f pe r f ormance and

r espons i b l e assessmen t o f s t r eng t hs and needs on wh i ch t o deve l op a progr am o f

d i r ec t and i mmed i a t e suppor t . I t i s a t i me o f ca l cu l a t ed i nves t men t o f

r esour ces t o nur t ur e t he deve l opmen t o f i nd i v i dua l s i n t he Depa r t men t ' s

c r i t i ca l wor k f or ce .

Proba t i on when Promo t ed . I n t he t o t a l scheme o f pe r sonne l deve l opmen t ,

i nd i v i dua l s i n t he organ i za t i on a r e mo t i va t ed t o h i ghe r l eve l s o f pe r f ormance

by upwa rd movemen t s w i t h i n t he pro f ess i on .

�

Such a movemen t i n t o a new

pos i t i on s i gna l s a t i me o f r ea l i gnmen t o f s t r eng t hs and needs . Th i s i s a

pe r i od o f acknow l edg i ng t he po t en t i a l f or grow t h i n a pos i t i on o f cho i ce .

such , t he i nd i v i dua l conduc t s a se l f - assessmen t f rom a base o f pas t

expe r i ences t o de r i ve an abbr ev i a t ed pro f i l e o f s t r eng t hs and needs on wh i ch

a se l ec t i ve progr am o f i mprovemen t or deve l opmen t . The i ns t i t u t i on

concen t r a t ed assessmen t t o de t e rm i ne organ i za t i ona l f i t , and

des i gns appropr i a t e progr ams o f deve l opmen t t o s t r eng t hen spec i f i c a r eas

needs . I t i s a t i me f or t he j ud i c i ous use o f r esour ces t o br i ng t he

i nd i v i dua l up t o op t i ma l pe r f ormances t o ach i eve t a rge t ed goa l s_

CONT I NU I NG EDUCAT I ON PROGRAM

t o deve l op

conduc t s a

o f

The Depa r t men t sha l l es t ab l i sh and ma i n t a i n a progr am o f con t i nu i ng

educa t i on t ha t w i l l i nc l ude wor kshops , i ns t i t u t es , cour ses , and o t he r

educa t i ona l ac t i v i t i es i n coope r a t i on w i t h educa t i ona l i ns t i t u t i ons and

pro f ess i ona l agenc i es_ The progr am sha l l be based on expr essed and pe r ce i ved

needs , broad - based pa r t i c i pa t i on , se l f and i ns t i t u t i ona l i n i t i a t i ves , and on

progr ess i ve deve l opmen t . I t sha l l be d i r ec t ed t owa rd ou t comes .

EVALUAT I ON PROGRAM

The Depa r t men t sha l l es t ab l i sh an eva l ua t i on progr am wh i ch w i l l be an

i nhe r en t pa r t o f t he pe r sonne l deve l opmen t progr am . The eva l ua t i on progr am

sha l l be gu i ded by pro f ess i ona l eva l ua t i on s t anda rds and by Depa r t men t o f

Educa t i on c r i t e r i a f or e f f ec t i ve t eache r s and educa t i ona l o f f i ce r s .

As



Pe r sonne l Deve l opmen t -
Po l i cy ( con t i nued )

EDUCAT I ONAL OFF I CERS TRA I N I NG PROGRAMS

The Depa r t men t sha l l make ava i l ab l e sys t ema t i c prov i s i ons f or t hose

and manage r i a l po t en t i a l t o be t r a i ned f or l eve l s o f

The t r a i n i ng progr ams sha l l be based on qua l i f y i ng

t r a i n i ng .

emp l oyees w i t h l eade r sh i p

managemen t i n t he sys t em .

s t anda rds and progr ess i ve

PROGRAM MANAGEMENT

Cons i s t en t adm i n i s t r a t i on o f Depa r t men t po l i c i es sha l l be ach i eved

t hrough open and con t i nuous commun i ca t i on and t r a i n i ng . Dec i s i ons w i l l be

made a t t he mos t appropr i a t e adm i n i s t r a t i ve l eve l s . The r e sha l l be comp l i ance

mon i t or i ng by pos t - aud i t t o assur e qua l i t y pe r f ormance and dec i s i on - mak i ng

based on sound managemen t pr i nc i p l es .

Rev i ewed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 12 / 95

Po l i cy #5640
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CONT I NU I NG EDUCAT I ON

PERSONNEL DEVELOPMENT

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on #5500

F rom en t r y i n t o t he Depa r t men t un t i l r e t i r emen t , emp l oyees a r e expec t ed t o

unde rgo phases o f grow t h and change t o mee t t he ob l i ga t i ons o f t he i r

pos i t i ons . Cor r espond i ng l y , t he Depa r t men t sha l l es t ab l i sh and ma i n t a i n a

progr am o f con t i nu i ng educa t i on f or t he pro f ess i ona l grow t h o f t eache r s and

educa t i ona l o f f i ce r s t o mee t t he es t ab l i shed goa l s and ob j ec t i ves o f t he

Depa r t men t .

A . De f i n i t i on

Con t i nu i ng educa t i on ac t i v i t i es may be ca t egor i zed as ou t - se r v i ce

t r a i n i ng or i nse r v i ce t r a i n i ng ac t i v i t i es .

1 . Ou t - se r v i ce t r a i n i ng ac t i v i t i es i nc l ude t he f o l l ow i ng :

a . Tr a i n i ng ac t i v i t i es no t sponsor ed by t he Depa r t men t o f Educa t i on ,

or

b . Tr a i n i ng ac t i v i t i es f or wh i ch t he Depa r t men t pays r eg i s t r a t i on ,

t u i t i on , t r ave l , books , pe r d i em or o t he r r e l a t ed t r a i n i ng cos t s .

2 . I nse r v i ce t r a i n i ng ac t i v i t i es i nc l ude t he f o l l ow i ng :

a . Pro f ess i ona l Se l f - D i r ec t ed Ac t i v i t i es

b . Wor kshops

c . V i s i t a t i on

d . O t he r Ac t i v i t i es

B . E l i g i b i l i t y [

A l l ce r t i f i ca t ed emp l oyees , educa t i ona l ass i s t an t s , pa r t - t i me t eache r s ,

and subs t i t u t e t eache r s o f t he Depa r t men t may app l y f or pa r t i c i pa t i on i n

con t i nu i ng educa t i on ac t i v i t i es .

C . App l i ca t i on

1 . App l i can t s mus t app l y f or con t i nu i ng educa t i on ac t i v i t i es on

appropr i a t e f orms and by t he appropr i a t e dead l i nes es t ab l i shed by t he

Depa r t men t .

2 . App l i can t s mus t comp l e t e a l l pa r t s o f t he f orm .
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Pe r sonne l Deve l opmen t -
Con t i nu i ng Educa t i on ( con t i nued )

D . Gr a n t i ng Depa r t men t " B " Cr ed i t s

2 .

3 .

" B " c r ed i t s may be gr an t ed t o t eache r s and

membe r s , educa t i ona l ass i s t an t s , pa r t - t i me

t eache r s when t he pr i ma r y

t r a i n i ng and on t he bas i s

comp l e t i on o f t he t r a i n i ng ac t i v i t y .

The r esu l t s o f t he t r a i n i ng ac t i v i t y mus t be d i r ec t l y r e l a t ed t o t he

app l i can t ' s pro f es i ona l du t i es and r espons i b i l i t i es .

" B " c r ed i t s f or wor kshops a r e gr an t ed i n mu l t i p l es o f comp l e t ed

hour s :

" g " Cr ed i t sE .

1 .

2 . The t r a i n i ng

pro f ess i ona l

3 . The t r a i n i ng

ac t i v i t y f or

4 . The wor kshop or

comp l e t ed .

F . Tr a i n i ncL on Gove rnmen t

1 / 2 c r ed i t f or 16 hour s

1

�

c r ed i t f or 32 hour s

W i l l No t Be Gr an t ed I f :

o t he r Ba rga i n i ng Un i t 05

t eache r s , and subs t i t u t e

i n t en t o f t he ac t i v i t y i s pro f ess i ona l

o f f u l l pa r t i c i pa t i on and success f u l

Co l l ege c r ed i t or r emune r a t i on i s r ece i ved

ac t i v i t y i s pa r t o f t he approved

i mprovemen t l eave .

ac t i v i t y dup l i ca t es a pr ev i ous l y

c r ed i t .

o t he r i nse r v i ce t r a i n i ng ac t i v i t y

T i me

1 . Tr a i n i ng sponsor ed or conduc t ed by t he Depa r t men t may be done on

gove rnmen t t i me and a t gove rnmen t expense prov i ded t ha t such t r a i n i ng

i s f or t he bene f i t o f t he Depa r t men t and approved by t he

Supe r i n t enden t .

2 . Se l f - deve l opmen t t r a i n i ng sha l l be t aken on t he emp l oyee ' s own t i me

and expenses .

G . Pe r i od i c Pos t - Aud i t o f

5600 - 6

Progr am Ac t i v i t i es

f or t he t r a i n i ng ac t i v i t y .

progr am f or a

comp l e t ed

Regu l a t i on #5600

t r a i n i ng

i s pa r t i a l l y

mon i t or i ng o f progr am ac t i v i t i es sha l l - be by pos t - aud i t . The r e sha l l be

a schedu l ed r ev i ew o f accomp l i shmen t s and e f f or t s , t he manne r and f orm



Pe r sonne l Deve l opmen t -
Con t i nu i ng Educa t i on ( con t i nued )

Regu l a t i on #5600

t o be deve l oped by t he Depa r t men t , t o gauge t he cur r en t e f f ec t i veness o f

engaged e f f or t s i n t e rms o f ach i ev i ng t he t a rge t ed ou t comes .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 1 / 97
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PROCEDURE : APPLY I NG FOR CRED I T FOR PROFESS I ONAL SELF - D I RECTED ACT I V I T I ES

REFERENCE : REGULAT I ON #5600

FORMS

�

PERSONNEL FORM 701 (APPL I CAT I ON FOR I NSERV I CE " B " CRED I T
ACT I V I TY)

RESPONS I B I L I T I ES :

1 . EMPLOYEE

PERSONNEL FORM 701a (REPORT OF I NSERV I CE " B " CRED I T ACT I V I TY)

PERSONNEL FORM 7016 ( I NSERV I CE " B CRED I T " CERT I F I CATE)

Procedur e #5600

a . Comp l e t es Form 701 and subm i t s i t t o t he pr i nc i pa l or supe r v i sor f or

approva l t h i r t y ca l enda r days pr i or t o t he beg i nn i ng o f t he ac t i v i t y .

(1) P l aces name o f pr i nc i pa l or i mmed i a t e supe r v i sor as sponsor o f

t he t r a i n i ng .

(2) F i l l s i n own name as t he pe r son pa r t i c i pa t i ng i n t he t r a i n i ng .

b . Re t a i ns a copy o f t he approved f orm .

c . Subm i t s t o t he pr i nc i pa l or supe r v i sor ev i dence o f comp l e t i ng t he

t r a i n i ng .

NOTE : No c r ed i t i s g i ven f or pa r t i a l comp l e t i on o f t r a i n i ng .

2 . PR I NC I PAL / SUPERV I SOR

a . Con f e r s w i t h t he app l i can t and appropr i a t e l y comp l e t es t he f orm .

b . I f concur s , f orwa rds t he f orm t o t he o f f i ce o f Pe r sonne l Se r v i ces .

c . Ve r i f i es comp l e t i on o f t he t r a i n i ng .

d . Comp l e t es Form 701a upon ve r i f y i ng comp l e t i on o f t he t r a i n i ng and

f o l l ows d i r ec t i ons on t he f orm f or prope r d i s t r i bu t i on .

e . Comp l e t es and i ssues Form 7016 .

f . F i l es a copy each o f Forms 701 , 701a , and 7016 .

3 . OFF I CE OF PERSONNEL SERV I CES

a . Adm i n i s t e r s t he progr am .

b . Pr esc r i bes spec i a l cond i t i ons f or ac t i v i t i es wheneve r appropr i a t e .

c . Takes appropr i a t e ac t i on on Form 701 ( approves / d i sapproves ) .

d . D i s t r i bu t es approved Form 701 and Form 701a t o sponsor o f ac t i v i t y .

e . D i s t r i bu t es Form 7016 t o sponsor o f ac t i v i t y upon r ece i p t o f Form

701a f rom sponsor .
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. Rece i ves and f i l es copy o f approved f orms .

g . Conduc t s pe r i od i c pos t - aud i t o f progr am .

Procedur e #5600



PROCEDURE : APPLY I NG FOR SCHOOL I N I T I ATED WORKSHOPS OR OTHER I NSERV I CE
TRA I N I NG ACT I V I T I ES FOR " B " CRED I T

REFERENCE : REGULAT I ON #5600

FORMS PERSONNEL FORM 701 (APPL I CAT I ON FOR I NSERV I CE " B " CRED I T
ACT I V I TY)

PERSONNEL FORM 701a (REPORT OF I NSERV I CE " B " CRED I T ACT I V I TY)

PERSONNEL FORM 701b ( I NSERV I CE " B CRED I T " CERT I F I CATE)

RESPONS I B I L I T I ES :

1 . PR I NC I PAL / SUPERV I SOR / I NSERV I CE TRA I N I NG ACT I V I TY SPONSOR

a . Comp l e t es and subm i t s Form 701 t o t he o f f i ce o f Pe r sonne l Se r v i ces a t

l eas t t h i r t y ca l enda r days pr i or t o t he beg i nn i ng o f t he ac t i v i t y .

b . Commun i ca t es i nse r v i ce ac t i v i t y desc r i p t i on and r equ i r emen t s t o t he

pa r t i c i pan t s a f t e r r ece i v i ng approva l .

c . Conduc t s t he i nse r v i ce t r a i n i ng ac t i v i t y upon approva l .

d . Comp l e t es Form 701a upon comp l e t i on o f t r a i n i ng and f o l l ows

d i r ec t i ons on t he f orm f or prope r d i s t r i bu t i on .

e . I ssues Form 701b t o e l i g i b l e pa r t i c i pan t s who have comp l e t ed t he

ac t i v i t y r equ i r emen t s .

NOTE :

�

No c r ed i t i s g i ven f or pa r t i a l comp l e t i on o f wor kshop or

o t he r i nse r v i ce t r a i n i ng ac t i v i t y .

2 . OFF I CE OF PERSONNEL SERV I CES

a . Adm i n i s t e r s t he progr am .

b . Takes appropr i a t e ac t i on on Form 701 ( approves / d i sapproves ) .

c . D i s t r i bu t es approved Form 701 and Form 701a t o sponsor o f ac t i v i t y .

d . D i s t r i bu t es Form 701b t o sponsor o f ac t i v i t y upon r ece i p t o f Form

701a f rom sponsor .

e . F i l es or i g i na l o f Forms 701 and 701a .

f . Conduc t s pe r i od i c pos t - aud i t o f t he progr am .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86 ; Amended 1 / 97

( Forme r Procedur e #5600 . 3)
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The r e a r e no pages 5600 - 13 t hrough 5600 - 16 .

(Re f e r ence : REC I P I ENTS OF THE SCHOOL CODE , CERT I F I CATED
PERSONNEL POL I C I ES AND REGULAT I ONS (5000
SER I ES) memo da t ed Februa r y 13 , 1997 . )



PERSONNEL DEVELOPMENT

ADM I N I STRAT I VE REGULAT I ONS

Regu l a t i on 05601

V I S I TAT I ON

A . Purpose

The purpose o f t h i s progr am i s t o prov i de sa l a r i ed ce r t i f i ca t ed emp l oyees

w i t h an oppor t un i t y t o obse r ve i n o t he r schoo l s or s i t es exemp l a r y

educa t i ona l progr ams wh i ch w i l l enhance t he i r pe r f ormance .

H . E l i g i b i l i t y

A l l sa l a r i ed ce r t i f i ca t ed emp l oyees o f t he Depa r t men t o f Educa t i on

may pa r t i c i pa t e i n t he v i s i t a t i on ac t i v i t y .

C . Cond i t i ons f or V i s i t a t i on

1 . Emp l oyees may be gr an t ed a v i s i t a t i on prov i ded t ha t a r r angemen t s

a r e made f or adequa t e cove r age o f emp l oyees ' r espons i b i l i t i es .

2 . No mor e t han one v i s i t a t i on pe r schoo l yea r w i l l be pe rm i t t ed .

3 . The v i s i t a t i on may be f or a max i mum o f one f u l l day . Howeve r ,

i f i t i s l ess t han one f u l l day , t he emp l oyee sha l l a r r ange f or

appropr i a t e pro f ess i ona l ac t i v i t i es f or t he r ema i nde r o f t he day .

D . App l i ca t i on

1 . A l l app l i can t s f or v i s i t a t i on mus t app l y on t he f orm des i gna t ed

by t he Depa r t men t .

2 . Reques t f or v i s i t a t i on t o ou t - o f - s t a t e schoo l mus t be made as an

ou t - o f - s t a t e t r ave l r eques t .

3 . The hos t schoo l pr i nc i pa l mus t ve r i f y comp l e t i on o f v i s i t a t i on

on t he f orm des i gna t ed by t he Depa r t men t .

Adop t ed 9 / 1 / 70 : Amended 10 / 74 ; Amended 6 / 86
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PROCEDURE : APPLY I NG FOR A V I S I TAT I ON

REFERENCE : REGULAT I ON #5601

FORM

�

PERSONNEL FORM 704 (APPL I CAT I ON FOR V I S I TAT I ON )

RESPONS I B I L I T I ES :

Procedur e # 560 1

1 . EMPLOYEE

a . D i scusses v i s i t a t i on (p l an w i t h t he pr i nc i pa l / supe r v i sor -

b. Comp l e t es and subm i t s Form 704 t o t he pr i nc i pa l / supe r v i sor a t l eas t

15 ca l enda r days pr i or t o t he v i s i t a t i on .

c . Makes a r r angemen t s f or adequa t e cove r age o f r espons i b i l i t i es .

d . Pr esen t s t he pr i nc i pa l / supe r v i sor w i t h a copy o f Form 704 s i gned

by pr i nc i pa l o f hos t schoo l a f t e r v i s i t a t i on .

e . Ho l ds a con f e r ence w i t h t he pr i nc i pa l / supe r v i sor t o r ev i ew t he

v i s i t a t i on .

2 . PR I NC I PAL / SUPERV I SOR

a . D i scusses t he v i s i t a t i on w i t h t he i n t e r es t ed emp l oyee .

b . Con t ac t s t he pr i nc i pa l o f t he hos t schoo l and a r r anges t he v i s i t a t i on .

c . Comp l e t es t he Form 704 and sends i t t o t he d i s t r i c t supe r i n t enden t /

ass i s t an t supe r i n t enden t .

d . No t i f i es t he emp l oyee and t he hos t pr i nc i pa l upon r ece i p t o f approva l .

e . G i ves t he Form 704 t o t he emp l oyee t o pr esen t t o t he hos t pr i nc i pa l

f or s i gna t ur e ve r i f y i ng v i s i t a t i on .

f . Takes appropr i a t e ac t i on based on educa t i ona l me r i t o f ac t i v i t y .

g . I n f orms t he d i s t r i c t supe r i n t enden t / ass i s t an t supe r i n t enden t by

f orm .



3 . D I STR I CT SUPER I NTENDENT / ASS I STANT SUPER I NTENDENT

a . Adm i n i s t e r s t he progr am .

b . Conduc t s pe r i od i c pos t - aud i t .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
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PERSONNEL DEVELOPMENT

ADM I N I STRAT I VE REGULAT I ONS

EVALUAT I ON OF TE ACHERS AND EDUCAT I ONAL OFF I CERS

Adop t ed 10 / 74 ; Amended 2 / 85 ; Amended 6 / 86

Regu l a t i on #5602

A l l t eache r s and educa t i ona l o f f i ce r s o f t he Depa r t men t o f Educa t i on

sha l l be eva l ua t ed as spec i f i ed by Sec t i on 297 - 46 , Hawa i i Rev i sed S t a t u t es .

Beg i nn i ng i n Sep t embe r 1984 , t he eva l ua t i on progr am f or t eache r s sha l l

be t he Progr am f or Assess i ng Teach i ng i n Hawa i i (PATH ) . Eva l ua t i ons

o f sa t i s f ac t or y t enur ed t eache r s sha l l be conduc t ed i n ove r l app i ng t wo - yea r

pe r i ods w i t h on - go i ng assessmen t o f pe r f ormance ob j ec t i ves . Forma l eva l ua t i on

r a t i ngs o f such t eache r s sha l l be based on t he t wo - yea r eva l ua t i on pe r i od .

A l l proba t i ona r y , t empor a r y and l ess t han sa t i s f ac t or y t enur ed t eache r s

sha l l be eva l ua t ed annua l l y .

A l l educa t i ona l o f f i ce r s sha l l be eva l ua t ed annua l l y on a pr esc r i bed

Depa r t men t o f Educa t i on eva l ua t i on f orm . Eva l ua t i on sha l l be f or t he

i mprovemen t o f l eade r sh i p pe r f ormance and sha l l be based on t he Pro f i l es

o f an E f f ec t i ve Schoo l / Educa t i ona l Adm i n i s t r a t or s .
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PROCEDURE : EVALUAT I ON OF TEACHERS

REFERENCES : REGULAT I ON #5602

PROGRAM FOR ASSESS I NG TEACH I NG I N HAWA I I (PATH )

FORMS

�

PERSONNEL FORM 755 (PATH COD I NG FORM)

PERSONNEL FORM 756 (PATH ADD OBJECT I VES FORM)

PART I C I PANT ' S I N I T I AL SELECT I ON REPORT

PART I C I PANT ' S I ND I V I DUAL STATUS REPORT

PART I C I PANT ' S F I NAL STATUS REPORT

PART I C I PANT ' S CONFERENCE RECORD

Procedur e # 560 2

RESPONS I B I L I T I ES :

1 . TEACHER

a . Rev i ews PATH manua l .

b . Pa r t i c i pa t es i n con f e r ences w i t h t he pr i nc i pa l or des i gna t ed

eva l ua t or f or t he se l ec t i on o f pe r f ormance ob j ec t i ves and t he

se t t i ng o f pe r f ormance expec t a t i ons , on c l ass room obse r va t i ons ,

and on pe r f ormance eva l ua t i ons .

c . Checks accur acy o f i nd i v i dua l r epor t s gene r a t ed by t he progr am .

d . I mp l emen t s ob j ec t i ves .

e . S i gns appropr i a t e progr am f orms a f t e r each con f e r ence t o acknow l edge

awa r eness o f such r epor t s .

2 . PR I NC I PAL OR DES I GNATED EVALUATOR

a . Prov i des or i en t a t i on and i nse r v i ce t r a i n i ng on PATH t o f acu l t y .

b . Es t ab l i shes / ma i n t a i n s t wo eva l ua t i on groups (Groups A and S)

f or t he t wo - yea r eva l ua t i on pe r i od .
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Procedur e #5602

c . Ass i gns proba t i ona r y , t empor a r y , and l ess t han sa t i s f ac t or y t enur ed

t eache r s t o t he annua l l y eva l ua t ed group (Group C) .

d . Ass i gns sa t i s f ac t or y t enur ed t eache r s new t o a schoo l , sa t i s f ac t or y

t enur ed t eache r s r e t urn i ng f rom l ong - t e rm l eaves , and new l y t enur ed

t eache r s t o t he t wo - yea r eva l ua t i on pe r i od (Group A or B) t o

beg i n i mmed i a t e l y upon en t r y t o t he r ece i v i ng schoo l .

e . I n f orms t eache r s o f p l acemen t i n eva l ua t i on groups : A , B , or C .

f . Conduc t s eva l ua t i on accord i ng t o procedur e :

(1) Con f e r s w i t h t eache r t o se l ec t pe r f ormance ob j ec t i ves and

t o se t pe r f ormance expec t a t i ons .

(2) Assesses pe r f ormance us i ng progr am spec i f i ed eva l ua t i on processes )

f or t he se l ec t ed ob j ec t i ves .

(3) Subm i t s wr i t t en r ecord o f assessmen t t o t eache r a t l eas t

24 hour s be f or e con f e r ence .

(4) Ho l ds f o l l ow- up con f e r ences as prov i ded i n t he progr am .

(5) Prov i des t eache r t he oppor t un i t y t o s i gn progr am f orms (Cod i ng

Form and Pa r t i c i pan t s Con f e r ence Record ) and o t he r agr eed - on

f orms a t appropr i a t e t i mes i n t he procedur e .

(6) Ad j us t s procedur e t o i nc l ude f orma l documen t a t i on and i n t ens i f i -

ca t i on o f eva l ua t i on as pr e l ude t o movemen t f rom Group A

or B t o Group C .

(7) Con f e r s w i t h t he t eache r on f i na l r a t i ng .

(8) Subm i t s f i na l r a t i ng on pe r f ormances on f orm by May 15 o f

t he yea r t ha t t he r a t i ng i s due .

(9) F i l es a copy o f a l l eva l ua t i on f orms i n t he appropr i a t e t eache r

f o l de r .



g . Ad j us t s eva l ua t i on schedu l e f or l ess t han sa t i s f ac t or y t eache r s :

proba t i ona r y , t empor a r y and t enur ed t eache r s .

(1) Eva l ua t es annua l l y .

(2) Ad j us t s eva l ua t i on procedur e t o t he f o l l ow i ng t i me f r ames :

By Janua r y 15 , subm i t s i n i t i a l assessmen t by f orm t o PATH

Process i ng Cen t e r , as appropr i a t e .

Procedur e #5602

By Apr i l 15 , subm i t s t en t a t i ve l i s t o f l ess t han sa t i s f ac t or y

t eache r s t o t he D i s t r i c t Supe r i n t enden t .

By May 1 , comp l e t es eva l ua t i on o f mon i t or ed pe r f ormances

and subm i t s ma r ked r epor t s t o PATH Process i ng Cen t e r .

By may 1 , d i scusses a l l l ess t han sa t i s f ac t or y pe r f ormance

r epor t s w i t h t he t eache r and t he D i s t r i c t Supe r i n t enden t

and subm i t s f i na l r a t i ng t o PATH Process i ng Cen t e r .

By May 1 , g i ves proba t i ona r y t eache r and t eache r on Tempor a r y

Teach i ng Ass i gnmen t Agr eemen t (TTAA) oppor t un i t y f or a

hea r i ng pr i or t o r ecommenda t i on f or non - r enewa l , i f app l i cab l e .

On or abou t May 15 , upon r ece i p t o f t he f i na l r a t i ng f orm

f rom PATH Process i ng Cen t e r , d i scusses f i na l r a t i ng and

i n f orms t eache r o f r ecommended ac t i on . Tr ansm i t s r ecommended

ac t i on t o D i s t r i c t Supe r i n t enden t , w i t h copy t o t eache r .

3 . D I STR I CT SUPER I NTENDENT

a . Es t ab l i shes d i s t r i c t goa l s t o se r ve as pa r ame t e r s f or t he use

o f PATH as a means t o mon i t or pe r f ormance .

b . Des i gna t es a s t a f f pe r son t o coord i na t e PATH i n t he d i s t r i c t .

c . Mon i t or s i mp l emen t a t i on o f PATH by exam i n i ng and ana l yz i ng summa r y

and progr ess r epor t s .
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Procedur e #5602

d . D i scusses w i t h pr i nc i pa l a l l l ess t han sa t i s f ac t or y t eache r eva l ua t i on

r epor t s be f or e May 1 .

�

0
e . Recommends appropr i a t e ac t i on ( con t i nued emp l oymen t , non - r enewa l ,

or t e rm i na t i on ) f or l ess t han sa t i s f ac t or y t eache r s t o t he Supe r i n t enden t

w i t h a copy t o t he pr i nc i pa l , emp l oyee and t he Ass i s t an t Supe r i n t enden t

o f t he O f f i ce o f Pe r sonnne l Se r v i ces on or abou t May 25 .

f . Ex t ends proba t i ona r y pe r i od when appropr i a t e .

4 . SUPER I NTENDENT

a . Es t ab l i shes s t a t e d i r ec t i ons t o se r ve as pa r ame t e r s f or t he use

o f PATH as a means o f qua l i t y con t ro l .

b . Des i gna t es s t a f f pe r son t o coord i na t e PATH s t a t ew i de .

c . Mon i t or s i mp l emen t a t i on o f PATH t hrough summa r y and progr ess

r epor t s .

d . Accep t s or r e j ec t s D i s t r i c t Supe r i n t enden t ' s r ecommenda t i on f or

con t i nued emp l oymen t or t e rm i na t i on or non - r enewa l o f proba t i ona r y

con t r ac t or t he Tempor a r y Teach i ng Ass i gnmen t Agr eemen t (TTAA) .

e . I f r ecommenda t i on f or non - r enewa l or t e rm i na t i on i s accep t ed :

(1) No t i f i es t eache r i n wr i t i ng o f dec i s i on .

(2) Fo l l ows procedur e f or t e rm i na t i on o f con t r ac t (Procedur e

$5110 . 1 " Process i ng D i scha rge o f Teache r s " ) .

f . I f r ecommenda t i on f or con t i nued emp l oymen t i s accep t ed :

Au t hor i zes t he appropr i a t e compensa t i on ac t i on .

5 . OFF I CE OF PERSONNEL SERV I CES

a . D i s t r i bu t es PATH gu i de l i nes and progr am f orms t o a l l schoo l s

and o f f i ces by Augus t 31 .

b . Processes da t a r ece i ved f rom t he schoo l s and o f f i ces .

0



Procedur e #5602

c . Ana l yzes eva l ua t i on da t a and comp i l es t hem i n t o r epor t s t o t he

Supe r i n t enden t and D i s t r i c t Supe r i n t enden t s .

d . Processes appropr i a t e ac t i ons au t hor i zed by t he Supe r i n t enden t .

Rev i sed 9 / 1 / 70 ; Amended 8 / 71 ; Amended 10 / 74 ; Amended 5 / 85 ; Rev i ewed 6 / 86 ;

Amended 6 / 90
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Procedur e #5602 . 1

PROCEDURE : EVALUAT I ON OF V I CE - PR I NC I PALS

REFERENCE : REGULAT I ON #5602

FORM

�

PERSONNEL FORM 752 REV I SED (SCHOOL ADM I N I STRATOR EVALUAT I ON REPORT)

RESPONS I B I L I T I ES :

1 . V I CE - PR I NC I PAL

a . Pa r t i c i pa t es i n eva l ua t i on con f e r ences w i t h t he pr i nc i pa l .

b . S i gns r equ i r ed cop i es o f Form 752 Rev i sed t o i nd i ca t e awa r eness

o f t he eva l ua t i on r epor t .

2 . PR I NC I PAL

a . Annua l eva l ua t i on o f t enur ed v i ce - pr i nc i pa l s .

(1) For t enur ed v i ce - pr i nc i pa l r a t ed ove r a l l " sa t i s f ac t or y " t o

" exce l l en t " : By May 15 , comp l e t es eva l ua t i on o f pe r f ormance

on Form 752 Rev i sed , d i scusses i t w i t h t he v i ce - pr i nc i pa l ,

and subm i t s comp l e t ed Form 752 Rev i sed t o t he d i s t r i c t supe r i n t enden t .

(2) For t enur ed v i ce - pr i nc i pa l r a t ed ove r a l l " ma rg i na l " or " unsa t i s f ac t or y " :

( a ) By Janua r y 1 , makes an ea r l y i den t i f i ca t i on o f v i ce - pr i nc i pa l

and con t i nues t o prov i de ass i s t ance f or i mprovemen t .

(b ) By Apr i l 1 , i n f orms s d i scusses w i t h v i ce - pr i nc i pa l t he

ove r a l l l ess t han sa t i s f ac t or y r a t i ng and con t i nues t o

prov i de ass i s t ance f or i mprovemen t .

( c ) By Apr i l 15 , i n f orms t he d i s t r i c t supe r i n t enden t o f l ess

t han sa t i s f ac t or y ove r a l l r a t i ng o f t he v i ce - pr i nc i pa l .

(d ) By may 1 , pr i nc i pa l d i scusses t he f i na l r a t i ng w i t h t he

v i ce - pr i nc i pa l .

( e ) By May 15 , i n f orms t he d i s t r i c t supe r i n t enden t o f t he f i na l

r a t i ng us i ng comp l e t ed Form 752 Rev i sed , r ecommenda t i on ( s )

and suppor t i ng documen t s .
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Procedur e #5602 . 1

b . Eva l ua t i on o f proba t i ona r y v i ce - pr i nc i pa l f or t enur e purpose .

(1) I f t he end o f t he proba t i ona r y pe r i od and Apr i l 15 a r e w i t h i n 90

ca l enda r days o f each o t he r , one Form 752 Rev i sed may be comp l e t ed

t o cove r t he t wo da t es , bu t subm i t t ed no l a t e r t han Apr i l 15 .

(2) For proba t i ona r y v i ce - pr i nc i pa l r a t ed ove r a l l " sa t i s f ac t or y "

t o " exce l l en t " :

( a ) Comp l e t es a Form 752 Rev i sed and d i scusses t he eva l ua t i on

r epor t w i t h t he proba t i ona r y v i ce - pr i nc i pa l by may 15 ,

or a t l eas t 45 ca l enda r days ( exc l ud i ng Ju l y and Augus t )

be f or e t he end o f t he proba t i ona r y pe r i od .

(b ) Subm i t s t he comp l e t ed Form 752 Rev i sed w i t h suppor t i ng

documen t s t o t he d i s t r i c t supe r i n t enden t by June 1 , or

a t l eas t 30 ca l enda r days be f or e t he end o f t he v i ce - pr i nc i pa l ' s

proba t i ona r y pe r i od .

(3) For proba t i ona r y v i ce - pr i nc i pa l r a t ed ove r a l l " ma rg i na l " or

" unsa t i s f ac t or y " :

( a ) By Janua r y 1 , or by 120 days be f or e t he end o f t he v i ce -

pr i nc i pa l ' s proba t i on , makes ea r l y i den t i f i ca t i on o f v i ce -

pr i nc i pa l and prov i des ass i s t ance f or i mprovemen t .

(b ) By Apr i l 1 , or by 90 days be f or e t he end o f t he v i ce

pr i nc i pa l ' s proba t i on , pr i nc i pa l i n f orms and d i scusses

w i t h t he v i ce pr i nc i pa l t he l ess t han sa t i s f ac t or y

pe r f ormance and con t i nues t o prov i de ass i s t ance f or

i mprovemen t .

( c ) By Apr i l 15 , or by 75 days be f or e t he end o f t he v i ce -

pr i nc i pa l ' s proba t i on , i n f orms and d i scusses w i t h t he d i s t r i c t

supe r i n t enden t t he v i ce - pr i nc i pa l ' s l ess t han sa t i s f ac t or y

�

0
ove r a l l pe r f ormance , and con t i nues t o prov i de ass i s t ance

f or i mprovemen t .



Procedur e #5602 . 1

(d ) By May 1 or a t l eas t 60 ca l enda r days ( exc l ud i ng Ju l y and

Augus t ) be f or e t he end o f t he proba t i on pe r i od , i n f orms

t he v i ce - pr i nc i pa l o f t he f i na l r a t i ng us i ng comp l e t ed

Form 752 Rev i sed , r ecommenda t i on f or ex t ens i on o f proba t i on

i f r a t ed ove r a l l " ma rg i na l " , or non - t enur e i f r a t ed ove r a l l

" unsa t i s f ac t or y " , and o t he r suppor t i ng documen t s .

, ( e ) By may 15 or a t l eas t 45 ca l enda r days ( exc l ud i ng Ju l y

and Augus t ) be f or e t he end o f t he proba t i on pe r i od , subm i t s

t he comp l e t ed f orms , r ecommenda t i on f or ex t ens i on o f proba t i on

i f r a t ed ove r a l l " ma rg i na l " , or non - t enur e i f r a t ed ove r a l l

" unsa t i s f ac t or y " , and o t he r suppor t i ng documen t s , t o t he

d i s t r i c t supe r i n t enden t .

NOTE : A Form 752 Rev i sed mus t be comp l e t ed f or eve r y v i ce - pr i nc i pa l

and rou t ed t hrough t he r espec t i ve d i s t r i c t supe r i n t enden t ' s

o f f i ce .

3 . D I STR I CT SUPER I NTENDENT

a . Annua l eva l ua t i on o f t enur ed v i ce - pr i nc i pa l .

(1) For t enur ed v i ce - pr i nc i pa l r a t ed ove r a l l " sa t i s f ac t or y " t o

" exce l l en t " : By June 1 , f orwa rds Form 752 Rev i sed t o t he o f f i ce

o f Pe r sonne l Se r v i ces .

(2) For t enur ed v i ce - pr i nc i pa l r a t ed ove r a l l " ma rg i na l " or " unsa t i s f ac t or y " :

( a ) By May 15 , d i scusses r a t i ng o f v i ce - pr i nc i pa l w i t h t he

pr i nc i pa l .

(b ) By June 1 , subm i t s t o t he Supe r i n t enden t (w i t h a copy t o

O f f i ce o f Pe r sonne l Se r v i ces ) t he Form 752 Rev i sed , r ecommen -

da t i ons ) and suppor t i ng documen t s .
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b . Eva l ua t i on o f proba t i ona r y v i ce - pr i nc i pa l f or t enur e purpose .

(1) For v i ce - pr i nc i pa l r a t ed ove r a l l " sa t i s f ac t or y " t o " exce l l en t " :

By June 1 or a t l eas t 30 ca l enda r days be f or e t he end o f t he

proba t i ona r y pe r i od , r ev i ews comp l e t ed Form 752 Rev i sed and

subm i t s i t t o t he O f f i ce o f Pe r sonne l Se r v i ces .

(2) For proba t i ona r y v i ce - pr i nc i pa l r a t ed ove r a l l " ma rg i na l " or

" unsa t i s f ac t or y " :

( a ) By Apr i l 1 , or a t l eas t 90 ca l enda r days be f or e t he end

o f t he proba t i ona r y pe r i od , d i scusses t he l ess t han

sa t i s f ac t or y ove r a l l pe r f ormance w i t h t he pr i nc i pa l .

(b ) Rev i ews t he Form 752 Rev i sed , r ecommenda t i on f or ex t ens i on

o f proba t i on i f r a t ed ove r a l l " ma rg i na l " , or non - t enur e

i f r a t ed ove r a l l " unsa t i s f ac t or y " , and o t he r suppor t i ng

documen t s .

( c ) By June 1 or a t l eas t 15 ca l enda r days be f or e t he end o f

t he v i ce - pr i nc i pa l ' s proba t i ona r y pe r i od , subm i t s t o t he

Supe r i n t enden t (w i t h a copy t o o f f i ce o f Pe r sonne l Se r v i ces )

t he comp l e t ed Form 752 Rev i sed , r ecommenda t i on f or ex t ens i on

o f proba t i on i f r a t ed ove r a l l " ma rg i na l " , or non - t enur e

i f r a t ed ove r a l l " unsa t i s f ac t or y " , and suppor t i ng documen t s .

4 . SUPER I NTENDENT

Takes appropr i a t e ac t i on and i n f orms appropr i a t e pe r sonne l .

5 . OFF I CE OF PERSONNEL SERV I CES

a . Adm i n i s t gr s t he eva l ua t i on progr am f or schoo l adm i n i s t r a t or s .

b . Takes o t he r appropr i a t e ac t i ons as necessa r y .
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PROCEDURE : EVALUAT I ON OF PR I NC I PALS

REFERENCE : REGULAT I ON #5602

FORM

�

PERSONNEL FORM 752 REV I SED (SCHOOL ADM I N I STRATOR EVALUAT I ON REPORT)

RESPONS I B I L I T I ES :

1 . PR I NC I PAL

a . Pa r t i c i pa t es i n eva l ua t i on con f e r ences w i t h t he d i s t r i c t supe r i n t enden t .

b . S i gns r equ i r ed cop i es o f t he Form 752 Rev i sed t o i nd i ca t e awa r eness

o f t he eva l ua t i on r epor t .

2 . D I STR I CT SUPER I NTENDENT

a . Annua l eva l ua t i on o f t enur ed pr i nc i pa l .

Procedur e #5602 . 2

(1) For t enur ed pr i nc i pa l r a t ed ove r a l l " sa t i s f ac t or y " t o " exce l l en t " :

By May 15 , comp l e t es a Form 752 Rev i sed and d i scusses i t w i t h

t he pr i nc i pa l and f orwa rds t he comp l e t ed Form 752 Rev i sed w i t h

suppor t i ng documen t s t o t he o f f i ce o f Pe r sonne l Se r v i ces .

(2) For t enur ed pr i nc i pa l r a t ed ove r a l l " ma rg i na l " or " unsa t i s f ac t or y " :

( a ) By Janua r y 1 , makes ea r l y i den t i f i ca t i on o f pr i nc i pa l and

prov i des ass i s t ance f or i mprovemen t .

(b ) By Apr i l 15 , i n f orms and d i scusses w i t h pr i nc i pa l t he ove r a l l

" l ess t han sa t i s f ac t or y " r a t i ng and r ecommenda t i on t o t he

Supe r i n t enden t , and con t i nues t o prov i de ass i s t ance f or

i mprovemen t .

( c ) By may 15 , d i scusses t he f i na l r a t i ng w i t h t he pr i nc i pa l .

(d ) By June 1 , subm i t s t o t he Supe r i n t enden t (w i t h a copy t o

O f f i ce o f Pe r sonne l se r v i ces ) t he comp l e t ed Form 752 Rev i sed ,

r ecommenda t i on ( s ) and o t he r suppor t i ng documen t s .

b . Eva l ua t i on o f proba t i ona r y pr i nc i pa l s f or t enur e purposes .

(1) I f t he end o f t he proba t i ona r y pe r i od and Apr i l 15 a r e w i t h i n

90 ca l enda r days o f each o t he r , one Form 752 Rev i sed may be

comp l e t ed no l a t e r t han Apr i l 15 t o cove r t he t wo da t es .
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Procedur e #5602 . 2

(2) For proba t i ona r y pr i nc i pa l r a t ed " sa t i s f ac t or y " t o " exce l l en t " :

By May 15 or 30 ca l enda r days ( exc l ud i ng Ju l y and Augus t ) be f or e

t he end o f t he proba t i ona r y pe r i od , comp l e t es a Form 752 Rev i sed

and d i scusses i t w i t h t he pr i nc i pa l , and subm i t s t he comp l e t ed

Form 752 Rev i sed t o t he O f f i ce o f Pe r sonne l Se r v i ces .

(3) For proba t i ona r y pr i nc i pa l r a t ed ove r a l l " ma rg i na l " or " unsa t i s -

f ac t or y " :

( a ) By Janua r y 1 , or by 180 days be f or e t he end o f t he pr i nc i pa l ' s

proba t i on , makes ea r l y i den t i f i ca t i on o f pr i nc i pa l and

con t i nues t o prov i de ass i s t ance f or i mprovemen t .

(b ) By Apr i l 15 , or by 75 days be f or e t he end o f t he pr i nc i pa l ' s

proba t i on , i n f orms and d i scusses w i t h t he pr i nc i pa l t he

0

l ess t han sa t i s f ac t or y pe r f ormance , and con t i nues t o prov i de

ass i s t ance f or i mprovemen t .

( c ) By May 15 , or by 45 days be f or e t he end o f t he pr i nc i pa l ' s

proba t i on , d i scusses t he f i na l r a t i ng w i t h t he pr i nc i pa l .

(d ) By June 1 or a t l eas t 30 ca l enda r days be f or e t he end o f

t he pr i nc i pa l ' s proba t i ona r y pe r i od , subm i t s t o t he Supe r i n t enden t

(w i t h a copy t o o f f i ce o f Pe r sonne l Se r v i ces ) t he Form

752 Rev i sed , r ecommenda t i on f or ex t ens i on o f proba t i on

i f r a t ed ove r a l l " ma rg i na l " , or non - t enur e i f r a t ed ove r a l l

" unsa t i s f ac t or y " , and o t he r suppor t i ng documen t s .

NOTE : A Form 752 Rev i sed mus t be comp l e t ed f or eve r y pr i nc i pa l and

rou t ed t hrough t he r espec t i ve d i s t r i c t supe r i n t enden t ' s o f f i ce .

3 . SUPER I NTENDENT

Takes appropr i a t e ac t i on and i n f orms appropr i a t e peop l e .

0



4 . OFF I CE OF PERSONNEL SERV I CES

a . Adm i n i s t e r s t he Schoo l Adm i n i s t r a t or Eva l ua t i on Progr am .

b . Takes o t he r appropr i a t e ac t i ons as necessa r y .

Procedur e #5602 . 2

Rev i ewed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 12 / 77 ; Amended 6 / 66 ; Amended 3 / 90
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PROCEDURE : EVALUAT I ON OF EDUCAT I ONAL OFF I CERS . D I STR I CT AND STATE OFF I CES

REFERENCE : REGULAT I ON #5602

Procedur e #5602 . 3

FORM

�

PERSONNEL FORM 753 (STATE AND D I STR I CT EDUCAT I ONAL OFF I CERS
EVALUAT I ON REPORT)

RESPONS I B I L I T I ES :

1 . EDUCAT I ONAL OFF I CER

a . Pa r t i c i pa t es i n eva l ua t i on con f e r ences w i t h t he eva l ua t or .

b . S i gns r equ i r ed cop i es o f Form 753 t o i nd i ca t e awa r eness o f t he

eva l ua t i on r epor t .

2 . D I STR I CT SUPER I NTENDENT / ASS I STANT SUPER I NTENDENT AND / OR DES I GNEE

a . Annua l eva l ua t i on o f t enur ed educa t i ona l o f f i ce r s .

(1) For educa t i ona l o f f i ce r r a t ed ove r a l l " sa t i s f ac t or y " t o " exce l l en t " :

( a ) By Ju l y 15 , comp l e t es a Form 753 and d i scusses i t w i t h

t he educa t i ona l o f f i ce r .

(b ) By Ju l y 31 , f orwa rds Form 753 w i t h suppor t i ng documen t s

t o t he O f f i ce o f Pe r sonne l Se r v i ces .

(2) For educa t i ona l o f f i ce r r a t ed ove r a l l " ma rg i na l " or " unsa t i s -

f ac t or y " :

( a ) By Janua r y 1 , makes ea r l y i den t i f i ca t i on o f educa t i ona l

o f f i ce r and con t i nues t o prov i de ass i s t ance f or i mprovemen t .

(b ) By Apr i l 15 , i n f orms and d i scusses w i t h t he educa t i ona l

o f f i ce r t he ove r a l l l ess t han sa t i s f ac t or y pe r f ormance

and r ecommenda t i on t o t he Supe r i n t enden t , and con t i nues

t o prov i de ass i s t ance f or i mprovemen t .

( c ) By Ju l y 15 , d i scus sea t he f i na l r a t i ng w i t h educa t i ona l

o f f i ce r .

5600 - 37
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(d ) By Ju l y 31 , subm i t s t o t he Supe r i n t enden t (w i t h a copy

t o O f f i ce o f Pe r sonne l Se r v i ces ) t he comp l e t ed Form 753 ,

r ecommenda t i on ( s ) and o t he r suppor t i ng documen t s .

b . Eva l ua t i on o f proba t i ona r y educa t i ona l o f f i ce r .

(1) I f t he end o f t he proba t i ona r y pe r i od and Ju l y 1 a r e w i t h i n

90 ca l enda r days o f each o t he r , one Form 753 may be comp l e t ed

t o cove r t he t wo da t es , bu t subm i t t ed no l a t e r t han Ju l y 1 .

(2) For educa t i ona l o f f i ce r r a t ed ove r a l l " sa t i s f ac t or y " t o " exce l l en t " :

( a ) Comp l e t es a Form 753 and d i scusses i t w i t h t he educa t i ona l

o f f i ce r a t l eas t 45 ca l enda r days be f or e t he end o f t he

proba t i ona r y pe r i od .

(b ) By Ju l y 31 , subm i t s t he comp l e t ed Form 753 w i t h suppor t i ng

documen t s t o t he O f f i ce o f Pe r sonne l Se r v i ces .

(3) For educa t i ona l o f f i ce r r a t ed ove r a l l " ma rg i na l " or " unsa t i s f ac t or y " ; ~

( a ) By Janua r y 1 , makes ea r l y i den t i f i ca t i on o f educa t i ona l

o f f i ce r and con t i nues t o prov i de ass i s t ance f or i mprovemen t .

(b ) By Apr i l 15 or a t l eas t 75 ca l enda r days be f or e t he end

o f t he proba t i ona r y pe r i od , i n f orms and d i scusses t he

ove r a l l l ess t han sa t i s f ac t or y pe r f ormance w i t h t he educa t i ona l

o f f i ce r , and con t i nues t o prov i de ass i s t ance f or i mprovemen t .

( c ) By Ju l y 15 , d i scusses t he f i na l r a t i ng w i t h t he educa t i ona l

o f f i ce r .

(d ) By Ju l y 31 or a t l eas t 30 ca l enda r days be f or e t he end

o f t he proba t i ona r y pe r i od , subm i t s t o t he Supe r i n t enden t

(w i t h a copy t o o f f i ce o f Pe r sonne l Se r v i ces ) t he comp l e t ed
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Form 753 , r ecommenda t i on f or ex t ens i on o f proba t i on i f

r a t ed ove r a l l " ma rg i na l " , or non - t enur e i f r a t ed ove r a l l

" unsa t i s f ac t or y " , and o t he r suppor t i ng documen t s .

NOTE . A Form 753 mus t be comp l e t ed f or eve r y educa t i ona l o f f i ce r and

rou t ed t hrough t he r espec t i ve supe r i n t enden t ' s o f f i ce .

3 . SUPER I NTENDENT

Takes appropr i a t e ac t i on and i n f orms appropr i a t e peop l e .

4 . OFF I CE OF PERSONNEL SERV I CES

Adm i n i s t e r s t he eva l ua t i on progr am f or d i s t r i c t and s t a t e educa t i ona l

o f f i ce r s .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 12 / 77 ; ' Amended 6 / 86 ; Amended 3 / 90

5600 - 38( a )



PROCEDURE : EVALUAT I ON OF TEMPORARY EDUCAT I ONAL OFF I CERS

REFERENCE : REGULAT I ON #5602

Procedur e #5602 . 4

FORMS

�

PERSONNEL FORM 752 REV I SED { SCHOOL ADM I N I STRATOR EVALUAT I ON FORM)

PERSONNEL FORM 753 (STATE AND D I STR I CT EDUCAT I ONAL OFF I CER EVALUAT I ON
REPORT)

1 . Eva l ua t i on f or Tempor a r y Educa t i ona l o f f i ce r s

a . An eva l ua t i on f orm mus t be comp l e t ed a t t he end o f t he appo i n t men t

pe r i od , bu t no l a t e r t han May 15 f or schoo l educa t i ona l o f f i ce r s

and Ju l y 15 f or s t a t e and d i s t r i c t educa t i ona l o f f i ce r s , by t he

i mmed i a t e supe r v i sor f or any pe r son who se r ves f or 60 or mor e con -

t i nuous ca l enda r days .

b . Forms t o be used :

(1) Tempor a r y v i ce - pr i nc i pa l - Pe r sonne l Form 752 Rev i sed by pr i nc i pa l .

(2) Tempor a r y pr i nc i pa l - Pe r sonne l Form 752 Rev i sed by r espec t i ve

d i s t r i c t supe r i n t enden t .

(3) Tempor a r y s t a t e and d i s t r i c t educa t i ona l o f f i ce r - Pe r sonne l

Form 753 by r espec t i ve ass i s t an t supe r i n t enden t / d i s t r i c t supe r i n -

t enden t .

c . Comp l e t ed eva l ua t i on f orms sha l l be rou t ed t o t he r espec t i ve ass i s t an t

supe r i n t enden t / d i s t r i c t supe r i n t enden t ' s o f f i ce .

d . A l l comp l e t ed eva l ua t i on f orms a r e t o be subm i t t ed t o t he O f f i ce

o f Pe r sonne l Se r v i ces by June 1 f or schoo l educa t i ona l o f f i ce r s

and Ju l y 31 . f or s t a t e and d i s t r i c t educa t i ona l o f f i ce r s .

2 . Eva l ua t i on o f Teache r s who have Se r ved or a r e se r v i ng as Tempor a r y

Educa t i ona l O f f i ce r s

A PATH eva l ua t i on mus t be comp l e t ed by t he pr i nc i pa l o f t he schoo l

f rom wh i ch t he t eache r comes .

Adop t ed 12 / 77 ; Amended 6 / 86
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PERSONNEL DEVELOPMENT

ADM I N I STRAT I VE REGULAT I ONS

DEPARTMENT OF EDUCAT I ON ADM I N I STRAT I ON TRA I N I NG PROGRAMS

Regu l a t i on #5603

The Depa r t men t may es t ab l i sh and i mp l emen t adm i n i s t r a t i on t r a i n i ng progr ams

t o i den t i f y , t r a i n and deve l op l eade r s f or t he organ i za t i on . I nd i v i dua l s

who exh i b i t t he des i r ed pe r sona l a t t r i bu t es and comp l e t e t he academ i c

and expe r i ence r equ i r emen t s o f t he t r a i n i ng progr ams may be ce r t i f i ed

as adm i n i s t r a t or s . The t r a i n i ng progr ams a r e des i gned t o prov i de essen t i a l

sk i l l s , unde r s t and i ng and know l edge r equ i r ed o f e f f ec t i ve l eade r s i n

t he Depa r t men t .

A . I den t i f i ca t i on o f Po t en t i a l Leade r s

The Depa r t men t sha l l c r ea t e an env i ronmen t o f oppor t un i t i es t o encour age

i nd i v i dua l s t o pa r t i c i pa t e i n a w i de r ange o f expe r i ences t o deve l op

t he i r l eade r sh i p po t en t i a l . The r e sha l l be a sys t em- w i de means t o

encour age , i den t i f y and counse l ce r t i f i ca t ed emp l oyees w i t h adm i n i s t r a t i ve

and manage r i a l po t en t i a l t o pa r t i c i pa t e i n adm i n i s t r a t i on t r a i n i ng

progr ams .

B . E l i g i b i l i t y

The Depa r t men t sha l l spec i f y and a r t i cu l a t e e l i g i b i l i t y r equ i r emen t s

f or pa r t i c i pa t i on i n d i s t r i c t , s t a t e and schoo l adm i n i s t r a t or s t r a i n i ng

progr ams . These e l i g i b i l i t y r equ i r emen t s sha l l be appropr i a t e t o

t he demands o f t he t a rge t ed pos i t i ons . For schoo l adm i n i s t r a t i on

t r a i n i ng , ce r t i f i ca t ed emp l oyees o f t he Depa r t men t w i t h a Pro f ess i ona l

Teache r Ce r t i f i ca t e or Mas t e r ' s degr ee i n Educa t i ona l Adm i n i s t r a t i on

and w i t h f i ve yea r s o f ( accep t ab l e ) t each i ng expe r i ence w i t h i n gr ades

K- 12 o f wh i ch one yea r mus t be w i t h t he Depa r t men t a r e e l i g i b l e t o app l y .
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C . Progr am Prov i s i ons

P l ease r e f e r t o progr am gu i de l i nes deve l oped and d i ssem i na t ed by t he

Depa r t men t .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86

Regu l a t i on #5603



Procedur e #5603

PROCEDURE : APPLY I NG FOR AND PART I C I PAT I NG I N DEPARTMENT OF EDUCAT I ON
ADM I N I STRAT I ON TRA I N I NG PROGRAMS

REFERENCE : REGULAT I ON #5603

0

FORMS

�

FORM SAT- 1 (APPL I CAT I ON FOR SCHOOL ADM I N I STRAT I ON TRA I N I NG PROGRAM)

RESPONS I B I L I T I ES :

1 . APPL I CANT

a . D i scusses progr am w i t h i mmed i a t e supe r v i sor .

b . Comp l e t es Form SAT- 1 f o l l ow i ng es t ab l i shed procedur es .

c . Subm i t s comp l e t ed app l i ca t i on t o pr i nc i pa l / supe r v i sor .

2 . PR I NC I PAL / SUPERV I SO R

a . I n f orms s t a f f abou t t r a i n i ng progr am .

b . Conduc t s ca r ee r counse l i ng .

c . Makes assessmen t s and r ecommenda t i ons .

3 . OFF I CE OF PERSONNEL SERV I CES

a . Adm i n i s t e r s adm i n i s t r a t i on t r a i n i ng progr ams .

b . Coord i na t es a l l schoo l , d i s t r i c t , and s t a t e ac t i v i t i es r e l a t ed

t o adm i n i s t r a t i on t r a i n i ng progr am .

Rev i sed 9 / 1 / 70 ; Amended 10 / 74 ; Amended 6 / 86
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t i .
Th i s

�

Memor andum

�

o f

�

Unde r s t and i ng

�

i s

�

en t e r ed

�

i n t o

�

t h i s

�

/ 0 - day

�

o f
1991 , by and be t ween t he S t a t e o f Hawa i i , Depa r t men t o f

a t i on , he r e i na f t e r r e f e r r ed t o as t he Emp l oye r , and t he Hawa i i S t a t e Teache r s

oc i a t i on , he r e i na f t e r r e f e r r ed t o as t he HSTA .

MEMORANDUM OF UNDERSTAND I NG
BETWEEN

STATE OF HAWA I I DEPARTMENT OF EDUCAT I ON
AND

HAWA I I STATE TEACHERS ASSOC I AT I ON

Bo t h pa r t i es mu t ua l l y agr ee t o t he f o l l ow i ng :

1 .

�

Teache r s pa r t i c i pa t i ng i n t he A f t e r - Schoo l I ns t ruc t i ona l Progr am
(AS I P) on days when schoo l s a r e schedu l ed t o be i n sess i on , as
au t hor i zed by t he Emp l oye r , sha l l be compensa t ed a t da i l y r a t es
based on approx i ma t e l y 40 m i nu t es pe r s t anda rd AS I P day . Da i l y

r a t es sha l l be de t e rm i ned as f o l l ows :

a .

�

Tu t or l l ns t ruc t or s . The appropr i a t e hour l y r a t e (C l ass I ,
C l ass I t , or C l ass I I I ) f or Pa r t - r i me Tempor a r y Teache r s
(PTT) t i mes ( x ) 2 / 3 o f an hour .

b ,

�

r

�

r

�

The appropr i a t e
hour l y r a t e (C l ass I , C l ass 11 , or C l ass 111) f or Pa r t - T i me
Tempor a r y Teache r s (PTT) t i mes ( x ) 213 o f an hour t i mes

( x ) 123 pe r cen t .

2 .

�

The r a t es o f compensa t i on f or t he AS I P o f f i c i a l l y au t hor i zed by t he
Depa r t men t o f Educa t i on dur i ng t he 1989 - 90 schoo l yea r a r e

r ecogn i zed as cor r ec t l y es t ab l i shed and a r e no t a f f ec t ed by t h i s

memor andum .

The pa r t i es have no t agr eed on pay r a t es and cond i t i ons o f wor k f or

t eache r s o f any ) who pa r t i c i pa t e i n t he AS I P on Sa t urdays , Sundays ,

ho l i days , w i n t e r br eak , spr i ng br eak , and t he pe r i od f rom June 11 t o t he

beg i nn i ng o f t he nex t t eache r wor k yea r i n Augus t .

3 .

�

Th i s memor andum o f Unde r s t and i ng sha l l exp i r e on June 30 ,

1993 .

4 .

�

I n t he nego t i a t i ons f or t he 1993 - 95 BU 05 Co l l ec t i ve Ba rga i n i ng

Agr eemen t , t he HSTA sha l l br i ng t he t op i c o f t he AS I P t o t he

ba rga i n i ng t ab l e .
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5 .

6 . Th i s Memor andum o f Unde r s t and i ng sha l l sa t i s f ac t or i l y r eso l ve t he
gr i evance on t he AS I P .

CHARLES T . TOGUCH
Supe r i n t enden t o f Edu

Th i s se t t l emen t agr eemen t sha l l no t be used as a pr eceden t i n any
o t he r or f u t ur e cases .

OMAS A . RUSTED
HSTA Exexu t i ve D i r ec t or

FRANC I S P . KEENO
Depu t y A t t orney Gene r a l

�

HSTA Lega l Counse l



MEMORANDUM OF AGREEMENT
BETWEEN

THE STATE OF HAWA I I
BOARD OF EDUCAT I ON

AND
HAWA I I STATE TEACHERS ASSOC I AT I ON

(ART I CLE V I I - ASS I GNMENTS AND TRANSFERS)

Th i s Me rqpr andum o f

�

Agr eemen t

�

i s

�

en t e r ed i n t o

�

t h i s

�

/ sT day o f
1991 by and be t ween t he S t a t e o f Hawa i i , Boa rd

o f duca t i on , he r e i na f t e r r e f e r r ed t o as t he Boa rd , and t he Hawa i i
S t a t e Teache r s Assoc i a t i on , he r e i na f t e r r e f e r r ed t o as t he
Assoc i a t i on .

I n a sha r ed conce rn t o s t a f f schoo l s a t t he ea r l i es t poss i b l e
t i me , t he Assoc i a t i on and t he Boa rd mu t ua l l y agr ee t o mod i f y
Ar t i c l e V I I , o f - t he Agr eemen t be t ween t he S t a t e o f Hawa i i , Boa rd
o f Educa t i on , and t he Hawa i i S t a t e Teache r s Assoc i a t i on i n e f f ec t
f rom Ju l y 1 , 1989 t o June 30 , 1993 .

Bo t h pa r t i es mu t ua l l y agr ee t o t he f o l l ow i ng :

1 .

�

Ar t i c l e V I I , Sec t i on G . , Pa r agr aph 1 , Tr ans f e r Pe r i od o f
t he mas t e r Agr eemen t , sha l l be mod i f i ed t o r ead , " The
vo l un t a r y t r ans f e r pe r i od sha l l be f rom Februa r y 28 t o
June 14 o f each yea r . "

2 . vacan t new pos i t i ons c r ea t ed by t he Leg i s l a t ur e and
a l l oca t ed by t he Gove rnor , i f no t pos t ed dur i ng t he
vo l un t a r y t r ans f e r pe r i od , sha l l be pos t ed dur i ng a
Spec i a l S i ng l e one - week pos t i ng pe r i od on or be f or e June
30 t h .

I f t he new l y c r ea t ed pos i t i ons a r e a l l oca t ed t o t he
Depa r t men t a f t e r June 30 , bo t h pa r t i es sha l l mee t t o
d i scuss t he vacancy pos t i ng da t e , wh i ch wou l d end no
l a t e r t han Ju l y 31 .

Subsequen t vacanc i es c r ea t ed by t h i s Spec i a l S i ng l e one -
week pos t i ng sha l l no t be pos t ed .

3 .

�

Th i s Memor andum o f Agr eemen t sha l l exp i r e on June 30 ,
1993 .



S I GNATURE PAGE FOR MEMORANDUM OF UNDERSTAND I NG FOR
ART I CLE V I I - ASS I GNMENTS AND TRANSFERS

S t a t e o f Hawa i i

�

Hawa i i S t a t e
Boa rd o f Educa t i on

�

Teache r s Assoc i a t i on

S t a t e o f Hawa i i

�

Hawa i i S t a t e
Boa r o f Educa t i

Hawa i i S t a t e
Teache r s Assoc i a t i on

Teache r s Assoc i a t i on

I t s Ch i e f Nego t i a t or

S t a t e o f Hawa i i

�

Hawa i i S t a t e
Depa r t men t o f Educa t i on

�

Teache r s Assoc i a t i on

I t s ego t i a t i ons S c i a l i s t



42
s Memor andum o f Unde r s t and i ng i s en t e r ed i n t o t h i s v~9 day o f

P
I T

1990 by and be t ween t he S t a t e o f Hawa i i , Boa rd
o f E ca t i on , he r e i na f t e r r e f e r r ed t o as t he Boa rd , and t he Hawa i i
S t a t e Teache r s Assoc i a t i on , he r e i na f t e r r e f e r r ed t o as t he
Assoc i a t i on .

MEMORANDUM OF UNDERSTAND I NG
BETWEEN

STATE OF HAWA I I
BOARD OF EDUCAT I ON

AND
HAWA I I STATE TEACHERS ASSOC I AT I ON

(EARLY MORN I NG PREPARAT I ON PER I OD )

Bo t h pa r t i es mu t ua l l y agr ee t o t he f o l l ow i ng :

1 . The Boa rd agr ees t o con t i nue an Ea r l y Morn i ng
Pr epa r a t i on Pe r i od P i l o t Progr am .

2 . Pa r t i c i pa t i on i n t he Ea r l y Morn i ng Pr epa r a t i on Pe r i od
P i l o t Progr am sha l l be l i m i t ed t o t hose schoo l s w i t h
common pr epa r a t i on pe r i ods schedu l ed a t t he end o f t he
s t uden t day .

3 .

�

Beg i nn i ng w i t h t he 1990 - 1991 schoo l yea r , a l l r ema i n i ng
e l emen t a r y and seconda r y schoo l s w i t h common pr epa r a t i on
pe r i ods ( i n add i t i on t o t hose a l r eady pa r t i c i pa t i ng i n
t he P i l o t Progr am) sha l l be e l i g i b l e t o pa r t i c i pa t e i n
t he Ea r l y Morn i ng Pr epa r a t i on Pe r i od P i l o t Progr am . A
schoo l ' s pa r t i c i pa t i on i n t he P i l o t Progr am may be
r eques t ed by a t eache r ( s ) . A f t e r assess i ng t he schoo l ' s
progr am needs or r ev i ew i ng a t eache r I s ( s I )

�

r eques t ,

�

i f
any , t he pr i nc i pa l may i n i t i a t e a schoo l ' s pa r t i c i pa t i on
by no t i f y i ng t he d i s t r i c t supe r i n t enden t and t eache r s o f
h i s / he r dec i s i on .

a . A t eache r ' s ( s ' ) r eques t f or a schoo l ' s
pa r t i c i pa t i on i n t he P i l o t Progr am sha l l no t be
unr easonab l y den i ed .

�

Pa r t i c i pa t i on sha l l beg i n no
l a t e r t han Oc t obe r 1 f or t he 1990 - 1991 schoo l yea r .

b . For each o f t he r ema i n i ng yea r s o f t he BU 05
Co l l ec t i ve Ba rga i n i ng Agr eemen t , t he pr i nc i pa l s o f
schoo l s con t i nu i ng i n t he P i l o t Progr am and t he
pr i nc i pa l s i n i t i a t i ng a schoo l ' s pa r t i c i pa t i on i n
t he P i l o t Progr am sha l l f o l l ow t he above procedur e .
The pr i nc i pa l sha l l no t i f y t he d i s t r i c t
supe r i n t enden t and t eache r s by May 31 o f h i s / he r
dec i s i on t o en t e r i n t o t he P i l o t Progr am .
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c . i f prob l ems a r i se i n i mp l emen t i ng t h i s prov i s i on ,
e . g . , r epea t ed t a rd i ness or nona t t endance a t
pr i nc i pa l - schedu l ed a f t e rnoon

�

even t s ,

�

mee t i ngs
and / or i nse r v i ce t r a i n i ng ac t i v i t i es , e t c . , as
prov i ded f or w i t h i n t he BU 05 Co l l ec t i ve Ba rga i n i ng
Agr eemen t , t he pr i nc i pa l may suspend an
i nd i v i dua l ' s or schoo l ' s pa r t i c i pa t i on i n t he P i l o t
Progr am un t i l a mu t ua l l y sa t i s f ac t or y r eso l u t i on i s
r eached . I f a r eso l u t i on canno t be r eached w i t h i n
t wen t y (20) wor k i ng days , t he pr i nc i pa l may
t e rm i na t e an i nd i v i dua l ' s or schoo l ' s pa r t i c i pa t i on

d .

4 .

�

Beg i nn i ng w i t h t he 1990 - 1991 schoo l yea r , a l l ba rga i n i ng
un i t membe r s i n a schoo l w i t h common pr epa r a t i on pe r i ods
may pa r t i c i pa t e i n t he P i l o t Progr am .

5 .

�

Ea r l y morn i ng pr epa r a t i on pe r i ods sha l l no t be schedu l ed
on Wednesdays and on days when t r a i n i ng or o t he r
ac t i v i t i es as prov i ded f or i n t he Co l l ec t i ve Ba rga i n i ng
Agr eemen t have been schedu l ed con t i guous t o t he wor k
day .

a . The prov i s i ons o f Ar t i c l e V I , D , 2 ( F l ex i b l e Wor k
T i me ) and Sec t i on X (Pr epa r a t i on Pe r i ods ) i n t he
Un i t 05 Agr eemen t sha l l be app l i cab l e t o ba rga i n i ng
un i t membe r s schedu l ed f or ea r l y morn i ng
pr epa r a t i on pe r i ods .

b .

�

w i t h r easonab l e no t i ce ( a t l eas t t wo [2) days i n
advance ) a f t e rnoon

�

even t s ,

�

mee t i ngs

�

and / or
i nse r v i ce t r a i n i ng ac t i v i t i es , as prov i ded f or

w i t h i n t he BU 05 Co l l ec t i ve Ba rga i n i ng Agr eemen t ,
may be schedu l ed a t wh i ch t i me t he a t t endance o f
a l l ba rga i n i ng un i t membe r s sha l l be manda t or y .
Ba rga i n i ng un i t membe r s ass i gned an ea r l y morn i ng
pr epa r a t i on pe r i od

�

sha l l

�

obse r ve

�

an

�

a f t e rnoon
pr epa r a t i on pe r i od and sha l l a t t end t he schedu l ed
a f t e rnoon even t , t r a i n i ng ac t i v i t y , or mee t i ng .

6 .

�

The Emp l oye r sha l l no t be r equ i r ed t o a l t e r t he wor k
schedu l es o f o t he r emp l oyees i n orde r t o accommoda t e
ba rga i n i ng un i t membe r s schedu l ed f or ea r l y morn i ng
pr epa r a t i on pe r i ods . The Emp l oye r sha l l no t be r equ i r ed
t o h i r e add i t i ona l secur i t y pe r sonne l or make spec i a l
prov i s i ons r ega rd i ng ' t he access t o f ac i l i t i es and
equ i pmen t .

i n t he P i l o t Progr am f or t he r ema i nde r
schoo l yea r .

o f t ha t

I n no even t sha l l t he pe r cen t age o f schoo l s
pa r t i c i pa t i ng i n t he P i l o t Progr am be l ess t han 60%
o f t he schoo l s w i t h common pr epa r a t i on pe r i ods
schedu l ed a t t he end o f t he s t uden t day .



7 .

�

The pa r t i es agr ee t o mee t no l a t e r t han Ma r ch 30 o f each
yea r f or t he purpose o f assess i ng and eva l ua t i ng t he
P i l o t Progr am and t o mod i f y , expand , or r educe t he P i l o t
Progr am f or t he succeed i ng schoo l yea r .

8 .

�

The pa r t i es f ur t he r agr ee t ha t t he pa r t i es may mu t ua l l y
agr ee t o t e rm i na t e t he prov i s i on o f t h i s Memor andum o f
Unde r s t and i ng a t any t i me .

9 .

�

Th i s Memor andum o f Unde r s t and i ng sha l l be f or t he pe r i od
beg i nn i ng on t he day and yea r f i r s t wr i t t en above , and
sha l l end when t he P i l o t Progr am ends or June 30 , 1993
wh i cheve r occur s f i r s t . The pa r t i es may mu t ua l l y agr ee
t o ex t end t h i s Memor andum o f Unde r s t and i ng .

e o f Hawa i i

�

Hawa i i S t a t e
d o f Educa t i on

�

Teache r s Assoc i a t i on

S t a t e o f Hawa i i

�

Hawa i i S t a t e
Boa rd o f Educa t i on

�

Teache r s Assoc i a t i on

S t a t e o f Hawa i i

�

Hawa i i S t a t e
o f Educa t i on _

�

Teache r s Assoc i a t i on

464OX. O . , C1- - A4Le -A4Le -
I ~s Pr es i den t

9
I t s Execu t i ve D i r ec t or

S t a t e o f Hawa i i

�

Hawa i i S t a t e
Depa r t men t o f Educa t i on

�

Teache r s Assoc i a t i on

I t s

�

ego t i a - i ons S_ , ,
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I . SCOPE . The unde r s t and i ng made c l ea r he r e i n i s t he i den t i f i ca t i on o f

i n - se r v i ce t r a i n i ng ac t i v i t i es wh i ch a r e i n t wo ma j or ca t egor i es , one

i n wh i ch pa r t i c i pa t i on i s w i t hou t compensa t i on , and t he o t he r i n wh i ch

pa r t i c i pa t i on i s w i t h compensa t i on . Th i s unde r s t and i ng i s l i m i t ed t o

ce r t i f i ca t ed emp l oyees i n t he t eache r ba rga i n i ng un i t .

I I . THE UNDERSTAND I NG BY BOTH PART I ES :

A .

B .

UNDERSTAND I NG BETWEEN THE DEPARTMENT OF EDUCAT I ON

AND THE HAWA I I STATE TEACHERS ASSOC I AT I ON

De f i n i t i on o f Te rms

1 . Manda t ed - D i r ec t ed or orde r ed by t he Supe r i n t enden t - .

2 . Vo l un t a r y - No t d i r ec t ed or orde r ed by t he Supe r i n t enden t .

I n - Se r v i ce Tr a i n i ng Ac t i v i t i es

1 . I n - se r v i ce t r a i n i ng pa r t i c i pa t i on w i t hou t compensa t i on :

a . When a t eache r vo l un t ee r s t o pa r t i c i pa t e i n a vo l un t a r y i n -

se r v i ce t r a i n i ng ac t i v i t y .

b . When a t eache r vo l un t ee r s t o use a non - manda t ed i ns t ruc t i ona l

progr am f or wh i ch i n - se r v i ce t r a i n i ng i s e i t he r manda t ed or

vo l un t a r y .

c . When a t eache r vo l un t ee r s t o use a DOE manda t ed i ns t ruc t i ona l

progr am no t ye t ava i l ab l e t o a l l t eache r s i n a schoo l , and he

vo l un t a r i l y pa r t i c i pa t es i n i n - se r v i ce t r a i n i ng ac t i v i t i es

des i gned f or t ha t manda t ed progr am .

d . When a t eache r vo l un t a r i l y pa r t i c i pa t es i n i n - se r v i ce t r a i n -

i ng des i gned f or ve t e r an HEP t eache r s .

2 . I n - se r v i ce t r a i n i ng pa r t i c i pa t i on w i t h compensa t i on :

When a t eache r i s manda t ed by t he Supe r i n t enden t t o a t t end an

i n - se r v i ce t r a i n i ng ac t i v i t y ou t s i de h i s schedu l ed wor k day or

wor k yea r .



I I I . The unde r s t and i ng made c l ea r he r e i n supe r sedes any o t he r d i r ec t l y
r e l a t ed unde r s t and i ng be t ween t he t wo pa r t i es .

UNDERSTOOD :

S i gned

�

Da t e
Mr .

�

ac , Reyno l ds
Ch i e f Nego t i a t or , S t a t e o f Hawa i i

S i gned :
N i ss ' Joan Bus t ed

Ch i e f Nego t i a t or , HSTA

076 . -

�

a~ Da t e Ma r ch 9 , 1973



MEMORANDUM OF AGREE?XNT

Th i s Memor andum o f Agr eemen t wh i ch i s sepa r a t e and apa r t

f rom any Co l l ec t i ve Ba rga i n i ng Agr eemen t i s made and en t e r ed

i n t o t h i s

�

29 t h

�

day o f ,w Sep t embe r

�

, 1992 , by and

be t ween t he S t a t e o f Hawa i i and t he Boa rd o f Educa t i on ,

he r e i na f t e r r e f e r r ed t o as t he Emp l oye r , and t he Hawa i i S t a t e

Teache r s Assoc i a t i on , he r e i na f t e r r e f e r r ed t o as t he Emp l oyee

Organ i za t i on .

Pur suan t t o Ac t 102 , Sess i on Laws o f Hawa i i , 1992 , t he

pa r t i es agr ee t ha t t he f o l l ow i ng nonr e l i g i ous , non l abor

organ i za t i on cha r i t ab l e f unds , t ha t a r e exemp t f rom t axa t i on

unde r sec t i on 501( c ) (3) o f T i t l e 26 o f t he I n t e rna l Revenue

Code , a r e t he exc l us i ve f unds f rom wh i ch t he emp l oyee c l a i m i ng

and qua l i f y i ng f or r e l i g i ous exemp t i on sha l l se l ec t one :

1 . Ame r i can Cance r Soc i e t y - Hawa i i Chap t e r
2 . Hawa i i Hea r t Assoc i a t i on
3 . Eas t e r Sea l s Soc i e t y

The pa r t i es a l so agr ee t ha t t he f o l l ow i ng sha l l be t he

r espons i b i l i t y o f t he Emp l oyee Organ i za t i on :

1 . Es t ab l i sh . gu i de l i nes f or de t e rm i n i ng bona f i de

r e l i g i ons , bod i es or sec t s wh i ch have h i s t or i ca l l y

he l d consc i en t i ous ob j ec t i ons t o j o i n i ng or

f i nanc i a l l y suppor t i ng emp l oyee organ i za t i ons ;

2 . Es t ab l i sh gu i de l i nes f or de t e rm i n i ng whe t he r an

emp l oyee i s a membe r o f such bona f i de r e l i g i ons ,

bod i es or sec t s ;
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STATE OF HAWA I I

�

HAWA I I STATE TEACHERS ASSOC I AT I ON

By

By

3 . Upon r eques t f or r e l i g i ous exemp t i on by an

emp l oyee , ve r i f y t ha t such emp l oyee qua l i f i es

f or such exemp t i ons ;

" . Es t ab l i sh and ca r r y ou t procedur es f or i mp l e -

men t i ng t he r equ i r emen t t ha t t he emp l oyee pay

sums equa l t o t he dues and i n i t i a t i on f ees t o

a nonr e l i g i ous , non l abor organ i za t i on cha r i t ab l e

f und as l i s t ed above i n l i eu o f pe r i od i c dues

and i n i t i a t i on f ees .

16

BOARD OF EDUCAT I ON v
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MEMORANDUM OF UNDERSTAND I NG
BETWEEN

STATE OF HAWA I I
BOARD OF EDUCAT I ON

AND
HAWA I I STATE TEACHERS ASSOC I AT I ON

(SCHOOL / COMMUN I TY BASED MANAGEMENT PROGRAM)

Th i s Memor an um o f Unde r s t and i ng i s en t e r ed i n t o t h i s

�

day
o f

�

, 1990 by and be t ween t he s t a t e o f Hawa i i ,
Hoa rdo Educa t i on , he r e i na f t e r r e f e r r ed t o as t he Boa rd , and
t he Hawa i i S t a t e Teache r s Assoc i a t i on , he r e i na f t e r r e f e r r ed
t o as t he Assoc i a t i on .

The Boa rd and t he Assoc i a t i on be l i eve t ha t t he mos t e f f ec t i ve
dec i s i ons a r e t hose made c l oses t t o t he po i n t o f
i mp l emen t a t i on . I t acknow l edges t ha t t eache r s have a r i gh t
and an ob l i ga t i on t o pa r t i c i pa t e ac t i ve l y i n open d i a l ogue
whe r e i ssues a r e pr esen t ed , de f i ned , d i scussed and r eso l ved .

To i mp l emen t t h i s ph i l osophy , t he Boa rd and t he Assoc i a t i on
agr ee t o t he f o l l ow i ng :

A . A Schoo l / Commun i t y - Based Managemen t (SCBM) sys t em
assumes a co l l abor a t i ve , sha r ed dec i s i on - mak i ng
process and sha l l be es t ab l i shed f or i mp l emen t a t i on
beg i nn i ng w i t h t he 1989 - 1990 schoo l yea r .

�

The SCBM
process sha l l be gove rned by t he cur r en t SCBM
Gu i de l i nes .

1 . The HSTA L i a i son sha l l be se l ec t ed by t he
Assoc i a t i on f rom w i t h i n t he schoo l ' s s t a f f .

2 . The dec i s i on - mak i ng body may u t i l i ze SCBM f unds
t o prov i de f or t he h i r i ng o f subs t i t u t e ( s ) f or
t eache r ( s ) , i nc l ud i ng t he HSTA L i a i son , t o
pa r t i c i pa t e i n t he SCBM process .

3 . The Emp l oye r and t he Assoc i a t i on may conduc t
j o i n t t r a i n i ng sess i ons t o t he degr ee poss i b l e
un l ess o t he rw i se r eques t ed by t he schoo l .

B . Pr i or t o t he f orma t i on o f t he dec i s i on - mak i ng body ,
t he pr i nc i pa l sha l l , t o t he ex t en t poss i b l e , no t i f y
t he HSTA L i a i son o f mee t i ngs o f t he o t he r segmen t s
o f t he schoo l ' s commun i t y .
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C . A f t e r t he f orma t i on o f t he dec i s i on - - mak i ng body , t he
dec i s i on - mak i ng body w i l l t r ansm i t t o t he HSTA
L i a i son cop i es o f a l l SCBM documen t s and r e l a t ed
ma t e r i a l s a t t he same t i me as o t he r membe r s o f t ha t
body . The HSTA L i a i son may pa r t i c i pa t e i n t he SCBM
proceed i ngs i n t he same manne r as o t he r membe r s o f
t he schoo l commun i t y .

D . A s t a t e comm i t t ee t o be ca l l ed t he SCBM Excep t i on
Rev i ew Comm i t t ee sha l l be es t ab l i shed t o r ev i ew t he
r eques t s f or excep t i ons and sha l l be composed o f t wo
(2) r epr esen t a t i ves appo i n t ed by t he Assoc i a t i on and
t wo (2) r epr esen t a t i ves appo i n t ed by t he Boa rd .

1 . Th i s Comm i t t ee sha l l es t ab l i sh i t s own ru l es o f
ope r a t i on .

2 . Th i s

�

Comm i t t ee sha l l r ev i ew t he r eques t s f or
excep t i ons t o

�

t he

�

Co l l ec t i ve

�

Ba rga i n i ng
Agr eemen t i nc l ud i ng ma t t e r s i ncorpor a t ed by
r e f e r ence f rom schoo l s wh i ch have r ece i ved
approva l o f

�

t he i r

�

Le t t e r

�

o f

�

I n t en t

�

t o
pa r t i c i pa t e i n t he SCBM Progr am .

E . Excep t i ons t o t he Co l l ec t i ve Ba rga i n i ng Agr eemen t
mus t be approved by bo t h pa r t i es .

1 . Any excep t i ons t o t he co l l ec t i ve Ba rga i n i ng
Agr eemen t sha l l be gr an t ed f or no t mor e t han t wo
(2) schoo l yea r s and may be r enewed by t he SCBM

Excep t i on Rev i ew Comm i t t ee .

2 . The excep t i ons gr an t ed sha l l be app l i cab l e on l y
t o t he schoo l subm i t t i ng t he excep t i on r eques t .

3 . Prope r l y processed r eques t s f or excep t i ons wh i ch
a r e gr an t ed by t h i s Comm i t t ee sha l l no t be
sub j ec t t o t he Gr i evance Procedur e as prov i ded
f or i n t he Agr eemen t f or t he dur a t i on o f t he
pe r i od t he excep t i ons have been gr an t ed .

F . E i t he r pa r t y may r eopen nego t i a t i ons on t he
i mp l emen t a t i on o f SCBM unde r Chap t e r 89 HRS be t ween
Augus t 1 , 1991 t o Augus t 31 , 1991 .

�

A t t he
conc l us i on o f

�

t hose

�

nego t i a t i ons ,

�

i f

�

any ,

�

t he
pa r t i es may agr ee t o f u t ur e r eopene r s dur i ng t he
l i f e o f t he Agr eemen t .



Th i s Memor andum o f Unde r s t and i ng sha l l be f or t he pe r i od

beg i nn i ng on t he day and yea r f i r s t wr i t t en above , and sha l l

end on June 30 , 1993 .

S t a t e o f Hawa i i

�

Hawa i i S t a t e

Boa rd o f Educa t i on

�

Teache r s Assoc i a t i on
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f Hawa i i

�

Hawa i i S t a t e~e o
Boa rd o f Educa t i on

�

Teache r s Assoc i a t i on

I s Repr esen t a t i ve

S t a t e o f Hawa i i '

�

Hawa i i S t a t e
Boa rd o f Educa t i on

S t a t e o f Hawa i i

�

Hawa i i S t a t e
Depa r t men t o f Educa t i on

�

Teache r s Assoc i a t i on

I t s D i r ec t or o f Progr ams

S t a t e o f Hawa i i

�

Hawa i i s t a t e
t i on

I t s SCBM Coord i na t or

Teache r s Assoc i a t i on

I t s Nego t i a t i ons
Spec i a l i s t



MEMORANDUM OF UNDERSTAND I NG
BETWEEN

STATE OF HAWA I I , BOARD OF EDUCAT I ON
AND

HAWA I I STATE TEACHERS ASSOC I AT I ON

Th i s MEMORANDUM OF UNDERSTAND I NG i s en t e r ed i n t o t h i s day o f

Janua r y b . 1978 by and be t ween t he S t a t e o f Hawa i i , Boa rd o f

Educa t i on and t he Hawa i i S t a t e Teache r s Assoc i a t i on .

Bo t h pa r t i es mu t ua l l y agr ee t ha t t he S t a f f Reduc t i on Gu i de l i nes f or

Ce r t i f i ca t ed Pe r sonne l Teache r Types ) da t ed Janua r y , 1976 , as

r e f e r r ed t o i n Ar t i c l e V I I , Ass i gnmen t s and Tr ans f e r s , Sec t i on I ,

pa r agr aph I , i s he r eby supe r seded by t he S t a f f Reduc t i on Gu i de l i nes

f or Ce r t i f i ca t ed Pe r sonne l (Teache r Types da t ed Decembe r , 9

I N W I TNESS WHEREOF , t he pa r t i es he r e t o have execu t ed t h i s MEMORANDUM

OF UNDERSTAND I NG t he day and yea r f i r s t wr i t t en above .

STATE OF HAWA I I

�

HAWA I I STATE TEACHERS ASSOC I AT I ON

BOARD OF EDUCAT I ON

iI ( " ,

�

~OL
. KAN KANU

�

N

�

xecu t i ve D i r ec t or

Cha i rman

�

V



I . I NTROD UCT I ON

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES

STAFF REDUCT I ON GU I DEL I NES FOR CERT I F I CATED PERSONNEL
eache r

S t a f f r educ t i on i s t he process o f r educ i ng t he numbe r o f ac t i ve ce r t i f i ca t ed

emp l oyees ass i gned t o a schoo l . S t a f f r educ t i on occur s when t he numbe r o f

ac t i ve ce r t i f i ca t ed emp l oyees ass i gned t o t he schoo l exceeds t he numbe r o f

ce r t i f i ca t ed pos i t i ons a l l oca t ed t o t ha t schoo l . S t a f f r educ t i on may be

caused by :

A . A dec r ease i n enro l l men t .

B . A cu t back o f f unds or spec i a l pos i t i ons a l l oca t ed t o t he schoo l .

C . Emp l oyees ho l d i ng schoo l s t a t us r e t urn i ng f rom l eaves o f absence

or t empor a r y du t y ass i gnmen t s .

D . O t he r adm i n i s t r a t i ve ac t i ons , such as conso l i da t i on o f schoo l s ,

open i ng o f new schoo l s , e t c .

(NOTE : H . R . S . 297 - 11 s t a t es : " Teache r s may a l so be d i sm i ssed

because o f dec r ease i n numbe r o f pup i l s or f or o t he r

causes ove r wh i ch t he depa r t men t has no con t ro l .

D i sm i ssa l s due t o dec r ease i n numbe r o f pup i l s or f or

causes ove r wh i ch t he depa r t men t has no con t ro l sha l l

beg i n w i t h t hose t eache r s w i t h t he l eas t numbe r o f

yea r s o f se r v i ce . . . . " Th i s prov i s i on o f t he l aw r e f e r s

t o l ay - o f f i n t he even t t ha t t eache r s have t o be

d i sm i ssed on a s t a t ew i de bas i s . )

Decembe r , 1977



I I . DEF I N I T I ON OF TERMS

A . Types o f Teache r Ass i gnmen t

1 . Regu l a r Ass i gnmen t Tenur ed t eache r ass i gned t o a pe rmanen t unob l i ga t ed

pos i t i on ( c l ea r l i ne ) i n t he schoo l .

5700 - 2a

A pos i t i on i s ob l i ga t ed * when ano t he r t eache r has r e t urn r i gh t s t o t he

pos i t i on . Re t urn r i gh t s may be he l d by t eache r s on l eave , t eache r s on

t empor a r y du t y ass i gnmen t , e t c .

A r egu l a r ass i gnmen t , i f ava i l ab l e , sha l l on l y be gr an t ed a t t he beg i nn i ng

o f t he schoo l yea r i n Sep t embe r .

2 . L i m i t ed Te rm Ass i gnmen t (LTA) : Teache r who does no t ho l d a r egu l a r

ass i gnmen t . A l i m i t ed t e rm ass i gnmen t usua l l y has a spec i f i c t e rm i na -

t i on da t e and gene r a l l y does no t exceed one schoo l yea r a t a t i me .

F i ve t ypes o f l i m i t ed t e rm ass i gnmen t s a r e i den t i f i ed as f o l l ows :

a . LTA- V i c i n

(1) Tenur ed t eache r t empor a r i l y ass i gned t o a pe rmanen t bu t

ob l i ga t ed pos i t i on i n t he schoo l .

A pos i t i on i s ob l i ga t ed * when ano t he r t eache r has r e t urn

r i gh t s t o t he pos i t i on . Re t urn r i gh t s may be he l d by

t eache r s on l eave , t eache r s on t empor a r y du t y ass i gnmen t ,

e t c . or ,

Tenur ed t eache r ass i gned a f t e r Oc t obe r 1s t o f t he schoo l

yea r t o a pe rmanen t unob l i ga t ed pos i t i on i n t he schoo l .

The LTA- V i ce ass i gnmen t i s necessa r y i n t h i s case because

a r egu l a r ass i gnmen t can be gr an t ed on l y a t t he beg i nn i ng

o f t he schoo l yea r i n Sep t embe r .

9

40

*A pos i t i on may no t necessa r i l y be ob l i ga t ed t o any one i nd i v i dua l t eache r on a one t o

one bas i s bu t r a t he r may be ob l i ga t ed co l l ec t i ve l y a l ong w i t h o t he r ob l i ga t ed pos i t i ons

t o t eache r s who have r e t urn r i gh t s t o t ha t schoo l .



b . LTA- Tempor a r y Pos i t i on Tenur ed t eache r ass i gned t o a t empor a r y

. pos i t i on .

�

Such a t eache r may have a spec i a l gua r an t eed r i gh t o f

r e t urn t o ano t he r schoo l or t o a d i s t r i c t unass i gned s t a t us .

c . LTA- Tempor a r y : Tenur ed t eache r on ea r l y r e t urn f rom l eave .

d . LTA- Proba t i ona r y : Teache r se r v i ng on proba t i on .

e . LTA- TTAA : Teache r w i t h a Tempor a r y Teache r ' s Appo i n t men t Agr eemen t .

S . S t a t us o f Teache r

1 . Schoo l S t a t us : Teache r ho l d i ng an ass i gnmen t t o a schoo l t o wh i ch

he / she i s en t i t l ed and , t he r e f or e . ho l d i ng some f orm o f pr i or i t y f or

schoo l p l acemen t unde r s t a f f r educ t i on gu i de l i nes .

2 . Hon - schoo l S t a t us : Teache r no t ass i gned t o a schoo l and , t he r e f or e ,

no t ho l d i ng any pr i or i t y f or schoo l p l acemen t unde r s t a f f r educ t i on

gu i de l i nes .

C . S t a t us o f Teache r s on Leaves o f Absence

2 .

W i t h Schoo l Gua r an t ee

A t eache r on an or i g i na l l eave o f absence ho l ds a schoo l gua r an t ee

and r e t a i ns schoo l s t a t us as f o l l ows :

a . A t eache r ho l d i ng a r egu l a r ass i gnmen t pr i or t o go i ng on

l eave r e t urns t o a r egu l a r ass i gnmen t s t a t us i n t he schoo l .

b . A t eache r ho l d i ng a LTA- V i ce ass i gnmen t pr i or t o go i ng on

l eave r e t urns t o a v i c i ng ass i gnmen t s t a t us i n t he schoo l

and t hus assumes t he r i gh t s o f a v i c i ng t eache r .

W i t hou t Scho o l Gua r an t ee

a . A t eache r l oses schoo l s t a t us upon t ak i ng a l eave o f absence

w i t hou t schoo l gua r an t ee . Such a t eache r assumes a d i s t r i c t

unass i gned s t a t us and no l onge r be l ongs t o t he schoo l f rom

wh i ch he / she t ook l eave . I n gene r a l an ex t ended l eave o f

absence does no t ca r r y a schoo l gua r an t ee .
5700 - 21



b . A t eache r who ho l ds a d i s t r i c t unass i gned s t a t us or s t a f f

r educed s t a t us pr i or t o go i ng on l eave r e t urns t o a d i s t r i c t

unass i gned s t a t us .

D . Con t i nuous Se r v i ce f or Sen i or i t y Purposes

1 . Con t i nuous D i s t r i c t Se r v i ce

a . Con t i nuous d i s t r i c t se r v i ce i s de f i ned as t he t o t a l amoun t o f

con t i nuous ac t i ve se r v i ce t i me i n t he d i s t r i c t s t a r t i ng f rom

t he e f f ec t i ve da t e o f ass i gnmen t t o t he d i s t r i c t . Th i s se r v i ce

does no t i nc l ude t i me as a subs t i t u t e t eache r or o t he r casua l

t ype o f emp l oymen t .

b . A t eache r who l eaves a d i s t r i c t because o f r es i gna t i on ,

t r ans f e r , e t c . , mus t r eaccumu l a t e se r v i ce t i me i n t ha t d i s t r i c t

s t a r t i ng f rom t he e f f ec t i ve da t e o f r e t urn t o t ha t d i s t r i c t .

2 . Con t i nuous Schoo l Se r v i ce

a .

b .

c .

5700 - 2 2

Con t i nuous schoo l se r v i ce i s de f i ned as t he t o t a l amoun t o f

con t i nuous ac t i ve se r v i ce t i me i n t he schoo l s t a r t i ng f rom

t he e f f ec t i ve da t e o f ass i gnmen t t o t ha t schoo l . Th i s se r v i ce

does no t i nc l ude t i me as a subs t i t u t e t eache r or o t he r casua l

t ype o f emp l oymen t .

A t eache r who l oses h i s / he r schoo l ass i gnmen t because o f a

t r ans f e r , l eave w i t hou t schoo l gua r an t ee , r es i gna t i on , e t c . ,

mus t r eaccumu l a t e se r v i ce t i me f rom t he da t e o f r e - ass i gnmen t

t o t he schoo l .

A t eache r on a l eave o f absence w i t h a schoo l gua r an t ee my

r e t a i n h i s / he r accumu l a t ed se r v i ce t i me , and t he pe r i od o f

l eave sha l l coun t as ac t i ve se r v i ce t i me on l y i f t he l eave

i t se l f ca r r i es se r v i ce c r ed i t (Leave o f Absence W i t hou t Pay

[ I WOP] f or pro f ess i ona l i mprovemen t , sabba t i ca l l eave , e t c . ) .



d . A t eache r on a t empor a r y du t y ass i gnmen t w i t h a schoo l gua r an t ee

r e t a i ns con t i nuous se r v i ce t i me a t h i s / he r gua r an t eed schoo l

dur i ng t he pe r i od o f such ass i gnmen t .

�

'

e . A t eache r on a l eave o f absence w i t hou t a schoo l gua r an t ee sha l l

be r equ i r ed t o r eaccumu l a t e se r v i ce t i me i f r eass i gned t o t he

same schoo l ( ex t ended LWOP , e t c . ) .

E . Ac t ua l S t a f f Reduc t i on : S t a f f r educ t i on ac t i on dur i ng t he schoo l yea r

based on ac t ua l s t a f f i ng cond i t i ons ex i s t i ng a t t he t i me o f r educ t i on .

F . Pro j ec t ed S t a f f Reduc t i on : S t a f f r educ t i on ac t i on made on a pro j ec t ed

bas i s and t en t a t i ve l y ca r r i ed ou t f or a subsequen t schoo l yea r based on

t en t a t i ve pos i t i on a l l oca t i ons and pe r sonne l pro j ec t i ons .

6 . Sep t embe r Ad j us t men t Pe r i od The pe r i od a t t he beg i nn i ng o f t he schoo l

yea r , f rom Sep t embe r 1 t o t he f i r s t wor kday i n Oc t obe r . Ten t a t i ve

pe r sonne l p l acemen t s may be cor r ec t ed dur i ng t h i s t i me pe r i od i f ac t ua l

s t a f f i ng cond i t i ons do no t co i nc i de w i t h pro j ec t i ons .

No t e 1 : Regu l a r ass i gnmen t s gr an t ed on a pro j ec t ed bas i s may be

cor r ec t ed dur i ng t he Sep t embe r Ad j us t men t Pe r i od i f ac t ua l

t eache r s t a f f i ng cond i t i ons do no t co i nc i de w i t h pr i or

pro j ec t i ons .

No t e 2 : Teache r s w i t h non - schoo l s t a t us who a r e ass i gned t o t he

schoo l on a pro l ec t e

�

ass o no t ga i n schoo l s t a t us

un t i l a f t e r t he Sep t embe r Ad j us t men t Pe r o en s .

No t e 3 : Spec i a l Ru l e . Teache r s who consumma t e t r ans f e r s t o

adve r t i sed pro j ec t ed c l ea r or v i c i ng l i nes and t eache r s

who consumma t e pe rmanen t exchanges sha l l ga i n schoo l

s t a t us as o f Sep t embe r 1 . I f ac t ua l s t a f f r educ t i on

becomes necessa r y , t hese t eache r s sha l l be p l aced i n t he

appropr i a t e Pr i or i t y Ca t egor y f or r educ t i on purposes .

H . C l ea r L i ne : Pe rmanen t unob l i ga t ed pos i t i ons .

I . Pe rmanen t Pos i t i on : Non - t empor a r y , gene r a l - f unded pos i t i on w i t h

au t hor i zed pos i t i on coun t .
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I I I . PROCEDURE FOR GRANT I NG REGULAR ASS I GNMENTS TO TEACHERS HOLD I NG L I M I TED TERM

SS I GNMEN S

A . T i me L i m i t a t i on

Regu l a r ass i gnmen t s , i f ava i l ab l e , sha l l on l y be gr an t ed a t t he beg i nn i ng

o f t he schoo l yea r i n Sep t embe r .

B . Pr i or

1 . Qua l i f i ed v i c i ng t eache r s i n t ha schoo l sha l l have t he f i r s t

oppor t un i t y t o ob t a i n r egu l a r ass i gnmen t s .

�

I f t he r e a r e mor e t han

one qua l i f i ed v i c i ng t eache r , r egu l a r ass i gnmen t s sha l l be made by

sen i or i t y . Teache r s ho l d i ng schoo l gua r an t ees wh i l e on l eave f rom

v i c i ng ass i gnmen t s a r e a l so cons i de r ed v i c i ng t eache r s ; howeve r ,

such t eache r s on l eave canno t be g i ven r egu l a r ass i gnmen t s un t i l

t hey r e t urn t o ac t i ve se r v i ce .

5700 - z 4

NOTE : Teache r s ho l d i ng LTA- Tempor a r y Pos i t i on Ass i gnmen t s have

no pr i or i t y f or p l acemen t i n t o o t he r pos i t i ons i n t he

schoo l .

Z . I f t he r e a r e add i t i ona l pro j ec t ed c l ea r l i nes ava i l ab l e a f t e r a l l

qua l i f i ed v i c i ng t eache r s f rom t he schoo l have been accommoda t ed ,

such l i nes sha l l be used i n t he f o l l ow i ng pr i or i t y orde r :

a . To p l ace unass i gned t eache r s .

b . To be adve r t i sed f or t r ans f e r s .

c . To p l ace proba t i ona r y t eache r s h i r ed t o s t a r t dur i ng t he

mon t h o f Sep t embe r .

I V . MA I NTENANCE OF REGULAR ASS I GNMENTS

Teache r s i n t he schoo l w i t h r egu l a r ass i gnmen t s sha l l r e t a i n t he i r r egu l a r ass i gn -

men t s (des i gna t ed Code " 1 " i n B l ock 45 o f t he SF - 5A) un t i l such t i me t ha t t hey

l eave t he schoo l or o t he rw i se l ose t he i r schoo l s t a t us .



V . PR I OR I TY CATEGOR I ES AND SEN I OR I TY FOR STAFF REDUCT I ON PURPOSES

A . Teache r s sha l l be ass i gned t he f o l l ow i ng pr i or i t y ca t egor i es f or

purpose o f s t a f f r educ t i on :

Tenur ed t eache r s w i t h Regu l a r Ass i gnmen t s .
Pr i or i t y 1 :

Pr i or i t y I I :

Pr i or i t y I I I :

Pr i or i t y I V :

Pr i or i t y V :

Tenur ed t eache r s w i t h LTA- V i ce Ass i gnmen t s .

Tenur ed t eache r s w i t h LTA- Tempor a r y Ass i gnmen t s

dur i ng t he pe r i od o f t empor a r y ass i gnmen t based

on end i ng da t e i nd i ca t ed on SF - 5A i . e . , t empor a r y

ass i gnmen t s a r e g i ven t o t eache r s on ea r l y r e t urn

f rom l eave t o a schoo l whe r e t hey have no schoo l

p l acemen t r i gh t s .

Teache r s on proba t i on dur i ng t he cur r en t em l o en t

pe r i od .

Teache r s w i t h TTAA con t r ac t s dur i ng t he cur r en t

emp l oymen t pe r i od .

NOTE :

�

Th i s pr i or i t y l i s t accommoda t es bo t h ac t ua l and pro j ec t ed

s t a f f r educ t i on . Teache r s ho l d i ng Pr i or es I I I , , and

V do no t ca r r y t he i r schoo l s t a t us beyond t he cur r en t

schoo l yea r and , t hus , do no t pa r t i c i pa t e i n pro j ec t ed

s t a f f r educ t i on .

t he

SPEC I AL NOTE : A t eache r w i t h a LTA- Tempor a r y Pos i t i on Ass i gnmen t

ho l ds a un i que s t a t us unde r t hese s t a f f r educ t i on

gu i de l i nes . By spec i a l excep t i on , such a t eache r

has no p l acemen t r i gh t s i n t he schoo l excep t t o

h i s / he r ass i gned t empor a r y pos i t i on and , conve r se l y ,

canno t be r educed f rom h i s / he r t empor a r y pos i t i on

un t i l such t i me t ha t t he t empor a r y pos i t i on i s

t e rm i na t ed . The t e rm i na t i on o f a t empor a r y pos i t i on

t r i gge r s t he i ncumben t t eache r ' s r e t urn t o h i s / he r

gua r an t eed schoo l .
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B . Sen i or i t f or Tenur ed Teache r s

I n t he app l i ca t i on o f sen i or i t y w i t h i n pr i or i t y ca t egor i es , t enur ed

t eache r s sha l l be r anked accord i ng t o t he f o l l ow i ng c r i t e r i a :

1 . The f i r s t c r i t e r i on t o be cons i de r ed i s se r v i ce t i me i n t he

Depa r t men t o f Educa t i on as a t eache r (pos i t i ons i n t he ba rga i n i ng

un i t ) . Th i s i s t o t a l c r ed i t ab l e se r v i ce t i me wh i ch i nc l udes a l l

DOE t each i ng se r v i ce , l eaves o f absence wh i ch ca r r y se r v i ce c r ed i t ,

and c r ed i t ab l e m i l i t a r y se r v i ce t i me . Examp l es o f expe r i ences

wh i ch a r e no t accep t ab l e as c r ed i t ab l e se r v i ce t i me as a t eache r

a r e educa t i ona l o f f i ce r expe r i ences , Peace Corps t each i ng ,

se r v i ce w i t h o t he r S t a t e o f Hawa i i depa r t men t s , subs t i t u t e

t each i ng , and t each i ng i n o t he r schoo l sys t ems .

2 . I f t he r e i s a t i e i n t he app l i ca t i on o f t o t a l DOE se r v i ce , t he

second c r i t e r i on t o be cons i de r ed i s con t i nuous se r v i ce t i me i n

t he schoo l .

3 . I f t he r e i s a t i e i n t he app l i ca t i on o f con t i nuous schoo l se r v i ce

t i me , t he t h i rd c r i t e r i on t o be cons i de r ed i s con t i nuous se r v i ce

t i me w i t h i n t he d i s t r i c t whe r e t he s t a f f r educ t i on i s occur r i ng .

4 . I f t he r e i s s t i l l a t i e , t he pr i nc i pa l or adm i n i s t r a t or sha l l use

a neu t r a l me t hod , such as f l i p o f a co i n , t o br eak t he t i e .

C . Sen i or i t y f or Proba t i ona r y Teache r s

I n t he app l i ca t i on o f sen i or i t y , proba t i ona r y t eache r s sha l l be r anked

by proba t i ona r y s t a t us (P- 4 , P- 3 , P- 2 , P- 1 , P- 0) .

V I . SEQUENT I AL PROCESS OF I MPLEMENT I NG STAFF REDUCT I ON PROCEDURES

A . The pr i nc i pa l or adm i n i s t r a t or sha l l de t e rm i ne t he a r ea whe r e t he

r educ t i on i s t o be made ; i . e . , sub j ec t ma t t e r f i e l d i n a seconda r y

schoo l and a r ea o f spec i a l t y i n an adm i n i s t r a t i ve un i t . E l emen t a r y

t eache r s a r e K- 6 ce r t i f i ca t ed . DO NOT OVERLOOK t h i s f ac t or .
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I n t he seconda r y schoo l s , t he mas t e r schedu l e and s t uden t r eg i s t r a t i on

a r e f ac t or s wh i ch may de t e rm i ne t he a r ea ( s ) whe r e r educ t i on i s necessa r y .

Reduc t i on o f adm i n i s t r a t i ve un i t pos i t i ons w i l l be cons i de r ed i n t he same

f ash i on as sub j ec t ma t t e r f i e l ds i n t he seconda r y schoo l s . Spec i a l i s t

a r eas , such as counse l or s , l i br a r i ans , spec i a l educa t i on , e t c . , a r e

cons i de r ed as " sub j ec t ma t t e r " f i e l ds i n schoo l s .

B . **The pr i nc i pa l or adm i n i s t r a t or sha l l ask f or vo l un t ee r s when s t a f f

r educ t i on occur s . I n ac t ua l s t a f f r educ t i on , no vo l un t ee r i ng i s

pe rm i t t ed i f t he r e a r e TTAA ' s i n t he i den t i f i ed a r ea o f r educ t i on .

1 . Those who vo l un t ee r mus t be f rom t he sub j ec t depa r t men t , spec i a l t y

a r ea , e t c . , i nvo l ved i n s t a f f r educ t i on .

2 . I f t he r e a r e mor e vo l un t ee r s t han t he numbe r o f t eache r s t o be

r educed , pr i or i t y ca t egor y and sen i or i t y w i t h i n pr i or i t y

ca t egor y w i l l be t he bas i s t o de t e rm i ne wh i ch t eache r ( s ) w i l l

be pe rm i t t ed t o vo l un t ee r t o be s t a f f r educed . Teache r s i n

Pr i or i t y Ca t egor y I w i l l be pe rm i t t ed t o vo l un t ee r be f or e t eache r s

i n Pr i or i t y Ca t egor y I I , and t eache r s i n Pr i or i t y Ca t egor y I I w i l l

be pe rm i t t ed t o vo l un t ee r be f or e t eache r s i n Pr i or i t y Ca t egor y I I I ,

e t c . The mor e sen i or t eache r s i n each pr i or i t y ca t egor y w i l l be

pe rm i t t ed t o vo l un t ee r be f or e o t he r t eache r s i n t he same pr i or i t y

ca t egor y w i t h l ess sen i or i t y .

C . ** I f t he r e a r e no vo l un t ee r s , t he pr i nc i pa l sha l l de t e rm i ne who mus t l eave

t he schoo l by f i r s t cons i de r i ng t eache r s w i t h l i m i t ed t e rm ass i gnmen t s ,

s t a r t i ng w i t h t hose ho l d i ng t he l owes t pr i or i t y (Pr i or i t y V be f or e

Pr i or i t y I V , Pr i or i t y I V be f or e Pr i or i t y I I I , e t c . ) . Teache r s w i t h

Tempor a r y Teach i ng Agr eemen t s have no sen i or i t y f or s t a f f r educ t i on

purposes .
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Reduc t i on o f t enur ed t eache r s w i t h r egu l a r ass i gnmen t s sha l l be ca r r i ed

ou t on l y a f t e r i t i s de t e rm i ned t ha t t he r e i s no t eache r w i t h a l i m i t ed

t e rm ass i gnmen t who can be r educed . Reduc t i on o f t eache r s w i t h i n pr i or i t y

ca t egor i es sha l l be ca r r i ed ou t t hrough t he app l i cab l e sen i or i t y process

spec i f i ed i n Pa r agr aphs V- B and V- C .

D . A t enur ed t eache r who i s s t a f f r educed may choose t o r ea l i gn , a t t ha t

schoo l , i n o t he r a r eas o f ce r t i f i ca t i on . Howeve r , such a t eache r sha l l

no t d i sp l ace ano t he r t enur ed t eache r who has h i ghe r pr i or i t y / sen i or i t y .

A t eache r who vo l un t ee r s t o be s t a f f r educed vo l un t ee r s t o be r educed

f rom t he schoo l and , t he r e f or e , does no t have t he r i gh t t o r ea l i gn i n

o t he r a r eas o f ce r t i f i ca t i on .

** I MPORTANT : The concep t o f ac t ua l r educ t i on and pro j ec t ed r educ t i on shou l d be

app l i ed when i mp l emen t i ng pa r agr aphs " B " and " C " above . Pr i or i t y r i gh t s f or

emp l oyees w i t h l i m i t ed t e rm ass i gnmen t s app l y on l y i f such emp l oyees ho l d schoo l

s t a t us a t t he t i me when s t a f f r educ t i on t akes e f f ec t . Gene r a l l y , i f t he r educ t i on

i s t o t ake e f f ec t f or a subsequen t schoo l yea r , (pro j ec t ed s t a f f r e uc t i on ,

t eache r s w i t h t empor a r y con t r ac t s and t eache r s w i t h t empor a r y ass i gnmen t s wou l d

no t have schoo l s t a t us and , t he r e f or e , do no t pa r t i c i pa t e i n t he r educ t i on process

1 . A t eache r w i t h Tempor a r y Teache r ' s Appo i n t men t Agr eemen t (TTAA)
i s a t empor a r y t eache r and i s a l ways t he f i r s t t o be r educed . I f

necessa r y such a t eache r may be t e rm i na t ed pr i or t o t he exp i r a t i on
da t e o f con t r ac t .

2 . A proba t i ona r y t eache r i s a l so a t empor a r y t eache r and i s r educed

pr i or t o any t enur ed t eache r .

3 . A t enur ed t eache r w i t h a t empor a r y ass i gnmen t (Pr i or i t y I I I ) ho l ds
schoo l s t a t us on l y dur i ng t he pe r i od o f such t empor a r y ass i gnmen t .

V I I . SPEC I AL PROCEDURES FOR STAFF REDUCT I ON AS A RESULT OF DEPARTMENT D I RECTED
ACT I ONS , - SUCH AS CONSOL I DAT I ON OF SCH OL

�

RED I STR I CT I NG . MOVEM NT O
CL SSE

�

ONE R MORE GRADE LEVELS FROM ON SCHOOL

�

ANOTHER . -

�

EN I NG
W

A .

�

I n t hese s i t ua t i ons , because t he cond i t i ons a r e t he r esu l t o f depa r t men t

d i r ec t ed ac t i ons , a t eache r who i s i nvo l ved i n t he s t a f f r educ t i on :

1 .

�

W i l l be pe rm i t t ed and w i l l have f i r s t pr i or i t y t o move w i t h

s t uden t s t o t he new schoo l or schoo l s t ha t a r e d i r ec t l y i nvo l ved ,

prov i ded vacanc i es a r e ava i l ab l e . i n seconda r y schoo l movemen t s ,

sub j ec t ma t t e r w i l l be cons i de r ed as i n o t he r s t a f f r educ t i on or

ass i gnmen t s i t ua t i ons .

0



I f t he r educed t eache r chooses no t t o move t o any schoo l i nvo l ved

a l ong w i t h t he s t uden t s , t he t eache r w i l l be p l aced i n t he poo l

o f unass i gned s t a f f r educed t eache r s .

2 . W i l l ca r r y t he app l i cab l e schoo l sen i or i t y ga i ned i n t he f orme r

schoo l t o t he new schoo l t ha t i s d i r ec t l y a f f ec t ed by t he

Depa r t men t ' s ac t i on .

3 . W i l l no t be ab l e t o ca r r y ove r any schoo l sen i or i t y acc rued a t

t he f orme r schoo l i f t he t eache r i s p l aced i n t he poo l o f unass i gned

s t a f f r educed t eache r s .

8 . The f o l l ow i ng spec i a l cond i t i ons app l y when conso l i da t i on o f schoo l s

occur :

1 . Each o f t he schoo l s i nvo l ved , i f necessa r y , w i l l go abou t r educ i ng

i t s r espec t i ve s t a f f s ( i f t h i s be t he case ) based on pro j ec t ed

enro l l men t f i gur es . The r ema i n i ng f acu l t y membe r s o f t he i nvo l ved

schoo l s w i l l t hen be conso l i da t ed t o f orm one s t a f f .

2 .

�

I f mor e t eache r s need t o be added t o t he schoo l i mmed i a t e l y a f t e r

conso l i da t i on , t hose t eache r s who we r e r educed f rom t he schoo l s

i nvo l ved w i l l be g i ven f i r s t cons i de r a t i on f or t hose pos i t i ons .

The t eache r s w i t h t he mos t sen i or i t y i n t he Depa r t men t o f Educa t i on

w i l l have f i r s t cho i ce o f pos i t i ons , or t hey may choose t o r es i n

s t a f f r educed . I f a l l o f t he s t a f f r educed t eache r s can be

accommoda t ed , t hose t eache r s who we r e s t a f f r educed f rom t he i r

r espec t i ve schoo l s have t he cho i ce o f be i ng p l aced a t t he new

schoo l or o f r ema i n i ng as s t a f f r educed t eache r s .

3 . Once a t eache r moves i n t o t he new schoo l as a r esu l t o f conso l i da t i on ,

t ha t t eache r w i l l have a l l app l i cab l e schoo l se r v i ce a t t he f orme r

schoo l coun t ed as se r v i ce t i me i n t he new schoo l .
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4 . A t eache r s t a f f r educed as a r esu l t o f conso l i da t i on w i l l be

cons i de r ed an unass i gned t eache r i n t he d i s t r i c t and w i l l be

t r ea t ed i n t he same manne r as o t he r unass i gned , s t a f f r educed

t eache r s .

V I I I . ASS I GNMENT OF STAFF REDUCED AND D I STR I CT UNASS I GNED TEACHERS

A . P l acemen t o f S t a f f Reduced Teache r s

Wheneve r t he r e a r e s t a f f r educed or d i s t r i c t unass i gned t eache r s ,

t he d i s t r i c t sha l l con f e r w i t h t hem t o exp l a i n t he me t hod o f

ass i gn i ng such t eache r s . A l l d i s t r i c t supe r i n t enden t s a r e r espons i b l e

f or r eass i gn i ng s t a f f r educed or d i s t r i c t unass i gned t eache r s w i t h i n

t he i r own d i s t r i c t . I f r eass i gnmen t w i t h i n t he d i s t r i c t i s no t

poss i b l e , t hen t hese t eache r s w i l l be cons i de r ed f or p l acemen t i n

o t he r d i s t r i c t s .

A t eache r who i s s t a f f r educed or a f f ec t ed by o t he r adm i n i s t r a t i ve

ac t i on may subm i t , i f he / she so des i r es , a pr e f e r r ed l i s t o f no t mor e

t han t hr ee (3) schoo l s , t hr ee (3) geogr aph i c a r eas w i t h i n h i s d i s t r i c t ,

and / or d i s t r i c t s t o h i s / he r d i s t r i c t pe r sonne l o f f i ce r w i t h i n seven (7)

ca l enda r days . Th i s t eache r sha l l have pr i or i t y f or a vacan t pos i t i on

i n h i s / he r a r ea o f ce r t i f i ca t i on ove r l ess sen i or t enur ed t eache r s i n

s i m i l a r s i t ua t i ons . I f pr e f e r ence o f p l acemen t i s i n ano t he r d i s t r i c t ,

t h i s t eache r i s t o be cons i de r ed a f t e r a l l unass i gned t enur ed t eache r s

i n t ha t d i s t r i c t have been p l aced .

Eve r y r easonab l e a t t emp t sha l l be made t o p l ace such a d i sp l aced t eache r

i n one o f h i s / he r pr e f e r r ed a r eas i f vacanc i es a r e ava i l ab l e , bu t i f t he

t eache r f a i l s t o accep t any bona f i de o f f e r made by t he Depa r t men t by

Augus t 1s t o f any schoo l yea r , t he Depa r t men t t he r ea f t e r sha l l have

t he r i gh t t o ass i gn such t eache r t o an appropr i a t e vacancy .
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8 . Reass i gnmen t t o Or i g i na l Schoo l

S t a f f r educed t eache r s sha l l be r eass i gned t o t he i r or i g i na l schoo l based

on pr i or i t y ca t egor y and sen i or i t y .

1 . Any t enur ed t eache r who was s t a f f r educed and ass i gned dur i ng t he

summe r mon t hs t o ano t he r schoo l sha l l be r eass i gned t o t he t eache r ' s

or i g i na l schoo l shou l d a vacancy occur be f or e Sep t embe r 1 .

2 . I f , be f or e Sep t embe r 1 , one vacancy appea r s i n a schoo l bu t t wo

or mor e t eache r s have been s t a f f r educed f rom t ha t schoo l , t hen

t he t eache r s sha l l be r eass i gned based on t he f o l l ow i ng pr i or i t y :

a . Non - vo l un t ee r s who he l d r egu l a r ass i gnmen t s by sen i or i t y

( t eache r w i t h t he h i ghes t sen i or i t y i s r eass i gned f i r s t ) .

b . Non - vo l un t ee r s who he l d LTA- V i ce ass i gnmen t s by sen i or i t y .

c . Vo l un t ee r s who he l d LTA- V i ce ass i gnmen t s by i nve r se sen i or i t y

( t eache r w i t h t he l eas t sen i or i t y i s r eass i gned f i r s t ) .

d . Vo l un t ee r s who he l d r egu l a r ass i gnmen t s by i nve r se sen i or i t y .

NOTE : A t t he t i me o f r eass i gnmen t , t eache r s who we r e non - vo l un t a r i l y

s t a f f r educed may t hen vo l un t ee r t o be r educed prov i ded t ha t

t he r e i s a non - vo l un t a r i l y s t a f f r educed t eache r o f l essor

pr i or i t y / sen i or i t y ava i l ab l e f or r eass i gnmen t .

3 . Schoo l and D i s t r i c t Re t r ea t R i gh t s

a . Schoo l Re t r ea t R i gh t s

Any t enur ed t eache r who was i nvo l un t a r i l y s t a f f r educed and

ass i gned t o ano t he r schoo l dur i ng t he summe r mon t hs may be

o f f e r ed t he oppor t un i t y t o r e t urn t o h i s / he r f orme r schoo l

i f an appropr i a t e vacancy shou l d occur on or a f t e r Sep t embe r 1

(dur i ng t he Sep t embe r Ad j us t men t Pe r i od ) . Such o f f e r s sha l l be

made based on t he f o l l ow i ng pr i or i t y :

1) Teache r s who he l d r egu l a r ass i gnmen t s by sen i or i t y .

2) Teache r s who he l d LTA- V i ce ass i gnmen t s by sen i or i t y .

Teache r s who vo l un t ee r t o be s t a f f r educed do no t have schoo l r e t r ea t

5700 - 31
r i gh t s .



. b . D i s t r i c t Re t r ea t R i g h t s 0
Any t enur ed (d i s t r i c t unass i gned or s t a f f r educed ) t eache r

who i s p l aced i n ano t he r d i s t r i c t unde r t he prov i s i ons o f

Pa r agr aph V I I - A may be o f f e r ed t he oppor t un i t y t o r e t urn t o

h i s / he r f orme r d i s t r i c t i f an appropr i a t e vacancy shou l d occur

on or a f t e r Sep t embe r 1 (dur i ng t he Sep t embe r Ad j us t men t Pe r i od ) .

Th i s d i s t r i c t r e t r ea t r i gh t i s subord i na t e t o schoo l r e t r ea t

r i gh t s , and any sen i or i t y p l acemen t r i gh t s he l d by o t he r s t a f f

r educed or d i s t r i c t unass i gned t eache r s . Teache r s who vo l un t ee r

t o be p l aced ou t s i de t he d i s t r i c t do no t have d i s t r i c t r e t r ea t

r i gh t s .

c . Te rm i na t i on o f Re t r ea t R i gh t s

Schoo l or d i s t r i c t r e t r ea t r i gh t s t e rm i na t e upon t he exp i r a t i on

o f t he Sep t embe r Ad j us t men t Pe r i od .

C . SUMMARY

A f t e r a t eache r i s s t a f f r educed ou t o f a schoo l , t he d i s t r i c t i s r espons i b l e

f or p l ac i ng t he t eache r i n h i s / he r pa r t i cu l a r f i e l d somewhe r e i n t he d i s t r i c t

based on sen i or i t y . I f an appropr i a t e pos i t i on i s no t ava i l ab l e i n t he

d i s t r i c t , t he t eache r w i l l be p l aced i n an appropr i a t e pos i t i on somewhe r e

i n t he S t a t e . I f no such vacancy ex i s t s i n t he S t a t e , t he l eas t sen i or

t eache r i n t he S t a t e i n t ha t pa r t i cu l a r f i e l d w i l l be " d i sm i ssed " i n

accordance w i t h H . R . S . 297 - 11 t o make room f or t he t eache r .



MEMORANDUM OF UNDERSTAND I NG
BETWEEN

STATE OF HAWA I I
BOARD OF EDUCAT I ON

AND
HAWA I I GOVERNMENT EMPLOYEES ASSOC I AT I ON

(SCHOOL / COMMUN I TY BASED MANAGEMENT PROGRAM)

Th i s Memor andum o f Unde r s t and i ng i s en t e r ed i n t o t h i s 8d day

o f _ - . 1991 by and be t ween t he S t a t e o f Hawa i i ,

Boa rd o f Educa t i on , he r e i na f t e r r e f e r r ed t o as t he Boa rd , and t he

Hawa i i Gove rnmen t Emp l oyees Assoc i a t i on , AFSCME , Loca l 152 , AFL -

C I O , he r e i na f t e r ca l l ed t he Un i on .

The Boa rd and t he Un i on be l i eve t ha t t he mos t e f f ec t i ve dec i s i ons

a r e t hose made c l oses t t o t he po i n t o f i mp l emen t a t i on . Such

dec i s i ons acknow l edge t ha t schoo l adm i n i s t r a t or s have a r i gh t and

an ob l i ga t i on t o pa r t i c i pa t e ac t i ve l y i n open d i a l ogue whe r e

i ssues a r e pr esen t ed , de f i ned , d i scussed and r eso l ved .

To i mp l emen t t h i s ph i l osophy , t he Boa rd and t he Un i on agr ee t o t he

f o l l ow i ng :

A . A Schoo l / Commun i t y - Based Managemen t (SCBM) sys t em

assumes a co l l abor a t i ve , sha r ed dec i s i on - mak i ng process

and was es t ab l i shed f or i mp l emen t a t i on beg i nn i ng w i t h

t he 1989 - 1990 schoo l yea r . The SCBM process sha l l be

gove rned by t he cur r en t SCBM Gu i de l i nes .

B .

�

The un i on sha l l be prov i ded t wo (2) cop i es o f a l l SCBM
documen t s and r e l a t ed ma t e r i a l s f or each schoo l .

C .

�

A s t a t e comm i t t ee t o be ca l l ed t he SCBM Excep t i on Rev i ew

Comm i t t ee sha l l be es t ab l i shed .

1 . Th i s comm i t t ee sha l l be composed o f t wo (2)
r epr esen t a t i ves appo i n t ed by t he Un i on and t wo (2)
r epr esen t a t i ves appo i n t ed by t he Boa rd .

2 . Th i s Comm i t t ee sha l l es t ab l i sh i t s own ru l es o f

ope r a t i on and procedur es .

3 . Th i s Co i hm i t t ee sha l l r ev i ew and approve schoo l s '
excep t i on r eques t s t o t he Ba rga i n i ng Un i t 06

Agr eemen t , i nc l ud i ng ma t t e r s

�

i ncorpor a t ed by
r e f e r ence t o t he Agr eemen t .

�

These excep t i on
r eques t s may be a pa r t o f t he schoo l s ' i n i t i a l
approved Proposa l t o I mp l emen t or may be subm i t t ed
subsequen t t o t he approva l o f t he Proposa l t o
i mp l emen t .
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HGEA SCBM Memor andum o f Unde r s t and i ng

D .

�

Excep t i ons t o t he Ba rga i n i ng Un i t 06 Agr eemen t sha l l be
approved by bo t h pa r t i es .

1 .

�

Any excep t i ons gr an t ed t o t he Ba rga i n i ng Un i t 06
Agr eemen t sha l l be f or no t mor e t han t wo (2) schoo l
yea r s and may be r enewed by t he SCBM Excep t i on
Rev i ew Comm i t t ee .

2 .

3 . Prope r l y processed r eques t s f or excep t i ons wh i ch
t h i s Comm i t t ee gr an t s sha l l no t be sub j ec t t o t he
Gr i evance Procedur e

�

as

�

prov i ded

�

f or

�

i n t he
Ba rga i n i ng Un i t 06 Agr eemen t f or t he dur a t i on o f
t he excep t i ons .

E .

�

The pa r t i es agr ee t o mee t no l a t e r t han May 30 o f each
yea r f or t he purpose o f assess i ng , eva l ua t i ng and
mod i f y i ng t he procedur es t o adm i n i s t e r r eques t s f or
excep t i ons .

Th i s Memor andum o f Unde r s t and i ng sha l l be f or t he pe r i od beg i nn i ng
on t he day and yea r f i r s t wr i t t en above , and sha l l end June 30 ,
1993 .

S t a t e o f Hawa i i

�

Hawa i i Gove rnmen t
Boa rd o f Educa t i on

�

Emp l oyees Assoc i a t i on

S t a t e o f Hawa i i

�

Hawa i i Gove rnmen t
Emp l oyees Assoc i a t i on

S t a t e o f Hawa i i
Boa rd o f Educa t i on
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The excep t i ons gr an t ed sha l l be app l i cab l e on l y t o
t he schoo l subm i t t i ng t he excep t i on r eques t .
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HGEA SCBM Memor andum o f Unde r s t and i ng

S t a t e o f Hawa i i
Depa r t men t o f Educa t i on

I t s Supe r i n t ended

S t a t e o f Hawa i i
Depa r t men t o f Educa t i on



i s , Memor andum o f Unde r s t and i ng i s en t e r ed i n t o t h i s LY2day o f
'

�

1994 by and be t ween t he S t a t e o f Hawa i i , Boa rd o f Educa t i on ,
he r e i na f t e r r e f e r r ed t o as t he Boa rd , and t he Hawa i i S t a t e Teache r s
Assoc i a t i on , he r e i na f t e r r e f e r r ed t o as t he Assoc i a t i on .

Memor andum o f Unde r s t and i ng Be t ween
t he S t a t e o f Hawa i i Boa rd o f Educa t i on and

t he Hawa i i S t a t e Teache r s Assoc i a t i on
(Hawa i i Depa r t men t o f De f ense Na t i ona l Gua rd M i l i t a r y

You t h Progr am (Cha l l enge Progr am) )

The Boa rd and t he Assoc i a t i on agr ee t ha t ba rga i n i ng un i t 5 membe r s may
pa r t i c i pa t e i n t he Hawa i i Depa r t men t o f De f ense Na t i ona l Gua rd M i l i t a r y
You t h Progr am , he r e i na f t e r r e f e r r ed t o as t he Cha l l enge Progr am i n
accordance w i t h t he f o l l ow i ng .

1 .

�

Each ba rga i n i ng un i t 5 membe r se l ec t ed by t he Na t i ona l Gua rd t o
pa r t i c i pa t e i n t he Cha l l enge Progr am sha l l en t e r i n t o a spec i a l l eave o f
absence con t r ac t w i t h t he Depa r t men t o f Educa t i on i n accordance w i t h
t he f o l l ow i ng :

a .

�

The ba rga i n i ng un i t 5 membe r sha l l be p l aced on l eave w i t h
pay f or t he f u l l schoo l yea r or por t i on t he r eo f i n t he even t t ha t a
t eache r beg i ns pa r t i c i pa t i on a f t e r t he s t a r t o f t he schoo l yea r .
Th i s l eave may be ex t ended on a yea r - t o - yea r bas i s sub j ec t t o
t he approva l o f t he Depa r t men t .

b .

�

- The ba rga i n i ng un i t 5 membe r sha l l be gr an t ed r e t urn r i gh t s
and ea r l y r e t urn f rom l eave r i gh t s i n accordance w i t h
Depa r t men t a l procedur es .

c .

�

The ba rga i n i ng un i t 5 membe r sha l l con t i nue t o ea rn and acc rue
r egu l a r sa l a r y , hea l t h f und bene f i t s , se r v i ce and r e t i r emen t
c r ed i t s , and s i ck l eave bene f i t s as i f t he ba rga i n i ng un i t membe r
we r e i n h i s or he r r egu l a r t each i ng pos i t i on .

�

-

2 .

�

I n t he even t t ha t a ba rga i n i ng un i t membe r does no t r epor t t o and
pa r t i c i pa t e i n t he Cha l l enge Progr am as or i g i na l l y agr eed t o or does
no t r e t urn t o t he Depa r t men t o f Educa t i on upon be i ng r e l eased ea r l y
f rom t he Cha l l enge Progr am by t he Na t i ona l Gua rd , t he t eache r may
be p l aced on l eave w i t hou t pay f rom t he da t e he or she was t o r epor t t o
or was r e l eased f rom t he Cha l l enge Progr am and t he ba rga i n i ng un i t
membe r sha l l be r equ i r ed t o r e i mbur se t he Depa r t men t o f Educa t i on
f or t ha t pe r i od o f l eave w i t h pay and t ha t l eave sha l l be ad j us t ed t o
l eave w i t hou t pay .
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Memor andum o f Unde r s t and i ng
Na t i ona l Gua rd M i l i t a r y You t h Progr am (Cha l l enge Progr am)

3 .

�

Wh i l e pa r t i c i pa t i ng i n t he Cha l l enge Progr am t he ba rga i n i ng un i t
membe r sha l l be unde r t he d i r ec t i on , supe r v i s i on and con t ro l o f t he
Hawa i i Na t i ona l Gua rd wh i ch sha l l have au t hor i t y ove r a l l progr am
r equ i r emen t s and wor k i ng cond i t i ons .

a .

�

O t he r t han f or t he i nd i v i dua l ba rga i n i ng un i t membe r ' s r egu l a r
sa l a r y , t he ba rga i n i ng un i t membe r pa r t i c i pa t i ng i n t he
Cha l l enge Progr am sha l l no t be en t i t l ed t o any supp l emen t a r y
pay d i f f e r en t i a l s , r eca l l pay , or o t he r compensa t i on , bene f i t s or
c r ed i t s a r i s i ng f rom h i s or he r pa r t i c i pa t i on i n t he Cha l l enge
Progr am or due t o t he Cha l l enge Progr am ' s non - t r ad i t i ona l
wor k hour s , wor k days , wor k yea r , wor k ass i gnmen t s , wor k i ng
cond i t i ons or f or o t he r r easons assoc i a t ed w i t h t he Cha l l enge
Progr am .

b .

�

Ba rga i n i ng un i t membe r s sha l l d i r ec t a l l ques t i ons or conce rns
r ega rd i ng Cha l l enge Progr am ac t i v i t i es and wor k i ng cond i t i ons
t o t he Na t i ona l Gua rd .

4 .

�

When f i l l i ng vacanc i es o f t hose ba rga i n i ng un i t membe r s se l ec t ed t o
pa r t i c i pa t e i n t he Cha l l enge Progr am , t he Depa r t men t sha l l f o l l ow
es t ab l i shed procedur es and s t r i ve t o f i l l such vacanc i es w i t h
appropr i a t e l y ce r t i f i ed r ep l acemen t s .

The prov i s i on o f t h i s Memor andum sha l l no t be pr eceden t se t t i ng .

Th i s Memor andum o f Unde r s t and i ng sha l l exp i r e on June 30 , 1995 .

S t a t e o f Hawa i i

�

Hawa i i S t a t e Teache r s Assoc i a t i on
Boa rd o f Educa t i on

Cha i rpe r son , Boa rd o f Educa t i on

S t a t e o f Hawa i i
Boa rd o f Educa t i on

Membe r , Boa rd o f Educa t i on Nego t i a t i ons Spec i a l i s t



% l emor anduen o f Unde r s t and i ng
Na t i ona l Cua rd M i l i t a r y You t h Progr am (Cha l l enge Progr am)

S t a t e o f Hawa i i
Boa rd o f Educa t i on

~ , r JS t t 1

Membe r , Boa rd o f Educa t i on
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M[EMORANDUM OF UNDERSTAND I NG
BETWEEN STATE OF HAWA I I BOARD OF EDUCAT I ON AND

HAWA I I STATE TEACHERS ASSOC I AT I ON
(Ea r l y Tr ans f e r Progr am)

Th i s Memor andum o f Unde r s t and i ng i s en t e r ed i n t o t h i s 12 t hy o f Semembe r , 1994 by and

be t ween t he S t a t e o f Hawa i i , Boa rd o f Educa t i on , he r e i na f t e r r e f e r r ed t o as t he Boa rd , and t he Hawa i i

S t a t e Teache r s Assoc i a t i on , he r e i na f t e r r e f e r r ed t o as t he Assoc i a t i on .

The Assoc i a t i on and t he Boa rd agr ee t hem i s a need t o conduc t t eache r ass i gnmen t and t r ans f e r ac t i v i t i es

f or t he 1995 - 9b schoo l yea r i n ea r l y Novembe r 1994 . Bo t h pa r t i es an t i c i pa t e t ha t a l a rge numbe r o f

t eache r s w i l l pa r t i c i pa t e i n t he prov i s i ons o f Ac t 212 , SLH 1994 by no t i f y i ng t he Depa r t men t o f

Educa t i on by Oc t obe r 1 , 1994 o f t he i r r e t i r emen t .

Based on a sha r ed conce rn t o f i l l t he l a rge numbe r o f an t i c i pa t ed t eache r vacanc i es t ha t w i l l be c r ea t ed

w i t h t he i mp l emen t a t i on o f a spec i a l ea r l y r e t i r emen t i ncen t i ve bonus progr am , t he pa r t i es have agr eed

t o mod i f y t he t eache r ass i gnmen t and t r ans f e r progr am on a one - t i me on l y bas i s . Excep t as he r e i n
spec i f i ca l l y mod i f i ed , a l l prov i s i ons o f Ar t i c l e V I I - Ass i gnmen t s and Tr ans f e r s and Append i x V I -

Memor andum o f Unde r s t and i ng (Expe r i men t a l Tr ans f e r Progr am) sha l l app l y . A l l t r ans f e r s

consumma t ed unde r t h i s Ea r l y Tr ans f e r Progr am sha l l be e f f ec t i ve Augus t 30 , 1995 .

spec i f i ca l l y , t he pa r t i es agr ee t o mod i f y Sec t i on G . , sub - sec t i ons 1 . , 2 . , and 3 . o f Ar t i c l e V I I -

W l ss i gnmen t s and Tr ans f e r s o f t he Mas t e r Agr eemen t and t he prov i s i ons o f Append i x V I , Memor andum

o f Unde r s t and i ng (Expe r i men t a l Tr ans f e r Progr am) as f o l l ows .

1 .

�

The r e sha l l be on l y t wo pos t i ng announcemen t s . Vacanc i es r esu l t i ng f rom t eache r s subm i t t i ng

t he Depa r t men t ' s Form 190 - Sepa r a t i on F rom Se r v i ce , i nd i ca t i ng r e t i r emen t on June 30 , 1995
and pos i t i ons occup i ed by non - t enur ed t eache r s ho l d i ng Tempor a r y Teach i ng Appo i n t men t
Agr eemen t s w i l l be pos t ed Oc t obe r 31 - Novembe r 7 , 1994 .

Vacanc i es r esu l t i ng f rom t he f i r s t pos t i ng w i l l be pos t ed Decembe r 5 - 9 , 1994 .

2 .

�

A l l proba t i ona r y t eache r s w i l l r ema i n i n t he i r r espec t i ve pos i t i ons un l ess s t a f f r educed or
d i sp l aced by a r e t urn i ng i ncumben t .

3 .

�

A l l t enur ed t eache r s and proba t i ona r y 3 and 4 t eache r s who w i l l sa t i s f ac t or i l y comp l e t e t he i r

proba t i on a t t he end o f t he cur r en t schoo l yea r may subm i t t he Form 101b - Teache r Reques t

For Tr ans f e r / I n t r a - Schoo l Reass i gnmen t t o t he Pr i nc i pa l / Supe r v i sor o f vacanc i es l i s t ed on t he
pos t i ng announcemen t s .

4 .

�

Rema i n i ng vacanc i es no t f i l l ed by t r ans f e r s w i l l be f i l l ed i n accordance w i t h t he cur r en t

" Gu i de l i nes f or F i l l i ng Vacan t Teache r Pos i t i ons . "

The Schoo l Poo l Tr ans f e r pe r i od w i l l be f rom May 1 - 14 , 1995 . On l y t enur ed t eache r s may
pa r t i c i pa t e i n new vacanc i es known a t t h i s t i me . To pa r t i c i pa t e , t enur ed t eache r s need t o subm i t

a comp l e t ed Form 101 - Poo l , Teache r Reques t f or Schoo l Poo l Tr ans f e r accord i ng t o t he

i ns t ruc t i ons prov i ded on t he f orm .
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MEMORANDUM OF UNDERSTAND I NG BETWEEN STATE OF HAWA I I

BOARD OF EDUCAT I ON AND HAWA I I STATE TEACHERS ASSOC I AT I ON

( F " Tr ans f e r Progr am)

b .

�

A schoo l pr e - sc r een i ng comm i t t ee may be f ormed t o r ev i ew r eques t s f or t r ans f e r t o schoo l s w i t h
l a rge numbe r s o f app l i can t s f or pos t ed vacanc i es . Rev i ews t o sc r een app l i can t s w i l l be based
on pos i t i on / ass i gnmen t r equ i r emen t s and r espons i b i l i t i es as i den t i f i ed by t he pr i nc i pa l / supe r v i sor

o f t he vacanc i es . The schoo l pr e - sc r een i ng comm i t t ee w i l l r ecommend an appropr i a t e numbe r
o f app l i can t s t o be i n t e r v i ewed by t he pr i nc i pa l l supe r v i sor . Schoo l s o f " h i gh demand " w i l l be
j o i n t l y pr ede t e rm i ned by t he Assoc i a t i on and t he O f f i ce o f Pe r sonne l Se r v i ces .

7 .

�

Unde r cur r en t s t a t u t e , t eache r s may r esc i nd t he i r app l i ca t i on f or r e t i r emen t . Howeve r , t o
pr even t d i s l oca t i on o f pe r sonne l who have f i l l ed vacan t t eache r pos i t i ons , a t eache r who r esc i nds
h i s t he r r e t i r emen t no t i ce w i l l be r e t urned t o t he or i g i na l schoo l i f a pos i t i on i s ava i l ab l e . I f a
pos i t i on i s no t ava i l ab l e , t he t eache r w i l l ga i n d i s t r i c t unass i gned s t a t us and w i l l be ass i gned
appropr i a t e l y t o ex i s t i ng vacanc i es .

Th i s Memor andum o f Unde r s t and i ng sha l l exp i r e on June 30 , 1995 .

S t a t e o f Hawa i i

�

Hawa i i S t a t e Teache r s Assoc i a t i on
Boa rd o f Educa t i on

Cha i rpe r son

Boa rd o f Educa t i on

Boa rd Meanbe r

Boa rd o f Educa t i on

i

ch i e f N t tBoa rd Membe r ego i aor

Depa r t men t o f Educa t i on

57aa - ax



Th i s Memor andum o f Agr eemen t i s en t e r ed i n t o t h i s / 0 day o f

�

, 1994 by and

be t ween t he S t a t e o f Hawa i i , Boa rd o f Educa t i on , he r e i na f t e r " r e f e r r ed t o a t he Boa rd ,l -� and t he

Hawa i i Gove rnmen t Emp l oyees Assoc i a t i on , AFSCME , Loca l 152 , AFL - C I O , he r e i na f t e r

r e f e r r ed t o as t he Un i on .

The pa r t i es mu t ua l l y agr ee t o mod i f y Sec t i on G . o f Ar t i c l e 12 - Tenur e , i n t he ba rga i n i ng un i t

06 1993 - 95 Con t r ac t Agr eemen t . The mod i f i ca t i ons he r e i n app l y t o on l y t hose unde r s t and i ngs

r e l a t i ve t o Ar t i c l e 12 , Sec t i on G . and a r e l i m i t ed t o on l y t en - mon t h educa t i ona l o f f i ce r s whose

e f f ec t i ve da t e o f proba t i ona l appo i n t men t beg i ns on Sep t embe r 1 .

I t i s mu t ua l l y agr eed t ha t t he t en - mon t h educa t i ona l o f f i ce r whose e f f ec t i ve da t e o f proba t i ona l

appo i n t men t i s Sep t embe r 1 sha l l be e l i g i b l e t o app l y f or , r eques t , or be cons i de r ed f or vo l un t a r y

movemen t t o ano t he r t en - mon t h educa t i ona l o f f i ce r pos i t i on pr i or t o Sep t embe r I o f t he new

schoo l yea r , prov i ded t ha t t he educa t i ona l o f f i ce r :

1 .

�

Comp l e t es t he cur r en t schoo l yea r ; and

2 .

�

Rece i ves an ove r a l l sa t i s f ac t or y or be t t e r pe r f ormance r a t i ng f or t ha t cur r en t

schoo l yea r by May 1 .

Th i s Memor andum o f Agr eemen t sha l l be f or t he pe r i od beg i nn i ng t he day and yea r f i r s t wr i t t en

above , and sha l l end June 30 , 1995 .

S t a t e o f Hawa i i

�

Hawa i i

�

Gove rnmen t

�

Emp l oyees

Boa rd or Educa t i on

�

Assoc i a t i i

�

AFSCME , Loca l 152 ,
AFLrC -

Cha i r , Boa rd o f Educa t i on

Boa rd o f Educa t i on

a r

Depa r t men t o f Educa t i on

Memor andum o f Agr eemen t
Be t ween - -

S t a t e o f Hawa i i Boa rd o f Educa t i on and
Hawa i i Gove rnmen t Emp l oyees Assoc i a t i on

(Mod i f i ca t i on o f Ar t i c l e 12 , Sec t i on G )
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STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P. O . BOX 2360

HONOLULU . HAWA I I 96804

AFF I DAV I T FOR
DR I VER EDUCAT I ON CERT I F I CATE

I ,
addr ess i s
and t eaches a t

( schoo l )

ce r t i f y t ha t i have a dr i v i ng r ecord f r ee f rom r epea t ed ( t wo or mor e ) acc i den t expe r i ences and
r epea t ed t r a f f i c l aw v i o l a t i ons (pa r k i ng v i o l a t i ons exc l uded ) w i t h i n t he pas t f i ve (5) yea r s .

I have a va l i d Hawa i i dr i ve r ' s l i cense :

The above s t a t emen t s made by me a r e t rue , comp l e t e a
and be l i e f and a r e made i n good f a i t h .

Subsc r i bed and sworn t o be f og
day o f

19

No t a r y Pub l i c ,
Jud i c i a l C i r cu i t , S t a t e o f Hawa i i

My comm i ss i on exp i r es :

whose r es i dence

(D i s t r i c t )

c t t o t he bes t o f my know l edge

S i gna t ur e



Pe r sonne l Form 703a (Rev - 9174) , TAC 74 - 8506

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P. O . BOX 2360
HONOLULU , HAWA I I 96804

AGREEMENT FOR EXCHANGE

AGREEMENT BETWEEN THE DEPARTMENT OF EDUCAT I ON AND

FOR AN EXCHANGE

Th i s agr eemen t en t e r ed i n t o t h i s

�

day o f

�

, 19

�

, by and

be t ween t he Depa r t men t o f Educa t i on , S t a t e o f Hawa i i , by

Supe r i n t enden t , Depa r t men t o f Educa t i on , he r e i na f t e r r e f e r r ed t o as " Depa r t men t " ,

and

�

-

W I TNESSETH :
WHEREAS , t he Depa r t men t o f Educa t i on i s au t hor i zed t o es t ab l i sh cond i t i ons f or
t he exchange o f t eache r s and educa t i ona l o f f i ce r s ; a

pos i t i on f or t he schoo l yea r

DEPARTMENT AGREES :

2 . To pay one round
a r e ava i l ab l e and r
poss i b l e .

3 . To r eass i gn h i m / he r t 6 - 6 i ` i / he r pr esen t schoo l and pos i t i on a t t he end o f t he
exchange pe r i od , prov i ded t ha t t he exchangee qua l i f i es f or such a gua r an t ee .

EMPLOYEE AGREES :

1 . To comp l e t e t he r equ i r emen t s o f t he exchange progr am w i t h i n t he ac t i ve da t es o f
t he exchange pe r i od even t hough t r anspor t a t i on f a r e i s no t ava i l ab l e f rom t he
S t a t e .

2 . To keep t he Depa r t men t o f Educa t i on i n f ormed abou t h i s / he r p l ans f or t he subse -
quen t schoo l yea r f o l i ow i ng t he exchange .

The pa r t i es t o t h i s agr eemen t do a f f i x t he i r s i gna t ur es as o f t he day and yea r f i r s t above
wr i t t en .

DATED :

�

, HAWA I I ,

�

1 19 -

Supe r i n t enden t , Depa r t men t o f Educa t i on

Emp l oyee

STATE OF HAWA I I

prov i ded t ha t such budge t ed f unds
be made t o t he exchangee as soon as

D I STR I BUT I ON : OR I G I NAL (Wh i t e ) - O f f i ce o f Pe r sonne l Se r v i ces , COPY (Cana r y ) - O f f i ce o f Bus i ness Se r v i ces . COPY (P i nk ) - Emp l oyee

5800 - 3



STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P . O. BOX 2360
HONOLULU . HAWA I I 96804

Pe r sonne l Form 703b . 2182 . RS 82 - 2340 { Rev . o f RS 81 - 1839)

TH I S AGREEMENT , made and en t e r ed t h i s

�

day o f

19 - , by and be t ween t he Depa r t men t o f Educa t i on , S t a t e o f Hawa i i (he r e i na f t e r " Hawa i i DOE " )

and

W I TNESSES THAT :

WHEREAS , t he Hawa i i DOE i s au t hor i zed t o con t r ac t f or t he exchange o f t eache r s and educa t i ona l o f f i ce r s ,

and
WHEREAS ,
i s au t hor i zed t o con t r ac t f or t he exchange o f t eache r s and educa t i ona l o f f i ce r s , and

WHEREAS , bo t h pa r t i es des i r e t o en t e r i n t o an exchange agr eemen t f or t he schoo l yea r

NOW , THEREFORE , t he pa r t i es mu t ua l l y agr ee as f o l l ows :

Exchange :

�

A t eache r / educa t i ona l o f f i ce r emp l oyed

o f f i ce r emp l oyed by

w i l l exchange du t i es f or t he

Te rm : The t e rm o f t h i s agr ee
un l ess ea r l i e r t e rm i na t ed b

2 .

3 .

4 .

5 .

6 .

7 .

Qua l i f i ca t i ons : The
agr eemen t sha l l be eq
sha l l be ce r t i f i ca t ed t o

Ce r t i f i ca t es : Ce r t i f i ca t e

i DOE and a t eache r / educa t i ona l

ona l o f f i ce r s exchanged unde r t h i s
t eache r s or educa t i ona l o f f i ce r s exchanged

y sha l l be r ecogn i zed and honor ed by t he o t he r pa r t y .

Compensa t i on :

�

No comp~ ~ w i l l be pa i d on t he bas i s o f t h i s agr eemen t . Teache r s and edu -

ca t i ona l o f f i ce r s i nvo l ved i n

�

I T15 ' s exchange w i l l con t i nue t o be compensa t ed by t he pa r t y by whom

t he t eache r or educa t i ona l o f f i ce r was pr ev i ous l y compensa t ed , i . e . t he home schoo l sys t em . Com-

pensa t i on i nc l udes bu t i s no t l i m i t ed t o sa l a r i es , soc i a l secur i t y , unemp l oymen t con t r i bu t i ons ,

wor ke r ' s compensa t i on , t empor a r y d i sab i l i t y i nsur ance , t axes , t r ave l , r e t i r emen t or o t he r bene f i t s .

On or be f or e June 30 , 19 - , each pa r t y sha l l pr esen t a b i l l o f cos t s t o t he o t he r pa r t y f or t he

h i r i ng o f subs t i t u t es when t he exchange t eache r or educa t i ona l o f f i ce r i s absen t .

Supe r v i s i on and Eva l ua t i on : Each pa r t y sha l l supe r v i se t he exchange t eache r or educa t i ona l

o f f i ce r unde r t he ru l es and r egu l a t i ons app l i cab l e t o t eache r s or educa t i ona l o f f i ce r s o f t he schoo l

t o wh i ch ass i gned .

Each pa r t y sha l l eva l ua t e t he pe r f ormance o f t he exchange t eache r or educa t i ona l o f f i ce r and sha l l

subm i t a r epor t t o t he o t he r pa r t y on or be f or e June 30 , 19

Coope r a t i on : Each pa r t y sha l l i mmed i a t e l y i n f orm t he o t he r o f any d i f f i cu l t i es t ha t may a r i se

unde r t h i s agr eemen t . The pa r t i es sha l l mu t ua l l y and coope r a t i ve l y a t t emp t t o r eso l ve such

d i f f i cu l t i es .

Supe r i n t enden t
Depa r t men t o f Educa t i on
S t a t e o f Hawa i i

Supe r i n t enden t

Schoo l D i s t r i c t

C i t y / Coun t y , S t a t e 5800 - 5



FORM 500 . Rev . 1185
RS BS- 7795 (Rev . o f AS BA- 709a )

AMENDMENT TO APPO I NTMENT AGREEMENT

TO FAC I L I TATE PURCHASE OF TAX SHELTERED ANNU I TY PROGRAM

The ex i s t i ng Appo i n t men t Agr eemen t da t ed '� be t ween t he Depa r t men t o f

Educa t i on , he r e i na f t e r r e f e r r ed t o as " Depa r t men t " and
(Name o f Emp l oyee )

he r e i na f t e r r e f e r r ed t o as t he " Emp l oyee " , i s he r eby amended as f o l l ows :

1 .

�

The bas i c mon t h l y compensa t i on o f t he Emp l oyee sha l l be r educed by t he amoun t o f $

commenc i ng on

�

, 19 - , un t i l t he Emp l oyee r evokes or amends t h i s Agr eemen t i n

wr i t i ng.

2 .

�

The Depa r t men t agr ees t o app l y t o t he
(Name o f Company )

f or an annua ! pr em i um on t he Tax She l t e r ed Annu i t y Progr am f or Emp l oyee

wh i ch a mon t h l y con t r i bu t i on o f $ w i l l pur chase . The Depa r t men t agr ees t o make t he

pr em i um paymen t s so l ong as t h i s Agr eemen t i s i n f or ce , i n cons i de r a t i on f or t he se r v i ces be i ng pe r f ormed by

t he Emp l oyee ; prov i ded , howeve r , t ha t such pr em i um paymen t s sha l l no t a t any t i me exceed Emp l oyee ' s

. , exc l us i on a l l owance " as t ha t t e rm i s de f i ned unde r t he prov i s i ons o f Sec t i on 403 I b f (2) 1 RC 1954 .

3 . Emp l oyee r e l eases a l l r i gh t s , pr esen t and f u t ur e , t o r ece i ve any or a l l o f t he amoun t s t o be used by t he

Depa r t men t as pr em i um paymen t s i n any o t he r f orm excep t as r i gh t m i gh t acc rue unde r t he Tax

She l t e r ed Annu i t y Progr am .

I N W I TNESS WHEREOF , t he pa r t i es have execu t ed t h i s Am

day o f

�

119

- For t eache r s and ce r t i f l ca t ed educa t i ona l o f t l cee o f cur r en t Apoo l n t men t Agr eeY l en t

For C l ass i f i ed emp l oyees . w t i t e on beg i nn i ng da t e 0 emp l OYMe r t w i t h Depa r t men t .

Wh i t e - S t s t e Comp t ro l l e r I Can t r e l Pay ro l l )

�

Cans r y - Agen t s COPY

�

P i nk - Emp l oyee ' s F i f e Copy

�

Go l denrod - Emp l oyee ' s Copy

STATE OF HAWA I I

�

SALARY ASS I GNMENT / CANCELLAT I ON

DEPAPTMENT

DEPARTMENT OF EDUCAT I ON

I CER1ay THA I I W I I L AB I DE By THE REGLUA l I ON SEE
THE REVERSE S I DE OF I R I S APP l 11CA1LON

DATE

DEPARTMENT OF EDUCAT I ON

STATE OF HAWA I I

Hono l u l u

De t ach He r e

I HE SUM OF , . . . . . . . . . . . . S

�

THE FoRS I

MONTH AND . . . . __ . . . S

�

THEREAFTER

PERCENT EACH MONTH

MY NE t WAGES

END I NG

�

AS OF

WHEN MY COMM I TMENT OFS

f aONTN / DAY

�

YEAR

OR UPON RECE I PT OF My ASS i G NMENT C A NCELLA T I ON

OUT ( ` F Ar4r COMPENSAT I ON
FROM I . , E S I A l t OF HAWA I I
BEG I NN I NG AS OF

S t a t e Accoun t i ng Form D - W
May 1 . 1970

P i nk - Emp l oyee ' s F i l e Copy

�

Go l denrod - Emp l oyees Copy
5800 - 7



Form 435a , Rev i sed 9 / 86

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

APPL I CAT I ON FORM FOR EXTRA COMPENSAT I ON FOR I NTRAMURAL SUPERV I SORS

Schoo l

�

Schoo l Yea r

D i s t r i c t

S t a t e Fund Accoun t i ng Code

Schoo l Fund Accoun t i ng Code

(See A l l oca t i on Adv i ce f or Accoun t i ng Codes )

I f schoo l empl oys ONE supe r v i sor :

NAME

�

SOC I AL SECUR I TY NO

�

STATE FUND

�

SCHOOL FUND

$47 . . 00

APPROVED .

Mon t hs t o be pa i d

PR I NC I PAL

�

DATE

�

D I STR I CT SUPER I NTENDENT

�

DATE

NOTE :

�

I ns t ruc t i ons on Reve r se S i de

~k3N
Q

' E~ . ' _
a

�

a ~ f ox

F~ ~ t
" ~ GO t n SP~ , ( a t ea"

~ca~
I TY NO .

�

STATE FUND

�

SCHOOL FUND

$36 . 00

$36 . 00

OFF I CE OF PERSONNEL SERV I CES

�

DATE

D I STR I BUT I ON (6 Cop i es ) : ( I ) PauroZZ O f f i ce ; (2) Pe r sonne l O f f i ce ; (3) D i s t r i c t O f f i ce :
(4) S t a t e Comp t ro l l e r ; (5) Schoo l ; (6) O f f i ce o f I ns t ruc t i ona l Se r v i ces , A t h l e t i cs

5800 - 9



PROGRAM REQU I REMENTS :

1 .

�

Regu l a t i on #5204

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

I NTRAMURAL PROGRAM

( a ) " Ex t r a compensa t i on i s l i m i t ed t o h i gh schoo l s and o t he r schoo l s w i t h
enro l l men t o f a t l eas t 100 (Sep t embe r enro l l men t ) i n gr ade 7 and above
wh i ch conduc t yea r - round i n t r amur a l progr ams a t l eas t t w i ce a week
a f t e r r egu l a r schoo l hour s . " The compensa t i on f or t he supe r v i sor
pe r mon t h i s :

1)

�

I f schoo l emp l oys ONE supe r v i sor - - $41 m i n i mum (S t a t e Funds on l y )
- - $71 max i mum ($41 S t a t e Funds + Schoo l Funds ) .

2)

�

I f schoo l emp l oys TWO supe r v i sor s - - $36 each , m i n i mum (S t a t e Funds on l y )
- - $61 each , max i mum ($36 S t a t e Funds + Schoo l s Funds ) .

(b ) An i nd i v i dua l MAY NOT r ece i ve a h i gh schoo l coach a l l o t men t AND an
i n t r amur a l supe r v i sor a l l o t men t concur r en t l y .

2 .

�

Requ i r emen t s o f T i t l e I X Educa t i on Amendmen t proh i b i t i ng sex d i sc r i m i na t i on i n
i n t r amur a l s mus t be adhe r ed t o .

( a ) The r egu l a t i on proh i b i t s sex d i sc r i m i na t i on i n t he h i r i ng o f t he
i n t r amur a l supe r v i sor .

(b ) The i n t r amur a l ac t i v i t i es mus t mee t t he i n t e r es t s o f bo t h sexes and
prov i de t hem w i t h access t o spor t s i n wh i ch t hey d i sp l ay an i n t e r es t .
S t uden t s may no t be exc l uded on t he bas i s o f sex f rom pa r t i c i pa t i on i n

t he i n t r amur a l ac t i v i t i es .

3 .

�

AP- l i ca t i on f or Ex t r a Compensa t i on f or I n t r amur a l

To be made ou t i n sex t up l i ca t e . P l ease comp l e t e i n f orma t i on and subm i t ALL
cop i es t o t he D i s t r i c t Supe r i n t enden t by Sep t embe r 15 . The D i s t r i c t O f f i ce
w i l l f orwa rd ALL cop i es t o Pe r sonne l O f f i ce f or approva l and d i s t r i bu t i on .

Type t he FULL NAME o f t he supe r v i sor t o r ece i ve compensa t i on i n t he space

prov i ded . Changes i n supe r v i sor CANNOT be made dur i ng t he yea r w i t hou t
pr i or approva l f rom t he D i s t r i c t Supe r i n t enden t . Use Form 435E f or changes

4 .

�

Fo l l ow- Up Repor t Form

Subm i t a wr i t t en r epor t us i ng Form PE - 1178 i n June on ac t i v i t i es conduc t ed ,
numbe r o f pa r t i c i pan t s by ac t i v i t i es , prob l ems encoun t e r ed and pos i t i ve
occur r ences t o t he D i s t r i c t O f f i ce f or subm i t t a l t o Phys i ca l Educa t i on ,
O f f i ce o f I ns t ruc t i ona l Se r v i ces .

The f o l l ow- up r epor t w i l l be d i s t r i bu t ed t o schoo l s i n Apr i l .



9

0 -0 -

E
" r

x

E

a

+ - 0

a

o

+ "+

a

�

O
U

On

Q

J r . .
O O

tu u
V1 N

w
w o
x
F - a
o

- ¢ i

ax
CDV

7
O - - - - » O O O

N N N

O

N

~r r 1

F

I

- h T1 h

~ X11 . O

a r .
Y Y

N
. .
c . ~

a.
4 l

_~7 06 71 d r~ 41 r. . ~ t 0
. r - m ~" . Y ~ L . 1 Y La Y m Y

m° v v
Om

. . y
c~

. . 7v
m

- c~
c . W

Q
" r D

r . ic L .
- 4

+J
c

Y .
a a c

Y
" "+

r J
c

N r a
x

G
D

' CY +~ +~u D
L '
- 4 D

. ,
a

mom

N mG l mC1 mC) mp m4 l mN mo0 m¢~ mao o~ - r~ m_m m m_m
S 4 2 d S Z ¢ 2 Q UJ j 7 O O m

aG »
Y
O

L .
O

Y
O

i "
D

Y
O

Y
O

I s
D

Y
O

Y
O " " " ~

+J
U

+J
U

+J
U

IJ
U

+~
O l

Y
O

Y
a

Y
O

Q d d d N 7 7 9 j U

0) G7 W G l
! r
H

C l
41

+
" . q

c
C

. " . +
c

. . + '

. . 1
N N N N I ! 1 h r ) n n G 0 G G d

z
Lm N

. , Nn~v+ . c hma . a oo a~ ~
N

4 .n, .°- .

5800 - 11

N

L
a

EN

u

r

uaNr V Ia
L U Al 0 . r " r

u
Oa N

N
O b

ro C~°
u w o

~n a ~ N

N L U

Z r L
W r y

M ^ p N a

1 N . y
O U O. . J LU C. 7 d +~J E 4 -
d O O

v ~ r - a
z z 0

Z
o
U

a o u
41 0 a

L
F - u r ~

W
+. + U 4 -
NN O

Q
N

~G U
O

^^^
y

S W G
A
~

O
Q wv

GO U

d LZ N

a

4J =

d c3,
H F - ~ - - ~
N I Y 2

N
CJ
U 4 }

C
d ~
W O

b
L.
amU V) a

s
C)

c
o

c a "~ ~ oQ

.
u. .

a p
V v l

4 . . r
"
^

4 - ~ Z7
J
d. a

r L
~ DJ
+ t ea

4 - 04 -
w- O
O~

a
L
a

p
V

w
y Q

r C V
r Q r

41
C
a

r (V °Ny a
L v
v " r

` J1 L N
ro a " r

. 0

aaa ~

4) a )
r a r ,

aar~

U

~

=
a
r O l O

ob i

0

C
O

y
+ - 1 N
v v

ac Om
pO

r
~

L+1N
Nay

V7 O
" rO Z

00 _ u
O O + - + N [ ' r ) Cy +) v r~ . p Lcn UL

o f O " " a 4 - s O. ~ rn " " - a u vN aL ~ 7 a L ~
a 4 l O L do



Pe r sonne l Form 701 (Rev . 9 / 74) , TAC 74 - 85A2

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P . 0 . 6RX 2360
HONOLULU , HAWA I I 96804

APPL I CAT I ON FOR I N - SERV I CE
" B " CRED I T ACT I V I TY

(Subm i t Th i r t y Wor k i ng Days Be f or e Beg i nn i ng o f Ac t i v i t y )

DATE :

T i t l e o f Ac t i v i t y (T i t l e shou l d be desc r i p t i ve . A p l an ' or sy l l abus MUST be a t t ached ) : T

Name and T i t l e o f Leade r / Sponsor / D i r ec t or (Mus t be DOE emp l oyee )

Name and T i t l e o f I ns t ruc t or ( s )

Da t es o f Ac t i v i t y :

P l ace o f ac t i v i t y :

Name o f group or pe r son pa r t i c i pa t i ng i

ac t i v i t y ) :

An t i c i pa t ed cos t o f ac t i v i t y .

�

t o be pa i d by S t a t e f unds :

�

Fede r a l f unds :

�

To t a l :

To t a l Numbe r o f " B " Cr ed i t s Approved :
(No Cr ed i t f or Pa r t i a l Comp l e t i on o f Ac t i v i t i es ) u

16 - hour ac t i v i t y = 112 " B " c r ed i t

32 - hour ac t i v i t y - 1 " B " c r ed i t

i i n mu l t i p l es o f 16 hour s . )

Schoo l , sc i ence t eache r s o f X d i s t r i c t , or emp l oyee i n a se l f - d i r ec t ed

Da t e

Da t e

' The a t t ached p l an mus t i nc l ude t he f o l l ow i ng :

�

(1) Purpose ; (2) Spec i f i c ob j ec t i ves ; (3) Ac t i v i t i es t o ach i eve ob j ec t i ves ;

(4) T i me schedu l e , da t es and hour s ; (5) Eva l ua t i on t echn i que t o asce r t a i n success o f t h i s ac t i v i t y .

D i e t r i bu t l on : WH I TE - O f f i ce o f Pe r amne l Swv l cn . CANARY - App l i can t , P I NK - D I M l c t , GO~OENROD - Pr i nc i pa l
5800 - 13

Recommend Recommend
Approva l F ] D i sapprova l

D i s t r i c t Supe r i n t enden t , D i s t r i c t Coord i na t or
f or Con t i nu i ng Educa t i on or Ass i s t an t Supe r i n t enden t

Approved 7 D i sapproved
Supe r i n t enden t



APPL I CAT I ON FOR I N - SERV I CE
" Br r CRED I T FOR EDUCAT I ONAL TRAVEL

P l aces t o be v i s i t ed (Mus t be ou t s i de t he S t a t e o f Hawa i i ) - (P l ans mus t be a t t ached ' ! :

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P . o . Box 2360
HONOLULU . HAWA I I 86804

Pe r sonne l Form 702 (Rev . 8174)
TAC 74 - 8504

Recommend

Approva l

Approva l

Approved

D i sapprova l

D i sapprova l

D i sapproved

To t a l Numbe r o f " B " Cr ed i t s Approved :

Pr i nc i pa l

O l a r r i bu t l i n . W141TE - o f f i ce o f Peneonno l Se r v i ces . CANARY - Schoo l

D i s t r i c t Supe r i n t enden t

Supe r i n t enden t

Da t e

Da t e

Da t e

' P l ans mus t i nc l ude t he f o l l ow i ng :

�

(1) Purpose o f t r ave l ; (2) Spec i f i c ob j ec t i ves r e l a t ed t o j ob ; (3) Educa t i ona l ac t i v i t i es

p l anned t o ach i eve t he spec i f i c ob j ec t i ves ; 14) Numbe r o f days f or each educa t i ona l ac t i v i t y ; (5) I t i ne r a r y - da t es and p l aces

i n sequence .

" I f an app l i can t enro l l s i n a Un i ve r s i t y t r ave l t our and r ece i ves Un i ve r s i t y c r ed i t s , he i s NOT e l i g i b l e f or Depa r t men t " B " c r ed i t s .

5800 - 15

8 t o 20 days - 112 " B " c r ed i t
21 t o 30 days - 1 " B " c r ed i t
31 t o 40 days - 1 112 " B "
Ove r 40 days - 2 "B "



PERSONNEL FORM 400a . Rev . 9 / 7 5 . TAC 75 - 9967

APPL I CAT I ON FOR LEAVE OF ABSENCE Soc . Sec . No .

STATE OF HAWA I I Sch . or Sub - D i v . Code
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SESV I CES Type o f Leave Code
P. O . BOX 2360

HAWA I I 96804_ HONOLULU , Ba rga i n i ng Un i t Code

USE BALL PO I NT PEN OR TYPEWR I TER . I NSURE THAT I NFORMAT I ON I S CLEAP ON ALL COP I ES .

SECT I ON I . EMPLOYEE I NFORMAT I ON

l . Name 2 . Ma i l i ng Addr ess S t r ee t
Las t , F i r s t M i dd l e I n i t i a l Num t se r

3 . Home Te l ephone No . C i t y S t a t e Z i p Code

SECT I ON 11 . LEAVE REQUEST AND APPROVAL ACT I ON (Comp l e t e appropr i a t e subsec t i on be l ow)

1 . I he r eby r eques t LEAVE W I TH PAY cha rged t o
Type o f Leave

f or t he ca l enda r pe r i od as f o l l ows :

F rom t o No . o f
Mon t h Day Yea r Mon t h Day Yea r

Wor k i ng Days

2 . 1 he r eby r eques t LEAVE WSTHOUT PAY f or t he purpose o f _
S l a t e Type o f Leave

f or wor k i ng days / mon t hs f or t he ca l enda r pe r i l Day Yea rN
t o SQ~GG ,qGO~ , ea~ l eave? Yes No

Mon t h Day , ~d& 40K
S t a t e r eason ( s ) f or l eave (Appen ' Coxo P

S i gned '
Emp l oyee Da t e Schoo l o f O f f i ce

Recommend : 0 Approva l F / D i sapprova l © Approved 0 D i sapproved

S i gned : S i gned :
Pr i nc i pa l / i mmed i a t e Supe r v i sor D i s t r i c t Supe r i n t enden t

Da t e : Da t e :

SECT I ON I l l . DOCTOR ' S STATEMENT (Comp l e t e when r eques t i ng l eave f or hea l t h r easons )

i s unde r my ca r e . I r ecommend t ha t he / she be excused f rom du t y
Name o f Emp l oyee

f or_ days / mon t hs . l 9
Da t e Exam i ned Phys i c i an ' s S i gna t ur e

I NSTRUCT I ONS :
1 . A l l l eave r eques t s shou l d s t a t e r easons and pe r t i nen t de t a i l s mus t be c l ea r l y s t a t ed .

2 . The Doc t or ' s S t a t emen t ( above ) mus t be comp l e t ed when r eques t i ng l eave w i t hou t pay f or hea l t h r easons .

3 . I f l eave i s asked because o f se r i ous i l l ness or dea t h i n t he i mmed i a t e f am i l y , t he name , r es i dence , and t he exac t r e l a t i onsh i p mus t

be g i ven and i n add i t i on ( i f f or se r i ous i l l ness i n t he i mmed i a t e f am i l y ) , a s t a t emen t c l ea r l y se t t i ng f or t h t he i mpe r a t i ve need o f t he4 t eache r ' s pr esence a t t he beds i de mus t accompany t he l eave r eques t .

ROUT I NG :
1 . Emp l oyee subm i t s a l l cop i es and ve r i f y i ng a t t achmen t ( s ) t o pr i nc i pa l or i mmed i a t e supe r v i sor .

2 . Pr i nc i pa l
D i s t r i c t

or i mmed i a t e supe r v i sor a f t e r approva l r ecommenda t i on subm i t s a l l cop i es and ve r i f y i ng a t t achmen t s ) t o

Supe r i n t enden t .
3 . D i s t r i c t Supe r i n t enden t a f t e r approva l ac t i on d i s t r i bu t es as f o l l ows :

WH I TE w i t h ve r i f y i ng documen t ( s ) t o O f f i ce o f Pe r sonne l Se r v i ces : P I NK t o D i s t r i c t ; GOLDENROD t o Schoo l ; BLUE t o Emp l oyee ;

and CANARY t o schoo l f or subm i t t a l t o Pay ro l l . 5800 - 17



The f o l l ow i ng a r e prov i ded as gene r a l i n f orma t i on :

GENERAL I NFORMAT I ON

Emp l oyees a r e adv i sed t o r ev i ew t he spec i f i c r egu l a t i ons and procedur es i n t he Schoo l Code t o
unde r s t and t he t e rms , cond i t i ons , and emp l oyee r espons i b i l i t i es t ha t app l y t o t he i r l eave s i t ua t i ons .

A . Respons i b i l i t y Wh i l e on Leave

1 . Keeps t he Depa r t men t i n f ormed o f i n t en t t o r e t urn by subm i t t i ng a Form 101 when r eques t ed
or by wr i t i ng d i r ec t l y t o t he Depa r t men t ( schoo l pr i nc i pa l or d i s t r i c t pe r sonne l o f f i ce r ) a t l eas t
90 days pr i or t o t he exp i r a t i on da t e o f h i s / he r l eave .

2 . Keeps t he Depa r t men t i n f ormed o f cur r en t l eave addr ess t o i nsur e t ha t he / she r ece i ves a l l
cor r espondence sen t t o h i m / he r by t he Depa r t men t .

3 . I n i t i a t es d i r ec t mon t h l y paymen t ( s ) t o ma i n t a i n Hea l t h Fund Bene f i t s as r equ i r ed dur i ng l eaves
o f absence w i t hou t pay .

B . Reques t i ng Ea r l y Re t urn F rom Leave (Re f e r ence : Regu l a t i on #5400)

Emp l oyee . mus t subm i t wr i t t en r eques t t o t he O f f i ce o f Pe r sonne l Se r v i ces spec i f y i ng t he f o l l ow i ng
i n f orma t i on :

1 . Da t e o f ava i l ab i l i t y .
2 . Accep t ab l e l oca t i ons .
3 . Pr esen t pe r i od o f l eave (beg i nn i ng and end i ng da t e ) .
4 . Schoo l f rom wh i ch l eave was t aken .
5 . Teach i ng spec i a l t y ( e l emen t a r y , seconda r y . Eng l i sh , e t c . ) .
6 . Pr esen t t e l ephone numbe r and addr ess .

Add i t i ona l l y , i t r eques t i ng ea r l y r e t urn f rom l eave w i t hou t pay f or hea l t h r easons , subm i t s med i ca l
exam i na t i on ( Form 132 , Phys i ca l Exam i na t i on o f Emp l oyee ) .

C. Fa i l ur e t o Re t urn t o Du t y

Un l ess add i t i ona l l eave i s gr an t ed . an emp l oyee who f a i l s t o r e t urn t o se r v i ce upon exp i r a t i on o f
h i s / he r l eave w i l l be t e rm i na t ed . A l l gua r an t ee r i gh t s a r e f or f e i t ed upon t e rm i na t i on .



Schoo l l O f f i ce

app l y f or a l eave o f absence as f o l l ows :

A . W I TH PAY , cha rged t o

�

f or t he ca l enda r pe r i od :
Type o f Leave

No . o f

�

Approva l
Mon t h Day Yea r Mon t h Day Yea r Hour s I n i t i a l

F rom

F rom

F rom .

F rom

F rom

F rom

F rom

F rom

�

t o

Wor k Week Code

B . W I THOUT PAY , f or t he purpose o f

�

f or
Type o f Leave

hour s f or t he ca l enda r pe r i od f rom

�

t o
Mon t h Day Yea r

�

Mon t h Day Yea r

0 Doc t or ' s ce r t i f i ca t e a t t ached f or s i ck l eave or l eave w i t hou t pay f or i l l ness o f 5 or mor e days .

APPL I CAT I ON FOR Soc . Sec . No .

LEAVE OF ABSENCE Sch . or Sub - D i v . Code mType o f Leave Code

Ba rga i n i ng Un i t Code L .~
DEPARTMENT OF EDUCAT I ON
Form DOE . G - 1 (Rev . 6 / ea l RS Br - 6743 (Rev . o f TAC 77 - 3558)

Da t e

NAME : Las t , F i r s t , M i dd l e i n i t i a l Pos i t i on / T i t l e

S i gna t ur e o f Emp l oyee

Approved (Vaca t i on / s i ck l eave on l y )
ORecommend Approva l (o t he r pa i d l eaves or LWOP)

D i sapproved (A l l Leaves )
Da t e Pr i nc i pa l / Supe r v i sor

0 , pproved (Pa i d l eave / LWOP- 30 days or l ess )
. 1ecommend Approva l (LWOP- mor e t han 30 days )

D i sapproved (A l l Leaves )
Da t e Ass i s t an t / D i s t r i c t Supe r i n t enden t

Approved
D i sapproved 5808 - 19

Da t e Supe r i n t enden t or Des i gnee



TYPES OF LEAVE
Codes

10
12
14
15
16

20
21
22
29

30
31
32
33
34
35
36
38
39
40
41

50
70
80

90

Desc r i p t i on

S I CK LEAVE
Wor ke r s Compensa t i on
I l l ness (Regu l a r S i ck Leave )
Ex t r a S i ck Leave - Tempor a r y D i sab i l i t y I nsur ance
Ex t r a S i ck Leave - Au t hor i zed by Depa r t men t Head
Pe r sona l Leave - Cha rged t o S i ck Leave

VACAT I ON LEAVE
Vaca t i on Leave
Wor ke r s ' Compensa t i on - Cha rged t o Vaca t i on Leave
Pe r sona l Leave - Cha rged t o Vaca t i on Leave
For f e i t ur e

OTHER LEAVES W I TH PAY
Fune r a l Leave (3 days )
M i l i t a r y Leave
Pr e - I nduc t i on Leave
Adm i n i s t r a t i ve Leave
D i sas t e r Leave
Qua r an t i ne Leave
Symphony Leave
Ac t i v i t i es Sponsor ed by Depa r t men t
Jur y or W i t ness Du t y
Dea t h i s I mm i nen t Leave (Ce r t i f i ca t ed On l y - 3 days )
Fune r a l Leave f or Re l a t i ve - No t I mmed i a t e Fam i l y

(Ce r t i f i ca t ed On l y - 1 day )
Compensa t or y T i me O f f
Re l ease T i me
O t he r - Spec i f y

LEAVE W I THOUT PAY (CLASS I F I ED )
Leave W i t hou t Pay :

Un i on Bus i ness
Pur sue Cour se o f I ns t ruc t i on
Resea r ch
I mprov i ng Ab i l i t y and I nc r eas i ng F i t ness
Ex t ended Vaca t i on f or Tr ave l , Res t or Rec r ea t i on
De l ay P l anned Layo f f
Loan t o Ano t he r Gove rnmen t
En t e r i ng U . S . EOA Se r v i ce
I l l ness
Dea t h i n Fam i l y
I ndus t r i a l I n j ur y

Seek i ng Po l i t i ca l O f f i ce
Pe r sona l Bus i ness o f Eme rgency Na t ur e
Emp l oymen t a t S t a t e Leg i s l a t ur e
Pr e - Na t a l Ca r e , Ch i l d Ca r e , Ch i l d Adop t i on
U . S . M i l i t a r y Se r v i ce
W i t ness (Ou t s i de Emp l oymen t or Pe r sona l Bus i ness )
Fune r a l or Dea t h Ou t s i de t he S t a t e
Tempor a r y Cessa t i on o f Norma l Ope r a t i ons
Tempor a r y I n t e rgove rnmen t a l Ass i gnmen t

ROUT I NG I NSTRUCT I ONS
A . Emp l oyee

Subm i t t wo (2) cop i es t o i mmed i a t e supe r v i sor

B . Pr i nc i pa l / Supe r v i sor
1 . Vaca t i on and s i ck l eave - approves / d i sapproves ( as au t hor i zed ) .

I f approved , sends or i g i na l t o Pay ro l l Sec t i on and r e t a i ns copy f or f i l es .
2 . O t he r l eaves w i t h or w i t hou t pay - r ecommends approva l or d i sapproves .

I f approva l r ecommended , f orwa rds t wo cop i es t o t he D i s t r i c t or Ass i s t an t Supe r i n t enden t .
17 i a i r i e r / Asa i a t am Rur r r i n t anAan t
1 . Pa i d l eaves - approves / d i sapproves.

I f approved , r e t urns bo t h cop i es t o or i g i na t i ng o f f i ce .
2 . Leaves w i t hou t pay f or 30 days or l ess - approves / d i sapproves.

I f approved , sends or i g i na l t o C l ass i f i ed Pesonne l Sec t i on and r e t urns copy t o t he or i g i na t i ng
3 . Leaves w i t hou t pay f or mor e t han 30 days - r ecommends approva l or d i sapproves .

I f approva l r ecommended , sends t wo cop i es t o t he C l ass i f i ed Pe r sonne l Sec t i on .

D . Supe r i n t enden t f or Au t hor i zed Repr esen t a t i ve )
Leaves w i t hou t pay f or mor e t han 30 days - approves l d i sapproves .

I t approved . r e t urns bo t h cop i es t o t he O f f i ce o f Pe r sonne l Se r v i ces.
5800 - 20

HOW TO COMPLETE WORK WEEK CODE '

For a l l Leave W i t hou t Pay ac t i ons , en t e r a t hr ee - d i g i t a l phame r i c
code t o i den t i f y t he emp l oyee ' s schedu l ed days o f f f or each
wor k week i n t he a f f ec t ed pay pe r i od . Use t he f o l l ow i ng s t eps t o
de t e rm i ne t he app l i cab l e code :

1 . De t e rm i ne t he pay pe r i od ( f i r s t - ha l f i s t he f i r s t day o f t he
mon t h t o t he f i f t een t h day o f t he mon t h ; and second - ha l l i s
t he s i x t een t h day o f t he mon t h t o t he l as t day o f t he mon t h )
i n wh i ch t he ac t i on be i ng t aken becomes e f f ec t i ve .

2 . The f i r s t d i g i t o f t he t hr ee d i g i t code s i gn i f i es t he schedu l ed
days o f f f or t he f i r s t f u l l wor k week i n t he a f f ec t ed pay
pe r i od . Thus , t he second d i g i t i s t he f o l l ow i ng week and
t he t h i rd d i g i t i s t he t h i rd week :

EXAMPLE :

�

f
1s t week i n pay pe r i od
2nd week i n pay pe r i od
3rd week i n pay pe r i od

NOTE :

�

When t he f i r s t day o f t he pay pe r i od does no t f a l l on t he
f i r s t day o f t he wor k week , r epor t t he schedu l ed days o f f f or t he
en t i r e week (Sunday t hrough Sa t urday ) .

Use comb i na t i ons o f t he f o l l ow i ng wor k week codes :

Code

�

Schedu l ed Days O f f
1

�

. . . . . . . . . . . . . Sa t urday - Sunday
2 . . . . . . . . . . . . . Sunday - Monday
3 . . . . . . . . . . . . . Monday - Tuesday
4 . . . . . . . . . . . . . Tuesday - Wednesday
5 . . . . . . . . . . . . . Wednesday - Thur sday
6 . . . . . . . . . . . . . Thur say - F i i day
7 . . . . . . . . . . . . . F r i day - Sa t urday
A . . . . . . . . . . . . . Monday - Wednesday
B . . . . . . . . . . . . . Monday - Thur sday
C . . . . . . . . . . . . . Monday - F r i day
D . . . . . . . . . . . . . Monday - Sa t urday
E . . . . . . . . . . . . . Tuesday - Thur sday
F . . . . . . . . . . . . . Tuesday - F r i day
G . . . . . . . . . . . . . Tuesday - Sa t urday
* . . . . . . . . . . . . . Tuesday - Sunday
I . . . . . . . . . . . . . . Wednesday - F r i day
J . . . . . . . . . . . . . Wednesday - Sa t urday
K . . . . . . . . . . . . . Wednesday - Sunday
L . . . . . . . . . . . . . Thur sday - Sa t urday
* . . . . . . . . . . . . . Thur sday - Sunday
* . . . . . . . . . . . . . F r i day - Sunday

o f f i ce f or f i l es .



PERSONNEL FORM 104

1 .
2 .
3 .
4 .
5 -
6 .a -

SUBM I T TO APPROPR I ATE D I STR I CT OFF I CE (See r eve r se s i de )

Gr ade l eve l s you a r e qua l i f i ed t o t each (Numbe r accord i ng t o pr e f e r ence )

(

�

) Pr i ma r y (K- 3)

�

(

�

) Uppe r E l em . (4 - 6)

�

(

�

) I n t e rmed i a t e (7 - 9)

E l emen t a r y or seconda r y sub j ec t s you a r e qua l i f i ed t o t each ( accord i ng t o pr e f e r ence )

(1)

�

(2)

�

(3)

Gr ade l eve l s and sub j ec t a r eas you wan t t o t each (do no t r epea t above i nd i ca t ed i n f orma t i on ) . P l ease l i s t :

HOME D I STR I CT : I am des i gna t i ng my home d i s t r i c t as :

I w i sh t o be cons i de r ed on l y f or t he f o l l ow i ng a r eas / schoo l s i n my home d i s t r i c t ( l i s t ) :
(L i m i t ed ava i l ab i l i t y may be a r eason f or non - se l ec t i on )

�

' F or Oahu i nd i ca t e cho i ce ( s ) o f geogr aph i ca l ava i l ab i l i t y a r e "

Ar e you an ac t i ve I r eg i s t e r ed ) app l i can t f or a r egu l a r DOE t each i ng pos i t i on?

Have you f orma l l y app l i ed f or a DOE t each i ng ce r t i f i ca t e?
Ar e you cur r en t l y a r egu l a r DOE t eache r on l eave?
We r e you pr ev i ous l y emp l oyed by t he DOE as a r egu l a r t eache r I f u l l or ha l f - t i me )?
We r e you pr ev i ous l y emp l oyed by t he DOE as a subs t i t u t e t eache r?
Ar e you cur r en t l y r eg i s t e r ed as a subs t i t u t e t eache r i n ano t he r D i s t r i c t ?

no t be

Da t e

�

Lega l S i gna t ur e o f App l i can t

. . , . nc r a_e , "

�

" 9w r awma a i d& t e r l i s t o f aaoa r aoh i ea l ava i l ab i l i t y Pr ess .

GENERAL I NFORMAT I ON
SPEC I ALTY AREAS :
Oua l i f i ed Schoo l L i br a r i an

�

O

Qua l i f i ed Schoo l Counse l or

�

0

{

�

)H i gh (10 - 12)

�

O t he r :

CERT I F I CATE OF APPL I CANT

Name o f D i s t r i c t

Yes No
Yes No
Yes No
Yes No
Yes No
Yes No

l he r eby ce r t i f y . t ha t t he above s t a t emen t s a r e t rue , comp l e t e and cor r ec t t o t he bes t o f my know l edge and be l i e f .

I agr ee t ha t any v. r i l 1 f u ! om i ss l an or f a l s i f i ca t i on o f ma t e r i a l f ac t s i n t h i s app l i ca t i on wh i ch wou l d ord i na r i l y be used as a bas i s f or no t h i p .

i ng me w i l l cons t i t u t e su f f i c i en t r eason f or i mmed i a t e d i sm i ssa l . I unde r s t and t ha t un l ess t h i s app l i ca t i on i s comp l e t ed i n de t a i l t ha t i t w i

cons i de r ed .

D i s t r i c t 5800 - 21

STATE OF HAWA I I APPL I CAT I ON FOR PLACEMENT ON THE L ) I S I I t I G I

DEPARTMENT OF E=DUCAT I ON SUBST I TUTE TEACHERS ' L I ST
` (P l ease t ype or pr i n t ) -

5~ p !

AN EQUAL OPPORTUN I TY EMPLOYER

PERSONAL I NFORMAT I ON
F i r s t Name Name Soc i a l Secur i t y Numbe r

Las t Name
7

da i e 11
C i t y and S t a t e I Z I P code - f e l epnone Numbe r

Ma i l i ng Addr ess

EDUCAT I ONAL AND PROFESS I ONAL TRA I N I NG
and / or

P l ease l i s t , i n orde r o f a t t endance , a l l educa t i ona l i ns t i t u t i ons a t t ended . The i n f orma t i on shou l d be comp l e t e and o f f i c i a l co l l ege

un i ve r s i t y t r ansc r i p t s shou l d be subm i t t ed . Tr ansc r i p t subm i t t a l i s i mpor t an t t o ve r i f y your prope r c l ass i f i ca t i on and ce r t i f i ca t i on s t a t us

i nasmuch as t h i s may a f f ec t your ass i gned pay r a t e and pr i or i t y f or day - t o - day emp l oymen t .

Schoo l Loca t i on F rom To Semes t e r
Hour s

Degr ee_ Da t e Ma j or Sub j ec t M i nor Sub j ec t

STUDENT TEACH I NG AND I OR i N i t i i I V I r vu

Name o f Coope r a t i ng Teache r m . Hr " .
F rom To Sub j ec t or Gr ade Leve l Name and Addr ess o f Schoo I s

N A tPROFESS I ~~P-
' or Gr an t ed Exp i r a t i on Da t e

Type o f Teach i ng Ce r t i f i ca t e g~ t o Expec t ed
' ?%0

~ P+t

C~C~ t " C1r t ~
t o
~S~ "V t S t

~l ease l i s t -our mos t r ecen t t each i n . - r i e P~ al t 3 ' " _
Loca t i or Con t r c t ornSubs t i t u t e Reason f or Leav i ng

Name o f Schoo l C i t y and S ~~



5800 - 22

D I STR I CT OFF I CE ADDRESSES AND TELEPHONE NUMBERS

GEOGRAPH I CAL AVA I LAB I L I TY AREAS ON OAHU

Each o f t he f our schoo l d i s t r i c t s on Oahu i s subd i v i ded i n t o t wo ava i l ab i l i t y a r eas . Subs t i t u t e
t eache r s on Oahu may choose t o l i m i t t he i r ava i l ab i l i t y t o on l y one a r ea i n t he i r home d i s t r i c t
or t hey may choose t o be ava i l ab l e i n bo t h a r eas i n t he i r home d i s t r i c t .

CHECK L I ST FOR OFF I C I AL USE ONLY

1 . Tube r cu l os i s c l ea r ance ce r t i f i ca t e?

. Med i ca l exam i na t i on sa t i s f ac t or y?

3 . O f f i c i a l t r ansc r i p t s?

�

Comp l e t e se t ?

4 . Pr eemp l oymen t Forms

a . Ce r t i f i ca t i on o f soc i a l Secur i t y Numbe r .

__ . __b . S t a t e and Fede r a l Emp l oyee ' s W i t hho l d i ng Forms W- 4 , HW- 4?

- _c . " Des i gna t i on o f Bene f i c i a r y " ( Form 1 - A)? No t a r y r equ i r ed .

(H1) Hono l u l u D i s t r i c t Ar ea 1 Punahou S t r ee t t o Hawa i i Ka i
(H2) Hono l u l u D i s t r i c t Ar ea 2 Ka l i h i t o Punahou S t r ee t

(C1) Cen t r a l D i s t r i c t Ar ea 1 Moana l ua / Pea r l Ha rbor / A i ea - Wa i ma l u
(C2) Cen t r a l D i s t r i c t Ar ea 2 M i l i l an i / Wah i awa / Wa i a i ua

(L1) Leewa rd D i s t r i c t Ar ea 1 Pea r l C i t y / Wa i pahu / Campbe l l Comp l ex
(L2) Leewa rd D i s t r i c t Ar ea 2 Nana i kapono t o Makaha

(W1) W i ndwa rd D i s t r i c t Ar ea 1 Wa i mana l o t o Wa i aho l e
(W2) W i ndwa rd D i s t r i c t Ar ea 2 Kaaawa t o Kahuku

HONOLULU 4967 K i l auea Avenue Te l ephone 732 - 1428
Hono l u l u , Hawa i i 96816

CENTRAL OAHU 1136 Ca l i f orn i a Avenue Te l ephone 622 - 1669
Wah i awa , Hawa i i 96786

LEEWARD OAHU 94 - 366 Pupupan i S t r ee t Te l ephone 671 - 3927
Wa i pahu , Hawa i i 96797

W I NDWARD OAHU 45 - 955 Kamehameha H i ghway Te l ephone 247 - 3382
Kaneohe , Hawa i i 96744 235 - 3031

HAWA I I 75 Aupun i S t r ee t Te l ephone 961 - 7414
H i l o , Hawa i i 96720

MAU I 54 H i gh S t r ee t Te l ephone 244 - 4222
Wa i l uku , Hawa i i 96793

KAUA I 3060 E i wa S t r ee t Te l ephone 245 - 4493
L i hue , Hawa i i 96766



Pe r sonne l Fa rm 103 , Rev . 1182 , RS 82 - 2284 I Rev . o f RS 80 - 87541

STATE OF HAWA I I

�

APPL I CAT I ON FOR
DEPARTMENT o f EDUCAT I ON

�

PROFESS I ONAL ADM I N I STRATOR ' S POS I T I ON
OFF I CE OF PERSONNEL SERV I CES

�

PLEASE TYPE OR PR I NT I N I NK ALL I TEMS
P . O . BOX 2360

HONOLULU , HAWA I I 96804

�

I Pos i t i on Be i ng App l i ed For

PERSONAL I NFORMAT I ON

H i gh Schoo l

Co l l o " I s l

FROM

THE I NFORMAT I ON ON ALL I TEMS BELOW SHOULD BE COMPLETE . OFF I C I AL COLLEGE AND I OR UN I VERS I TY TRANSCR I PTS
SHOULD BE SUBM I TTED W I TH TH I S APPL I CAT I ON OR BE ON F I LE W I TH THE DEPAR ; W ' - \ OF EDUCAT I ON , OFF I CE OF PERSONNEL
SERV I CES .

ORGAN I ZAT I ON

ARE YOU A VETERAN OF THE
UN I TED STATES M I L I TARY SERV I CE? 0

PER I OD OF ACT I VE DUTY (Mon t h . Day , Yea r )

EDUCAT I ONAL AND PROFESS I ONAL TRA I N I NG

Yes
140

F rom

PROFESS I ONAL CERT I F I CAT I ON

OFF I CES HELD TO

ACT I VE UN I TED STATES M I L I TARY SERV I CE

NATURE OF SERV I CE ASS I GNMENTS

COMMUN I TY AND PROFESS I ONAL ORGAN I ZAT I ON ACT I V I T I ES

ORGAN I ZAT I ON

Sub i &C t s

OFF I CES HE LO

F i r s t Name M i dd l e Name Las t Name Soc i a l Secur i t y Numbe r

Cur r en t Addr ess C i t y S t a t e Z i p Code Res i dence Te l ephone No .

- -Un t i l Bus i ness Te l ephone No .

Pe rmanen t Addr ess C i t y S t a t e Z i p Code Res i dence Te l ephone No .

Bus i ness Te l ephone No .



PROFESS I ONAL EXPER I ENCE
PLEASE L I ST FULL - T I ME TEACH I NG AND ADM I N I STRAT I VE . PER I OD OF EMPLOYMENT , SALARY AND JOB DESCR I PT I ON
EXPER I ENCE START I NG W I TH YOUR PRESENT OR MOST RECENT ( I NCLUD I NG M I N I MUM QUAL I F I CAT I ONS) . HAWA I I DEPART
POS I T I ON . I F ADD I T I ONAL SPACE I S REQU I RED , PLEASE FOL I NL NT OF EDUCAT I ON EMPLOYEES ARE NOT REQU I RED TO
LOW THE SAME FORMAT . I MPORTANT ARRANGEMENTS DESCR I BE THE I R TEACH I NG DUT I ES AND NEED TO I NCLUDE

SHOULD BE MADE TO OBTA I N STATEMENTS VER I FY I NG THE ONLY THE I R PRESENT SALAR I ES .

EMPLOYER START I NG DATE (Mon t h , Day . Yea r )

ADDRESS END I NG DATE

SUPERV I SOR ' S NAME AND T I TLE TOTAL YEARS & MONTHS

YOUR T I TLE MONTHLY SALARY

DUT I ES C I V I L SERV I CE CLASS I F I CAT I ON
I Range & S t ep )

REASON FOR WANT I NG TO LEAVE

EMPLOYER START I NG DATE I Mon t h , Day , Yea r )

ADDRESS END I NG DATE

SUPERV I SOR ' S NAME AND T I TLE TOTAL YEARS & MONTHS

YOUR T I TLE MONTHLY SALARY

DUT I ES C I V I L SERV I CE CLASS I F I CAT I ON
( F l ange & S t ep )

REASON FOR LEAV I NG
PEGyo3

~

f d t~s

EMPLOYER ~~O f . 00 ~s<<a START I NG DATE (Mon t h , Day . Yea r l

, , ~pk%0 d t t r~~ t~
t a i

ADDRESS P t ' t , END I NG DATE

SUPERV I SOR ' S NAME AND T I TLE
_O f PrSSe~ , ~~~ TOTAL YEARS & MONTHS

T I TLE

[
MONTHLY SALARYYOUR

DUT I ES C I V I L SERV I CE CLASS I F I CAT I ON
(Range & S t ep )

REASON FOR LEAV I NG

EMPLOYER START I NG DATE I Mon t h , Day . Yea r )

ADDRESS END I NG DATE

SUPERV I SOR ' S NAME AND T I TLE TOTAL YEARS & MONTHS

YOUR T I TLE MONTHLY SALARY

DUT I ES C I V I L SERV I CE CLASS I F I CAT I ON
(Range & S t ep )

REASON FOR LEAV I NG

EMPLOYER START I NG DATE (Mon t h , Day , Yea r )

ADDRESS END I NG DATE

SUPERV I SOR ' S NAME AND T I TLE TOTAL YEARS & MONTHS

YOUR T I TLE MONTHLY SALARY

DUT I ES C I V I L SERV I CE CLASS I F I CAT I ON
( F l ange & S t ep )

REASON FOR LEAV I NG

5800 - 2



PERSONAL STATEMENT

I N YOUR OWN HANDWR I T I NG STATE WHAT YOU CAN CONTR I BUTE TO TH I S SPEC I F I C POS I T I ON .

5800 - z5



5800 - 26 AN EQUAL OPPORTUN I TY EMPLOYER

USE TH I S SPACE TO EXPLA I N OR ANSWER ANY OF THE PRECED I NG QUEST I ONS .

SQ~cC' ,~103 { d~
~~

F I 0CP . ~~ t t

~d l

P<0Ee~sPoy

When W i l l You be Ava i l ab l e f or Emp l oymen t ? Mos t Conven i en t Day and T i me f or an I n t e r v i ew Mos t I nconven i en t Day and T i me

CERT I F I CATE OF APPL I CANT
P l ease r ead t he f o l l ow i ng ca r e f u l l y be f or e s i gn i ng . Un l l ps cur r en t l y an emp l oyee o f t he Hawa i i S t a t e Depa r t men t o f Educa t i on ,
an app l i can t i s r equ i r ed t o he r e t he app l i ca t i on no t a r i zed .

I HEREBY CERT I FY THAT THE ABOVE STATEMENTS ARE TRUE , COMPLETE AND CORRECT TO THE BEST OF MY KNOWLEDGE AND
I EL I EF , I UNDERSTAND THAT TERMS OF THE CONTRACT ARE SUBJECT TO CHANGE SHOULD THE I NFORMAT I ON PROV I DED BE I NA000 -
; ATE OR CANNOT BE OFF I C I ALLY VER I F I ED .

I HEREBY AUTHOR I ZE THE HAWA I I STATE DEPARTMENT OF EDUCAT I ON , OFF I CE OF PERSONNEL SERV I CES , TO OBTA I N l N r - ^RMA-
' I ON FROM MY CURRENT AND PAST EMPLOYERS OR FROM ANY I ND I V I DUAL L I STED ON TH I S APPL I CAT I ON FORM AND ATTACHMENTS AND

VA I VE THE R I GHT TO HOLD L I ABLE THOSE PERSONS FOR PROV I D I NG ANY REQUESTED I NFORMAT I ON . I T I S UNDERSTOOD THAT SUCH
NFORMAT I ON I S TO BE ABSOLUTELY PR I V I LEGED , CONF I DENT I AL AND USED ONLY I N DETERM I N I NG MY QUAL I F I CAT I ONS FOR EMPLOY-
VENT AND ASS I GNMENT .

I AGREE THAT ANY W I LLFUL OM I SS I ON OR FALS I F I CAT I ON OF MATER I AL FACTS I N TH I S APPL I CAT I ON WH I CH WOULD ORD I NAR I LY
E USED AS A OAS I S FOR NOT H I R I NG ME W I LL CONST I TUTE SUFF I C I ENT REASON FOR I MMED I ATE D I SM I SSAL. I UNDERSTAND THAT
I NLESS TH I S APPL I CAT I ON I S COMPLETED I N DETA I L THAT I T W I LL NOT BE CONS I DERED .

SUBSCR I BED AND SWORN TO ME TH I S DAY OF
LEGAL S I GNATURE OF APPL I CANT

198

NOTARY PUBL I C
JUD I C I AL COURT , STATE OF HAWA I I

MY COMM I SS I ON EXP I RES



Pe r sonne l Form 100

STUDENT TEACH I NG AND / OR PRACT I CUM

Sub j ec t or Gr ade Leve l ; Name and Addr ess o f Schoo l

PROFESS I ONAL CERT I F I CAT I ON

F i r s t Name*

Cur r en t Ma i l i ng Addr ess Un f i t

Pe rmanen t Addr ess

P l ease l i s t , i n orde r o f a t t endance , a l l educa t i ona l i ns t i t u t i ons a t t ended i nc l ud i ng h i gh scho I - The i n f orma t i on shou l d be comp l e t e and o f f i c i a l

co l l ege and / or un i ve r s i t y t r ansc r i p t s shou l d be subm i t t ed t o t he Depa r t men t o f Educa t i on

�

o f Pe r sonne l Se r v i ces .

I ns t i t u t i on
H i gh Schoo l

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P O BOX 2360

HONOLULU . HAWA I I 96804

Ce r t i f i ca t e

Any I s l and

�

(

�

) Hawa i i

Loca t i on

PERSONAL I NFORMAT I ON

C i t y and S t a t e

EDUCAT I ONAL AND PROFESS I ONAL TRA I N I NG

APPL I CAT I ON FOR PROFESS I ONAL
TEACH I NG AND / OR SUPPORT POS I T I ON

(P l ease t ype or pr i n t )

AN AFF I RMAT I VE ACT I ON AND EQUAL OPPORTUN I TY EMPLOYER

Sem . H

GENERAL I NFORMAT I ON

Gr ade l eve l s you pr e f e r t o t each (numbe r accord i ng t o pr e f e r ence )

(

�

) Pr i ma r y (K- 3)

�

(

�

) Uppe r E l em . (4 - 6)

�

(

�

) I n t e rmed i a t e (7 - 9)

E l emen t a r y or seconda r y SLC ; eC t s , ou a r e qua l i f i ed t o t each ( accord i ng t o pr e f e r ence )

12)

and ass i gnmen t you w i l l de f i n i t e l y accep t (numbe r accord i ng t o pr e f e r ence )

( ) Kaua i ( ) Lana i ( ) Mau l

Ar e you ava i l ab l e f or na i l - t i me 15040) emp l oymen t ?

�

Yes ©

�

Noo
( ) Mo l oka i

( ) H i gh (10 - 12)

5M . t t

�

' Subm i t c r eden t i a l s and pe r t i nen t i n f orma t i on unde r t h i s name .

) Oahu

Z i p Code

�

I Ar ea Code

) Hono l u l u Oahu

(

�

) Cen t r a l Oahu

Ar ea Code

i when w i l l you be
ava i l ab l e f or
emp l oymen t ?

Bus i ness Phone No

M i nor Sub j ec t

Exp i r a t i on Da t e

Leewa rd Oahu)
(

�

) W i ndwa rd Oahu

5800 - 2 7



P l ease l i s t on l y t each i ng and educa t i ona l adm i n i s t r a t i ve expe r i ence . S t a r t w i t h your pr esen t or mos t r ecen t pos i t i on . Use an a t t schmen t w i t h
t he same f orma t i f necessa r y. Ve r i f i ca t i on o f emp l oymen t and r e f e r ence l e t t e r s shou l d be subm i t t ed t o t he Depa r t men t o f Educa t i on , O f f i ce o f

Pe r sonne l Se r v i ces .

5800 - 2 8

PROFESS I ONAL EXPER I ENCE

I NTERESTS , HOBB I ES AND TRAVEL

CERT I F I CATE OF APPL I CANT
~e r t r l y t ha t t he above s t a t emen t s a r e t rue . comp l e t e and cor r ec t t o t he bes t o1 my nnow i edge and be l i e f . I unde r s t and t ha t t e rms o f

t h "

�

. . . -. e : e suD l ec t t o change shou l d t he r. t or^ ' a : . ' ?n _r c ' ~ . . ^. ec be i naccur a t e or canno t be o f f l ua0y ve r i f i ed .
" . . _ : t ro ! . ze t he Hawa i i S t a t e Deodr t : ' s^ . t J cYU : a : . on , O f f i ce o f Pe r sonne i Se r v i ces , t o ob t a i n i n f orma t i on f rom my cur r en t and pas t

e r r r

�

. _r ' r e i n any.� nd i v i dud l i us l ed on t h i s aaD I . - a t i on i. or ' n and a t t achmen t s and ' Na i ve t he r i gh t t o ho l d l i ab l e t hose pe r sons f or prov i d i ng any
r ec -

�

' _

�

- r vor - i aT i on

�

i t i s unde r s t ood t ha t soca t : n : Lv : r a t i on , s : o De abso l u t e l y pr i v i l eges . con f i cen t i a i and used on l y i n de t e rm i n i ng my qua l i f i ca -
t . . : r. . . t - D i ovmen t and ass i gnmen t .

", ha t any w i l l f u l om i ss i on y r ! a l s i f i ca t i or o f -na t ena i f ac t s i n t h i s app l i ca t i on wh i ch wou l d ord i na r i l y be used as a bas i s f or no t h i r i ng me
w i l t r . r : " ~ : : u t e su t i r_ i en t r eason f or i mmed i a t e d i sh - : i ssa !

�

I orde " S t and t ha t un l ess t h i s app l i ca t i on i s comp l e t ed i n de t a i l t ha t i t w i l l no t be cons i de r ed .

Da t e

�

Lega l S i gna t ur e o f App l i can t

AN AFF I RMAT I VE ACT I ON AND EQUAL OPPORTUN I TY EMPLOYER

D i s t r i c t Schoo l Se r v i ce Da t es (Mon t h . Day. Yea r )
F rom To

D i s t r i c t Addr ess Pr i nc i pa l Numbe r o f
o f Se r v i ce

Yea r s

Gr ade and / or Sub j ec t Reason f or Leav i ng Fu l l
T i me 0

Pa r t
T i me 0

Sub ,
s t i t u t e l a

D i s t r i c t Schoo l _ Se r v i ce Da t es (Mon t h . Day. Yea r )
F rom To

D i s t r i c t Addr ess
_

Pr i nc i pa l Numbe r o f
o f Se r v i ce

Yea r s

Gr ade and / or Sub j ec t Reason f or Leav i ng Fu l l
T i me 0

Pa r t
T i me Q

Sub -
s t i t i s t e

D i s t r i c t Schoo l Se r v i ce Da t es (Mon t h . Day . Yea r )
F rom To

D i s t r i c t Addr ess Pr i nc i pa l Numbe r o f
o f Se r v i ce

Yea r s

Gr ade and / or Sub j ec t Reason f or Leav i ng Fu l l
T i me [ ' ]

Pa r t
T i me ( ]

Sub -
s t i t u t e

D i s t r i c t Schoo l Se r v i ce Da t es (Mon t h . Day. Yea r )
F rom TO

D i s t r i c t Addr ess Pr i nc i pa l Numbe r o f Yea r s
o f Se r v i ce

Gr ade and / or Sub j ec t Reason f or Leav i ng Fu l l
T i me [ ]

Pa r t
T i me 0

Sub -
s t i t u t e

ACT I VE UN I TED STAT E
A copy o f your ce r t i f i ca t e i nd i ca t i ng t he beg i nn i ng and end i ng da t e ques t i ng se r v i ce c r ed i t .

Pe r i od o f Ac t i ve Du t y

F rom To

Na t ur e o f Ass i gnmen t SQ t i G t n ; 00 { d

Mon t h. Yea r Mon t h. Yea r

F rom To F i rm or
P. _ CE

I ns t i t u t i on ( Q Na t ur e o f Wor k

PROFESS I ONAL REFERENCES
P l ease l i s t supe r v i sor s and adm i n i s t r a t or s who have obse r ved your c l ass room pe r f ormance o t he r t han t hose l i s t ed above.

Name o f f i c i a l Pos i t i on Addr ess

v

PROFESS I ONAL AND COMMUN I TY ORGAN I ZAT I ON ACT I V I T I ES
F rom To Organ i za t i on F rom i To Organ i za t i on

I



Fay° S00° W17 T i c T7 - 43211

~ . _ , nen t a r y c r seconda r y sub j ec t s you a r e qua l Hed t o t each ( accordwg t o pr e f e r ence )

EXCHANGE APPL I CANT

(1)

�

__ (2)

�

(3)

I s l and ass i gnmen t you w i l l de f i n i t e l y accep t (numbe r accord i ng t o pr e f e r ence )

�

(

�

) Hono l u l u Oahu

�

(

�

) Leewa rd Oahu

(

�

) Any I s l and

�

(

�

) Hawa i i

�

(

�

) Kaua i

�

(

�

) Lana i

�

(

�

) Mau i

�

(

�

) Mo l oka i

�

(

�

) Oahu

�

(

�

) Cen t r a l Oahu

�

(

�

) W i ndwa rd Oahu

' Subm i t c r eden t i a l s and pe r t i nen t I n f orma t i on unde r t h i s name .

�

5800 - 29

. '° ' ~ APPL I CAT I ON FOR PROFESS I ONAL~~ i 4HSp STATE OF HAWA I Iy
DEPARTMENT OF EDUCAT I ON TEACH I NG AND / OR SUPPORT POS I T I ON, , .
OFF I CE OF PERSONNEL SERV I CES (P l ease t ype or pr i n t )

f P . 0 . BOX 2360_
HONOLULU , HAWA I I 96804 AN EQUAL OPPORTUN I TY EMPLOYER

PERSONAL I NFORMAT I ON

F i r s t Name " M i dd l e Name ' Las t Name ; Soc i a l Secur i t y Numbe r

Cur r en t Addr ess C i t y and S t a t e Z i p Code Res i dence Te l ephone Numbe r .

i
Un t i l . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Bus i ness Te l ephone Numbe r ,

Pe rmanen t Addr ess C i t y and S t a t e Z i p Code Res i dence Te l ephone Numbe r

Bus i ness Te l ephone Numbe r

EDUCAT I ONAL AND PROFESS I ONAL TRA I N I NG
be and shou l d

P l ease l i s t , i n orde r o f a t t endance , a l l educa t i ona l i ns t i t u t i ons a t t ended i nc l ud i ng h i gh sc The i n f orma t i on shou l d comp l e t e

be subm i t t ed t o t he Depa r t men t o f Educa t i on . O f f i ce o f Pe r sonna l Se r v i ces.

I ns t i t u t i on Loca t i on F rom To Se Ma j or Sub j ec t M i nor Sub j ec t

H i gh Schoo l to

~o f
~oS

Co l l ege P l acemen t O f f i ce
Sem . Hr s . i n Educa t i on
Cour ses Exc l ud i ng

Whe r e your con f i den t i a l S t uden t Teach i ng
Pape r s a r e on F i l e

STUDENT TEACH I NG AND / OR PRACT I CUM
- Sem . Hr s .

F rom To Sub j ec t
Teache r

or Gr ade I Fve l Name and Addr ess o f Schoo l _ . _ - __
. - ` Y- . " - ~ I Name o f Coope r a t i ng

PROFESS I ONAL CERT I F I CAT I ON
Da t e

Type o f Teach i ng Ce r t i f i c a t e Expec t ed ur Gr an t ed Exp i r a t i on

I

GENERA L I NFORMAT I ON

Gr ade l eve l s you pr e f e r t o t each (numbe r accord i ng t o pr e f e r ence ) When w i l l you be
ava i l ab l e f or

Pr i ma r y (K- 3) ( ) Uppe r E l em . (4 - 6) ( j I n t e rmed i a t e (7 - 9) ( ) H i gh (10 - 12) emp l oymen t ?



PROFESS I ONAL EXPER I ENCE
P l ease l i s t on l y t each i ng and educa t i ona l adm i n i s t r a t i ve expe r i ence . S t a r t w i t h your pr esen t or mos t r ecen t pos i t i on . Use an a t t achmen t w i t h
t he same f orma t i f necessa r y . Ve r i f i ca t i on o f emp l oymen t and r e f e r ence l e t t e r s shou l d be subm i t t ed t o t he Depa r t men t o f Educa t i on , O f f i ce o f
Pe r sonne l Se r v i ces .
- i s t r i c t

i s t r i c t Addr ess

r ade and / or Sub j ec t

i s t r i c t

i s t r i c t Addr ess

r ade and / or Sub j ec t

i s t r i c t

i s t r i c t Addr ess

r ade and / or Sub j ec t

i s t r i c t

i s t r i c t Addr ess

ACT I VE UN I TED STATES
copy o f your ce r t i f i ca t e i nd i ca t i ng t he beg i nn i ng and end i ng da t e o f s

~r l od o f Ac t i ve Du t y
orn

�

To
Mon t h , Yea r

�

Mon t h , Yea r

PROFESS I ONAL REFERENCES
ease l i s t supe r v i sor s and adm i n i s t r a t or s who have obse r ved your c l ass room pe r f ormance o t he r t han t hose l i s t ed above .

sme

om

PROFESS I ONAL AND COMMUN I TY ORGAN I ZAT I ON ACT I V I T I ES

I NTERESTS , HOBB I ES AND TRAVEL

CERT I F I CATE OF APPL I CANT
t he r eby ce r t i f y t ha t t he above s t a t emen t s a r e t rue . comp l e t e and cor r ec t t o t he bes t o f my know l edge and be l i e f . I unde r s t and t ha t t e rms o f

e con t r ac t a r e sub j ec t t o change shou l d t he i n f orma t i on prov i ded be i naccur a t e or canno t be o f f i c i a l l y ve r i f i ed .
I he r eby au t hor i ze t he Hawa i i S t a t e Depa r t men t o f Educa t i on . O f f i ce o f Pe r sonne l Se r v i ces , t o ob t a i n i n f orma t i on f rom my cur r en t and pas t

np l oye r s or f rom any i nd i v i dua l l i s t ed on t h i s app l i ca t i on f orm and a t t achmen t s and wa i ve t he r i gh t t o ho l d l i ab l e t hose pe r sons f or prov i d i ng an
ques t ed i n f orma t i on . I t i s unde r s t ood t ha t such i n f orma t i on i s t o be abso l u t e l y pr i v i l eged , con f i den t i a l and used on l y i n de t e rm i n i ng my qua l i f i ce
)ns f or emp l oymen t and ass i gnmen t .

I agr ee t ha t any w i l l f u l om i ss i on or f a l s i f i ca t i on o f ma t e r i a l f ac t s i n t h i s app l i ca t i on wh i ch wou l d ord i na r i l y be used as a bas i s f or no t h i r i ng me
11 cons t i t u t e su f f i c i en t r eason f or i mmed i a t e d i sm i ssa l . I unde r s t and t ha t un l ess t h i s app l i ca t i on i s comp l e t ed i n de t a i l t ha t i t w i l l no t be cons i de r ed .

a t e

�

5800_30

�

-

�

Lega l S i gna t ur e o f App l i can t

AN EQUAL OPPORTUN I TY EMPLOYER
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. 0

Check One

A. 0Sabba t i ca l Leave

NAME

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P. O . Box 2360

Hono l u l u , Hawa i i 96804

(Las t .

�

F i r s t ,

ADDRESS

MA I L I NG ADDRESS WH I LE ON LEAVE

4 . L i s t pro f ess i ona l i mprovemen t and sabba t i ca l l eaves pr ev i ous l y t aken :

Type o f Leave

�

Da t e

�

Type o f 1798

5 . Proposed Progr am o f S t udy . Check One :

0 Accep t ed i n a Co l l ege

�

0 App l i ed f or
Progr am

�

i n a Co - -

To Be Comp l e t ed By t he Schoo l Pr i nc i pa l / I mmed i a t e Supe r v i sor

Suppor t i ng Commen t s :

APPL I CAT I ON FOR SABBAT I CAL LEAVE ,
PROFESS I ONAL I MPROVEMENT LEAVE W I TH PAY

OR PROFESS I ONAL I MPROVEMENT LEAVE
W I THOUT PAY

B. 0 Pro f ess i ona l I mprovemen t Leave
W i t h Pay (Educa t i ona l O f f i ce r s On l y )

M i dd l e )
SCHOOL -

1 . Leave r eques t f or schoo l yea r - - Check One :

�

Semes t e r I

�

0 Semes t e r I I

2 . Numbe r o f yea r s o f se r v i ce i n t he DOE as o f t he beg i nn i ng da t e o f t h i s l eave (Yea r s , Mon t hs )

3 . I nd i ca t e cur r en t t each i ng ass i gnmen t : sub j ec t / gr ade or ass i gnmen t pr i or t o go i ng on l eave and o t he r du t i es

PHONE NO .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

C . 0 Pro f ess i ona l I mprovemen t Leave
W i t hou t Pay

0 One Yea r

Da t e

Comp l e t i ng a DOE
Approved Progr am o f
S t udy

(Acc r ed i t ed Co l l ege / Un i ve r s i t y )

b . A t t ach t o t h i s app l i ca t i on a comp l e t

�

~C~~

�

osed progr am o f s t udy i nd i ca t i ng : (1) t he purpose o f t h i s l eave ;

(2) t he spec i f i c ob j ec t i ves t o be ach i e

�

o ach i eve ob j ec t i ves ; (4) a l i s t i ng o f co l l ege cou r ses by num4e r , t i t l e ,

and desc r i p t i on ( i nc l ud i ng a l t e rna t e c

�

propr i a t e ; (5) eva l ua t i on o f l eave and how t r a i n i ng w i l l be used upon r e t urn

t o j ob ass i gnmen t . A r esea r ch / spec i a l

�

subm i t t ed as a proposed progr am o f s t udy mus t ( a ) be approved by t he depa r t -

men t , (b ) i nd i ca t e a DOE supe r v i sor and ( c ) subs t an t i a t e spend i ng a t l eas t t he equ i va l en t o f one - ha l f o f t he l eave pe r i od t o

comp l e t e t he pro j ec t .
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Tr ave l r equ i r emen t s (Pro f ess i ona l i mprovemen t Leave W i t hou t Pay On l y ) : . Seven t een weeks o f t r ave l a r e r equ i r ed f or a one

yea r l eave and e i gh t - and - one - ha t f weeks o f t r ave l f or a one semes t e r l eave . Th i s l eave proposa l mus t i nd i ca t e da t es and

p l aces t o be v i s i t ed and how s t uden t s w i l l bene f i t f rom your pa r t i c i pa t i on i n t h i s l eave .

I n t he even t t ha t t h i s l eave i s gr an t ed , I unde r s t and t ha t t he r equ i r emen t s mus t be comp l e t ed dur i ng t he l eave pe r i od and agr ee t o

ab i de by t he Depa r t men t Procedur es and Regu l a t i ons #5401 , #5406 , #5407 .

S I GNATURE OF APPL I CANT

�

DATE

Recommends Approva l (Pr i nc i pa l / i mmed i a t e Supe r v i sor )

�

DATE

Recommends Approva l (D i s t r i c t / Ass i s t an t Supe r i n t enden t ) ~. . .

�

. DATE

Approved (Supe r i n t enden t )

�

DATE

SUBM I T ONE COPY

See Rexene S i de For Gene r a l I n f orma t i on And Cr i t e r i a For Se l ec t i on 5800 - 3a



CR I TER I A FOR SELECT I ON

A . BENEF I T TO DEPARTMENT
The degr ee t o wh i ch t he proposed progr am o f s t udy i s o f
va l ue t o t he Depa r t men t .

B . RELAT I ONSH I P
Re l a t i onsh i p i s de f i ned as t he degr ee o f r e l evancy o f t he
proposed progr am o f s t udy t o t he app l i can t ' s j ob ass i gnmen t /
ca r ee r goa l s i n educa t i on .

C . I NVOLVEMENT
I nvo l vemen t i s t he degr ee t o wh i ch t he app l i can t i s com-
m i t t ed t o a proposed progr am o f s t udy .

D . SEN I OR I TY
Yea r s o f Se r v i ce i n t he Depa r t men t sha l l be coun t ed .

I MPORTANT
App l i can t s a r e t o ob t a i n t he Cr i t e r i a / Ra t i ng Sca l e f rom t he
schoo l pr i nc i pa l . A r ev i ew o f t he app l i cab l e r egu l a t i ons and
consu l t a t i on w i t h appropr i a t e peop l e ( e . g , pr i nc i pa l , educa -
t i ona l spec i a l i s t , co l l ege pro f essor , e t c . ) who w i l l ass i s t t he
app l i can t i n t he pr epa r a t i on o f t he proposed progr am o f s t udy .
App l i ca t i ons subm i t t ed sha l l adhe r e t o t he dead l i ne as es t ab -
l i shed .



Fa rm ~s

To t he Boa rd o f Trus t ees :
I n accordance w i t h t he prov i s i ons o f t he l aw gove rn i ng t he ope r a t i on o f t he Emp l oyees ' Re t i r emen t Svc t em o f t he

S t a t e o f Hawa i i . t he unde r s i gned . a membe r o f t he Sys t em . does he r eby make app l i ca t i on f or r e t i r emen t f rum ac t i ve

se r v i ce as

a

o f

EMPLOYEES ' RET I REMENT SYSTEM
OF THE STATE OF HArWA I I

888 M i l i l an i S t r ee t , Su i t e 502 Hono l u l u . Hawa i i 96813 - 2980

APPL I CAT I ON FOR SERV I CE RET I REMENT

4G i ve t i t l e o f pos i t i on as i t appea r s on pay ro l l !

l

�

i ve depa r t men t an

�

d i v i s i on or schoo l . i ns t i t u t i on , or comm i ss i on i n wh i ch emp l oyed P

I r eques t t ha t my r e t i r emen t a l l owance become e f f ec t i ve on . . . . . . . . . . . . . . . . .

�

. . . . . . . .
My da t e o f b i r t h i s . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Soc i a l Secur i t y No .
Da t e

�

.

MONTH DAY YEAR

I have r ead t he i n f orma t i on on t he r eve r se s i de o f t h i s app l i ca t i on and se l ec t t he f o l l ow i ng me t hod o f r e t i r emen t :

Me t hod o f Re t i r emen t

�

Bene f i t Payab l e Upon Dea t h and Name o f Bene f i c i a r y

Max i mum A l l owance

�

F i na l paymen t o f pens i on and ba l ance o f accumu l a t ed con t r i bu t i ons .
Name o f bene f i c i a r y
Re l a t i onsh i p

�

Da t e o f B i r t h_
Op t i on One

�

Ba l ance o f i n i t i a l r ese r ve and f i na l pay r~q ,
Bene f i c i a r y f or bene f i c i a r i es )

Re l a t i onsh i p
Op t i on Two

�

F i na l payme
Name o

( I f comb i na t i on o f 0
w i t h ano t he r op t i c
wh i ch op t i on :
pe r cen t age o f con t r i bu
be w i t hdr awn :

My pr esen t home addr ess i s :

P l ease ma i l my mon t h l y check t o : -

S t a t e o f Hawa i i

�

)
1 SS .

- Coun t y o f

A f f i x your
o f f i c i a l

sea l .

Da t e o f B i r t h
o t he r paymen t i n accordance w i t h p l an .

Op t i on F i ve '

�

F i na l paymen t o f pens i on .
Name o f bene f i c i a r y
Re l a t i onsh i p

�

Da t e o f B i r t h

' Ava i l ab l e t o t hose w i t h a t l eas t 10 yea r s o f c r ed i t ed se r v i ce .

1 f u l l y unde r s t and t ha t shou l d dea t h occur dur i ng t he f i r s t yea r o f r e t i r emen t . t he bene f i c i a r y des i gna t ed above may e l ec t .
i n l i eu o f t he dea t h bene f i t s desc r i bed unde r t he va r i ous me t hods above . t he dea t h bene f i t s payab l e as i f dea t h had
occur r ed i mmed i a t e l y pr i or t o r e t i r emen t . ( For an exp l ana t i on o f t hese bene f i t s , see r eve r se s i de . )

No t a r y Pub l i c .

My- comm i ss i on exp i r es

t S i rna t ur e o f App l i can t s

On t h i ,

�

day o f

�

19

�

pe r sona l l y appea r ed be f or e me

t he sa i d named

�

t o me known and known
t o me t o be t he pe r son desc r i bed i n and who execu t ed t he f or ego i ng i ns t rumen t and he (or she ) acknow l edged t ha t he f or

she ) execu t ed t he same as h i s f or he r ) f r ee and vo l un t a r y ac t and deed .

Your s i gna t ur e mus t be acknow l edged be f or e a No t a r y or o t he r du l y au t hor i zed o f f i ce r .



GENERAL , PROV I S I ONS UNDER THE LAW COVER I NG THE OPERAT I ON OF THE
EMPLOYEES ' RET I REMENT SYSTEM OF THE STATE OF HAWA I I RELAT I VE TO

RET I REMENT BENEF I TS

A membe r o f t he Sys t em may r e t i r e on wr i t t en app l i ca t i on t o t he Boa rd o f Trus t ees
prov i ded he (or she ) has a t t a i ned age 55 w i t h a t l eas t 5 yea r s o f c r ed i t ab l e se r v i ce or has
comp l e t ed t wen t y - f i ve (25) yea r s o f c r ed i t ab l e se r v i ce .

A l l app l i ca t i ons f or r e t i r emen t mus t be i n t he o f f i ce o f t he Emp l oyees ' Re t i r emen t
Sys t em no t l e t & t han t h i r t y (30) days and no t mor e t han n i n i t y (90) days pr i or t o t he e f f ec t i ve
r e t i r emen t da t e .

A ehn i ee o f me t hod o f r e t i r emen t shou l d be made be f or e t he r e t i r emen t a l l owance i s
o f f i c i a l l y approved , adv i sed l y a l t he t i me o f mak i ng app l i ca t i on f or r e t i r emen t .

METHODS OF RET I REMENT :

Max i mum A l l owance

�

The max i mum a l l owance payab l e dur i ng l i f e , and i n t he even t o f
dea t h , t he d i f f e r ence be t ween t he va l ue o f t he membe r ' s aeeumu l a -
l ed con t r i bu t i ons a t t he t i me o f r e t i r emen t and t he r e t i r emen t

a l l owance payab l e pr i or t o dea t h , w i l l be pa i d t o t he des i gna t ed
bene f i c i a r y .

Op t i on One

�

A l esse r a l l owance payab l e dur i ng l i f e , and i n t he even t o f dea t h
t he d i f f e r ence be t ween t he i n i t i a l r ese r ve and t he t o t a l paymen t s
made t o pens i one r and t he f f na t paymen t o f pens i on w i l l be pa i d
t o t he des i gna t ed bene f i c i a r y .

Op t i on Tv ! o

�

A r e t i r emen t a l l owance payab l e dur i ng l i f e . and i n t he even t o f
deans t he same a l l owance w i l l be con t i nued t o t he des i gna t ed
bene f i c i a r y dur i ng h i s or he r l i f e t i me . Shou l d t he des i gna t ed bene
f i c i a r y pr edecease t he pens i one r , ano t he r bene f i c i a r y canno t be
named .

Op t i on Thr ee

�

A r e t i r emen t a l l owance pa r ab l e dur i ng l i f e . and i n t he even t o f
dea t h one - ha l f o f t he a l l owance w i l l be pa i d t o t he des i gna t ed
bene f i c i a r y dur i ng h i s or he r l i f e t i me . Shou l d t he des i gna t ed bene
f i c i a r y pr edecease t he pens i one r , ano t he r bene f i c i a r y canno t be
named .

Op t i on Four

�

Some o t he r bene f i t or bene f i t s Sha l l be pa i d t o t he membe r or t o
such pe r son or pe r sons as he sha l l nom i na t e . prov i ded such o t he r
bene f i t or bene f i t s , t oge t he r w i t h t he l esse r r e t i r emen t a l l owance ,
sha l l be ce r t i f i ed by t he ac t ua r y t o be o f equ i va l en t ac t ua r i a l va l ue t o
h i s r e t i r emen t a l l owance and sha l l be approved by t he Boa rd o f
Trus t ees . Howeve r . a n Op t i on Four p l an wh i ch you may w i sh t o
cons i de r i s a con i h i na t i on o f t i l e Op t i on One and Op t i on F i ve p l ans .
Ra t he r t han w i t hdr awa l o f your en t i r e con t r i bu t i ons and l eav i ng no
sur v i vor ' s be l i e f t as unde r Op t i on F i ve , you may w i sh t o cons i de r
w i t hdr awa l o f up t o one - i i a l f o f your con t r i bu t i ons and r ece i ve a
mon t h l y bene f i t f or f i f e I l ess t han unde r Op t i on One ) and prov i de a
sur v i vor ' s bene f i t s i m i l a r t o t ha t prov i ded by t he i n i t i a l i nsur ance
r ese r ve unde r Op t i on One. whe r eby t i l e r ese r ve wou l d be r educed t o
t he ex t en t on l y o f t he amoun t o f t he w i t hdr awa l . Th i s p l an l i m i t i ng
w i t hdr awa l t o no t gr ea t e r t han 50% o f your a : cumu l a t ed con t r i bu .
l i ons has been approved by t he ac t ua r y and t i l e Boa rd o f Trus t ees .

Op t i on F i ve

�

A l ump sum paymen t o f accumu l a t ed con t r i h r t i ons and a mon t h l y
a l l owance cons i s f nr o f t he pens i on prov i ded by gove rnmen t
con t r i bu t i ons . I n t he even t o f dea t h t he r e w i l l be no f ur t he r bene f i t s
payab l e t o t he des i gn j t cd henc f i c i a r y excep t t he f i na l paymen t o f
pens i on wh i ch i . t ha t por t i on due f ron t t i l e f i r s t o f t he mon t h t o t he
da t e o f dea t h . Th i s me t hod i s r es t r i c t ed t o t hose membe r s w i t h a t
l eas t t i n nea r } o f c r ed i t ab l e sen t ce .

GENERAL PROS ' 1S I ON REGARD I NG SURV I VOR BE \ EF I TS PAYABLE AS I F DEATH OCCURS
PR I OR TO RET I REMENT

Thew bene f i t s cons i s t o f ( a ) t he r e t urn o f t he con t r i bu t i ons o f t he numbe r . and (b ) paymen t o f
an amoun t equa l t o 50% o f t he compensa t i on ea rnab l e by t he membe r dur i ng t he yea r
i mmed i a t e l y pr i or t o r e t i r emen t i f he has one t o 10 yea r s o f c r ed i t ab l e se r v i ce ; and i f he has mor e
t han 10 yea r s o f such se r v i ce , an i nc r ease o f 5 " f or e t ch yea r i n excess o f 10 yea r s t o a max i mum

o f 10090 o f such compensa t i on .
I f t he membe r had a t l eas t one yea r o f se r v i ce a t t he t i me o f dea t h . t he t o t a l amoun t payab l e t o

t he bene f i c i a r y sha l l i n no even t be l ess t han t he equ i va l en t o f 100' : r o f t he compensa t i on ea rnab l e
dur i ng t he 12 mon t hs ' pe r i od i mmed i a t e l y be f or e dea t h . I n l i eu o f such paymen t s . t he sur v i v i ng
spouse ( i f des i gna t ed as bene f i c i a r y ) may e l ec t t o r ece i ve t he a l l owance wh i ch wou l d have been
payab l e i f t he membe r had r e t i r ed and had e l ec t ed t o r ece i ve h i s r e t i r emen t a l l owance unde r
op t i on Thr ee as desc r i bed above .



PERSONNEL FORM 200 . Rev . W84 . RS 04 - 4832 (Rev . o f RS 8 " - 5689)

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON APPL I CAT I ON FOR TEACHER / SPEC I AL I ST

OFF I CE OF PERSONNEL SERV I CES STATE CERT I F I CAT I ON
Pe r sonne l Ce r t i f i ca t i on and Deve l opmen t Sec t i on

o P . O . Box 2360 (P l ease t ype or pr i n t )
Hono l u l u , Hawa i i 96804 AN EQUAL OPPORTUN I TY EMPLOYER

APPL I CAT I ON FOR CERT I F I CAT I ON I N THE FOLLOW I NG :
Check appropr i a t e b l ock ( s )
0 E l emen t a r y (K- 6) OSchoo l Counse l or
OK i nde rga r t en t o Gr ade 12 : OSchoo l L i br a r i an

0Ar t O Phys i ca l Educa t i on Med i a Spec i a l i s t

O Mus i c ORead i ng

O Seconda r y (7 - 12)
Ma j or ( s )

Spec i a l Educa t i on
Ar ea ( s )

PERSONAL I NFORMAT I ON
Las t Name F i r s t Name M i d Name Soc i a l Secur i t y Numbe r

Mak i ng Addr ess Q t y and S t a t e Z i p Code Ar ea Code / Te l ephone No .

EDUCAT I ONAL A , M` GN
L i s t , i n orde r o f a t t endance , a l l educa t i ona l i ns t i t ' Q t i G~ Z , 00 ~~ t o I d be comp l e t e and o f f i c i a l co l l ege
and / or un i ve r s i t y t r ansc r i p t s shou l d be subm j S

FoA ' - t t c , * - 6

Co t l ege / Un i ve r s i t y Loc Da t e Ma j or Sub j ec t M i nor Sub j ec t

STUDENT TEACH I NGANTERN TEACH I NG / F I ELDWORK I PRACT I CUM
F rom To Sub j ec t or Gr ade Leve l Name and Addr ess o f Schoo l Name o f Coope r a t i ng Teache r Sem . Hr s .

TEACH I NG CREDENT I ALS
Type S t a t e Da t e Gr an t ed Exp i r a t i on Da t e

- REMARKS :
- [O f f i c i a l t r ansc r i p t ( s ) w i l l be sen t d i r ec t l y f rom t he i ns t i t u t i on ( s ) a t t ended .

O f f i c i a l t r ansc r i p t ( s ) i s / a r e a t t ached .
n I NST I TUT I ONAL RECOMMENDAT I ON f orm has been sen t t o t he degr ee gr an t i ng i ns t i t u t i on ( s ) f or

comp l e t i on and d i r ec t f orwa rd i ng t o t h i s o f f i ce .

I he r eby ce r t i f y t ha t t he above s t a t emen t s a r e t rue , comp l e t e and cor r ec t t o t he bes t o f my know l edge and be l i e f .
Any w i l l f u l om i ss i on or f a l s i f i ca t i on o f ma t e r i a l f ac t s i n t h i s app l i ca t i on wh i ch wou l d ord i na r i l y be used f or ce r t i f i ca -

j pn w i l l cons t i t u t e su f f i c i en t r eason f or non - i ssuance o f ce r t i f i ca t e , or r evoca t i on o f t he ce r t i f i ca t e .

Da t e Lega l S i gna t ur e o f App l i can t
5800 - 35



4

6

APPL I CAT I ON FOR TRANSFER OF VACAT I ON AND S I CK
LEAVE CRED I T OR PAYMENT I N L I EU OF VACAT I ON

bUA I I I ME N T

POS I T I ON NUMBER

STATE OF HAWA I I

)CHECK ONE BOX ON I Y I

REPORTED BY :

�

0 DAYS

�

CJ HOURS

ACCUMULAT I VE BALANCE REMA I N I NG AS OF DECEMBER 31 , 19

TO EFFECOVE
LEAVE CRED I TS EARNED FROM

�

JANUARY 1 .

�

19 - DATE OF ACT I ON

LEAVE TAKEN FROM

�

JANUARY I , 19 - DATE oFC I ON

BALANCE REMA I N I NG AT EFFECT I VE DATE OF ACT I ON

MAX I MUM ACCUMULAT I ON ALLOWED AT

�

DECEMBER 31 , 19

EARNED VACAT I ON I N EXCESS OF MAX I MUM ALLOWED.

PAYMENT FOR VACAT I ON EARNED

a TRANSFER OF VACAT I ON AND S I CK L

TO

�

FROM

APPROVED
S I GNATURE OF OEPARTMEN I HEAD

DATE

a PAYMENT FOR VACAT I ON I N EXCESS OF MAX I MUM .

I NSTRUCT I ONS :

DEPARTMENT HEAD

DATE

I HEREBY CERT I FY I N ACCORDANCE W I TH ACT 142 , S . l . 1943 , THAT DUE TO EMERGENCY COND I T I ONS
EX I ST I NG DUR I NG THE PRECED I NG CALENDAR YEAR , I T WAS I MPRACT I CABLE TO ALLOW THE ABOVE NAMED

EMPLOYEE TO BE GRANTED ACCUMULATED VACAT I ON LAPSED AND FORFE I TED AT DECEMBER 31 , 19

BY REASON OF SUCH COND I T I ONS ; AND THAT NO VACAT I ON LEAVE I N ADD I T I ON TO THE AMOUNT
REPORTED HEREON HAS BEEN ALLOWED OR TAKEN BY H I M ON ACCOUNT OF SUCH ACCUMULATED
VACAT I ON .

DATE

S AND / OR THE AMOUNT (S) OF VACAT I ON CRED I TS

TO

STATE COMPTROL i ER )CENTRAL PAYROLL ) OR RECE I V I NG COPY

EFFECT I VE DATE OF ACT I ON :

Ev I ' I O ' rEE ' S LEAVE CRL= . ' S
BY OAVS OR HOURS TO
TWODEC I MAL PO I NTS

THE ABOVE RECORD OF VACAT I ON AND S I CK LEAVE .

DEPARTMENT OR COUNTY I I 1LE

�

UN I FORM ACCOUNT I NG CODE

�

UN I FORM ACCOUNT I NG CODE
(RECE I V I NG )

I HEREBY CERT I FY THAT I W I LL MAKE NO FURTHER CLA I M FOR VACAT I ON AND S I CK
LEAVE CRED I TS AGA I NST THE DEPARTMENT FROM WH I CH 1 AM BE I NG TRANSFERRED

OR AGA I NST THE STATE GOVERNMENT FROM WH I CH I AM BE I NG TERM I NATED .

S I GNATURE OF APPLLCAN1 OR AUTHOR I ZED AGENT

1 HEREBY CERT I FY THAT I W I LL MAKE NO FURTHER
CLA I M FOR THE ABOVE VACAT I ON ALLOWANCE , I N
EXCESS OF THE MAX I MUM FOR WH I CH 1 AM BE I NG
PA I D ..

S I GNATURE OF APPL I CANT OR AUTHOR I ZED AGENT

DATE

FURN I SH S I GNED AND APPROVED COP I ES OF FORM G " 2 , STATE D I PS FORM 7( FOR LATEST F I VE (5) YEARS) ,
AND SUMMARY WARRANT VOUCHERS ( I F APPL I CABLE) TO THE STATE COMPTROLLER (CENTRAL PAYROLL )

5800 - 37
VORM 02

RE V , 7024
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Pe r sonne l Form 704
Rev . 8 / 71 7AC 71 - 3433

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P . O . SOX 2360
HONOLULU , HAWA I I 96804

APPL I CAT I ON FOR V I S I TAT I ON

TO THE D I STR I CT SUPER I NTENDENT :

I n accordancew i t h t he prov i s i onso f t he app l i cab l e r egu l a t i on o f t he Schoo l Code , Depa r t men t o f Educa t i on ,

I w i sh t o app l y f or pe rm i ss i on t o v i s i t f or one day ,

�

, a t
(Do " )

Approved :

t o

. Schoo l .

I f l i u t r i c t Supe r i n t enden t )

Th i s i s t o ce r t i f y t ha t

�

v i s i t ed

(S i pna t we o f Pr i nc i pa l o f Schoo l V i s i t ed )

Schoo l on

�

f rom
We " )

(Da t e )



Pe r sonne l Form 401 (Rev . 9174) , TAC 74 - 8501

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P , 0 . BOX 2360
HONOLULU , HAWA I I 96804

APPL I CAT I ON FOR WORK- STUDY
LEAVE FOR D I STR I CT / STATE

OFF I CE PROFESS I ONAL STAFF

0

Subm i t 2 cop i ee

I he r eby r eques t WORK- STUDY l eave (p l ans mus t be a t t ached " ) f or

t of rom
(mon t h ) (day ) ( yea r )

" PLANS MUST I NCLUDE THE FOLLOW I NG :
(1) The schedu l e and name o f cour ses ) t o be t aken ;
(2) Desc r i p t i on o f how app l i can t ' s wor k w i l l con t i nue i n app l i can t ' s absence ; and
(3) Desc r i p t i on o f how cour se ( s ) t aken sha l l i mprove app l i can t ' s pro f ess i ona l pe r f ormance .

D I STR I BUT I ON :
Wh i t e - O f f i ce o f Pe r sonne l Se r v i ces
B l ue - Emp l ayoe

(mon t h ) (day ) ( yea r )

days
mon t hs ,

(bo t h da t es
i nc l us i ve )



6 - SPEC I AL ASS I GNMENT :

Th i s agr eemen t i s sub j ec t t o t he l aws o f t he S t a t e and t he ru l es and r egu l a t i ons o f t he Depa r t men t . Te rms o f emp l oymen t ( i nc l ud i ng sa l a r y ) a r e

t en t a t i ve and sub j ec t t o ad j us t men t un t i l a l l c r eden t i a l s have been subm i f d and approved . Any amendmen t or cor r ec t i ons t o t he t e rms o f t h i s Agr eemen t

w i l l be made on S t anda rd f orm $A , No t i f i ca t i on o f Pe r sonne l Ac t i on . The Depa r t men t r ese r ves t he r i gh t no t t o r e - emp l oy any appo i n t ee beyond t he

t e rm i na t i on da t e spec i f i ed he r e i n .

The f o l l ow i ng i nd i v i dua l i s he r eby appo i n t ed i n t he pub l i c schoo l sys t em o f Hawa i i and ass i gned as i nd i ca t ed be l ow .

a - L I M I TED TERM ASS i GNM

�

AT I ONARY) :
TTpe OF ass l oNMeNT aMR N TO a " PLO

�

N PROBAT I ON

a VACANC I ES WHO QVAL I FVFORsuch PLAOSM I NT

I T I ON OR TEMPORARY APPO I NTMENT) :
I ONS QUARAN rSeo To OTHERS w l CMQ I . TOOMPLOYESSASS I GNED

MENTS .

J - L I M I TED TERM ASS I G

�

ED EDUCAT I ONAL OFF I CERS I :

TYPE OF ASS I GNMENT G I VENTO NE

�

OL 9OUCAT I 0NALOFF I C l MS FORTHE F I RST TWO TEARSOF THE I R

as WN I CH THEY HAVE Ho t PR1v l ousLT OCCUP I ED
Ass1ONMSNTS I F such ASS I GMM4

�

oR i

S- L I M I TED TERM ASS I GNMENT (TEMPORARY) : TYPE OF ASS I GNMENT G I V I HTOEMPLOYERS WHO00HOTMEETTHEM I N I MUM

CERT I F I CAT I ON REQU I REMENTS FOR THE POS I T I ONS THEY OCCUPY 51 RV I CE UNDER TH I S ASS I GNMENT 0015 NOT COUNT TOWARDS THE OULF I LL -

MES I TOF ANY PROBAT I ONARY PER I OD

W i t h t he eeeewbn o f t eams S and 6 above. a l l new t eache r s , v i ce - pr i nc i pa l s and pr i nedpok w i l l ve r ve on Proba t i on .

Escw hx 11 - men t h en t p i oye " , w l 4r y f or each o f t he voca l i m awr t l l u o f Ju l y and Auguo w i l l be one " i en t h o f t he gr ee t : eam i ng : f rom

Sep t asebw t o June l nckn i ve .

AD I n r r t l t ed t e rm au i gnme f a r e e f f ec t i ve on l y f or Ow Pe r i od I nd i ca t ed he r e i n . The r e i s no gua r an t ee o f au i gnnws+ t con t i nuance beyond t he

eep l r a r i en do t e i nd i ca t ed above .

By s i gn i ng be l ow t he appo i n t ee accep t s t he pos i t i on , agr ees t o d i scha rge t he du t i es t he r eo f , and

t o r epor t f or du t y r i o t l a t e r t han t he beg i nn i ng da t e i nd i ca t ed above . A l l emp l oyees r ece i v i ng a NEW or

D I FFERENT ASS I GNMENT a r e t o con t ac t t he p l ace o f emp l oymen t i nd i ca t ed above (S t a t e , D i s t r i c t or

Schoo l ) no t l a t e r t han one week pr i or t o t he e f f ec t i ve da t e o f t h i s ass i gnmen t . Accep t ance cance l s any

cur r en t l eave o f absence or pr ev i ous appo i n t men t . Th i s agr eemen t i s va l i d when s i gned and r ece i ved by '

t he Depa r t men t o f Educa t i on w i t h i n seven wor k i ng days a f t e r r ece i p t .

S , Qne l v r e o f Appo l n l ee

SUPER I NTENDENT

P l ease S i gn Wh i t e (Or i g i na l ) Copy and Re t urn To OFF I CE OF PERSONNEL SERV I CES
(Re t a i n t he B i ve Copy )

5800 - 43



5800 - 45

5e t wo l For t h 2019 , 8 / 61 . H5 51 - 10 i m

4 " . STATE OF HAWA I I
^ DEPARTMENT OF EDUCAT I ON

OFF I CE OF SERV I CES.P . OPERSOBo
2360

Hono l u l u , Hawa i i 96804

APPROVAL OF COURSES FOR
TEACHER RECLASS I F I CAT I ON

Name Soc . Sec . No .
Lays F i r s t M i d "

I NSTRUCT I ONS : f or t eache r r ec l ass i f i ca t i on .
Th i s f orm i s t o be used as a wr i t t en ve r i f i ca t i on o f t he pr i nc i pa l ' s or des i gnee ' s approva l o f cour ses

I n such cases , may be
Cour ses be approva l

a r e t o be approved pr i or t o r eg i s t e r i ng f or t hem . I n some cases , t h i s may no t poss l b l e .
t o schoo l or

gr an t ed a f t e r - t he - f ac t i f t he approva l c r i t e r i a a r e me t . When t he t eache r t r ans f e r s , t h i s f orm sha l l be f orwa rded ga i n i ng

o f f i ce .

CN
~ Cour se T i t l e Crod l t s Acc r ed i t ed I ns t i t u t i on Pr i nc i pa l ' s S i gna t ur e Da t e



6

SOC. SEC . NO .

�

- - -

, DATE OF I NJURY / I LLNESS

EMPLOYER

CARR I ER

ADJUSTER

ADDRESS

I ND I V I DUAL TO CONTACT

TELEPHONE NO .

0

CLA I MANT NAME AND ADDRESS

t Da t es } o f D i sab i l i t y i n Ca r r i e r ' s Commen t s Sec t i on .

h_ j ' I CE TO EMPLOYEE : W i t h t he f i na l paymen t o f compensa t i on

( as i nd i ca t ed he r eon ) on your i ndus t r i a l i n j ur y o f . _

�

I
mon t h day Yea r

i den t i f i ed as Case No .

�

-� t he case sha l l be
dosed . Th i s de t e rm i na t i on sha l l no t cons t i t u t e a ba r t o your r eopen -
i ng r i gh t s as prov i ded t r y Sec t i on 386 - 89 , HRS , nor t o f u t ur e
med i ca l bene f i t s .

WC- 3 CARR I ER ' S CASE REPORT

{ NOTE : DO NOT WR I TE I N SHADED BLOCKS)

CHECK ONE :

DATE OF F I RST I NCOME
1 -

�

REPLACEMENT PAYMENT .

2 . E] REOPEN CASE

3 . E: 1 HEAR I NG REQUESTED

4 . F1 NO LOST T I ME / MED I CAL ONLY - DATEENT

5 . © F I NAL PAYMENT TO PREV I OUSLY ENDED CASE

6 . 0 YEAR END R

7 . F- I F

MO . / DAY ' YR .

WC . 3 (Rev . 1183)
Case No .

Ca r r i e r Case No .

Ca r r i e r L I D ,

MO . 1 DAY

�

YR .

19

TO EMPLOYEE)

ED , PAYMENT BLOCK MUST BE F I LLED I N .

' . DAY YR .

l he r eby ce r t i f y t he accur acy o f a l l o f t he above s t a t emen t s .

S I GNATURE

POS I T I ON

DATE - 5800 - 47

BENEF I T PAYMENTS
Days Amoun t s

pr i or Yea r s Paymen t s TMade t o Da t e

1 . Tempor a r y To t a l $

2. Tempor a r y Pa r t i a l $ $ $

J3. Pe rmanen t To t a l $_ - _

4 . Pe rmanen t Pa r t i a l . $ $ $

5. Dea t h $ $ $

6. D i s f i gur emen t ~ j $ $

7 . Med i ca l / O t he r Cos t s ~ / ~0 $ $ $ _ _ -

8 . Se r v i ces o f A t t endan t ~~ $ $ $

9 . Rehab i l i t a t i on $ $

Ca r r i e r ' s Commen t s :



Pe r sonne l Form 7028 (Rev . 2 / 53)
RS 83 - 4128 (Rev . o f TAC 74 - 8505)

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON CERT I F I CAT I ON AND REPORT OF

PERSONNEL SERV I CES
i

OFF I CE OF COMPLET I ON OF EDUCAT I ONAL TRAVELP . O . Box 2360
, . . Hono l u l u , Hawa i i 96804

NAME :
Las t F i r s t

SCHOOL : SUBJECT : GRADE :

No . o f PRODUCT / OUTCOMES :
OBJECT I VES : ACT I V I T I ES :

On
DaYS

Ed . Teach i ng un i t s , a i ds ,
Res t a t e as approved . Cor r e l a t e w i t h ob j ec t i ves and days t r ave l ed . Tr ave l l essons , unde r s t and i ngs , e t c .

o
SQdG t ~ ` ~~R

MMEs
~

t ea
F . d ' a t ~

, ~ t i o~

G

To t a l :

1 ce r t i f y t ha t 1 have comp l e t ed t he educa t i ona l t r ave l as app l i ed f or on Form 702 and as r epor t ed on t h i s Form 702x .

S i gned
App l i can t Da t e

VER I F I CAT I ON : To be comp l e t ed by Pr i nc i pa l .

No . o f days spen t on No . o f c r ed i t s app l i ed No . o f c r ed i t s gr an t ed
educa t i ona l t r ave l : f or on Form 702 on Form 701b :

I mpor t an t : Pr i nc i pa l ve r i f i es and accep t s t h i s Ce r t i f i ca t i on and Repor t o f Comp l e t i on o f Educa t i ona l Tr ave l t hen
pr epa r es and i ssues 701 b , t he " B " c r ed i t ce r t i f i ca t e . The numbe r o f " B " c r ed i t s i ssued on Form 701 b
mus t be t he same numbe r approved on Form 702 . No " B " c r ed i t w i l l be i ssued f or PART I AL
COMPLET I ON o f ac t i v i t y .

Accep t ed Pr i nc i pa l Da t e

D i s t r i bu t i on : WH I TE - O f f i ce o f Pe r sonne l Se r v i ces , CANARY - Schoo l 5800 - 49
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F i b M- oeaJ
I mmed i a t e

STATE OF HAWA I I C I V I L R I GHTS COMPLA I NT Supe r v i sor

DEPARTMENT OF EDUCAT I ON FORM FOR CERT I F I CATED 2 0 DS / AS / Depu t y
Supe r i n t enden t

~ - ` P . O . BOX 2360
HONOLULU , HAWA I I 88804 EMPLOYEES 3 0 Supe r i n t enden t

I NSTRUCT I ONS FOR EMPLOYEE :

Comp l e t e t he f orm . Subm i t t he f orm w i t h a l l cop i es I n t ac t t o t he appropr i a t e supe r v i sor .

TO :
Appropr i a t e Supe r v i sor Pos i t i on Schoo l / D i s t r i c t / O f f i ce

FROM :
Comp l a i nan t Pos i t i on Sc t t oo t l D i s t r i c t l Q f f i ce

i n accordance w i t h C i v i l R i gh t s Comp l a i n t Procedur e f or Emp l oyees , a f orma l comp l a i n t i s he r eby subm i t t ed :

STATEMENT OF COMPLA I NT :

Da t e o f a l l eged proh i b i t ed pr ac t i ce :

I f sys t em i c d i sc r i m i na t i on , da t e f i r s t became known :

1 . Type o f D i sc r i m i na t i on (Check app l i cab l e b l ank ) :

Age Hand i cap Race X00 Fe l & r i g i n Re l i g i on
Q , EG

axn ees
2 . Na t ur e o f Comp l a i n t (Br i e f l y s t S

t sGa~ , edE t nQoy
~

G - % Ge t t~

t d t

3 . Spec i f i c t e rm or prov i s i on o f T i t l e , Sec t i on a l l eged l y

proh i b i t i ng pr ac t i ce or po l i cy :

4 . Comp l e t e t h i s sec t i on , i f comp l a i n t i s f i l ed a t S t ep 2 or S t ep 3 . Spec i f i c por t i on o f t he pr i or dec i s i on be i ng

appea l ed (P l ease a t t ach copy o f pr i or dec i s i ons )
FOR OFF I CE USE ONLY

S i gna t ur e o f Comp l a i nan t Da t e F i l ed Rece i v i ng Pa r t i es I n i t i a l s Da t e Rece i ved

S i gna t ur e o f Comp l a i nan t ' s Repr esen t a t i ve , i f app l i cab l e Pos t ma r k Da t e

The comp l e t i on o f t h i s sec t i on by t he comp l a i nan t I s vo l un t a r y :

I have f i l ed - a comp l a i n t w i t h :0 EEOC OFCCP (U . S . Labor Dep t . ) OCR -

D I i n t end t o f i l e a comp l a i n t w i t h :
EEOC OFCCP (U . S . Labor Dep t . ) OCR

D I STR I BUT I ON : WH I TE -- I mmed i a t e Supe r v i sor , GREEN Ass i s t an t Supe r i n t enden t / D i s t r i c i Supe r i n t enden t / Depu t y Supe r i n t enden t

CANARY --- Supe r i n t enden t ( v i a OOPS) , P I NK Mgm t . Aud i t S C i v i l R i gh t s (MACK) , GOLDENROD Comp l a i nan t



I NSTRUCT I ONS : To avo i d unnecessa r y de l ay . pr esen t your c l a i m f orm t o your emp l oye r unde r s t ep 2 , be l ow , no l a t e r t han 30 days a f t e r you

a r e unab l e t o pe r f orm t he du t i es o f your j ob . I f you f i l e beyond 30 days , a t t ach a s t a t emen t exp l a i n i ng why you we r e unab l e t o f i l e ea r l i e r .

A f t e r you f i l e your c l a i m r your emp l oye r or h i s i nsur ance ca r r i e r w i l l no t i f y you i t you a r e e l i g i b l e f or bene f i t s . Fo l l ow t he 3 s t eps be l ow :

S t ep 1 .

�

Answe r a l l ques t i ons i n Pa r t A , C l a i man t ' s S t a t emen t . Make sur e you s i gn your name , or i f you a r e unab l e t o , have a r espons i b l e

pe r son s i gn f or You .

S t ep 2

�

Have your emp l oye r comp l e t e and s i gn Pa r t B , Emp l oye r ' s S t a t emen t .

S t ep 3 .

�

Have your doc t or comp l e t e and s i gn Pa r t C , Doc t or ' s S t a t emen t . Have your doc t or ma i l t h i s f orm t o t he i nsur ance ca r r i e r l i s t ed

above un l ess o t he rw i se d i r ec t ed by your emp l oye r i n Pa r t A (24) as your agen t f or se r v i ce .

D I SAB I L I TY I NFORMAT I ON

S . My d i sab i l i t y was cauwd by : E l s i ckneas Dam i den t

�

Desc r i be f i t acc i den t , g i ve da t a , p l a t e and c i r curns t anoas l :

EMPLOYMENT I NFORMAT I ON

OTHER BENEF I TS

CLA I M FOR D I SAB I L I TY BENEF I TS

PART A - CLA I MANT ' S STATEMENT

21 . Does your emp l oye r have a TD I pr i n t ed no t i ce pos t ed and ma i n t a i ned consp i cuous l y i n your emp l oymen t a r ea? Yes O No ED

D i d your emp l oye r g i ve you a ce r t i f i ca t e o f i nsur ance i n f orm i ng you o f your en t i t l emen t t o TD I bene f i t s? Yes G '

�

No C -- )

D i d your emp l oye r prov i de you t h i s c l a i m f orm when you f i r s t r eques t ed i t f or t h i s d i sab i l i t y? Yes 0 No 0

22 . I n add i t i on t o TD I bene f i t s . I am r ece i v i ng or c l a i m i ng bene f i t s f rom t he f o l l ow i ng :

OFede r a l D i sab i l i t y I nsur ance Bene f i t s

�

©Unemp l oymen t I nsur ance Bene f i t s

Wor ke r s ' Compensa t i on Bene f i t s

�

E l Damages f or Pe r sona l I n j ur y

0 Emp l oye r ' s S i ck Leave P l an

�

0O t he r { Hea l t h & We l f a r e Fund ; Un i on P l an , e t c . )

23

�

Dur i ng t he yea r f 52 weeks ) be f or e my d i sab i l i t y began , I have r ece i ved TD I bene f i t s f or o t he r pe r i ods o f d i sab i l i t y .

Yes

�

[D No

I f yes , f rom whom

�

F r om

�

t o

Form TD145
I Rn , . 111751

I

�

24 , Ma i l t he doc t or ' s s t a t emen t t o t he i nsur ance ca r r i e r un l ess o t he rw i se i nd i ca t ed he r e :

1 he r eby c l a i m Tempor a r y D i sab i l i t y Bene f i t s and ce r t i f y t ha t t he f or ego i ng s t a t emen t s i nc l ud i ng any accompany i ng s t a t emen t s a r e

5800 - 5 5

t . My name i s : F i r s t , m i dd l e , l o t I Type or pr i n t No .. Sb t i a t Secur i t y 3 , B i r t h Lu l i t t

or r l a t e . Z i p EZFQ I. I SrJr au l b t r ea t , Vs t y own , 5 . Te l . No . s .
~© Ma l e S i ng l e

Fema l e Ma r r i ed

13 . My pr esen t emp l oye r i s : f or f a t 111110 " SQL
( c i t y ) ( uee l t o ecae l~ a

r 17 . I ea rned :
15 . Pr i or t o my d i sab i l i t y . I

JOT

Q~T weak

F r am
t MO . I ( y1 ,

G, a~cn Hour s pa r week f pe r

l a . Occupa t i on :

No Name o f Un i on :

20 . O t he r Hewa i i emp l oye r s I wor k pa t 15 mon t hs : Pe r i od o f ErnD1Gyman t we . 1y

V F rom To Nov ' s wane . i
Enp l dya r name and addr ess Mo Mo . Os. My Vr . Y Vr .

a . mmb .

c .

I

EEd .

r rma ana Co - ' p - 1r rV vac yca~ v n " r n . . . . p .
a t e

Ga i manna t pnamn I

Repr e f an t a t i v ! ' r s i gna t ur e , i t c l a i man t unab l e t o s i gn Pr i n t h i t na rne Re l a t i onsh i p



5800 - 56

PART B - EMPLOYER ' S STATEMENT

I MPORTANT : To " nsb l a Your d i sab l ed emp l oyee t o r ece i ve TD I bene f i t s w i t h i n $0 days as r t au i r ed by l aw , i t i s i mpe r s l , ve t ha t You comp l e t e t he f o l l ow i ng m i d , .

mo t i on f or promp t subm i t t a l t o your i nw t enc t Ca r r i e r ,

1 he r eby ce r r i f y t ha t t he above i n f orme r

�

ea t o f my know l edge.

S i gna l uu O1 "r r l pr0ya r or h i s r eor esan t a l rw

�

T i t l e

�

Tao No .

�

Oa t s

PART C - DOCTOR ' S STATEMENT

10 . Ar e You Wa r r i ng c l a i man t t o ano t he r Phys i c i an ; JOr r yas c l a i man t r e f e r r ed t o you ~.

1 1 Yes. g i ve name ,

he r eby ce r t i f y t ha t t he above i n f orma t i on i s t rue and comp l e t e t o t he bea t o f my know l edge.

boe i Pr ' . rum , (011 , 1 , . 1 , pnn l )

�

O I I . C " ador es ,

Doc t or ' s s rgna l we

�

T " apnpna no .

�

i

Da t e

I MPORTANT a l t aw comp l e t e and ma i l w i t h i n 7 wor k i ng days a f t e r exam i na t i on t o t he i nsur ance orde r l i s t ed above un l ess o t he rw i se d i r ec t ed i n Pe r t A (23 , I f
e t e l m;n1 ' t agr z l 1o ! f e r v , ce .

Y CN~nVm % r y rne

�

2 A e

1 . C l a i man t ' s name 2 . C l a i man t ' s oecuon i on 3 . Emprpye r OO i _ No .

e , To t Po l i cy No . 5 , Form Or t ub" name 6 .

00 - - 11 , 0161 ,
7 . I n r apor t i na wage l n f orm "T l en be l ow , use proms wages , wh i ch i nc l ude B. Wor ked : OFU11. t l me OPem t i m" I

woes end a l l o t he r r emune r a t i on ouch n comm i ss i ons. bonumes , t ops and
t he cash va l ue o f mea l s. l odg i ng , " i c . Amwgr e i t he r A , B Or C. Dap h i r ed :
A , i f c i t i man t was pa i d on a sa l a r y bas i s , on t o , h , a Weak l y dr mon t h l y I mon t r i l I dav ) Nea r )

ea t e r y ea rned i n t he t es t weak or mon t h pr i or t o t he da t e h i s Do t s l as t wor ked pr i or t o dhmb i l r t v :
d i sso l l r l y began :

Weak S Mon t h S I mon t n j I day ) (Yea r )

B. 11 l i m i t s On an hour l y bash , g i ve r a t e pe r hour 111 - $1 r e t urned t o wor k , g i ve da t e :

En t e r t he weak l y morn i ngs f or t he Pas t a wr k t pr i or t he c l o t s
d i wb i l t y b"yan , i nc l ud i ng t he l as t da t a wor ked . I l nch. - r epor sod f mon t h ) 1001 . ) (Yea r )
t i p% I

was, Weak End i ng No . Days Gross 9 . Chock days norma l l y wor ked

Nu . Man t es Day Yea r Wor ked Amoun t © Man © ® F r i © I

I f pa r, ro t a t i on , g i ve numbe r o f days we r kao pe r weak :

10 . En t e r M" f o l l ow i ng t a r each c0mp I Med ca l enda r qua r t e r pr i e r t o da t e
d i sab i l i t y began :

Ca l enda r Numbe r P1 I 40. o f Hour% I TO :
m: ' ,

Wa9" f
y Du l r t a , Endmq Weak% Wor ked Wo l ved oa r Wk . En , =

MMMMO
I

ormcewor
h i .

bean , nea r t one mann i ng. or rho l es t 52 weeks pr r a r t o 11 , DO YO cwaso by t he c l a i man t ' s j ob ' . D yest he 061" d . Lb i l i t V " an !

Th i s cove r s t he de t e t ' i I ndus t r i a l I n j ur y WC- 1 f i l ed? I V as

F rom - t hrough
m t s . / OaY~YYr mO . l d"Yr yY! Or ke r s ' COmp "nae t i pn ca r r i e r ba l e+" '

13 . a i r s . t he doc t or s s t a t emen t t ag :

e i va w"ms , sa l a r y , s i ck l eave. vec i n i - D "
y por t i on o f t he pe r i od o1 dr sab i l "ev cove r , _" I

Z7 ' NO i t ye t , show pe r i od :

t hrough
. ~~~~~

mo

. / day / 10 " I mo4day / t i e r ,

d Amoun t : s

1 . PhV1KS1 r eyur l e rhgn t s o f C l o l men I ' s Occupa t i on as ro t a t ed bvC l a i men t :

5 . D i agnos i s

f i 11 epeYr ancy , adv i se EDC . I f dhab i l i t Y n pr egnancy w i t h comp l i ca t i ons , edv i p COmP I i Gr i pn l above .

7 . " a t c l a i man t ' s d i seb ' l ay caused by h i s emp ' symenO : Vas ONo '
I r Yn , wes Fhvs , c , an ' f Rappr t WC 2 f i yd? Oman L0No I f yes , f i l ed w i t h

I B WasC l s sen t n oap , t s l : ed? D yes ON r 1 f yes , I ron '_ . . . . . _ . . . - . , . _~ t o
Surge r y rnd . Ca l &d ) 13yes ON . Type

9 COmp l e r e t he l o l l ow+n p MPn t r. Da i yea r

Da f t o f your f i r s ' 611141 - 1 , 611 01 t h i s d i sab i l i t y '

I SO , 1 sbp , r e l F cas t da t e c l a i man t unab l e t o pe r f orm t t W du l i e l o f a r ap l ovmen l

Da r e o f yow mo i l aun t t r t a t rnen t of t h i s d i sab i l i t y

Da t e c l a i man t w i l l be ab l e t o pe r f orm usua l wor k I e f t i ma t e : f unde t e rmmed or unknown unso t r f l ac t or% (See 1 above : 1 I I
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days

Da t ed

a f t e r

NAME

CONT I NU I NG APPO I NTMENT AGREEMENT

i s he r eby appo i n t ed as a t enur ed t eache r i n t he pub l i c schoo l sys t em o f Hawa i i , beg i nn i ng

and such appo i n t men t sha l l con t i nue

un t i l r evoked .

A t t en t i on i s ca l l ed t o t he f o l l ow i ng spec i f i c

1 . Add i t i ona l i n f orma t i on cone
s t a t us , spec i a l prov i s i on
eve r y emp l oyee o

2 . Pos i t i on ,
suan t t o po
con t r a r y t o 1

S . y . +o l u " r r n l Ap l " l . n l p . "

DEPARTMENT OF EDUCAT I ON

EFFECT I VE DATE

sub j ec t t o t he prov i s i ons o f Chap t e r s 297 - 9 ,
297 - 10 , 297 - 11 , 297 - 12 , and 297 - 13 , Hawa i i Rev i sed S t a t u t es , (proba t i on , t enur e , demo t i on , d i s -

m i sso l ) , subsequen t r e l evan t l aws , and ru l es and r egu l a t i ons o f t he Depa r t men t o f Educa t i on , no t

con t r a r y t o sa i d l aws .

Th i s agr eemen t sha l l be con t i nued f rom yea r t o yea r ,

By s i gn i ng be l ow t he appo i n t ee accep t s t he cond i t i ons o f t h i s agr eemen t , agr ees t o d i scha rge t he

du t i es t he r eo f , and t o r epor t f or du t y no t l a t e r t han t he beg i nn i ng do t e i nd i ca t ed above . Th i s agr ee -

men t i s va l i d when s i gned and r ece i ved by t he Depa r t men t o f Educa t i on w i t h i n seven wor k i ng

r ece i p t .

P l ease S i gn Wh i t e (Or i g i na l ) Copy and Re t urn Promp t l y
t o t he O f f i ce o f Pe r sonne l Se r v i ces

STATE OF HAWA I I

HONOLULU

OR I G I NAL COPY

SOC I AL SECUR I T I NO

t , schoo l or d i s t r i c t
n annua l bas i s t o

A) .

a r e sub j ec t t o changes pur -
o f t he Depa r t men t o f Educa t i on , no t

ma t ed upon r es i gna t i on or d i sm i ssa l i n accordance

SUPER I NTENDENT

DATE O f NOT I CE

5800 - 5 7
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Pe r sonne l Form 7a5b . TAC 76 - 125+1

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

O f f i ce o f Pe r sonne l Se r v i ces
P . O . Box 2360

Hono l u l u , Hawa i i 96804

CONTRACT FOR
PROFESS I ONAL I MPROVEMENT LEAVE

W I TH PAY

CONTRACT BETWEEN THE DEPARTMENT OF EDUCAT I ON AND

Pur suan t t o Ar t i c l e XV I I , Pa r agr aph
Gove rnmen t Emp l oyees ' Assoc i a t i on .

Th i s con t r ac t en t e r ed i n t o t h i s
Depa r t men t o f Educa t i on , S t a t e o f

" Depa r t men t " and

W I TNESSETH :
WHEREAS , t he Depa r t men t o f Educa t i on , pur suan t t o Ar t i c l e XV I I , Pa r agr aph B , o f t he Agr eemen t be t ween t he

Boa rd o f Educa t i on and t he Hawa i i Gove rnmen t Emp l oyees ' Assoc i a t i on , i s au t hor i zed t o es t ab l i sh cond i t i ons

f or Pro f ess i ona t I mprovemen t Leave W i t h Pay ; and

WHEREAS ,

�

i s des i rous o f be i ng gr an t ed a Pro f ess i ona l

; now , t he r e f or e ,I mprovemen t Leave W i t h Pay f or t he schoo l yea r

DEPARTMENT AGREES :
1 . To gr an t a Pro f ess i ona l I mprovemen t Leave W i t h Pay 10

2 . To pay one - ha l f o f t he sa l a r y t o wh i t
pe r i od o f one (1) yea r or t o pay
l eave i s f or a pe r i od o f one (1)

EMPLOYEE AGREES :

3.

4 .

To comp l e t e t he r equ i r emen t s o f
s i x (6) mon t hs , t he summe r f o l l ow i

FOR PROFESS I ONAL I MPROVEMENT LEAVE W I TH PAY
B , o f t he Agr eemen t be t ween t he Boa rd o f Educa t i on and t he Hawa i i

day o f

�

19

�

, by and be t ween t he
Hawa i i , by t he Supe r i n t enden t o f Educa t i on , he r e i na f t e r r e f e r r ed t o as

appo i n t ed i f t he l eave i s f or a
l ed i f r egu l a r l y r eappo i n t ed i f t he

ha l l be made i n r egu l a r i ns t a l l men t s .

t he e f f ec t i ve da t es o f t he l eave . For l eaves o f one (1) semes t e r or
yea r may be used t o comp l e t e t he r equ i r emen t s .

To r e t urn t o wor k upon t e rm i na t i on o f such l eave or any o t he r l eave wh i ch may be gr an t ed by t he Boa rd

i mmed i a t e l y f o l l ow i ng such l eave . I f t he educa t i ona l o f f i ce r t a i l s t o r epor t f or wor k upon t e rm i na t i on o f t h i s

l eave and i f no subsequen t au t hor i zed l eave i s gr an t ed , he / she sha l l be cons i de r ed t o have r es i gned and

sha l l r e f und a l l mon i es r ece i ved wh i l e on such l eave .

To wor k f or a pe r i od o f one (1) con t i nuous yea r . I f t he educa t i ona l
a l l mon i es r ece i ved f rom t he Boa rd wh i l e on t h i s l eave .

Tha t upon f a i l ur e t o comp l y w i t h any o f t he above t e rms , he / she sha l l r e f und t o t he Depa r t men t o f Educa t i on

a l l mon i es r ece i ved wh i l e on Pro f ess i ona l I mprovemen t Leave W i t h Pay ; t ha t upon f a i l ur e t o r e f und a l l mon i es

r ece i ved wh i l e on Pro f ess i ona l I mprovemen t Leave W i t h Pay , h i s / he r Hawa i i Ce r t i f i ca t es ) sha l l be cance l l ed

by t he Depa r t men t o f Educa t i on .

5 . Tha t he / she f ur t he r agr ees t o pay a l l cos t s i ncur r ed by t he Depa r t men t i n en f or c i ng t he cond i t i ons o f i t em 4

above .

I N W I TNESS WHEREOF , t he pa r t i es t o t h i s con t r ac t have a f f i xed t he i r s i gna t ur es as o f t he day and yea r f i r s t

above wr i t t en .

o f f i ce r t a i l s t o do so , he / she sha l l r e f und

DATED :

�

. Hawa i i ,

�

. 19
STATE OF HAWA I I

Supe r i n t enden t , Depa r t men t o f Educa t i on

Emp l oyee

D I STR I BUT I ON . Wh i t e and Cana r y - O f f i ce o f Pe r sonne l Se r v i ces , P i nk - Emp l oyee

�

5800 - 59
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CONTRACT BETWEEN THE DEPARTMENT OF EDUCAT I ON AND
FOR SABBAT I CAL LEAVE

Pur suan t t o Sec t i on 297 - 22 t hrough Sec t i on 297 - 24 , Hawa i i Rev i sed S t a t u t es .

Th i s con t r ac t en t e r ed i n t o t h i s
Depa r t men t o f Educa t i on , S t a t e o f
t o as " Depa r t men t " and

W I TNESSETH :

DEPARTMENT AGREES :

EMPLOYEE AGREES :

2 .

4 .

5 .

DATED :

D I STR I BUT I ON ;

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P . O . BOX 2360
HONOLULU , HAWA I I 96804

Hawa i i ,

1 . To gr an t a sabba t i ca l l eave o f absence t o

2 .

�

For a one yea r l eave , t o pay one - ha l f o
po i n t ed . For a semes t e r l eave , t o p
such paymen t sha l l be made;

by

Supe r i n t enden t , Depa r t men t o f Educa t i on

Emp l oyee

Wh i t e - O f f i ce o f Pe r sonne l Se r v i ces , Cana r y - Emp l oyee

CONTRACT FOR
SABBAT I CAL LEAVE

day o f

�

19 - by and be t ween t he
t he Supe r i n t enden t o f Educa t i on , he r e i na f t e r r e f e r r ed

WHEREAS , t he Depa r t men t o f Educa t i on , pur suan t t o Sec t i on 297 - 24 ,
au t hor i zed t o es t ab l i sh cond i t i ons f or sabba t i ca l l eave o f absence ; and

WHEREAS ,

�

i s des i rous o f
l eave o f absence f or t he schoo l yea r

3 .

�

To r eass i gn t he emp l oyee (

�

- .. ae t ' -� - , , f ~e i s en t i t l ed .

3 .

�

To comp l e t e t he r equ i r emen t s o f t he l eave o f absence w i t h i n t he ac t i ve da t es o f t he l eave .

Hawa i i Rev i sed S t a t u t es , i s

be i ng gr an t ed a sabba t i ca l
now , t he r e f or e ,

be en t i t l ed i f r egu l a r l y r eap -
i t l ed i f r egu l a r l y r eappo i n t ed .

To comp l e t e a m i n i mum o f 15 " ___~r ed l t s o f approved un i ve r s i t y cour se wor k (8 semes t e r c r ed i t s
f or one semes t e r l eave ) or p l a comp l e t e a compr ehens i ve approved r esea r ch pro j ec t unde r t he
d i r ec t supe r v i s i on o f an acc r ed i t ed un i ve r s i t y or an i nd i v i dua l r ecommended by t he Depa r t men t
o f Educa t i on .
To r e t urn t o ac t i ve se r v i ce w i t h t he Depa r t men t o f Educa t i on , t he Un i ve r s i t y o f Hawa i i , or a commun i t y
co l l ege f or a t l eas t t wo yea r s and t o beg i n t h i s ac t i ve se r v i ce no l a t e r t han one yea r a f t e r t e rm i na t i on o f
t he sabba t i ca l l eave .

Tha t upon f a i l ur e t o comp l y w i t h any o f t he above t e rms , he / she sha l l r e f und t o t he Depa r t men t o f
Educa t i on a l l moneys r ece i ved wh i l e on sabba t i ca l l eave ; t ha t upon f a i l ur e t o r e f und a l l moneys r ece i ved
wh i l e on sabba t i ca l l eave , h i s / he r Hawa i i Teach i ng Ce r t i f i ca t e sha l l be cance l l ed by t he Depa r t men t o f
Educa t i on .
Tha t he / she f ur t he r agr ees t o pay a l l cos t s i ncur r ed by t he Depa r t men t i n en f or c i ng t he cond i t i ons o f i t em
4 above .

I N W I TNESS WHEREOF , t he pa r t i es t o t h i s con t r ac t have a f f i xed t he i r s i gna t ur es as o f t he day and yea r f i r s t
above wr i t t en .

- , Hawa i i ,

�

. 19
STATE OF HAWA I I
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DEN I AL OF CLA I M FOR D I SAB I L I TY BENEF I TS

�

TOO - 46
(Rev . 9175)

(Th i s f orm i s pr esc r i bed f or use by emp l oye r s and i nsur ance ca r r i e r s f or t he den i a l o f a c l a i m f or d i sab i l i t y bene f i t s . Th i s no t i ce i s t o

be ma i l ed t o t he c l a i man t i n t r i p l i ca t e t o g i ve t he c l a i man t t he oppor t un i t y o f f i l i ng an appea l w i t h t he Depa r t men t o f Labor a r i d

I ndus t r i a l Re l a t i ons i f he does no t agr ee w i t h t he de t e rm i na t i on .

You a r e he r eby no t i f i ed t ha t your c l a i m f or D i sab i l i t y Bene f i t s i s den i ed unde r t he prov i s i ons o f t he Hawa i i Tempor a r y D i sab i l i t y

I nsur ance Low f or r eason ( s ) checked be l ow . (Check each i t em on wh i ch c l a i m i s be i ng den i ed . )

O

�

1 .

�

You do no t mee t t he e l i g i b i l i t y r equ i r emen t s . Dur i ng t he f our comp l e t ed ca l enda r qua r t e r s i mmed i a t e l y pr eced i ng

t he f i r s t day o f d i sab i l i t y you we r e no t i n t he emp l oymen t o f a cove r ed Hawa i i emp l oye r f or a t l eas t 14 weeks dur -

i ng each o f wh i ch you mus t have wor ked a t l eas t 20 hour s and ea rned $400 .

You we r e no t i n cur r en t emp l oymen t ; i . e . , you d i d no t pe r f orm r egu l a r se r v i ce i n emp l oymen t i mmed i a t e l y or no t

©

�

2 .

�

l onge r t han t wo weeks pr i or t o onse t o f t he s i ckness or acc i den t c

�

i sab i l i t y , or pr i or t o becom i ng t o t a l l y d i s -

ab l ed because o f pr egnancy .

3 .

�

You we r e no t d i sab l ed beyond t he 7 consecu t i ve - de

o f d i sab i l i t y .

0

�

5 .

�

Your c l a i m was f i l ed on
commencemen t o f d i sab j
mor e t han 14 days pr i o
i ng . No bene f i t s sha l l be

ab i l i t y .
171

F i rm Name

4days pr i or t o da t e c l a i m was f i l ed .

c l a i m mus t be f i l ed w i t h i n 30 days a f t e r

sab l e . Bene f i t s need no t be pa i d f or any pe r i od

ed , un l ess good cause can be shown f or t he l a t e f i l -

f urn i shed w i t h i n 26 weeks a f t e r commencemen t : ) f d i s -

©

�

6 .

�

You have i nd i ca t ed t ha t you a r e en t i t l ed t o r ece i ve bene f i t s unde r t he Hawa i i Wor ke r s ' Compensa t i on Law .

[7

�

7 .

�

Med i ca l r ecords i nd i ca t e you we r e ab l e t o pe r f orm r egu l a r wor k on

�

- - -

Paymen t o f bene f i t s i s den i ed a f t e r

0

�

8 .

�

The med i ca l ce r t i f i ca t i on does no t es t ab l i sh t ha t you we r e unab l e t o pe r f orm your r egu l a r wor k due t o a d i sab i l ; : . / .

Q

�

g ,

�

You we r e no t unde r t he ca r e o f a phys i c i an , den t i s t , ch i ropr ac t or , os t eopa t h , na t uropa t h , or equ i va l en t dur i ng t he

pe r i od

�

t o

�

-

No bene f i t s a r e payab l e .

O

�

Paymen t s w i l l commence

I ]

�

10 .

�

You a r e en t i t l ed t o bene f i t s unde r your un i on con t r ac t .

D

�

11 .

�

We a r e no t t he i nsur ance ca r r i e r f or t he emp l oye r l i s t ed above . Your c l a i m i s r e t urned . ( For cor r ec t i nsur ance ca r r i e r ,

ca l l t he TD I O f f i ce , Ph . 548 - 7821 . )

12 .

�

O t he r r eason ( s ) f or den i a l :

[Au t hor i zed S i gna t ur e

�

T i t l e
1

Te l . No .

TO CLA I MANT : I f you do no t agr ee w i t h t h i s den i a l o f your c l a i m , you mus t f i l e an appea l w i t h i n 20 days f rom t he da t e o f r ece i p t

o f t h i s no t i ce by you . Use r eve r se s i de o f t h i s f orm t o f i l e your appea l .

�

5800 - 63

C l a i man t Soc i a l Secur i t y No . To Dep t .
Da t e No t i ce Sen t :

To C l a i man t

C l a i m or F i l e No . C l a i med F i r s t Day o f D i sab i l i t y Da t e C l a i m F i i ed
C l a i man t ' s Addr ess

Addr ess DOL Acc t . No .
Emp l oye r

I nsur ance Ca r r i e r Addr ess



1 .

�

G i ve spec i f l p r easons f or appea l i ng f or each i t em o f den i a l checked on t he f ace o f t h i s f orm .

2 .

�

A t t ach any med i ca l ev i dence and / or emp l oymen t r ecords t ha t w i l l suppor t your appea l .

3 .

�

Comp l e t e a l l cop i es o f t h i s f orm r ece i ved f rom your emp l oye r or i nsur ance company .

4 .

�

Ma i l t wo cop i es promp t l y t o :

�

Depa r t men t o f Labor and I ndus t r i a l Re l a t i ons
D i sab i l i t y Compensa t i on D i v i s i on
P . 0 . Box 3769
Hono l u l u , Hawa i i 96812

5 .

�

Re t a i n one copy f or your own r ecord .

I NSTRUCT I ONS TO CLA I MANT

6 .

�

The No t i ce o f Appea l mus t be f i l ed w i t h i n 20 days a f t e r t he da t e o f t he r ece i p t o f t h i s no t i ce by you .

My c l a i m f or D i sab i l i t y Bene f i t s hasw "

�

c , QV " . I NP : , 0 " _dW

�

_r r6r t he f o l l ow i ng r easons ) . (Answe r
on l y w i t h r espec t t o i t ems o f d

a t e No t i ce o f Den i a l o f C l a i m f or D i sab i l i t y Bene f i t s r ece i ved by C l a i man t : - _

a i man t ' s S i gna t ur e :

�

Da t e :
5800 - 64

0



I NSURANCE Name
CARR I ER Addr ess

W I TNESS

ATTEND I NG
PHYS I C I AN

Repr esen t ed by

STATE OF HAWA I I

�

FORM WC- 5

DEPARTMENT OF LABOR AND I NDUSTR I AL RELAT I ONS

�

I REV . 10 " 791

D I SAB I L I TY COMPENSAT I ON D I V I S I ON

EMPLOYEE ' S CLA I M FOR WORKERS ' COMPENSAT I ON BENEF I TS

Phone No .

I f no t on emp l oye r ' s pr em i ses , p l ace whe r e

Reason f or f i l i ng :

�

no t f i l ed WC- 1

�

© Reopen i ng o f o l d c l a i m

I

�

an t e ca r r i e r has no t pa i d bene f i t s

O t he r s . Spec i f y :

NOT I CE

Addr ess

�

Da t e

0 Wr i t t en

I he r eby pr esen t my c l a i m f or compensa t i on f or d i sab i l i t y r esu l t i ng f rom t he f or ego i ng i n j ur y a r i s i ng ou t o f and
i n t he cour se o f my emp l oymen t and no t caused by my i n t ox i ca t i on nor by my w i l l f u l i n t en t i on t o i n j ur e myse l f or

ano t he r .
I he r eby au t hor i ze any phys i c i an and / or hosp i t a l t o r e l ease any i n f orma t i on r e l a t ed t o any t r ea t men t r ende r ed

me .

S I GNATURE O f CLA I MANT

5800 - 65

I NJURED Name -
PERSON Addr ess

Occupa t i on

Phone No . Soc i a l Secur i t y No .

EMPLOYER Name

Addr ess

Na t ur e o f Bus i ness

Name

Addr ess

D i d you g i ve emp l oye r no t i ce o f i n j ur y? © Yes E] No

I f so , when : How : [ : ] Or a l

To whom :

Name -

Addr ess



T l NK LUG

�

pH

PATE DL l aadaY BEGAN

�

w I AS f I DYE f FUgqS l EO

�

"vG wA I "

' A " ,

�

a EYROr f t 6 11K. 1D

�

FALL EMPLOYEE PA I D I N

�

Y EMh I M t E l KD GM CALE

�

ND1JA l Y NAG*

�

I I p11H t T SWAP

�

X I LS TA I t D FELL 1ss w~E C wG '

MEALSOR LL1DGe I f - Y

�

WO I I P GM DATE

�

FULL Fpn LMY OF R I A1RYr
rA TDR

MD

�

D " T

�

vR

�

DYES

�

ONO

�

No

�

DAY

�

, YR

�

CYES OND

�

MD

�

DAY

�

/ "P

Eve r y wor k i n j ur y t o an emp l oyee eaus l na Rbsence f or one day or ma r e ur wh i ch r e r l u i r es med i ca l se r v i ces o t he r t han f i r s t R i d

�

TTu I r a r equ i r es t he l mp l L+yeT t t r

t r ea t men t mus t be r epor t ed w i t h i n 7 wor k i ng days a f t e r t he i n j ur y . Fa i l ur e t o r c t l or t I n ' anrp l l y i s H m i Wemenne r pun i shab l e b~

�

f urn i sh t he i nur ed e t nphwee i Lupc
$100 f i ne or i mpr i sonmen t f or 90 days . I Sec . S I l f i = 1 , , H . R . S . NOT I FY THFS D I V I S I ON I 111A1CD I ATELY I F I NJURY RESULTS I

�

I

I N DEATH . ) EVERY QUEST I ON MUST BE ANSWERED FULLY TO AVO I D FURTHER CORRESPONDENCE . t h i s r r f > , r r t

mowwD I D TH I S ACC I DENT OCCUR, I PM"Y a " wna r l y l l r I l y e . ene f I I H I rg l u l l eo i n m l wr o f O [CUpA t ~anA l o l eA l e
PM "Mu1 f " Wa i t S I I AP I I I nA[~Y l

T I NFANu l T i nu

NAME OF HOSP I TAL

�

I I I HOSPOAL I ZEO I

I NSURANCE
OF WC I NSURANCE COMPANY

S I GNATURE

ADDRESS

NAME OF r r I S l 1RANCE AGENCY

POL I CY PER I C I D

�

ALEN , CAD*

GNE I I AM f AND

I F L I AB I L I TY DEN I ED - " HY '

TREATMENT

�

OBTA I N NAME OF TREAT I NG PHYS I C I AN FROM EMPLOYEE
NAME OF PHYS I C I AN

�

ADDRESS

�

P. I YS I C I AN I D CODE

I

+S L I AB I L I TY UEN I EDTJ
1

I
YES Q NO

DATE

MO

�

/ DA .

�

Yn

�

i

5800 - 67

WC- 1 EMPLOYER ' S REPORT OF I NDUSTR I AL I NJURY
LJSE NUMBER

ENT I F I CAT I ON SECT I ON I ROTE : 00 NOT WR I TE I N SUDE0 BLOCRS I I

EE NAME - LAST F I RST M I SOC SEC NO UA I E OF 8017 " YAR I f A I s+A l uS WTER f CEN f D
i ~ M~(D~WALF

No DAY YR . . MALL 0 L j
.

. I
MD t 1AY YA

ADD I T I ONALADDRESS I N$ORMAT I ON C I TY STATE T I . o f t
A- ESS

WKPHONE OCC t WAT10N maw w. rmpAa I i n R. " Du F AS f 4PD DEPARTMENT
I

PAY i l o t t COMP C t ASSCDD I ~OCC CODE
F l I - S DCFUPA 10%

EMPLOYER NAME ADDRESS

PHONE NATURE DF BUS I NESS t N r l I NJUAY I LLNESS R f POATFD DAFF a I NJURY I LLNESS

MD DAY Ys MD DA I PB



E l

PART A
AOD l i can l

m-a
0r s

ease
pr i n t or t ype .

PART B
Comp l e t e
i t ems i n t h i s
pa r t t o r epor t
CHANCES
wh i ch have oc -
cur r ed s i nce
your mos t
r ecen t en -
ro l l men t
app l i ca t i on .

PART C
I nd i ca t e on l y
ONE enro l l -
men t ac t i on
i n EACH bene -
f i t p l an . P l ace
an " x " i n i t ems
B. Cor0 i f
app l i cab l e .

Camp l e t e
on l y i f you
se l e ( r t he
HEF_(H FUND
L I FE I NSUR -
ANCE PLAN .

PART E
App l i can t
mus t s i gn
t h i s pa r t .

' OR EMPLOY I NG AGENCY USE ONLY

4y :

a rm E - , (Pev . sae )

01 .

�

Your Soc. Sec . No .

�

02 . Name

�

(Las t )

�

- -

�

( F i r s t )

�

(M i dd l e I n i t i a l )

I

�

l
- I -

o3 . Addr ess (Numbe r a S t r ee t )

�

o i l . C i t y and S t a t e

�

os - Z i p Code

o i Da t eo fB i r t h? (use numbe r s )

�

07 .

�

Sex :

1

HAWA I I PUBL I C EMPLOYEES HEALTH FUND

ENROLLMENT APPL I CAT I ON

Da .

�

Ar e you now ma r r i ed?
1 © Ma l e

�

2 ~] Fema l e

�

I

�

1
E l Yes

�

2
[ I No

l i s t t he names and b i r t hda t es o f your spouse and any unma r r i ed ch i l d unde r t he age o f 19 ) i nc l ud i ng an adop t ed ch i l d , s t epch i l d , f os t e r ch i l d or
r ecogn i zed na t ur a l ch i l d who l i ves w i t h you i n a r egu l a r pa r en t - ch i l d r e l a t i onsh i p ) . I nd i ca t e r e l a t i onsh i p code (R . C . ) : 1 , spouse ; 2 , son ; 3 , daugh t e r ;

6 , t w i ns ; and 9 , d i sab l ed ch i l d . (To de l e t e a f am i l y membe r , en t e r name , b i r l hda t e and r e l a t i onsh i p code . )

12 . Your spouse ' s Soc i a l Secur i t y Numbe r

�

113 . Your f orme r name i f d i f f e r en t t han your pr esen t name on
© S t a t e , Coun t y Emp l oyee or Re t i r ee -

�

- ~ - ~ r - ~

�

Hea l t h Fund r ecords .
[3 O t he r - Pr i va t e , Fede r a l , e t c .

�

-

�

LAST

�

F I RST

�

I N I T I AL

ENROLLMENT ACT I ON REQUESTED

A. Enro l l me i n or change my pr esen t enro l l men t
t o (P l an ) .

B , Cance l my pr esen t enro l l men t .

C . I e l ec t no t t o enro l l or am i ne l i g i b l e a t

D .
The bene f i c i a r i es o f my Hea l t h

Pr i ma r y bene f i c i a r y

Seconda r y bene f i c i a r y

Au t hor i sed S i gna t ur e

I n f orma t i on i n t h i s app l i ca t i on i s~ t o ub t a i n i nsur ance and i s t rue and comp l e t e t o t he bes t o f my know l edge and be l i e f .
I au t hor i ze my emp l oye r or f i nance o f f i ce r t o se t my e f f ec t i ve da t es o f cove r age and t o deduc t my mon t h l y emp l oyee con t r i bu -
t i on f or each Hea l t h Fund bene f i t p l an f rom my sa l a r y . wages , or o t he r compensa t i on i nc l ud i ng any con t r i bu t i on i nc r ease , de -

c r ease , ad j us t men t or cance l l a t i on as r equ i r ed by t he Hea l t h Fund unde r app l i cab l e l aws , ru l es or r egu l a t i ons .

App l i can t ' s
S i gna t ur e

AGENCY- DEPARTMENT NAME

i ce r t i f y t ha t t he app l i can t i s an e l i g i b l e emp l oyee
bene f i c i a r y as de f i ned i n Chape r 87 , HRS .

Da t e

MED I CAL PLAN

C) Se l f On l y
y

DENTAL PLAN

�

L I FE I NSURANCE
PLAN

0 Ch i l dr en On l y

a

Agency dep t . D i v . B. U .
26 .

�

27 .

�

2s .

�

29 .

�

Use app l i cab l e b l ock

DATE RECE I VED I N

FROM LEAVE

YY

5800 - 69 . 9

NAMES OF FAM I LY MEMBERS
LAST

B i r t hda t e R . C .
NAMES OF FAM I LY MEMBERS

LAST
B i r t hda t e R . C .

F I RST I N I T I AL f i t D i f f e r en t ) Mo Day Yr . F I RST I N I T I AL ( I 1D i f f e r en t ) M a . Day

09 . l D . - r
MMM

09 . 10 ,

JENNE

09 . 10 .

Bus i ness
Te l . No .

MED I CAL PLAN

Da t e

DENTAL PLAN L I FE I NSURANCE
PLAN

1 . Enro l l app l i can t i n HEALTH FUND P l an Code . 14 . 16 . 22 .

2 . E f l ec t i ve cuvv f , t ; P , da t e I t ques t ed I MM! DD . YY) . 15 . / 19 . l I 23 . /

3 . Even t ). ode wh i ch pe ru i i l s above enro l l men t . 16 . 20 . 24 .

A . Da l e o f even i ( k1M- ' ) t 1 . YY ; , 17 . 21 . / 25 .
/

) : HECK EMPLOY I NG AGENCY
30 .

ATTACHED
DATE EMPLOYED 31 .

No . . . . . . . . . . . . . . . . . . . - . .

Da t e . . . . . . . . 1 . . . . 1 TRANSFER I N DATE 32 .

Am t . $ . . . . . . . . . . . . . . . DATE RETURNED 33 .



PART A
P l ease
prov i de t he
f o l l ow i ng
i n f orma t i on
f rom your
Med i ca r e
Ca rd ( s ) .

PART S
App l i can t
and / or
spouse mus t
s i gn t h i s
pa r t .

E - 5 00693
o i .

�

Your So t . Sec . No .

50 .

�

51 .

�

52 .

Your C l a i m No , . - - . - - - -

�

- - - - - -

�

Hosp i t a l i nsur ance e f f . da t e - - - - - -

�

Med i ca l i nsur ance e l f . da t e

�

d

�

_
53 .

Your spouse ' s

�

I

�

'

�

5a .

�

55 .

C l a i m No ,

�

- -

�

- -

�

- - - = - - - ~ -� Hosp i t a l i nsur ance e f f . da t e - - - - - -

�

Med i ca l i nsur ance e f f , da t e - - - -

�

- -

I n f orma t i on i n t h i s app l i ca t i on i s g i ven t o ob t a i n i nsur ance and i s t rue and comp l e t e t o t he bes t o f my know l edge and be l i e f .

I (we ) unde r s t and t ha t t he e f f ec t i ve da t es o f cove r age sha l l be se t by t he Hea l t h Fund i n accordance w i t h i t s ru l es and r egu l a t i ons .

I (we ) he r eby au t hor i ze t he Soc i a l Secur i t y Adm i n i s t r a t i on t o r e l ease
f or bene f i t s unde r T i t l e XV I I I o f t he Soc i a l Secur i t y Ac t t o t he
au t hor i za t i on sha l l be va l i d as t he or i g i na l .

I ce r t i f y t ha t t he app l i can t i s an e l i g i b l e emp l oyee=
bene f i c i a r y as de f i ned i n Chape r 87 , HRS .

HAWA I I PUBL I C EMPLOYEES HEALTH FUND

ENROLLMENT APPL I CAT I ON - MED I CARE SUPPLEMENTAL PLAN
o2 . Name

�

(Las t )

Au t hor i zed S i gna t ur e

�

Da l e

App l i can t 56 .

( F i r s t )

�

; i a i r y l e i r , i

a t i on i n i t s possess i on r e l a t i ng t o my e l i g i b i l i t y
i s Emp l oyee Hea l t h Fund . A pho t ocopy o f t h i s

MED I CARE RE I MBURSEMENT I NFORMAT I ON
FOR RET I REES ONLY

MONTHLY
PAYMENT

Spouse 57 . $

�

$

LUMP SUM
RETROACT I VE

PAYMENT

Da t e

EL I G I BLE
DATE



9

0 D .

Pe r sonne l

�

STATE OF HAWA I I

Form 500a

�

DEPARTMENT OF EDUCAT I ON

Rev . 9 / 69

�

OFF I CE OF PERSONNEL SERV I CES

E . Do you ma i n t a i n an o f f i
t r a t i on and se r v i ce t o

Ce r t i f i ed a t t he Home o f f i ce by :

Essen t i a l I n f orma t i on Re l a t i ng t o Fac i l i t i es o f

wh i ch a r e pe r t i nen t t o qua l i f i ca t i on as an i nsur e r i mp l emen t i ng t he Tax She l t e r ed

Annu i t y Progr am f or emp l oyees o f t he Hawa i i Depa r t men t o f Educa t i on .

A . I s your company l i censed t o do L i f e i nsur ance bus i ness i n t he

S t a t e o f Hawa i i ?

B . Does your company prov i de a spec i a l se r i es o f po l i c i es wh i ch

con f orm t o , and prov i de a l l t he advan t ages o f , t he app l i cab l e
l aws and r egu l a t i ons pe r t a i n i ng t o Tax She l t e r ed Am i t y
Pur chases?

C . Does your company ma i n t a i n spec i a l t r a
and supp l i es , t o prope r l y i mp l eme
She l t e r ed Annu i t y Progr am f or
Educa t i on?

�

(P l ease A t

F . Do you ma i n t a i n agen t s l i censed and o f f i ced i n Hawa i i t o
prov i de Depa r t men t o f Educa t i on emp l oyees w i t h adv i ce and
se r v i ce r ega rd i ng t he i r Tax She l t e r ed Annu i t i es?

T i t l e :

Home O f f i ce Addr ess :

Ce r t i f i ed by t he Loca l Gene r a l Agen t :

T i t l e :

Loca l O f f i ce Addr ess :

(Name o f I nsur ance Company )

t o prov i de l oca l adm i n i s -
n t o f Educa t i on emp l oyees?

(Yes or No )

(Da t e )

(Da t e )



AM f omg l f orm +9B . Rev . Z / e7 . As 434%22 f Rev . o f RS " 2 - ZM1

Name

Soc i a l Secur i t y Numbe r

Schoo l

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P . O . Box 2360

Hono l u l u , Hawa i i 96804

NOTES : " Se r v i ce Requ i r emen t - One yea r or t wosemes t e r s mus t be se r ved i n C l ass I I I . I V .

+ The Pro f ess i ona l Ce r t i f i ca t e i s r equ i r ed be f or e mov i ng t o C l asses V and V I .

D I STR I BUT I ON : 1 - Emp l oyee ,

�

1 - Schoo l .

�

1 - D i s t r i c t Ove r

EVALUAT I ON OF
CLASS I F I CAT I ON STATUS

i n i t i a l Eva l ua t i on Da t e -

Beg i nn i ng Da t e o f Se r v i ce

( - ) Da t e o f Reemp l oymen t -

C l ass t =T01

�

C l ass I t =T03

�

C l ass 111=T05

�

C l ass 1V=T06

An as t e r i sk ( ' ) I nd i ca t es comp l e t i on o f on l y t he academ i c c r ed i t r equ i r emen t f or t he i nd i ca t ed c l ass.

I SEM I NDER - Teache r s mus t subm i t Form 201 (Teache r s Reques t Form) f or r ec l ase l f i ea t l on .

C l ass V=TO7

�

C l ass V I =T08

�

C l ass V I I =TO9

NOT I F I CAT I ON OF PERSONNEL ACT I ON , w i l l be processed f or a c l ass -
A l t e r ve r i f i ca t i on o f t he seMce r equ l r emen i ( see be l ow) , a FORM SF - 5A ,( see

change . S i nce t h i s documen t au t hor i zes paymen t . phase no t e t ha t I T I S YOUR RESPONS I B I L I TY TO CHECK TH I S FORM FOR PROPER

SALARY CLASS I F I CAT I ON .
ANY CLA I MS FOR SALARY ERROR OR FOR CHANGE I N SALARY OW I NG TO RECLASS I F I CAT I ON MUST BE MADE I N WR I T I NG TO THE

DEPARTMENT W I TH I N THE SCHOOL YEAR I N WH I CH THE ERROR OR CHANGE I N STATUS I S CLA f A f ED .

BAS I C
]E l emen t a r y (K- 6)

[ ]Seconda r y f 7 - 12)
[ ]K i nde rga r t en - 12
[ ]Spec i a l Educa t i on
[ ]Spec i a l i s t
[ ]Endor semen t

PROFESS I ONAL
[ ]E l emen t a r y (K- 6)
[ ]Seconda r y (7 - 12)
[ ]K i nde rga r t en - 12
( ]Spec i a l Educa t i on
[ ] spec i a l i s t
[ ]Endor semen t

OTHER
[ ]Tempor a r y
[ ]Dr i ve r Educa t i on

CLASS I F I CAT I ON BASED ON SEMESTER HOURS AFTER : a10Bache i or #2oMas t e r #305 - Yea r / PD #40Pro f ess i ona l Ce r t i f i ca t e

and V be f or e mov i ng t o t he nex t h i ghe r c l ass .

. A ma j or i t y (mor e t han one - ha l f ) o f t he t o t a l app l i cab l e c r ed i t s used f or r ec l ass i f i ca t i on mus t be c r ed i t s f rom an acc r ed i t ed

i ns t i t u t i on . The r ema i nde r may be Depa r t men t approved i nse r v i ce " f 3 " c r ed i t s .

5800 - 75

CLASS I F I CAT I ON #1 #2 #3 #4

C l ass 11=T03 0 ' - - - ` -

C l ass I I I =T05 30 0 0 ' 0

C l ass I V=TO6 45 15 15 j 15 )

+ C l ass V=T07 60 30 30 30

+ C l ass V1=T08 75 45 45 45

C l ass V I I =T09 Doc t or a t e Dec r ee S Teacn i ng Sub j ec t s i n or Re l a t ed t o Doc t or a l Ma f or



Name

�

Soc i a l Secur i t y No .

Schoo l



Pe r sonne l Form 701 b

TAC 75 - 0204

D i s t r i bu t e cop i es a
ye l l ow t o pr i nc i pa l .
gr an t ed .

DEPARTMENT OF EDUCAT I ON
STATE OF HAWA I I

I N - SERV I CE " B CRED I T " CERT I F I

L i s t Name

has success f u l l y comp l e t ed

Da t e Ac t i v i t y Ended

i on on ac t i v i t y ; wh i t e and b l ue t o pa r t i c i pan t ;
. r e t a i n t h i s ce r t i f i ca t e f or ve r i f i ca t i on o f c r ed i t s



STATE OF HAWA I I
1 . Depa r t men t

3 . Form No .

USE TYPEWR I TER OR PR I NT W I TH BALL PO I NT PEN W I TH HEAVY PRESSURE

I NSTRUCT I ONS :

1 . Read en t i r e f orm . . . con t ac t your emp l oy i ng agency i f you need add i t i ona l i n f or -

ma t i on or ass i s t ance .

2. Comp l e t e I t em Nos . l , 2 , 4 , 5 , 11 or 12 , 13 , and 14 .

3. Re t urn f orm t o your emp l oy i ng agency .

MED I CAL PLAN I NSURANCE DED

1 . Soc i a l Secur i t y No , 5 . Las t Name , F i r s t N
~ EN
r e~G~MO " 63 , ~ca dc+

FAQ
a~ t , Vo l ' ,

l y MED I CAL PLAN con t r i bu t i on f rom my
0011 '

1

each mon t h t he r ea f t e r . . . . beg i nn i ng

n i nc r ease , dec r ease , ad j us t men t or cance l l a t i on as r equ i r ed by t he
s or r egu l a t i ons .

Jen l

�

8 . P l an

701

9 . LD . No .

I he r eby AUTHOR I ZE t h
compensa t i on each pay ro l l

Dt he f i r s t mo

My au t hor i za t i on a l so i nc l udes
HEALTH FUND unde r app l i cab l

12 .

�

0

�

! he r eby CANCEL , as o f

�

- 1 - - 1 - - , my pr ev i ous au t hor i za t i on .

13 .

�

Da t e

�

14 .

�

Emp l oyee ' s S i gna t ur e

�

15 .

�

Da t e

�

16 .

�

Au t hor i za t i on S i gna t ur e
STATE ACCOUNT I NG FORM D - 63
MARCH 1 , 1977

HAWA I I PUBL I C EMPLOYEES HEALTH FUND

rT . ATE CV! ! r l I " CL LEa? ' :

T I ON

0 . Dep t .



5800 - s i
CHO I CE OF RET I REMENT MEMENTO . Rev 4166 . AS 86 - 9603 (Rev o f AS 84 - 6756

Soc i a l Secur i t y Numbe r Name (Las t ) ( f i r s t ) Gr i dd l e I n i t i a l )

Schoo l / o f f i ce Home Addr ess (No . f k S t r ee t ) C i t y & S t a t e Z i p Code

TO THE OFF I CE OF PERSONNEL . SERV I CES :

i n accordance w i t h t he prov i s i ons o f t he app l i cab l e r egu l a t i on o f t he Schoo l Code , Depa r t men t

o f Educa t i on , I have i nd i ca t ed my cho i ce o f a r e t i r emen t memen t o be l ow .

CHECK ONE :

[ ] I w i sh t o have a wooden bow l .

I w i sh t o have a $50 . 00 sav i ngs bon

QvG ` 00
RS a t e

App l i can t ' s S i gna t ur e Da t e

(To i nsur e your r ece i p t o f a r e t i r emen t memen t o - i f we do no t hea r f rom you w i t h i n 15 days o f t he above da t e , we sha l l subm i t an orde r

f or a wooden bow l on your beha l f . )



Form OPS- S I S
I SAP- I

ease

�

i r a t t t o t wo sca t t t ons

�

shee t s .
5800 - 83

" STATE OF HAWA I I
( ) PERFORMANCE

Depa r t men t o f Pe r sonne l Se r v i ces SPEC I AL , ACT / SERV I CE

NOM I NAT I ON FORM
F I SCAL

} OTHER
YEAR

Pos i t ron Pos i t i on No .

Oepa r t wn t D i v i s i on Or aneh Or O f f i ce

Nom i nee ' s Phone : I s l and : No . o f Or s . w i t h hm i ns t or ' s awe / T i t l e : i mw i ns t or " s Phone No . :

S t a t e Gove r~rmen t

YORK UN I T 0WECT I VES :

GENERAL FUNCT I ONS OF THE POS I T I ON :

REASONS FOR NOM I NAT I ON

1

; 1 Sam
d~0

~~ i dnF

1



DOE / WC- 1 (Rev - 121851 AS 85 - 9025 (Rev o f AS 79 - 6894)

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

O f f i ce o f Pe r sonne l Se r v i ces
P . O . Box 2360

Hono l u l u , Hawa i i 96804

NOT I F I CAT I ON AND ELECT I ON
OF COMPENSAT I ON FOR

I NDUSTR I AL I NJURY

Name o f Emp l oyee :

Soc i a l Secur i t y

Pos i t i on No . :

Pos i t i on T i t l e : -

Pay ro l l No . : - __ . _

Da t e o f I n j ur y : .

I unde r s t and t ha t wor ke r s ' compensa t i on bene f i t s w i l l no t be pa i d f or t he f i r s t t hr ee days o f d i sab i l i t y .

F rom

cc :

Da t e

No . :

0 ' S I CK LEAVE - Wor ke r s ' Compensa t i on paymen t s

LEAVE W I THOUT PAY - Wor ke r s ' Compen

' Shou l d my accumu l a t ed s i ck l eave run

VACAT I ON ' Wor ke r s ' Compen

S i ck Leave :

I unde r s t and t ha t NO DEDUCT I ONS w i l l be made f rom wor ke r s ' compensa t i on paymen t s . Whe r e t he t o t a l sa l a r y

f rom my accumu l a t ed l eaves i s no t enough t o cove r a l l deduc t i ons . I sha l l make d i r ec t paymen t t o my r espec t i ve
payees excep t t ha t :

01 e l ec t t o have r e t i r emen t sys t em con t r i bu t i ons deduc t ed f rom my wor ke r s ' compensa t i on paymen t s . A
SA Form D - 60 i s a t t ached .

Numbe r o f Weeks

Pay ro l l O f f i ce
Pe r sonne l O f f i ce
I n j ur ed Emp l oyee
Schoo l / O f f i ce

Schoo l / O f f i ce :

Ba rg . Un i t Code :

Apprn . Code :

W I C Case No . :

Mo . Sa l a r y a t T i me o f I n j ur y :

S i gna t ur e o f I n j ur ed Emp l oyee

�

Da t e

�

Segna i ur e o1 Supe r v i sor

y ends , my cove r age w i l l be as f o l l ows :

t o t o t a l my r egu l a r pay .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . FOR PERSONNEL OFF I CE USE ONLY . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

I ce r t i f y t ha t t he above i n j ur ed emp l oyee o f t h i s depa r t men t i s e l i g i b l e f or wor ke r s ' compensa t i on f rom

�

t o

pe r week ; $

�

pe r day .

. To t a l Amoun t o f Awa rd : $

a t $

and days

Da t e

�

Depa r t men t a l Pe r sonne l O f f i ce r

5800 - 85



EDP #0921

TANDARD FORM $A REV . Y I M
TATE OF HAWA I I
165
S ! A- 006R l Av i r o f R5 64 - M3)

DEPARTMENT OF EDUCAT I ON

CERT I F I CATED EMPLOYEE

NOT I F I CAT I ON OF PERSONNEL ACT I ON

DEPT . OF ACCOUNT I NG & GENERAL SERV I CES COPY

. PART
" - 3 . ADDRESS- " MR . MK. mess

1 NO . 2 . NAME rCAM+ LAST F I RST A l l pDLE. SECUR I TY

'

*

STREET

C I TY
STATUS

I D - 11 l 2 7A[ EXEMPTw I t s 13 PATROL ( f 1 R [T I Ku t o "

F DATE Or G I RTH S- SLRY I CE i EA 7 . UA a HAw f t ! f . WETS T[D STATE HUMS[R COST . CODE GROUT CLASS R [ f [RY[D
COMPUTAT I ON DATE t I T I 2EN RES I D [NC( PREFG t [ I I CE MAR I TAL N I Y f I CAL

TN , STATUS HAND I CAP

_ .- .
- ~ - t ~ I NJ / J / I WS~ ! / "l. 1JJ. ~ ' ! / I t " ' YNJ / J ! l ! ! / w

i I i F i F i f ~~ ~ ' - / l t ' v - J. N
t JJ r ~% " JA L - I ; ~: y t ~~ f J~ l. MJ_

I A c r rECrn [ DATE A L T A
I ts coo tM

c~~

rue l Dr & " 1o "

t

r f FROM : PMTMN T f f LC 2s TO- Po5 I rw l l T I TLE 1S ; f

t f FO f 111ON t o *cc G " : I $ALAR I 22 . PAY RATE [ ! 2 f PO f t i l o i t 27 OCC GRP ER SALN I V 96 . PAY RATE f 0 . I h ' ,
STEP HOURLY RAT( MORTNLY RAR i SL l U I D

No coa l RANG ( STEP I I O I I RLY RAT( MONTNL I RAT[ I SLARO NO CODE RANG [

s+

f

NAME OF EMPLOY I NG AGENCY COO [ ' `
24 NAME OF EMPLOY I NG AGENCY t oo t

-
Dnr .

t

, SoEn

WY I S I ON
D I Y I S I

F
\ i

SRANCH - Or F I C I

T
SL [T I ON

u
~

JYV- N1~J I i l ~~r

-
I F rER [RT I AL Yr CODE i YOW I I

11 WF R [HTFAL

SS . OATS OF AP I r AFF I DAV I T AO . DATE Or PERSONAL H I STORY
sA 111 , 411: 1111: 161 DUE sS POS I T I ON SR FOS I 71pN f 7 . T I M[ AUTHOR _

(ACCESS I ON ONLYP DECLARAT I O I I MCCESSWN Oo1LT+
CONTROL cATE F 1 [ Y

UN I I FOMA ACCOUNT I NG COOS TYPES OF ASS I GNMENT

n . n D M I D O I I ECT Fus f CTTGN PROS .! r T rR - f APPRN I ! I 1 I LOC .1

1 1 I 1

PENC[N r

( REGULAR - ASS I GNED TO AN UNOS I (GATED " PERMANENT " POS I T I ON AND QUAL I F I ED
1 1 1 1 1

I t I 1 I I FOR SUCH PLACEMENT .1 I 1
1 I ! 1 ! f r I 1 7 1TA f V I CE : 10 ANOTHER- ASS I GNED TO A POS I T I ON OBL I GATED 1GUARATMED1

1 1 ! I I 1 t 1 I
- 1 1 1 I

EMPLOYEE BECAUSE OF NONLPROSAT I ONARY RELATED I I EASONS I LWOPGUARANTEE .
t I 1 1 1

I 1 1 T I 11 1 1 f rW

F 1 1 1 L I 1 I I 7 LTA (PROBAT I ONARY V I CE( TOr ASS I GNED TEMPORAR I LY TO A POS I T I ON OBL I GATED
ANOTHER BECAUSE OF PRQ I " T I pNARY GUARANTEE OR CHA I N REACT I ON PROBA

I 2 . RARGA I UM I S OM I T COD ( Y I 1 t PAC CATEGORY AS . SEM I NOWKLT AS YV I + t or
RATE ASs t 4N l dea l COO [ T I ONARY GUARANTEE .

A LTA (PROBAT I ON ( - PROBAT I ONARY ASS I GNAKN7 .

S LTA I N r1T OUAL I RED t - DOES NOT MEET THE REQU I RED MmuVPJM CERT I F I CAT I ON

AND OR POS I T I ON QUA I t FFCAT I QNS . SERV I CE UNDER ?H I S ASS I GNMENT DOES NOT

S I I MMARPS I CNA " AC I t o ANY O f I NS A I SM[ $( FMS Aec C I OCLLe - COUNT TOWARDS THE FULF I LLMENT OF ANY PROBAT I ONARY PER I OD

' 6 LTA I T f ASPORARY POS I 11ON1 . ASS I GNED 10 A TEMPORARY POS I T I ON

7 LTA - I EMPORARY I POS I T- ON EARLY RETURN FROM LEAVE TO A NON - GUARANTEED

T I ON . ONACT I I UGAPPO I NTMENT , ORON I EMPORAR ` rAW I C I YMEN7 I REFER I OAR1 I -

C I E AV '. AGREEMENT BETWEEN LO E AND H G , E. A t

e CA I UA I CERT I F I CATED EMPLOYEE " EMPLOYED ON A NON SALAR I ED BAS I S t N ACCOR

DANCE W I TH REGULAT I ON 5111

v SPEC I AL SPEC I AL ASS I GNMENT AS I ND I CATED I N " REMARKS "

NOTE FOR CLAR I F I CAT I ON OF E O . ASS I GNMENTS REFER TO ADM I N157RAT I VE

GU I DEL I NES TY D AT I A F I C f R A rN i M NT

i t , ( - u t f ormn l l nn conCe rnmg ass l gr t men l , l eng t h o f emp l oymen t pe r i od and so l o t y s t a l ed he r e i n i s sub j ec t t o app l i cab l e l aws and r egu l a t i ons . and may be ca r

or chonged as deemed nec r r ss t l r y by t he depor t men t0 I

l o t 17 mon t h emp l oyees. Sn l n l y f or each o f t he vOCa l i on mor,+hs o f Ju l y and Augus t w i l l be one t en t h o f t he groSS ea rn i ngs f rom Sep t embe r 10 June i nc l us i ve

t o r ec l ass r l , cu t i an mu l l br rnnde i n w i n i ng t o t he pepa r rmenr w i t h i n t he schoo l yea r i n wh i ch t he e r ror or change
oa ns f or %o l a t y e r ror w f or change i n Sa l a r y ow i ng

. n t u% t t ( j o i n t ed (Regu l nhon 570) NJ

I

SUpea rHRnd*M
Dow 5800 - 87



S t anda rd Form 5A " No t i f i ca t i on o f Pe r sonne l Ac t i on " se r ves as a no t i f i ca t i on and r ecord o f o f f i c i a l pe r sonne l t r ansac t i ons f or t he

purposes o f pe r sonne l admm i s t r a l i on . pay ro l l adm i n i s t r a t i on , f i nanc i a l accoun t i ng . bene f i t s adm i n i s t r a t i on , and pe r sonne l r ecords

adm i n i s t r a t i on . S t anda rd Form 5A i s i ssued t o r ecord and r epor t i n i t i a l emp l oymen t i n f orma t i on and sub j equen t changes r esu l t i ng f rom

pe r sonne l t r ansac t i ons and changes t o an emp l oyee ' s pe r sona l s t a t us .

A b l ock - by - b l ock exp l ana t i on o f i n f orma t i ona l i t ems on t he SF - 5A i s p i oy i de r 4 as f o l l ows :

1 Soc i a l Secur i t y Nnn , he i - ; e l l - p l a ". oa t l r y

2 . Name - Se l l - exp l ana t or y .

3

�

Addr ess - Se l l - ex p l a ru l l Dr y

4

�

Da t e o f B i r t h - Se l l - exp t an r l or y

5

�

Se r v i ce Compu t a t i on Da l e - Th i s da l e I s used t o Cp i e rmrne se r v i ce
t i me w i t h t he S t a t e Gove rnmen t i n ! e l ms o f yea r s and mOn f r I S 01

se r v i ce Th i s i s used l o t t he adm i n i s i r a l i nn o f Se r vce a+va rds The
da t e i s no t necessa r i l y t he beg i nn i ng da t e o f seance .

6 Sex - F ' I on Fema l e . I d f or Ma l e .
7 C i t i zensh i p - Y f or Yep . N f or No .

8 Hawa i i Res i dence - Y f or Yes i r es i den l ) . N f or No I r i on - r es l den l l .

9 Ve t e r an ' s Pr e f e r ence - No t ma i n t a i ned :

10

�

Ma r i t a l S t a t us - S f or S i ng l e : k1 f or Ma r r i ed . D ' t o t D i vor ced . L ' 1 f or
W i dowed.

11 , PhyS I Ca i Hand i cap - No t ma i n t a i ned .

12 . Tax Exemp t i ons - No t ma i n t a i ned .

' EXPLANAT I ON OF THE SF - 5A
APPL I CABLE TO CERT I F I CATED PERSONNEL

13 . Pay ro l l - The i n f orma t i on i n t h i s b l ock r e f l ec t s codes f or pay ro l l
adm i n i s t r a t i on

t a . Re t i r emen t S t a t us - Codes r e f l ec t membe r sh i p S t a t us w i t h t he
Emp l oyees Re t i r emen t Sys t em .
2A = Membe r o f Emp l oyees ' Re t i r emen t Sys t P . ^ ! and F I CA (Soc i a l
Secur i t y ) .
2B - Membe r o f Emp l oyees ' Re t i r emen t S , s t em a r ~r y

No f E l i g i b l e - No t a membe r o1 Emp l oyees ' Re t uemen t Sys t em .

15 . Na t ur e o f Ac t i on - Shor t desc r i p t i on o f t he pe r sonne l ac t i on be i ng
r epor t ed

16 E f f ec t i ve Da l e - E f f ec t i ve da t e o f pe r sonne l ac t i on , For Sepa r a -
t i ons . t h i s da t e i nd i ca t es l as t day o1 emp l oymen t w i t h DOE .
Pa r t i a l Dav Fac t or - Used t o m9ke pa r t i a l coy ad f uss r en t s t o pay
r a t e Re f l ec t s t he pe r cen t age o f t he pay t o wh i ch ! ne na t ur e o f

ac t i on i s app l i cab l e
17

�

End i ng Da t e - End i ng da t e o f pe r sonne l ac t i on .

PART A
18

�

F rom Pos i t i on T i t l e - Pr esen t t i t l e o f an emp l oyee ' s f ob
19 PoS i l ron Numbe r - A numbe r wh i ch i den t i f i es t he ce r t i f i ca t ed

pos i t i on t ha t t rue emp l oyee ho l ds.

20 , Occupawna l Group Code - A codec t ve r s i on o f t he P- 7s i t l on T l f l e

21 Sa l a r y Range S t ep - Ab l i r ev i a t ed m1 i ca : +cn o ' I . - p

p l acemen t on t he Sa l a r y Schedu l e Examp l e ' T08 " L 1 ' i nd i ca l " ! s
t ha t I " - emp l oyee r s on t he Teache r s Sa l a r y SChe1 t r l e i T l a l ca I a r y
r ange e i gh t 108( and on s t ep l ongev i t y one 10 I

22 . Mon t h l y Ra t e - The appropr i a t e mon t h l y sa l a r y r a t e f ur t hr mr j r "
ca t ed Sa l a r y r ange and s t - p ( annua l sa l a r y -, 121

5800 - 88 -

rAPT 9
a - r y " , . " s

�

1 - . " C5 o f 11110 - 1 : 11 . . .. . .

�

i t s

" . . - . .

�

. ' : 1 P-

�

I " : t D - e - i ! i f ; T i ~ pn "
t . On I t he ; " ; i l l , On 10 - % r i . c h a i r ans l e r I S " ndCe i when apa l xao l e
r3r1 C

! I - r °- r ea l pa. - _ - l. , ,

3" i

�

I nc r empo " C l ue - T1 t i s i s t he ya f e t he emp t - f ee i s norm , w l y sched -
L; I n j i n , r= - _ - 70 1ne ea t : g i , - r a t Dr t ong - V '. 1Y i n : r romen l Th i s Ja t e
I 5suh i e [ '. '. 7 t he : r a , . : s . , zngV I AC! ' S "7 . SLH 1975 No - a l annua l
i nc r emen t or l ongev i t y i nc r ease t o em ; I ayees w i l l be . e f e r r ed i n
any f i sca l . ea r t ha t an i nc r ease i n t he Sa l a r y schedu l e i s e f f ec t ed
and no pa - 1 o f such f i sca l yea r sha ! i be CDur i t ed as Se r v i ce c r e j i t -
ao l e 1 - . r a , : / f u t ur e i nc r emen t or f ~ngd . . r f pay i nc r ease

35

36 . Pos i t i on Ca t egor y .

Code 3 - ~bde f or Teache r s , Pr i nc i pa l s . Voce - Pr i ncpa l s . D i s t r i c t
Supenn t enden t s t ' ASs i S l an t Supe r i n t enden t s . am3 Depu t y Supe r -
i n t enden t ,

37

�

T i me Au t hor i zed F T E 0 . f f u l , - : v r? e~ : r , : a "e^Cy1 - Pa r t - t i me or
f u l l - t i me emp l oymen t s t a l : r s expr ess r ) i s . 1 o~ r ce r : age . Exam-
C I eS A l u l l - t i me emp t cvee wCu I C have an F T c o f 10 { 1 . 000 ' 0 . A
ha l f - t i r e emp l oyee wou l d have an F T . E o ! : 5C ' WC " i .

38 Hea l h Bene f : l P t an Come r - No t used .

39 . Da t e o f Appo i n t men t A f hda ; l t - Ao . r ; e . ma t e ca t o when Oa t h o f
Loya l l y i s s i gned by emp l oyee .

40 . Da t e o f Pe r sona l H i s t or y Dec l a r a t i on - No t used .
41 Un i f orm Accoun t i ng Code - Th i s i n f orma t i ona l b l ock des i gna t es

codes t o i den t i t y t he spec i f i c budge l a r , a l l oca t i ons f rom wh i ch
t he pos i t i on i s f unded . Th i s i n f orma t i on i s mos t l y used f or f i nanc i a l
accdun i l no o f pay ro l l cos t s and wou l d no t norma l l y be o f ma j or
s i gn l l i canCe t o t he i nd i v i 0uM emprp ; e~

J> . f r7 t 1r i Ed

JJ

L . . Y I

�

DCnuo ' p i e : - " a r

PDS I I , : ? ' " : : 7n t r01 - I nd i Ca l as t he bu0ge ' . a ' Y S1a t uS o f t he poS i t : on
Ccde I - Pe rmanen t I t . l an - Tempor a r y ) Pos i t i on .

Code : - *e rnpor a r y Pos rhon (Supp l e rn . nrgr y Funds x gep l aCe -
men l Fos l t i on l .

Code 3 - Casua l Pos i t i on i Subs t , t weTeache t s . Hour l y Emp l oyees .
e t c I -

Code 5 - S t a t e and D i s t r i c t Educa t i ona l O f f i ce r s no t engaged i n
i ns t ruc t i ona l wor k .

9 " '. i rgammg U^ " : Code - I 1 I d I CA t eS I "1 " : t 3 " g3 i ' i l ng un i t t o wh i ch t he
, , . t i p :oy r - - ; a : - . , onpA

Tea r. " - _" r e

�

. . . . . . . . . . . . . . . . . . . . . - . . . . . I nc l C "5 Exc l 55 '
Educ1 ' . r^ , . t I ' J r l . ce r s

�

. . . . . . . . . . . . . Fns l 06 Exc l . 56
S- rp l

�

. .

�

. . . . . . . . . . . . . . . . . . . . . . . .

�

Exc l. 96
^ t hn i c ( ' : t " "gU t V"

B l ocks 18 t hrough 31 a r e d i v i ded i n t o t wo pa r t s : 18 - 24 i s Pa r t A and 25 - 31 i s Pa r t B . Bo t h pa r t s prov i de t he same i n f orma t i ona l i t ems . Mos t

t ypes o f pe r sonne l ac t i ons w i l l use on l y Pa r t A. Pa r t 6 i s used pr i ma r i l y t o r e f l ec t pe r sonne l t r ans f e r ac t i ons i n wh i ch case Pa r t Awou l d

be used t o r e f l ec t t he pos i t i on f rom wh i ch t he t r ans f e r i s be i ng made (o f d pos i t i on ) and Pa r t B wou l d be used t o r e f l ec t t he pos i t i on t o
wh i ch t r ans f e r i s made (new pos i t i on ) . Pa r t B i s a l so used f or new emp l oyees .

' SF - 5As f or Subs t l l u l e Teache r s a r e somewha t mod i f i ed t o r ee l ec t i n f orma t i ona l i t ems pecu l i a r f 0 s i l bS t i h i l e t each i ng such as a r k r i l y r a t e o f pay . t e l ephone
numbe r . e t c .

23 I s l and Code 45 Snrn i n i n " , I n l y Ra l e - Th i s h l ocF I ns: norma l Sem i mon t h l y

24 . Name o f Emp l uy l ng Agency - neg l ec t s I l i eOrgan i za l i o t t a l l oca t i . )n gross s : i l i y an l o t m l i nc l ud i ng d any

go wh i ch t he Emp l oyee i s ass i gned I DOE schoo l or a l l i ce1 . »5 Type c , I As , y rur , nw C i Ae - Th , t , l I ' , , Ck m19 l ca1r : : . ! he t ype o f
. 1S- " a0+rm- ! r i t t i v I . t by t he one f i l "~y " ."e I t " " f i ruhauona r y t en i por a r y .
I mu l ed - t urn v i ce , e t c I

53 Re i r r aks - Re f i t c i s exp l ana t or y ( emvks pr epr t n t ed or i nd i v l d -
I r a l t z " '. d T i m t app l y t o I he r epor t ed t r ansac t i on
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Name . . . . . .~~____ . . .

�

Schoo l

Age

�

~ . ~~. . ~ i r t hp l ace

Pe r t i nen t f am i l y h i s t or y _

�

- - - - - - - - - - - - - - - - -
Pe r t i nen t pe r sona l h i s t or y
He i gh t - - - - We i gh t . . . . _ . . . . r

�

_

�

Tempe r a t ur e .

�

Pu l se r a t e

B l ood pr essur e . sys t o l i c _

�

. d i as t o l i c

V i s i on Sne l l on t ype a t 20 f ee t - R i gh t -

Hea r i ng . wh i spe r a t 20 f ee t . . . , . __ . . __ - _ . ~
Pa t e l l a r r f l ex I r i s r e f l ex t o l i
Loca t i on o f ca rd i ac ap i ca l i mpu l se .

Rhy t hm o f pu l se
Lungs - abnorma l i t i es o f r eso
Abnorma l i t i es on auscu l a t i on
Abnorma l i t i es o f mo t i on o f t ho i
Abdomen - l i ve r edge . . . . ~ - __ . !

r i g i d i t i es

�

t ende rness

De f orm i t i es o f bones or j o i n t s
L i m i t a t i on o f mo t i on o f j o i n t s -
Tee t h - - ca r i es

�

- g i ng i v i t i s

Throa t
Ce r v i ca l g l ands

�

ax i l l a r y

�

i ngu i na l

Haemor rho i ds

�

He rn i a -

Ur i ne ` a l bum i n

�

Suga r

�

pus

�

cas t s

�

b l ° °d

�

-

Da t e

DEPARTMENT OF HEALTH
AND

DEPARTMENT OF EDUCAT I ON
S t a t e o f Hawa i i

PHYS I CAL EXAM I NAT I ON OF TEACHERS

Any s i gn i f i can t abnorma l i t y shou l d be f o l l owed up t horough l y .

�

Th i s app l i es espec i a l l y t o t he l ungs , ha r t .
k i dneys and ak i n .

Add i t i ona l or exp l ana t or y r ema r ks

�

_ - _. . ___ - - . - - - -

I ce r t i f y t ha t t he i n f orma t i on above was ob t a i ned by me by phys i ca l exam i na t i on made t h i s day and t ha t

t he above r epor t i s t t w t o t he bes t o f my know l edge .

�

I n my op i n i on t h i s t eache r ( i s )

( i s no t )

�

A t t o t each schoo l .

Dac t oes S I P " " 5800 - 10 1



WC- 2 PHYS I C I AN ' S REPORT

(NOTE : DO NOT WR I TE I N SHADED BLOCKS)

EMPLOYER NAME A ND ADDRESS

0
L

PAT I ENT NAME AND ADDRESS

STATE I N PAT I ENT ' S OWN WORDS WHERE AND HOW ACC I DENT OCCURRED :

G I VE ACCURATE DESCR I PT I ON AND EXTENT OF I NJURY :

0S ACC I DENT MENT I ONED ABOVE THE

WHO ENGAGED YOUR SERV I CES?

I S FURTHER TREATMENT REQU I RED? ED NO D YES ; HOW LONG?

WERE X- RAYS TAKEN? D NO D YES

�

BY WHOM?

X- RAY D I AGNOS I S :

DESCR I BE SUBSEQUENT TREATMENT BY YOU :

F I NAL D I AGNOS I S :

1

�

2 3 4

�

5 6
F I RST

�

F I RST S F I NAL

�

F I NAL

�

I NTER I M

�

CONSULT I NG RAT I NG

�

CASE NUMBER

CARR I ER ' S NAME AND ADDRESS
0

YOUR NAME , ADDRE SS AND TELEPHONE

D I D ACC I DENT RESULT I N D I SAB I L I TY FOR WORK? D YES D NO

�

DATE D I SAB I L I TY BEGAN :

PAT I ENT D WAS D W I LL BE ABLE TO RESUME © L I GHT WORK

�

D REGULAR WORK ON :

YES NO

l . ARE YOU THE ATTEND -
I NG PHYS I C I AN?

�

0 1 : 1
2 .

3 . I S THERE A POSS I B I L I TY
OF OTHER , D I SF I GURE "
MENT?

4 . DO YOU TH I NK PHYSCAL
REHAB I L I TAT I ON W I LL
BE NECESSARY?

DO YOU TH I NK MED I CAL
REHAB I L I TAT I ON W I LL
BE NECESSARY?

5 .

DATE TH I S REPORT RECE I VED
I

MO . I DAY I YR .

HAS THE PAT I ENT BEEN
BURNED? DD

a D
.

DD

E l s

ON? D YES D NO ; STATE CONTR I BUT I NG CAUSES .

DATES)

WAS PAT I ENT TREATED BY ANYONE ELSE? D NO DYES . BY WHOM?

�

DATE(S)

WAS PAT I ENT HOSP I TAL I ZED? D NO D YES

�

DATE OF ADM I SS I ON :

�

DATE OF D I SCHARGE :

NAME AND ADDRESS OF HOSP I TAL

AT I ENT STOPPED TREATMENT W I THOUT ORDERS ON

�

PAT I ENT D I SCHARGED AS CURED ON :

DESCR I BE ANY PERMANENT DEFECT OR D I SF I GUREMENT ( I NCLUDE SCARS , D I SCOLORAT I ONS , DEFORM I T I ES , ETC . ) D NONE

5800 - 10 3

PAT I ENT SOC I AL SECUR I TY NO . DATE F I RST TREATMENT DATE OF I NJURY I I LLNESS PHYS I C I AN ' S I . D . I F PAT I ENTpED . G I VEDATE

MO . I DAY I YR , MO . I DAY I YR . MO . I DAY I YR .



Pe r sonne l Form (Rev . 1185) , RS 55 - 7296 { xev . or Î ~ ' ro - - rm i Ju j a

RECOMMENDAT I ON FORSTATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON EDUCAT I ONAL OFF I CER APPO I NTMENT

O f f i ce o f Pe r sonne l Se r v i ces
P . O . Box 2360 (W i t h Spec i f i ed Appo i n t men t Te rms and Cond i t i ons

Hono l u l u , Hawa i i 96804 and O t he r Pe r t i nen t i n f orma t i on )

1 . Name :

2 . Pos i t i on T i t l e :

3 . E f f ec t i ve Da t e : End i ng Da t e :
( J f App l i cab l e )

I nc l uded
Ba rga i n i ng Un i t S t a t us : Exc l uded

4 . New Sa l a r y :

5 . Type o f Appo i n t men t :

6 . Ce r t i f i ca t i on f or Pos i t i on :

7 . Pr esen t Pos i t i on :

Q~G~Mo3 { f Xove r
ado _Ag tt d '

PQ ' s
8 . I n t e r v i ew Comm i t t ee :

1 .
2 .
3 .
4 .
5 .
6 .

Non E . O . Tr ans f e r s TOTAL
D i d No t # App i i can t s

I n t e r v i ewedApp l i can t s E . O . Promo t i ons Mee t MQ ' S

10 . Rema r ks :

11 , Approva l Recommended : Da t e :
Supe r i n t enden t

12 . Da t e o f Boa rd Approva l :

D I STR I BUT I ON :
OR I G I NAL (wh i t e } O f f i ce o f Pe r sonne l se r v i ces : (Gr een ) D i s t r i c t O f f i ce ; (Cana r y ) o f f e r Le t t e r Copy ; (P i nk ) Emp l oyee ; (Go l denrod ) Pend i ng F i l e Copy

R I " 6 - _ .
Q



Pe r sonne l Form 7010 (Rev . 10180)
RS 80 - 0009 (Rev . o f TAC 74 - 8503)

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P . O . BOX 2360
HONOLULU , HAWA I I 967804

The f o l l ow i ng have sa t i s f ac t or i l y comp l e t ed t h i s ac t i v i t y f or

I NO CRED I T FOR PART I AL COMPLET I ON OF ACT I V I T I ES }

PART I C I PANT

I MPORTANT : A t t ach summa r y i nd i ca t i ng success o f t h i s ac t i v i t y , r e l a t i ng ex t en t t o wh i ch t he spec i f i c ob j ec t i ves we r e ach i eved .

D I STR I BUT I ON : Leade r

To t a l : . . . -

1 : O f f i ce o f Pe r sonne l Se r v i ces

REPORT OF I N - SERV I CE
" B " CRED I T ACT I V I TY

(Subm i t W i t h i n Ten Wor k i ng Days A f t e r Comp l e t i on o f Ac t i v i t y )

To t a l No . :

GRADE / SUBJECT

S i gna t ur e o f Leade r , Sponsor , D i r ec t or

5800 - 107

DATE :

T i t l e o f Ac t i v i t y :

Name o f Group :

Da t es He l d : t o P l ace :

Leade r ( s )

I ns t ruc t or ( s )

Ac t ua l d i r ec t cos t o f t h i s ac t i v i t y : S t a t e f unds : Fede r a l f unds :



TR # 1 (Rev . 10 / 84)

�

DEPARTMENT OF PERSONNEL SERV I CES

REQUEST FOR APPROVAL OF OUT- SERV I CE TRA I N I NG

SEE REVERSE S I DE FOR D I REC710W6

(Pr epa r e 8 Cop i es ; Subm i t 7)
Depa r t men t : EDUCAT I ON

�

Da t e

PART f :

�

REQUEST (To Be F i l l ed I n by Reques t i ng Au t hor i t y )

1 . ( a ) Name o f Tr a i n i ng Sponsor

�

(b ) Tr a i n i ng S i t e (C i t y , S t a t e , Loca t i on )

�

2 . Acc r ed i t ed Tr a i n i ng : ( ] Yes

( ] No

3 . T i t l e o f Ac t i v i t y :

4 . Leng t h o f Ac t i v i t y

�

5 . Numbe r o f Hour s o f Tr a i n i ng

�

6 . Da t e Tr a i n i ng Schedu l ed
(Hour s )

�

on Gove rnmen t T i me

�

To Beg i n :

To End

S i gna t ur e o f Reques t i ng Au t hor i t y

PART I t :

�

DEPARTMENT OF PERSONNEL SERV I CES

COMMENTS :

7 . Tr a i nees

] Th i s r eques t i s he r eby approved f or

�

pe r sons ) .

�

I
Da t e :

] D i sapproved

�

( ]

�

Approved w i t h changes

9 . Cour se Con t en t :

�

A t t ach t hr ee cop i es o f cour se desc r i p t i on , r eg i s t r a t i on i n f orma t i on_ i t i ne r a r y o f t r a i nee ( s ) ,
names and t i t l es o f i ns t ruc t or s . NOTE : A t t ach sepa r a t e shee t i f f ur t he r exp l ana t i on o f en t r i es i s necessa r y .

10 . . j us t i f i ca t i on :

�

S t a t e r eason ( s ) why I t i s essen t i a l f or t r a i nees ) t o pa r t i c i pa t e i n t he above progr am .

S i gna t ur e o f Dep t . Head or Au t hor i zed Repr esen t a t i ve

For D i r ec t or o f D I PS

�

5800 - 109

RS 8d " 6349

( a ) Progr am Cos t
(Reg i s . Fee ,

(b ) Pe r

\ , , . .

spor t a t i on (d ) O t he r Expenses
( Jus t i f y and L i s t )

( e ) To t a l o f a t o d by
Sour ce

Tu i t i on e t c . r Ground S t a l e Feoe r a l

Pe r
Tr a i nee

To t a l



An approved Ou t - se r v i ce Tr a i n i ng Reques t (OSTR ) i s t he au t hor i za t i on f or process i ng paymen t f or
t r a i n i ng cos t s . Each t i me f unds a r e used f or d i r ec t t r a i n i ng cos t s pe r pe r son , seven (7) cop i es o f t h i s
r eques t mus t be subm i t t ed 30 ca l enda r days be f or e t he even t . Subm i t t ed cop i es shou l d bea r t he
s i gna t ur e o f t he r eques t i ng au t hor i t y who i s t he d i s t r i c t or ass i s t an t supe r i n t enden t or des i gnee .

PLEASE COMPLETE EACH I TB I AS N5TRUCTED

The numbe r ed i t ems (1 - 10) cor r espond t o t he i t ems on t he f orm .

1 . a . Spec i f y t he sponsor or prov i de r o f t he t r a i n i ng ac t i v i t y , such as t he Un i ve r s i t y o f Hawa i i ,
Nor t hwes t Reg i ona l Lea rn i ng Cen t e r , Depa r t men t o f Educa t i on .

b .

�

I nd i ca t e t r a i n i ng s i t e .

2 .

�

Check YES box on l y i f ac t i v i t y r esu l t s i n co l l ege c r ed i t or DOE " B " c r ed i t .

3 .

�

En t e r comp l e t e t i t l e .

4 .

�

Spec i f y numbe r o f hour s p l anned f or t he t r a i n i ng ac t i v i t y .

5 .

�

Record numbe r o f hour s t ha t t r a i n i ng w i l l be occur r i ng dur i ng wor k - t i me .

6 .

�

I nd i ca t e s t a r t and end da t es o f t r a i n i ng ac t i v i t y .

7 . Tr a i nees

5800 - 110

I NSTRUCT I ONS TO COMPLETE REQUEST FOR APPROVAL OF OUT- SERV I CE TRA I N I NG

I den t i f y by name , i t known , and / or i nd i ca t e t he approx i ma t e numbe r o f i nd i v i dua l s t o

�

be
t r a i ned .

I nd i ca t e t r a i nees by t ypes - t eache r s , educa t i ona l o f f i ce r s , counse l or s , cus t od i ans , e t c .

I den t i f y t r a i nee ' s ba rga i n i ng un i t .

No t e t he o f f i ce , d i s t r i c t , or schoo l f or each t r a i nee .

8 .

�

Cos t t o Depa r t men t

En t e r progr am cos t s . A t t achmen t s shou l d i nd i ca t e f ee cha rges .

Pe r t hem a l l owance shou l d comp l y w i t h M i l eage_ Re i mbur semen t and Tr ave l A l l owance_
Schedu l e .

Ground t r anspor t a t i on i s l i m i t ed t o pub l i c conveyances or t ax i s . Ca r r en t a l s a r e cons i de r ed f or
approva l on l y w i t h wr i t t en j us t i f i ca t i on .

I nd i ca t e r e l a t ed cos t s , such as books , wor kshop ma t e r i a l s , l ab f ees , e t c .

i nd i ca t e sour ce o f f unds .

9 . A t t ach t hr ee (3) cop i es o f t he cour se desc r i p t i on / r eg i s t r a t i on - t u i t i on i n f orma t i on t o t he se t o f
seven (7) be i ng subm i t t ed - one t o t he or i g i na l and t he o t he r s t o t he second and t h i rd cop i es .

10 .

�

Br i e f l y j us t i f y pa r t i c i pa t i on I n t r a i n i ng ac t i v i t y .

NOTE : I t t he ac t i v i t y i s cance l l ed , p l ease no t i f y t he O f f i ce o f Pe r sonne l Se r v i ces , Deve l opmen t
Sec t i on (548 - 6353) . I f an app l i ca t i on i s be i ng subm i t t ed l a t e - l ess t han t en (10) wor k i ng
days be f or e s t a r t o f ac t i v i t y - subm i t t hr ee (3) cop i es o f a wr i t t en j us t i f i ca t i on w i t h t he
app l i ca t i on .

A l l amended Ou t - se r v i ce Tr a i n i ng Reques t s shou l d be accompan i ed by t wo

�

2 co i es o f t he
or i g i na l r eques t approved by t he Supe r i n t enden t .



Pe r sonne l Form 1019 , Rev . 8 / 85 , RS ur aeeS l nev " o f HS 1N - 07W)

NAME

HOME ADDRESS

PRESENT ASS I GNMENT

I NSTRUCT I ONS :

1 . Check one or mor e o f t he f i ve ma i n ca t egor i es be l ow .
Check one or mor e b l ocks i n sub - ca t egor i es as
appropr i a t e.

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P . O . BOX 2360

HONOLULU , HAWA I I 96804

t . © REAPPO I NTMENT .

�

I r eques t t he f o l l ow i ng t ype o f r eass i gnmen t : (Check on l y

Type A

�

0Type B

�

[ ] Type C

2 . [ ]TRANSFER*

�

( For Schoo l Leve l Pos i t i ons On l y ) .
Educa t i ona l O f f i ce r r eques t i ng t r ans f e r mus t send 1 copy t o Each D i s t r i c t Supe l
Se r v i ces . (See Tr ans f e r I ns t ruc t i ons )

REQUEST FOR
EDUCAT I ONAL OFF I CER ASS I GNMENT

FOR THE SCHOOL YEAR 1986 - 87

SCHOOL or OFF I CE

PHONE NO .
SALARY RANGE

2. Tr ans f e r r eques t s a r e f or schoo l l eve l pos i t i ons on l y .
D i s t r i c t and s t a t e l eve l pos i t i ons w i l l be adve r t i sed
sepa r a t e l y .

I REQUEST THE FOLLOW I NG FOR THE 1986 - 87 SCHOOL YEAR (Check one or mor e o f t he ma j or ca t egor i es ) :

one box )

A . I wou l d accep t t he f o l l ow i ng t ype ( s ) o f " t r ans f e r " ( c

promo t i on

�

0 l a t e r a l

Comp l e t e e i t he r B or C be l ow . DO

B . I wou l d l i ke a " t r ans f e r " on l y ,

C . DO NOT COMPLETE I F YOU HAT- COMPLETED B ABOVE .

I wou l d l i ke a " t r ans f e r " t o any schoo l i n t he gr ade l eve l ( s ) AND d i s t r i c t ( s ) or i s l and ( s ) i den t i f i ed be l ow .
( check as many b l ocks as a r e appropr i a t e ) :

LEVELS :

�

ELEMENTARY O I NTERMED I ATE

�

H I GH

�

COMMUN I TY SCHOOLS

LOCAT I ON : OHONOLULU OCENTRAL OLEEWARD [ : )W I NDWARD

OHAWA I I

[ ]MAU I [ ]LANA I [ ]MOLOKA I
OKAUA I

3 . r l LEAVES OF ABSENCE .

�

( check appropr i a t e b l ock ( s ) :

Leave o f Absence w i t hou t pay " (A t t ach Form 400a i n f our cop i es . )

[ ]Ex t ended Leave o f Absence w i t hou t pay " (A t t ach Form 400a i n f our cop i es . )

4. [3 RET I REMENT . E f f ec t i ve Da t e

5 . ©RES I GNAT I ON . E f f ec t i ve Da t e -

Da t e ucauon l O f f i ce r ' s S i gna t ur e

OTHERS

(A t t ach Form 190 I n f our cop i es . )

(A t t ach Form 190 i n f our cop i es . )

` TRANSFER - You mus t t urn I n a copy o f t h i s f orm (101 a ) and a copy o f your Form 760 t o t he o f f i ce o f Pe r sonne l Se r v i ces and t o each
D i s t r i c t Supe r i n t enden t I n whose d i s t r i c t you des i r e t o t r ans f e r I n t o .

" F i na l Approva l or d i sapprov r a t o f t h i s t eam r eques t w i l l be I nd i ca t ed on t he Four 400a I f I n prope r orde r .

D I STR I BUT I ON : WH I TE - Supe r v i sor ' s Copy , CANARY - Educa t i ona l O f f i ce r ' s copy (do no t r e t urn t o supe r v i sor )
5800 - 111

Exchange Approved 0 Pend i ng

0Leave o f Absence w i t hou t pay f or pro f ess i ona l i mprovemen t . 0 Approved 0 Pend i ng

[ ]Pro f ess i ona l I mprovemen t Leave w i t h pay . 0 Approved © Pend i ng



Pe r sonne l Form 703. Rev . 7 / 82 , R S 82 - 3 14 6 { Rev , n ! 79 - 7746)

REQUEST FOR
OUT- OF - STATE EXCHANGE

(P l ease t ype or pr i n t us i ng b l ack I nk )

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P . O . Box 2360

Hono l u l u . Hawa i i 96804

Each exchange i s an o f f i c i a l a r r angemen t be t ween schoo l sys t ems . App l i ca t i on f or exchange shou l d be made t hrough

appropr i a t e d i s t r i c t au t hor i t i es ; i n Hawa i i t hrough t he Pr i nc i pa l t o t he D i s t r i c t Pe r sonne l O f f i ce r t o t he Ass i s t an t

Supe r i n t enden t f or Pe r sonne l Se r v i ces : i n ma i n l and d i s t r i c t s t hrough appropr i a t e channe l s .

Name

I w i sh t o app l y f or an exchange ass i gnmen t f or t he

1 . Gr ade and Sub j ec t Qua l i f i ca t i ons

Ma j or

M i nor

2 . Gr ade / Sub j ec t s Pr esen t l y Teach i ng

3 . Probab l e Gr ade / Sub j ec t Ass i gnmen t Nex t Yea r

4 . Loca l e Des i r ed ( I s l and / C i t y / S t a t e )

1s t Pr e f e r ence

2nd Pr e f e r ence

5 . Reasons f or Reques t i ng an Exchange

schoo l yea r

P l ease prov i de us w i t h some i n f orm

Name o f Schoo l -

Loca t i on ( addr ess )

Numbe r on S t a f f

1 .

Schoo l Yea r _

2 . Type o f Teach i ng

! ~Schoo l Enro l l men t

Hour s o f Schoo l Day

Da t e

(Team Teach i ng , Modu l a r Schedu l i ng , Lec t ur i ng .

Add i t i ona l Du t i es : e . g . Ex t r a - cur r i cu l a r Ac t i v i t i es , S t a f f Mee t i ngs , Pa r en t Con f e r ences

Amoun t o f F r ee T i me Dur i ng t he Day. (Pr epa r a t i on T i me , e t c . )

3 . Commun i t y

S i ze and Type o f Commun i t y (Urban , Suburban , Rur a l )

Loca l Pub l i c ' Tr anspor t a t i on Fac i l i t y : e . g . To and F rom Schoo l

C l i ma t e and Type o f C l o t h i ng Needed - . .

Cu l t ur a l Ac t i v i t i es

�

- -

Home Addr ess

Se l f - Con t a i ned )
Da t e

Phone No .



S i t es o f I n t e r es t

4 . Hous i ng

Approx i ma t e r en t a l f or apa r t men t

un f urn i shed

un f urn i shed

D i s t ance f rom Schoo l

(The exchange o1 pe r sona l accommoda t i ons - house , ca r s , e t c . , i s a pr i va t e ma t t e r and shou l d be hand l ed on a pe r sona l
bas i s be t ween exchangees . )

APPROVAL . OF EXCHANGE REQUEST :

Pr i nc i pa l

Schoo l

Addr ess

Appropr i a t e D i s t r i c t O f f i c i a l

T i t l e

Schoo l D i s t r i c t

Addr ess

5800 - 114

(pr i n t or t ype )

App l i can t ' s S i gna t ur e and Da t e

(pr i n t or t ype )

�

-

�

( s i gna t ur e )

( s i gna t ur e )

Pr i nc i pa l ' s Commen t s

Adap t ab i l i t y I I II

Hea l t h

v

s

S t a f f Con t ac t s

O t he r Rema r ks

$ f urn i shed $

Approx i ma t e r en t a l f or l eas i ng

$ f urn i shed $
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PERSONNEL FORM 400 . Rev . 1183 . RS 83 - 3985 (Rev . o f TAC 75 - 99681

-REQUEST FOR S I CK LEAVE Soc - Sec . No .

10 - MONTH CERT I F I CATED EMPLOYEES Sub - D i v . Code ~ . JSch . or
STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON Type o f Leave Code
OFF I CE OF PERSONNEL SERV I CES
P . O . BOX 2360 Ba rga i n i ng Un i t Code

' HONOLULU , HAWA I I 96804

USE BALL PO I NT PEN OR TYPEWR I TER . I NSURE THAT I NFORMAT I ON I S CLEAR ON ALL COP I ES .

SECT I ON I . EMPLOYEE I NFORMAT I ON

1 . Emp l oyee Name 2 . P l ace o f Wor k
Las t , F i r s t Medd l e I n i t i a l Schoo l or O f f i ce

SECT I ON I I . S I CK LEAVE REQUEST AND APPROVAL ACT I ON

I he r eby r eques t S I CK LEAVE W I TH PAY (no t exceed i ng t h i r t y ca l enda r days ' ) as f o l l ows :

Ca l enda r Pe r i od F rom t o
Mon t h Day Yea r Mon t h Day Yea r No . o f

Days

t oyse Da t e

+Approva l Ac t i on : 0QvG ' Mp
, r t aa~e

,
Check One : © Approved / 0 D i sa S

o f SNmed i a t e supe r v i sor Da t e
Eo f

G1a m f
,~

t r
I n t he

o
even t o f pro l onged i l l n absences shou l d be r eques t ed and med i ca l l y

r ece r t i f i ed on t h i s f orm eve r y t h i r t

+Approva l i s sub j ec t t o t he ava i l ab i l i t a t ed s i ck l eave .

SECT I ON I I I . DOCTOR ' S STATEMENT (Requ i r ed I t l eave i s f or mor e t han f i ve consecu t i ve wor k days ) .

1 . i ce r t i f y t ha t was or i s ( and w i l l be ) i l l or d i sab l ed and un f i t f or
schoo l du t y dur i ng t he en t i r e t i me pe r i od spec i f i ed be l ow .

t o
Beg i nn i ng Da t e End i ng Da l e No t t o Exceed Th i r t y Ca l enda r Days

f rom Beg i nn i ng Da t e

2 . Comp l e t e on l y i f ex t ended i l l ness or d i sab i l i t y i s an t i c i pa t ed beyond t h i r t y ca l enda r days . I es t i ma t e t ha t

t h i s emp l oyee w i l l be i l l or d i sab l ed un t i l
Mon t h Day Yea r

Da t e Exam i ned
Phys i c i an ' s S i gna t ur e

ROUT I NG :
1 . Emp l oyee subm i t s a l l cop i es t o pr i nc i pa l or i mmed i a t e supe r v i sor .

2 . Pr i nc i pa l or i mmed i a t e supe r v i sor a f t e r approva l ac t i on d i s t r i bu t es as f o l l ows :
BLUE t o Emp l oyee ; GOLDENROD t o Schoo l ; CANARY t o D i s t r i c t on l y i f d i sab i l i t y i s an t i c i pa t ed beyond t h i r t y ca l enda r days
(d i s t r i c t f orwa rds t o O f f i ce o f Pe r sonne l Se r v i ces ) ; WH I TE t o Bus i ness Se r v i ces w i t h r ecord o f a t t endance . 5800 - 117



I
I " WHEN MY COMM I TMENT OF $ - 15 PA I D OR
I

�

UPON RECE I PT OF Mr ASS I GNMENT CANCELLAT I ON

F I LL OUT FORM W I TH REQU I RED I NFORMAT I ON COMPLETELY
(USE TYPEWR I TER , OR PR I NT W I TH BALL PO I NT PU " TH HEAVY I MPRESS I ON )

STATE OF HAWA I I

I ]

�

MY NE i WAGES
I CERT I FY THAT I W I LL AB10E 8 I THE REGJLANON SET FORTH

REVERSE S I DE OF I NFS APPLKAF I ON

READ I NSTRUCT I ONS ON REVER SE S I DE CAREFULLY

5800 - 11 9



A .

STATE o f HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P . O . BOX 2380

HONOLULU . HAWA I I 95 "

DEPARTMENT OF EDUCAT I ON - HAWA I I
SCHOOL ADM I N I STRATOR EVALUAT I ON REPORT

I - Unsa t i s f ac t or y

DEMONSTRATES PERSONAL AND PROFESS I ONAL COMM I TMENT TO SCHOOL I MPROVEMENT

I s pro f ess i ona l l y de t e rm i ned t o a t t a i n h i ghe r l eve l s o f s t uden t ach i evemen t and pe r f ormance w i t h i n t he schoo l .

Sys t ema t i ca l l y assesses , ana l yzes and uses ach i evemen t t es t scor es . gr ades . a t t endance

pro f i l es . d i sc i p l i ne and vanda l i sm r epor t s and o t he r r e l evan t da t a t o i mprove t he schoo l .

Eva l ua t es cur r en t schoo l progr ams and t each i ng me t hods i n t e rms o f
ob j ec t i ves .

Deve l ops end a r t i cu l a t es an i n t egr a t ed p l an w i t h enab l i ng ac t i v i t i es t o

and ob j ec t i ves r e l a t i ng t o s t uden t ach i evemen t and schoo l i mprovemen t .

App l i es r esea r ch - based s t r a t eg i es and pr i nc i p l es t o enhance t each

Prov i des f eedback on t he a t t a i nmen t o f goa l s and ob j ec t i v

COMMENDAT I ONS :

1DECOMMENDAT I ONS :

I s ca r i ng and r espons i b l e i n ca r r y i ng ou t t he
pa r en t s .

RECDMMENDAT I OhLS :

C . UN I F I ES STAFF . BU I LDS OWNERSH I P AND TEAMWORK

- . . ` DMMENDAT I ONS :

RECOMMENDAT I ONS :

r ecords . demogr aph i c

i den t i f i ed schoo l i mprovemen t goa l s and

o f schoo l i mprovemen t .

f unc t i ons o f schoo l i ng when dea l i ng w i t h f acu l t y . s t a f f . s t uden t s and

I s an e f f ec t i ve t eache r w i t h h i gh expec t a t i ons f or se l f and o t he r s .

Shows conce rn and f os t e r s pro f ess i ona l deve l opmen t o f f acu l t y and s t a f f . i nc l ud i ng ca r ee r advancemen t op t i ons .

Pur sues p l anned schedu l e o f pro f ess i ona l i mprovemen t ac t i v i t i es t o s t r eng t hen own l eade r sh i p pe r f ormance .

COMMENDAT I ONS :

U t i l i zes e f f ec t i ve s t r a t eg i es t o i nvo l ve peop l e i n se t t i ng pe r f ormance expec t a t i ons , p l ann i ng . dec i s i on

prob l em- so l v i ng and con f l i c t r eso l u t i on .

Rega rds s t a f f as pro f ess i ona l s by encour ag i ng c r ea t i v i t y i n de t e rm i n i ng how goa l s and ob j ec t i ves can be me t .

Pur sues es t ab l i shmen t o f open and pos i t i ve r e l a t i onsh i ps t o ach i eve h i gh mor a l e .

I mp l emen t s a sys t em o f r ewa rds and r ecogn i t i on o f genu i ne and va l ued i nd i v i dua l and schoo l accomp l i shmen t s .

Un i f i es be l i e f t ha t schoo l i mprovemen t i s a con t i nuous process t owa rds h i ghe r l eve l s o f e f f ec t i veness .

mak i ng

Gene r a t es f ee l i ngs o f t rus t . en t hus i asm . r appor t , r espec t and openness among f acu l t y . s t a f f . s t uden t s . end membe r s

o f t he commun i t y .

5800 - 12 1

0

0

HRS 297 - 48
Schoo l Code Regu l a t i on 5802

Name Pos i t i on

Sr l roo I Eva l ua t i on Pe r i od

Eva l ua t ed by Pos i t i on

Ob j ec t i ves : I 1 To commun i ca t e l eade r sh i p expec t a t i ons Ra t i ng Sca l e : 5 - Exce l l en t

21 To i mprove l eade r sh i p pe r f ormance . 4 - Good

31 To assess and r a t e l eade r sh i p pe r f ormance . 3 - Sa t i s f ac t or y
2 - Ma rg i na l



O. MANAGES THE FULL SCOPE OF

�

ADM I N I STRAT I VE RESPO I NS I B I L I T I ES

Comp l i es w i t h app l i cab l e s t a t u t es. f ede r a l l aws . r egu l a t i ons .
gove rnance pa r ame t e r s .
A t t ends t o a l l r equ i r ed adm i n i s t r a t i ve f unc t i ons such as supe r v i s i on and eva l ua t i on o f
s t a f f : ma i n t enance o f a we l l - f unc t i on i ng schoo l p l an t : t i me l y comp l e t i on o f r epor t s .

Assur es e f f ec t i ve de l i ve r y o f i ns t ruc t i ona l progr ams and schoo l suppor t se r v i ces .

Commun i ca t es e f f ec t i ve l y w i t h f acu l t y. s t a f f . membe r s o f t he commun i t y . and o t he r s .

Uses ava i l ab l e r esour ces c r ea t i ve l y and i mag i na t i ve l y f or op t i mum bene f i t t o s t uden t s .

Mob i l i zes and ass i gns r esour ces t o a t t a i n schoo l i mprovemen t goa l s and ob j ec t i ves .
Ma i n t a i ns sound f i sca l ope r a t i ons and accoun t i ng o f schoo l prope r t y .

Fac i l i t a t es and mon i t or s de l i ve r y o f e f f ec t i ve i ns t ruc t i on and max i mum use o f i ns t ruc t i ona l t i me .

COMMENDAT I ONS:

RECOMMENDAT I ONS:

L I PERV I SOR COMMENTS

Conur i enda t i or s t r

Reeonanends t l or sc

COL ADM I N I STRATOR COMMENTS :

A I NUAL RAT I NG OF PROFESS I ONAL LEADERSH I P PERFORMANCE

I ESCR I PT I ON :

procedur es . con t r ac t ua l prov i s i ons and o t he r

i ns t ruc t i on .

OBTA I NS W I DESPREAD SUPPORT AND DEVELOPS A UN I F I ED SEND OF PURPOSE AMONG FACULTY . STAFF . STUDENTS AND
MEMBERS OF THE COMMUN I TY TO SYSTEMAT I CALLY ATTA I N H I GHER LEVELS OF STUDENT ACH I EVEMENT AND PERFORMANCE
AND PROPER ADM I N I STRAT I ON OF THE SCHOOL .

schoo l adm i n i s t r a t or ' s s i gna t ur e does no t necessa r i l y i nd i ca t e concur r ence bu t me r e l y t ha t a / he i s awa r e o f eva l ua t i on . )

i gna t ur e o f Schoo l Adm i n i s t r a t or

5800 - 12 2

Da t e

i gna t ur e o f Supe r v i sor

�

Da t a

t eache r s end



SAT- 1 (10 / 84)

GENERAL PWCWMATHM

NAME
Las t

�

F i r s t

�

M . I .

MA I L I NG ADDRESS

SUMMER ADDRESS

No . S t r ee t

No .

�

S t r ee t

�

C i t y / S t a t e

�

Z i p Code

HOME PHONE

�

SUMMER PHONE

SCHOOL / OFF I CE

PRESENT POS I T I ON / GRADE / SUBJECT

OMW I M10NAL W) I RMAT I ON

Hawa i i Teach i nq Ce r t i f i ca t e:

SCHOOL ADM I N I STRAT I ON TRA I N I NG (SAT) PROGRAM

APPL I CAT I ON FORM

[ ] Pro f ess i ona l

No . Yea r s Teach i ng

�

Loca t i on ( s )

L i s t Comp l e t ed Educa t i ona l Adm i n i s t r a t i on Cour sewor k Requ i r emen t s :

Cour se T i t l e

�

Yea r Taken

�

Un i ve r s i t y / Co l l ege

- ove r -

S . S . NO .

C i t y / S t a t e

�

Z i p Code

5800 - 12 3

[ ] Bache l or ' s Degr ee Ma j or

[ ] Mas t e r ' s Degr ee Ma j or

[ ] Doc t or a l Ma j or



SAT- 1 (APPL I CAT I ON FORM)
Page 2

REA5 i RA11 f 3s1

For M i l l e r Ana l og i es Tes t (MAT) :

5800 - 12 4

Check appropr i a t e box :

P l ease accep t my r eg i s t r a t i on t o t ake t he M i l l e r Ana l og i es Tes t on :

I

�

] Janua r y 11 , 1986 on Oahu / Kaua i

[ } Janua r y 18 , 1986 on Hawa t l / Mau l

The l oca t i on and t i me w i l l be announced w i t h t he con f i rma t i on o f your r eg i s t r a t i on by

I nd i ca t e your t r a i n i ng sess i on pr e f e r ence (1s t . 2nd ) :

June 16 - 28 , 1986

Ju l y 7 - 19 , 1986

None o f t he above . My p l ans a r e f or Summe r 1987 t r a i n i ng .

S i gna t ur e

�

Da l e

Subm i t app l i ca t i on ma t e r i a l s w i t h i n t he es t ab l i shed dead l i ne t o :

Depa r t men t o f Educa t i on
O f f i ce o f Pe r sonne l Se r v i ces
Pe r sonne l Ce r t i f i ca t i on & Deve l opmen t Sec t i on
A t t en t i on : Mr . R i cha rd Sagawa

As an equa l oppor t un i t y emp l oye r , t he Depa r t men t we l comes app l i ca t i ons f rom
e l i g i b l e cand i da t es r ega rd l ess o f r ace , co l or , na t i ona l or i g i n , r e l i g i on , age , and /
or hand i cap .

APPL I CAT I ON DEADL21E :

�

FR I DAY , DECEMBER _13 , 1985

Decembe r
548 - 6353 .

20 , 1985 . For add i t i ona l I n f orma t i on r ega rd I ng t es t i ng , p l ease ca l l Che r y l I sh I m I t su a t

YES NO
1 have d i scussed my ca r ee r goa l s w i t h my pr i nc i pa l / supe r v i sor .

[ l i } I have an accep t ab l e MAT scor e w i t h t wo yea r s r ecency on f i l e w i t h t he
Depa r t men t o f Educa t i on .

I ] I ] I nc l uded w i t h t h i s app l i ca t i on I s a comp l e t ed SAT- 2 Se l f - Assessmen t Form .



Pe r sonne l Form 190. Rev . 12184 , RS 84 - 7202 (Rev . o f TAC 748183)

2 . By Pr i nc i pa l / i mmed i a t e Supe r v i sor :

3 . By Ass i s t an t / D i s t r i c t Supe r i n t enden t :

PART B - NATURE OF SEPARAT I ON (Check I t em 1

Reason (Op t i ona l )
© I nadequa t e sa l a r y

[ ]To en t e r own bus i ness or o t he r emp l oyme

©D i ssa t i s f i ed w i t h wor k i ng cond i t i on

DO t he r r easons ( exp l a i n ) :

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P . O . Box 2360

Hono l u l u . Hawa i i 96804

PART A - EMPLOYEE I NFORMAT I ON

1 . Name :

2 . Pe rmanen t Addr ess :

3 . P l ace o f Wor k (Schoo l l O f f i ce ) :

PART D - S I GNATURES AND DATE

1 . Emp l oyee :

02 . Pr i nc i pa l / I mmed i a t e Supe r v i sor: - [

3 . Ass i s t an t / D i s t r i c t Supe r i n t enden t :

SEPARAT I ON FROM SERV I CE
CERT I F I CATED EMPLOYEES

(Read Reve r se S i de For I mpor t an t I n f orma t i on )

D I STR I BUT I ON : WH I TE 8 GREEN - O f f i ce o f Pe r sonne l Se r v i ces ; P I NK - D i s t r i c t O f f i ce : BLUE - Emp l oyee

(Ove r )

Da t e :

Da t e :

Da t e :

5800 - 12 5



L EFFEWYE - DATE OF SEPARAT I ON FROM-
3 V! I V I CE

Une 4 i nd i ca t i ng Vve I Q day y smWoyman t "
yhm I d ba ca r e f u l l y i nonz i de r ed by a l l amp l oyees

11~nq c ; m , ' i r ! ng . Th i s aF f ec t i va
- xzv , . t day wne r. t he e r r - p ! oy " t e rm i na l e i 6 ; i - 31 ,

r Yn ; Q j meM ha l us ; t hus l ea:: wknw 10
- " na t i un & e rnp l oyes One% t wcn as com ; vx .

WP . A l AW Qnd CZ ' VC . ' ,- I j- C a , - K '

R210m , n ; oqsn : Z3 Qnnys :

1 . V . Qy ! . Tvyo

1 Wr y ea ,mw

�

! -. s - ~ r ! n

�

rpr r - f
Sa l a r y daes no t acccuz an

Y 1 r : )ME; (

�

P N I S i q b! W3>> 5C-; U '. : C }

day o i

?A CO I NT 0 ; EARNED SUMMER 3ALARY

' T o : 1 : h ,

�

emp i o yees

�

t e r n t i r. M i ng

�

: ~a : r
t e f or e t he qn ( . : o ! t he Eshpo f

- , , ea r S . ` : ou , ' d r ecP i v r i t he i r c. . . 7ned sL , , nr. r. , 3r -
xWOKS M any ) i n one l urnp su i a. ' , w i t h i n f our

~ i x % : eeks ahe r I na i as t day a r en i phoynqen t .

2 . Ten - r . - son t h emp l cyses t e rm i na t i ng t he i r '
ornp l oy r r en t a f t e r t " l as t t 22 . - h i ng day i n_
June may choose f rom t wo op t i ons as
t o f l ' ows :

5800 - 12 6

a . Emp ! oyees who i nd i ca t e t ha - r ! as , r Jay o f
em. p l oym3n t as Jume 3 : 2 shou l d r ece i ve
, he i r ea rned su i -ame r sa l a r y ( i f any ) i n one

_np sL i r r. on V i ? j t _ , rw 30 ! h pay ro l l .
( ! . a l e subm i l a l s o f Fo~ i n 130 rnay da l ay
l ump sum summe r sa l a r y payme r. l. t o a

l a t e r pe r i od . )

b . Emp l oyees who i nd i ca t e t he i r l as t day
o f en i p i cy rne r t Rs Augus t 3 l l sha l l , r ece i ve
t he i r ea rned sw~ - . r r i s r s i a : a r y ! i i any ,, . i n
- ' qua l i ns t a l l men ! - , ove f j oy 04 Awyov
i n : l zmuc lhh a ! ; s t = i ,. s i s
r i m i n t a i r i ad t 1r i , ; 1 U " S " P i , 731 i z j n o f t he
schoo l yea r .

C . HEALTH FUND COVERAGE
Emp l oyees shcu l d r ead t hc Depa r l i nen t ' s
brochur e f or gr ace pe r i od cove r age and con -
ve r s i on - pr i v i l eges f or med i ca l . den t a l and l i f e
i nsur ance p l ans .

I MPORTANT! EARLY SEVERANCE OF EMPLOY-
MENT STATUS (RES I GNAT I ON ) TO OBTA I N
LUMP SUM SUMMER SALARY PAYMENT
GENERALLY RESULTS I N THE EARLY TERM I -
NAT I ON OF EMPLOYEE HEALTH FUND
BENEF I TS.

C I F P : t QCS0U21ES F~D f l
AZ -a ; r. EFAENT

} o

�

urnenessa r y Ja i l ays i n r e t i r emen t
dWe r MOW : ;

�

i i e3u ; d ` ! sur e l h~ ; m6
f y i ~o i v j ; rg procadu .- a l c i e t a i l s a r e _omp i i ed w i t h : .

a . : - ' i = : - nn 190 ,D pr i nc i pa l or i mmed i a t e
I, ~ ' L j oa5 ; 30 days pr i or t o des i r ed

r e ! i r* , ~ . - . - , e , n. t da l e .

B . Subm i t Re t i r emen t Form 18 (App l i ca t i on f or
Re ! i r e rn~ t ) d i r ec t l y t o t he Emp l oyees ' Re t i r e -
' men t S -> ' s t e l h . 30 t o 90 days pr i or t o des i r ed
r e t i r emen t da t e . _ .

C .
-

Subm i t a l l necessa r y - l eave pape r s t o pr i nc i pa l
or i rnmad i a t e supe r v i sor i mmed i a t e l y i f l eaves
a r e Oaken . EKa r r l p l e : Form 400 h i ck Leave ) ,
; : a rm 400a (Leave W i t hou t Pay ) , Form , G - 1
0 / aca t i on t ' S i ck l eave f or 12 - mon t h em-
p l oyees ) .

I l l . 0U2ST! )N*S

0 . qETURN OF A i _9- : i RLL#AENT
C I D ! 4TP119UT I ONS

r es i gn - ng W : ! 7 ' . , , i n t. - t he i r
r e ! . . , e r - en* cmn , , - i ~)u t ; c r~s

U

�

7Ty 3 ; . P . /!

�

f or 3 ; 1 : . <7- - ~? ' - ' , J r I ~ ": n
s=o , rn 16 '. Th i s ! orm , -n l j S t be

o t -i . i z - 3 r - ;

�

nn a l s , ; b --n

�

1F~ i

.. : . . , J r r r a : ; - r. a

�

: I : ( ! ( 1� g : ,. '

Qucs t cn : conce rn i ng ! h ; s ; o : .; ' ! and . r$ ! 21°d
r cqu l a l i ons shou i d bE : C . roc t ed t o t he pr i nc i pa l
or i rnmed i a t ; ? supe r v i sor t i. - ho w i l l answe r your
qUev i ons i n , ob t a i n t he answe r s as necessa r y ,



I l e f o l l ow i ng i nd i v i dua l i s he r eby appo i n t ed as a t empor a r y spec i a l t y i ns t suc t a r i n t he pub l i c schoo l s
o f Hawa i i unde r t h i s Tempor a r y Spec i a l t y I ns t ruc t or ' s Appo i n t men t Agr eemen t i n accordance w i t h

app l i cab l e emp l oymen t t e rms and cond i t i ons spec i f i ed i n t he Schoo l Code (5000 Se r i es ) . Ass i gnmen t
sha l l be as i nd i ca t ed be l ow :

The appo i n t ee agr ees t o prov i de appropr i a t e pa r t - t i me se r v i ces on each wor k day as schedu l ed w i t h i n
t he a f f ec t i ve da t es spec i f i ed he r e i n . Compensa t i on sha l l

�

d a t t he spec i f i ed cour se un i t
r a t e . Un l i ke sa l a r i ed emp l oyees , compensa t i on does n

�

ur i ng ho l i days , schoo l vaca t i on
pe r i ods and / or o t he r non - wor k i ng days .

Th i s agr eemen t i s sub j ec t t o t he l aws o f t
The t e rms o f t h i s agr eemen t ( i nc l ud i ng
necessa r y by t he Depa r t men t t o_c
cor r ec t i on t o t h i s agr eemen t w -

I t i s expr ess l y agr eed and u
f or emp l oymen t con t i nuance
unde r s t ood t ha t t h i s t o
o f t he Depa r t men t , a t any t i me
i n f orma t i on on t he cond i t i ons o f t o

SPEC I AL PROV I S I ONS :

aTATE OR HAWA I I
DEPARTMENT OF EOUCAT t 0N

OFF I CE OF PERSONNEL SERV I CES
P . 0 sox 2360

HONOLULU , HAWA I I 96604

To
grVECT i vE DATE t

�

I ND =AS[ W I T COPMAT I O I YT[
(031 i . - LYX I D )

S i gna t ur e o f Appo i n t ee

SPEC I ALTY I NSTRUCTOR
APPO I NTMENT AGREEMENT

(TEMPORARY PART- T I ME)

I " E

�

SOC I AL SEGUR I T " No

�

- .

�

Cohn t ACT i 11E*ARAT I ON DATE

/ POS I T I ON �

�

-

�

D I STwCT 00 SOnOOL

u l a t i ons o f t he Depa r t men t .a d or changed as de t e rm i ned
egu l a t i ons . Any amendmen t or

m 136A) .

a r y appo i n t men t w i t h no comm i t men t
da t e i nd i ca t ed above . I t i s f ur t he r agr eed and

ay be t e rm i na t ed w i t hou t a hea r i ng , a t t he op t i on
i nd i ca t ed asp i r a t i on da t e . P l ease see r eve r se s i de f or

a r y emp l oymen t .

By s i gn i ng be l ow t he appo i n t ee accep t s t he pos i t i on , agr ees t o d i scha rge t he du t i es t he r eo f . and t o r epor t f or du t y a t
t he appropr i a t e t i me on t he beg i nn i ng da t e spec i f i ed above . Th i s agr eemen t i s va l i d when s i gned and r ece i ved by t he
Depa r t men t o f Educa t i on w i t h i n seven ca l enda r days o f t he con t r ac t pr epa r a t i on da t e spec i f i ed above .

S~ERrn i TENDENT

s r l ac r o f COURx 0175 - ~ - ~ - - -
(N I To nau T I M[ [ )

P l ease S i gn Wh i t e (Or i g i na l ) Copy and Re t urn t o OFF I CE OF PERSONNEL SERV I CES . Re t a i n t he Cana r y Copy . P i nk - F i l e Copy .
5800 - 127
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5800 - 12 9

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON DEPARTMENT OF EDUCAT I ON - HAWA I I

OFF I CE OF PERSONNEL SERV I CES STATE AND D I STR I CT EDUCAT I ONAL OFF I CERS
f P . O . BOX 2360 EVALUAT I ON REPORT

" HONOLULU . HAWA I I 96804 FORM 753

Re f e r ences HRS
Schoo l Code Regu l a t i on

Name Pos i t i on

O f f i ce Eva l ua t i on Pe r i od t o

Eva l ua t ed By Pos i t i on

Ob j ec t i ves : 1 . To assess l eade r sh i p pe r f ormance . Ra t i ng Sca l e : 5 = Exce l l en t
2 . To i mprove l eade r sh i p pe r f ormance . 4 = Mor e Than Sa t i s f ac t or y
3 . To r a t e l eade r sh i p pe r f ormance . 3 = Sa t i s f ac t or y

2 = Ma rg i na l
I = Unsa t i s f ac t or y

D i r ec t i ons : Ra t e educa t i ona l o f f i ce r ' s pe r f ormance by us i ng r a t i ng sca l e and f i l l i ng i n [ ] w i t h r a t i ng .

A . DEMONSTRATES PERSONAL AND PROFESS I ONAL COMM I TMENT TO JOB PERFORMANCE I MPROVEMENT

1 . Makes dec i s i ons based on t he goa l o f a t t a i n i ng mor e e f f ec t - i s .

2 . Conduc t s sys t ema t i c assessmen t o f schoo l suppor t e rm i ne e f f ec t i veness and t o
i den t i f y needs based on use r i npu t and f eedback .

3 . Ana l yzes de r i ved da t a and i n t e rpr e t s t hem '
N

t o suppor t .

4 . Deve l ops and a r t i cu l a t es an i n t egr
I t >~d

t . i nmen t o f s t a t e / d i s t r i c t
l eve l goa l s and ob j ec t i ves f or h '

~~0

e
5 . Pe r f orms r equ i r emen t s o f t , and i n suppor t o f ob j ec t i ves ,

d i r ec t i ons , po l i c i es , s t %~ t he Depa r t men t o f Educa t i on and t he
pe r t i nen t e f f or t s o f i t s 006

~~a a l un i t s .
see %

6 . Conduc t s l ong - r ange p l ane , prov i de con t i nuous de l i ve r y o f e f f ec t i ve and
e f f i c i en t schoo l suppor t se O

7 . Cons t ruc t i ve l y pa r t i c i pa t es i l o t i on , adop t i on , and i mp l emen t a t i on o f po l i cy dec i s i ons
cons i s t en t w i t h de t e rm i ned nee " " sys t ema t i c and i n t egr a t ed i mprovemen t p l ann i ng .

S . Pur sues pe r sona l i mprovemen t based on cand i d and hones t se l f assessmen t ac t i v i t i es t o s t r eng t hen
own pro f ess i ona l pe r f ormance .

B . PROV I DES ACH I EVEMENT OR I ENTED AND SUPPORT I VE LEADERSH I P W I TH I N THE DEPARTMENT AND I TS UN I TS

1 . Ob t a i ns w i despr ead suppor t and organ i za t i ona l comm i t men t t o t he cen t r a l m i ss i on o f t he depa r t men t
and t o t he de l i ve r y o f d i s t r i c t / s t a t e l eve l suppor t se r v i ces t o max i m i ze t he accomp l i shmen t o f
t ha t m i ss i on .

2 . I n t egr a t es and prov i des d i s t r i c t / s t a t e l eve l suppor t se r v i ces t o max i m i ze ass i s t ance t o schoo l s
t o prov i de t he bes t poss i b l e educa t i on t o s t uden t s .

3 . Exemp l i f i es pro f ess i ona l produc t i ve behav i or - gene r a t es f ee l i ngs o f t rus t , en t hus i asm , r appor t ,
and t eamwor k among a l l cons t i t uen t s .

4 . Sys t ema t i ca l l y i n f orms use r s and dec i s i on - make r s o f progr ams and ac t i v i t i es t o en l i s t t he i r
coope r a t i on and suppor t and / or e f f ec t i ve use .

5 . Es t ab l i shes open suppor t i ve , asp i r i ng r e l a t i onsh i ps t o ensur e h i gh mor a l e w i t h i n t he depa r t men t .

6 . Mo t i va t es and cha l l enges peop l e t o h i ghe r l eve l s o f pe r f ormance by c l ea r s t a t emen t o f goa l s ,
f ocused d i r ec t i on , r ea l i s t i c s t anda rds , spec i f i c r esu l t s , and assur ance o f suppor t .

7 . Wor ks t owa rd t eam bu i l d i ng ; f os t e r s t eam concep t by be i ng an e f f ec t i ve t eam membe r and l eade r by
addr ess i ng i ssues , l i s t en i ng , mod i f y i ng , and ad j us t i ng i n l i gh t o f new and va l i d i n f orma t i on .

8 . I s t ask or i en t ed ; assumes pe r sona l r espons i b i l i t y t o ge t t he j ob done ; app l i es i n i t i a t i ve and
pe r s i s t s i n ob t a i n i ng t he bes t r esu l t s .

9 . Exh i b i t s and pr ac t i ces good wor k i ng hab i t s and ex t ends t he common cour t es i es o f t he pos i t i on .

(Honor s appo i n t men t s , ma i n t a i n h i gh s t anda rds o f i n t egr i t y , e t c . )

10 . Seeks , accep t s , and pe r f orms new and d i f f e r en t r espons i b i l i t i es t o ach i eve r esu l t s .



C . ESTABL I SHES AND EXH I B I TS A H I GH LEVEL OF PROFESS I ONAL COMPETENCE AND CRED I B I L I TY AS A GENERAL
EDUCAT I ONAL OFF I CER AND AS A SPEC I AL I ST I N THE AREA OF ASS I GNED RESPONS I B I L I TY

1 . Seeks and app l i es cur r en t r esea r ch based i mprovemen t s t r a t eg i es t o enhance t he de l i ve r y o f
compe t en t s t a t e / d i s t r i c t l eve l suppor t se r v i ces and i mprovemen t o f t each i ng / l ea rn i ng .

2 . Keeps cur r en t l y i n f ormed o f br ead t h and scope o f pro f ess i ona l know l edge w i t h i n t he a r ea o f
spec i a l t y as we l l as i n o t he r educa t i ona l a r eas .

3 . Keeps cur r en t l y i n f ormed o f pro f ess i ona l know l edge and sk i l l s i n t he gene r a l a r ea o f Educa t i ona l
Adm i n i s t r a t i on .

4 . Tr ans l a t es pur su i t o f educa t i ona l exce l l ence i n t e rms o f spec i f i c progr amma t i c dec i s i ons and
ac t i ons and deve l ops progr ams f or e f f ec t i ve i mp l emen t a t i on .

5 . U t i l i zes e f f ec t i ve managemen t s t r a t eg i es t o i nvo l ve a f f ec t ed peop l e i n prob l em- so l v i ng and
dec i s i on - mak i ng .

6 . Exemp l i f i es pro f ess i ona l i sm by be i ng c r ea t i ve and be i ng a r i sk - t ake r borne by con f i dence i n one ' s
know l edge o f t he spec i a l t y a r ea and o f educa t i on .

7 . Se r ves as a ro l e mode l f or e f f ec t i ve and comQe t en t pe r f ormance w i t h i n t he schoo l sys t em .

8 . Acknow l edges , suppor t s , encour ages genu i ne and va l ued schoo l l eve l accomp l i shmen t s .

0 . PROV I DES FULL SCOPE OF STAFF ADM I N I STRAT I VE SERV I CES

1 . Fo l l ows e f f i c i en t f i sca l and budge t i ng pr ac t i ces t o a t t a i n max i mum use o f ava i l ab l e mon i es ,
f ac i l i t i es , and peop l e r esour ces .

2 . A t t ends t o a l l r equ i r ed adm i n i s t r a t i ve f unc t i ons o f p l ann i ng , organ i z i ng , supe r v i s i ng , and
f os t e r i ng o f e f f ec t i ve s t a f f and commun i t y r e l a t i ons .

3 . Commun i ca t es e f f ec t i ve l y w i t h s t a f f , emp l oyees , po l i cymake r s , and membe r s o f t he commun i t y .

4 . Comp l i es w i t h app l i cab l e s t a t u t es , f ede r a l l aws . r egu l a t i ons , procedur es , con t r ac t prov i s i ons ,

and t he l i ke .

5 . Responds t o gene r a l and spec i f i c needs o f schoo l s .

COMMENTS

Supe r v i sor :

Educa t i ona l O f f i ce r :

ANNUAL RAT I NG OF OVERALL PR OFESS I ONAL LEADERSH I P PERFORMANCE

DESCR I PT I ON :

DEMONSTRATES PERSONAL AND PROFESS I ONAL LEADERSH I P TRA I TS WH I CH RESULT I N I MPROVEMENT OF SCHOOLS , STUDENT

ACH I EVEMENT , AND THE EDUCAT I ONAL SYSTEM .

{ Educa t i ona l o f f i ce r ' s s i gna t ur e does no t necessa r i l y i nd i ca t e concur r ence bu t me r e l y t ha t s / he i s awa r e o f

eva l ua t i on . }

S i gna t ur e o f Educa t i ona l O f f i ce r

S i gna t ur e o f Supe r v i sor

�

Da t e

5800 - 13 0
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Sugges t i on i s w i t h i n emp l oyee ' s norma l
j ob expec t ancy or pa r t o f ass i gned du t i es .

I r ecommend approva l bu t do no t have t he
organ i za t i ona l au t hor i t y f a r I mp l emen t a t i on .

Sua . l ec OF CCU I R I RU 0. ' i

P i r ase vs r wos t i ona l f nee t s as
one copy t o OPS .

STATE OF HAWA I I
DEPARTMENT OF PERSONNEL , SERV I CES

SUGGEST I ON FORM

D I SCUSS : D i scuss i on w i t h your supe r v i sor i s
encour aged .

COaPLETE : Ccmp i e t e a l l b l aze

�

paces excep t
' Sugges t i on No . *
Be sur e t o s i gn your s - i ; ges t i on f a rm
Use add i t i ona l shee t s ' 3r dr aw i ngs o
P i c t ur es when necessa r y . A t t ach
sepa r a t e shee t f or : o - sugges t e r ' s
Pe r sona l Da t a .
Sugges t i on ay be suba i t t ed t hrough
your supe r v i sor or De : a r t men t ' s I n -
t en t +vo and Sr r v+Ce R - a rds Ca r s t i t t ee

S I GN :
ADO .

SUBM I T ;

CCNTR I 8UTCR ' 5 CLA l i 1 WA I VER f or suages t +ons and i nven t i on I deas on l y );

�

I unde r s t and t ha t
t he accep t ance o f any cash awa rd f or t h i s me t hod . i dea or dev i ce by t he gove rnmen t o f t he

S t a t e o f Hawa i i or any o f i t s po l i t i ca l subd i v i s i ons sha l l no t f orm t he bas i s o f a f ur t he r
c l a i m o f any na t ur e upon t he S t a t e o f hawa l i or any o f i t s po l i t i ca l subd i v i s i ons by me . b
he i r s or ass i gns .

t he space a - , cw cesc r , ae t ae sug; es t +on comp l ece i y .

�

- 7e l l wha t t ncPr esen t pr ac t i ce +s . change or 1e : a rovenen t sugges t ed ,

�

he r e and
how 1 t can be used . and es t +_ -. aced t ang i b l e sav i ngs and / or i n t ang i b l e bene f i t s wh i ch Cou l d r esu l t f rom i t s adop t i on .

�

P l ease t ype or
use b l ack i nk .

SuQge ; L i on has i mp l emen t a t i on va l ues

I n t h i s depa r t men t

whe r e

( ) O t he r S t a t e depa r t men t s

Whe r e

: ~ t c

y spa r

S1gna t v r e

5800 - 131



Pe r sonne t Form 101 , Rev . e ro5 , RS 85 - 8582 (Rev . o ! AS 8a - 8782)

Name

I NSTRUCT I ONS :

Tenur ed t eache r s mus t comp l e t e e i t he r Pa r t I or Pa r t I I o f t h i s f orm .

Tenur ed t eache r s may a l so , on a vo l un t a r y bas i s , e l ec t t o comp l e t e Pa r t I I I o f t h i s f orm ,

PART 1 . TENURED TEACHERS REQUEST I NG REAPPO I NTMENT

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P . O . BOX 2360

HONOLULU , HAWA I I 96804

PART I t . TENURED TEACHERS WHO ARE NOT REQUEST I NG

Da t e

PART I I I . ANOTHER SUBJECT / GRADE LEVEL QUAL I F I ED FOR

D I STR I BUT I ON AFTER APPROVAL : WH I TE - Schoo l , CANARY - Teache r

FORM 101

TEACHER REQUEST FOR ASS I GNMENT
FOR SCHOOL YEAR 1986 - 87

I am a t enur ed t eache r . I r eques t t ha t I be r eappo i n t ed f or t he 1986 - 87 schoo l yea r .

Teache r ' s S i gna t ur e

Th i s i s t o o f f i c i a l l y no t i f y you t ha t your r eques t f or r eappo i n t men t f or t he 1986 - 87 schoo l yea r i s approved .

Pr i nc i pa l ' s S i gna t ur e

Da t e

Da t e

Teache r ' s S i gna t ur e -

or e appropr i a t e b l ocks . )I r eques t t he f o l l ow i ng f or t he 1986 - 87 schoo l ye
LEAVE OF ABSENCE

0 Leave o f absence w i t hou t

E]Ex t ended l eave o f a

0 Leave o f absence w i

Sabba t i ca l . APPR

RET I REMENT .

�

E f f ec t i ve d

RES I GNAT I ON .

�

E f f ec t i ve da l

�

-

�

-

�

.

�

(A t t ach

OPPORTUN I TY TO PART I C I PATE I N PERMANENT AND / OR TEMPORARY EXCHANGE PROGRAM .
(Pr i nc i pa l w i l l prov i de t eache r s w i t h appropr i a t e i ns t ruc t i ons . )

[ : ]TRANSFER TO ANOTHER SCHOOL .

�

(See Tr ans f e r I ns t ruc t i ons . )

en t .

f our cop i es . )

APPROVED © ;

�

PEND I NG

(A t t ach Form 190 i n t our cop i es . )

Form 190 i n f our cop i es . )

0 OPPORTUN I TY TO PART I C I PATE I N R I SK TRANSFER LEAVE OF ABSENCE PROGRAM
(Pr i nc i pa l w i l l prov i de t eache r s w i t h appropr i a t e i ns t ruc t i ons . )

I f t he r e i s a vacancy a t t h i s schoo l i n ano t he r sub j ec t / gr ade l eve l f or wh i ch I am qua l i f i ed , I wou l d l i ke t o be
cons i de r ed f or such a pos i t i on . A copy o f my Form 101b ( Form 101b may be ob t a i ned f rom your supe r v i sor )
has been comp l e t ed and subm i t t ed t o my supe r v i sor .

Sub j ec t / Gr ade Leve l

Da t e

�

Teache r ' s S i gna t ur e

As Pr i nc i pa l o f t h i s schoo l , I am awa r e o f your i n t e r es t t o t each i n t he a f or emen t i oned sub j ec t / gr ade l eve l . I
have r ece i ved your Form 101b .

Da t e

�

Pr i nc i pa l ' s S i gna t ur e

5800 - 13 3



Pe r sonne l Form 201 , Rev . 11 / 81 , R5 81 - 2009 (Rev . o f RS 80 - 8698)

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES

P . o . Box 2360
HONOLULU , HAWA I I 96804

TEACHER ' S REQUEST FORM
Ce r t i f i ca t i on / Rec l ass i f i ca t i on / Ce r t i f i ca t e Renewa l / Upda t e /

O t he r

TO : OFF I CE OF PERSONNEL SERV I CES

I NSTRUCT I ONS :
1 . Check t he appropr i a t e box . Add de t a i l s as needed .
2 . L i s t c r ed i t s wh i ch we r e no t pr ev i ous l y r ecorded by t he Depa r t -

men t .
3 . A t t ach o f f i c i a l t r ansc r i p t s , gr ade s l i ps or D . O . E . " B - Cr ed i t ce r t i f i -

ca t es necessa r y t o ve r i f y c r ed i t s l i s t ed .
4 . Subm i t or i g i na l Form 201 w i t h a t t achmen t s .

5 . Pr l ndpa r s s i gna t ur e r equ i r ed . (Dur i ng t he summe r , p l ease sub
t h i s f orm t hrough your D i s t r i c t Pe r sonne l O f f i ce r . )

NOTE : Any copy made o f an or i g i na l documen t mus t
t he pr i nc i pa l and mus t be en t i r e l y l eg i b l e . Doc_
a l t e r ed ( cu t t i ng , wr i t i ng , e t c . ) w i l l no t be ac

UN I VERS I TY CRED I TS

D . O . E . " B " CRED I TS

Teache r ' s S i gna t ur e

Pr i nc i pa l ' s S i gna t ur e

TEACHER ' S REQUEST FOR :

0 Rec l ass i f i ca t i on
F rom C l ass

�

t o C l ass

0 Ce r t i f i ca t i on
S t a t e - Approved Progr am ONLY
Ar ea ( s )

0 Renewa l o f Prov i s i ona l Bas i c / Pro f ess i ona l
Ce r t i f i ca t e

0 Bas i c / Pro f ess i ona l Ce r t i f i ca t e
Comp l e t ed 2 yea r s o f sa t i s f ac t or y D . O . E .
se r v i ce w i t h prov i s i ona l ce r t i f i ca t e ONLY

Da t e Comp l e t ed T i t l e

�

Cr ed i t s

Da t e

Da t e
58130 - 13s



Form 133A , Rev . 5 / 85 . AS 85 - 7668 (Rev . o f AS ea - 59911

The f o l l ow i ng i nd i v i dua l i s he r eby appo i n t ed as a t empor a r y t eache r i n t he pub l i c schoo l s o f Hawa i i unde r t h i s
Tempor a r y Teache r ' s Appo i n t men t Agr eemen t i n accordance w i t h app l i cab l e emp l oymen t t e rms and cond i t i ons
spec i f i ed i n t he Schoo l Code (5000 Se r i es ) . Ass i gnmen t sha l l be as i nd i ca t ed be l ow :

41 i s expr ess l y agr eed and unde r
con t i nuance beyond t he exp i r a t i d
appo i n t men t may be t e rm i na t ed w i
exp i r a t i on da t e . P l ease see r eve r se

SPEC I AL PROV I S I ONS :

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P . O . BOX 2360

HONOLULU , HAWA I I 96804

NAME

�

SOC I AL SECUR I TY NO .

�

CONTRACT PREPARAT I ON DATE

POS I T I ON

TO
EFFECT I VE DATES

�

MONTHLY SALARY

�

SALARY RANGE d STEP

Excep t f or 12 - mon t h emp l oyees , sa l a r y f or each o f t he vaca t i on mon t hs o f Ju l y and
11~u l

t o June I nc l us i ve .

Th i s agr eemen t i s sub j ec t t o t he l aws o f t he S t a t e an
agr eemen t ( i nc l ud i ng sa l a r y ) may be cor r ec t ed
w i t h such l aws , ru l es and r egu l a t i ons . Any a
5A , No t i f i ca t i on o f Pe r sonne l Ac t i on .

By s i gn i ng be l ow t he appo i n t ee accep t s t he pos i t i on , agr ees t o d i scha rge t he du t i es t he r eo f , and t o r epor t f or du t y a t
t he appropr i a t e t i me on t he beg i nn i ng da t e spec i f i ed above . Th i s agr eemen t i s va l i d when s i gned and r ece i ved by t he
Depa r t men t o f Educa t i on w i t h i n seven ca l enda r days o f t he con t r ac t pr epa r a t i on da t e spec i f i ed above .

S i gna t ur e o f Appo i n t ee

T TEMPORARY
TEACHER ' S APPO I NTMENT AGREEMENT

D I STR I CT OR SCHOOL

one - t en t h o f t he gross ea rn i ngs f rom Sep t embe r

t he Depa r t men t , The t e rms o f t h i s
a r y by t he Depa r t men t t o comp l y

n t w i l l be made on S t anda rd Form

n t men t w i t h no comm i t men t f or emp l oymen t
ur t he r agr eed and unde r s t ood t ha t t h i s t empor a r y

L i on o f t he Depa r t men t , a t any t i me pr i or t o t he i nd i ca t ed
on t he cond i t i ons o f t empor a r y t eache r emp l oymen t .

SUPER I NTENDENT

P l ease S i gn Wh i t e (Or i g i na l ) Copy and Re t urn t o OFF I CE OF PERSONNEL. SERV I CES . Re t a i n t he Cana r y Copy . P i nk - F i l e Copy .
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TEMPORARY TEACHER APPO I NTMENT AGREEMENT

To i nsur e t ha t you a r e prope r l y i n f ormed o f t he cond i t i ons encompass i ng t he accep t ance o f t h i s
o f f e r o f emp l oymen t . we ask t ha t you r ev i ew t he f o l l ow i ng i n f orma t i on pe r t a i n i ng t o a " Tempor a r y
Appo i n t men t " ca r e f u l l y :

t . The dur a t i on o f your appo i n t men t i s no t t o exceed t he pe r i od s t a t ed on your con t r ac t
( Form 133A) .

2 . Your con t r ac t may be t e rm i na t ed w i t hou t a hea r i ng a t any t i me pr i or t o t he con t r ac t
exp i r a t i on unde r t he f o l l ow i ng c i r cums t ances :

a . Ea r l y r e t urn o f t he i ncumben t emp l oyee t o wh i ch t he pos i t i on i s ob l i ga t ed .

b . Te rm i na t i on o f t he pos i t i on .

c . P l acemen t o f a t enur ed or proba t i ona r y emp l oyee who i s s t a f f r educed f rom ano t he r
pos i t i on

3 . Th i s i s a t empor a r y appo i n t men t w i t h no comm i t men t f or r eemp l oymen t .

4 . As an emp l oyee unde r a t empor a r y appo i n t men t , you do no t acc rue proba t i ona r y
se r v i ce c r ed i t .

5 . Emp l oyee bene f i t s ( excep t as no t ed i n numbe r f our above ) a r e s i m i l a r t o t hose g i ven t o
emp l oyees w i t h proba t i on or t enur e appo i n t men t s i t accordance w i t h Regu l a t i on 5114
o f t he Schoo l Code , Pe r sonne l Se r i es and o t he r appropr i a t e s t a t e l aws and r egu l a t i ons
( i . e_ compensa t i on . s i ck l eave , vaca t i on , r e t i r emen t , hea l t h f und bene f i t s , se r v i ce
awa rds , e t c . ) . P l ease r emembe r , howeve r , t ha t e l i g i b i l i t y r equ i r emen t s mus t be me t i n
accordance w i t h t he t e rms and cond i t i ons o f spec i f i c bene f i t progr ams .

I f you a r e w i l l i ng t o accep t t h i s o f f e r o f emp l oymen t , p l ease s i gn t he wh i t e copy and r e t urn i t t o t he
O f f i ce o f Pe r sonne l Se r v i ces . The cana r y copy i s t o be r e t a i ned by you f or your i n f orma t i on and f i l e .



Pe r sonne l For t h 191 , 975 , TAC 75 - 0065

M i ss
Mr s .
Ms .
Mr . _

STATE OF HAWA I I
DEPARTMENT OF EDUCAT I ON

OFF I CE OF PERSONNEL SERV I CES
P . O . BOX 2364

HONOLULU , HAWA I I 96804

Name

Soc i a l Secur i t y Numbe r

S t r ee t

I r egr e t t o i n f orm you t ha t your Tempor a r y Teache r '
because o f t he r eason i nd i ca t ed ( checked ) be l ow :

E] Ea r l y r e t urn o f t he i ncumben t emp l o

M P l acemen t o f a t enur ed or

Te rm i na t i on o f pos i t i

Your l as t day on emp l oymen t

We hope t ha t we may be ab l e t o emp l oy you aga i n i n t he f u t ur e . Thank you f or your se r v i ces .
P l ease no t i f y our Rec ru i t men t O f f i ce o f your ava i l ab i l i t y f or o t he r t each i ng pos i t i ons .

I ns t ruc t i ons :
Pr i nc i pa l comp l e t es , s i gns , and d i s t r i bu t es f orm f o l l ow i ng procedur e #51020 o f t he Schoo l Code .
Wheneve r poss i b l e , p l ease keep emp l oyee i n f ormed o f h i s / he r s t a t us t o prov i de t he max i mum
poss i b l e no t i ce be f or e necessa r y con t r ac t t e rm i na t i on .

D i s t r i bu t i on :
WH I TE and GREEN t o O f f i ce o f Pe r sonne l Se r v i ces .
P I NK t o D i s t r i c t O f f i ce .
CANARY t o Schoo l F i l es .
BLUE t o Emp l oyee .

TERM I NAT I ON NOT I CE TO
TEMPORARY TEACHER

Z i p Code

a t ed .

ced f rom ano t he r pos i t i on .

Pr i nc i pa l ' s S i gna t ur e

�

Da t e

f or t he Depa r t men t o f Educa t i on by au t hor i t y o f
Procedur e #51020 o f t he Schoo l Code .

5800 - 139



FORM 105 , Rev 2165 , AS 65 " 7466 (Rev . o f TAC 7b0613)

STATE OF HAWA I I VACANCY REPORT FORM' DEPARTMENT OF EDUCAT I ON
OFF I CE OF PERSONNEL SERV I CES (P l ease pr i n t or t ype and i nsur e

P . O . BOX 2360 t ha t i n f orma t i on i s c l ea r on a l l cop i es . )
HONOLULU , HAWA I I 96804

SECT I ON 1 . POS I T I ON I NFORMAT I ON

1 . D i s t r i c t 3 . Pos i t i on Numbe r

2 . Schoo l 4 . L i ne No .

5 . Schoo l ' s Addr ess

6 . Gr ade and / or Sub j ec t

7 . O t he r Sk i l l s / Respons i b i l i t i es

B . Name o f I ncumben t
Las t F i r s t I n i t i a l

9 . Reason f or Vacancy : Res i gna t i on S i ck Leave
[ : ]Re t i r emen t Pos i t i on
[ : ]Leave o f Absence W i t hou t Pay r

e r Progr am Announcemen t .
e t h i s b l ock f or t he purpose o f

10 . Type o f Vacancy : [ - ]S i ck
on l y

Leave t i ng a f or emen t i oned vacancy f or
Tempor a r y Pos i MAN s i ng v i a Teache r Tr ans f e r Progr am . )

E l V i c i ng (G v t GX , OS Sr00
©C l 1 ~B
0A ecessa r y f orms o f l eaves ,

anen t t r ans f e r s .

11 . Expec t ed Dur a t i on o f Vacancy : To

SECT I ON 11 . PR I NC I PAL REQUEST I NG APPROVAL ACT I ON

I he r eby r eques t approva l t o f i l l t he above - desc r i bed pos i t i on . Documen t s ve r i f y i ng t he cause o f t he vacancy
a r e a t t ached ; Ow i l l f o l l ow .

Pr i nc i pa l ' s S i gna t ur e Da t e

SECT I ON 111 . D I STR I CT SUPER I NTENDENT APPROVAL

Check One : C] Approved /O D i sapproved

D i s t r i c t Supe r i n t enden t ' s S i gna t ur e Da t e

Commen t s :

0OUT I NG :

1 . Pr i nc i pa l subm i t s a l l cop i es t o D i s t r i c t Supe r i n t enden t .

2 . D i s t r i c t Supe r i n t enden t , a f t e r approva l ac t i on , d i s t r i bu t es as f o l l ows :
Wh i t e - O f f i ce o f Pe r sonne l Se r v i ces ; Cana r y - Pr i nc i pa l ; P i nk - D i s t r i c t O f f i ce .

3 . D i s t r i c t Supe r i n t enden t , a f t e r d i sapprova l ac t i on , r e t urns a l l cop i es t o Pr i nc i pa l .
5800 - 141


