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ARTICLE 1
RECOGNITION OF ASSOCIATION AND DEFINITIONS

Section 1.1. Preamble: This Agreement is made and entered into between the Highline
School District No. 401 and the Highline Education Association. The signatories are the
sole parties to this Agreement.

Section 1.2. Recognition:

A.

The District hereby recognizes the Association as the exclusive representative
for all personnel who are appointed to non-supervisory certificated positions,
except that nothing contained herein shall be construed to include in the
bargaining unit the following: The Superintendent of Schools; Assistant
Superintendents; Administrative Assistants to the Superintendent; Directors
(Program and Project); Assistant Directors; Coordinators; Principals; Vice-
Principals; all certificated personnel hired as management consultants; casual
personnel and all confidential employees.

Employment pool personnel shall be represented by the Association to the extent
they are eligible for representation as provided for in Article 9 (Layoff and Recall),
Paragraph I.

Staff members on leave of absence shall be represented by the Association to
the extent they are eligible for representation as provided for in Article 14
(Leaves of Absence).

Section 1.3. Definitions: Unless the context in which they are used clearly requires
otherwise, when used in this Agreement:

A

B.

The term "Agreement" shall mean this entire Collective Bargaining Agreement;
The term "Association" shall mean the Highline Education Association;

The term "Board" shall mean the Board of Directors of the Highline School
District No. 401;

The term "District" and/or "employer" shall mean the Highline School District No.
401 including administrators and agents;

The terms "staff member" or "employee" shall mean those employees
represented by the Association in the bargaining unit as defined in Section1.2
(Recognition), except as otherwise indicated;

. The term "days" shall mean calendar days unless otherwise indicated in this
Agreement;

. The term "act" shall mean the Educational Employment Relations Act, RCW
41.59;

Unless the context in which they are used clearly requires otherwise, words used
in this Agreement denoting gender shall include both the masculine and
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feminine; and words denoting number include both the singular and plural.

Section 1.4. Status of Agreement

A. This Agreement shall become effective when ratified by the Association and the
Board and then executed by authorized representative(s) thereof and may be
amended or modified only with mutual consent of the signatory organizations.

B. This Agreement shall supersede any rules, regulations, policies, resolutions or
practices of the District which are contrary to or inconsistent with its terms.

Section 1.5. Conformity to Law:

A. This Agreement shall be governed and construed according to the constitution
and laws of the State of Washington. If any provision of this Agreement or any
application of this Agreement to any staff member or group of employees
covered hereby shall be found contrary to law by a court of competent
jurisdiction, such Provision or application shall have effect only to the extent
permitted by law, and all other provisions or applications of this Agreement shall
continue in full force and effect.

B. If any provision of this Agreement is so held to be contrary to law, the parties
shall commence negotiations concerning said provisions as soon thereafter as is
reasonably possible, pursuant to RCW 41.59.

Section 1.6. Distribution of Contract: Following ratification by both parties, the District
shall, within thirty (30) days, unless there are extenuating circumstances beyond the
control of either party, print and distribute two hundred (200) to the Association. A copy
of the Agreement will be available to individual staff members if requested by October
15th. The District will keep the Agreement current on the District web site.

Section 1.7. Maintenance of Standards: Unless otherwise provided in this Agreement,
nothing contained herein shall be interpreted and/or applied so as to eliminate, reduce or
otherwise detract from current individual salaries or other monetary employee benefits.

Section 1.8. Appendices: Appendices are an integral part of this Agreement and by
this reference incorporated herein.

Section 1.9. Management Rights: The management and operation of the District and
the direction of the staff members are vested exclusively in the District subject to the
terms of this Agreement. All matters not specifically controlled by the terms of this
Agreement may be administered for the duration of this Agreement by the District in
accordance with such policy or procedure as the District from time to time may
determine. Nothing in this Agreement shall be construed to be a delegation to others of
the policy-making authority of the board, which authority is specifically reserved by the
board.

Section 1.10. Contract Waiver: In order to improve educational experiences for
students through creative, innovative or restructuring projects, the District and
Association may agree to waive specific provisions of this Agreement in accordance with
the following:

Page 2
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A. Requests from a school or work site must be submitted on the Contract Waiver

Request Form. The completed form must be submitted concurrently to the
Superintendent or his/her desgnee and the Association President or his/her
designee. A waiver will be granted only if both the District and Association
approve such request.

B. A contract waiver request must include the following:

i. Reference to the specific provisions of the Agreement requested to be
waived;

ii. Rationale for the waiver,
ii. The specific beginning and ending dates for the waiver;

iv. Description of which employees would be affected by the waiver and how
they would be affected,

v. Description of how the decision to request the waiver was made and
evidence it reflects approval of the building administration and at least
80% of those in the Association's bargaining unit at the school or work
site (as measured by secret ballot conducted by Association
representatives);

vi. Description of the cost or budget impact of the waiver, if any; and

vii. Explanation of how the waiver, if granted, might affect other employees
outside of the school site and other operations of the District, if any.

C. The District and Association will adopt their own internal processes for review

and approval of waiver applications.

. No Agreement waiver shall be granted for a duration of more than one (1) school

year, unless extended in writing by both parties, and no Agreement waiver shall
be granted for a duration that extends beyond the expiration date of the current
Agreement.

. The Association and District agree that any waivers granted are not precedent

setting. The parties further agree that once the waiver has expired, all waived
provisions shall return to the status contained in the Collective Bargaining
Agreement at the time of the waiver's expiration.
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ARTICLE 2
ASSOCIATION RIGHTS

Section 2.1. Exclusivity Rights: The Association shall have the exclusive rights to
membership fees and dues deductions from the salaries of its members subject to the
provisions of the law. The Association shall have the exclusive right to represent a staff
member's grievance, subject to the staff member's rights pursuant to RCW 41.59.090.
The Association shall have the right, to the exclusion of rival labor organizations, to use
the District mail services, except as otherwise required by law.

Section 2.2. Right to Attend Meetings: Staff members attend Association conferences
or meetings which are held at the staff member's work site and during an involved staff
member's:

A. duty-free lunch period,
B. recess (if the staff member is not responsible for student supervision), or

C. either of the thirty minute periods before and after school (if the staff member is
not responsible for specific student or patron contact).

Attendance at Association meetings or conferences during a staff member's planning
period should be restricted to those periods when the meeting cannot be reasonably
scheduled at another time. Association representatives who attend or have obligations
for such meetings or conferences have the responsibility for notifying the appropriate
administrator at least twelve hours in advance of the anticipated starting time that such a
meeting or conference is planned; if there is an emergency, the administrator will be
notified as soon as reasonably possible of the meeting or conference. Further, the
Association representative shall be responsible for scheduling the meeting with the
administrator and ascertaining whether the desired time, date, place and size of the
group can be accommodated. The Association agrees that such conferences or
meetings will not in any way hamper or obstruct the instructional program or the delivery
of services. The Association agrees not to hold conferences or meetings on District
property where the purpose is to organize or conduct a work stoppage or at times other
than those described above.

Section 2.3. Use of Facilities: The Association will have the privilege of using school
building facilities for meetings outside of school hours pursuant to the following
guidelines:

A. The buildings and grounds of the District are primarily for school district use. No
use of facilities will be approved which interferes with the school program.

B. Before a District facility may be used, approval must be obtained on the
appropriate District application form.

Section 2.4. Bulletin Space: The District will make a reasonable attempt to provide a
bulletin board space in each school for use by the Association. Bulletins posted by the
Association are the responsibility of the officials of the Association and shall be limited to
official Association business. Each bulletin shall be signed by the Association
representative responsible for posting. Unsigned notices or bulletins may not be posted.
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There shall be no posting of literature by representatives of the Association on District
property other than as herein provided.

A. The responsibility for the prompt removal of notices from the bulletin board after
they have served their purpose will rest with the individual who posted such
notices.

B. Any violation of this section by the Association or its agents acting under the
direction of the Association as determined by the District, shall void immediately
the provisions under this section and prohibit the Association's further use of
bulletin boards. Upon such determination by the District, the Association shall be
so notified.

C. The District shall not assume the responsibility of any liability for notices posted.

Section 2.5. Right to Information: Upon written request, the District shall furnish the
Association data and information concerning the operations and financial resources of
the district, including, but not limited to: annual financial reports and audits, tentative
budgeting requirements and allocations, agenda and minutes of all board meetings held
in open session, student enroliment; bargaining unit employee data on a monthly basis,
including the name, assignment, work site, FTE, employee identification number, salary
schedule placement, home address, work and home phone numbers, and email address
of each employee; and any other information available in accordance with laws
pertaining to the availability of district data. The District may charge a reasonable fee for
any materials furnished.

Additionally, by August 1%t of each year, the District shall provide the Association with a
list of the names of newly hired or reassigned employees, and their contact information
including the name, assignment, work site, FTE, employee identification number, salary
schedule placement, home address, work and home phone numbers, and email address
of each new hire. For the purpose of this section, the date of hire shall be considered to
be the day on which the new employee accepted an offer of employment. The district will
also include the names of any bargaining unit members who are on a leave of absence,
the anticipated duration of such a leave, and any changes in contact information during
the time of the leave. When new employees are hired following the August 1st report,
the district will provide the information listed above within five business days of the date
of hire.

Section 2.6. District/Association Meetings: Whenever Association representatives
are mutually scheduled with the District's representatives to participate in grievance
matters during working hours, said representatives shall suffer no loss of pay and the
cost for a substitute, if required, shall be borne by the Association.

A. If, by mutual agreement, negotiations are scheduled during the work day, the
District shall pay for the cost of salaries and fringe benefits of Association
representatives involved.

B. Building administrators and Association representatives from the building are
encouraged to meet at mutually agreeable times to discuss matters of mutual
concern. Such individuals shall have no authority to reach decisions which would
alter this Agreement.
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1 C. The Association representative may call meetings of staff members during the

2 work day where such meetings do not interfere with regular scheduled classes

3 and with previous approval of the appropriate administrator.

4 D. Association and District representatives shall meet from time to time by mutual

5 agreement to discuss matters of mutual concern.

6 Section 2.7. President and Member Release:

7 A. President's Release: The President of the Highline Education Association shall

8 be granted release time for his/her contractual work year up to a maximum of six

9 consecutive school years for any one person.
10 The District shall make salary payments, annual sick leave cash-out benefits to
11 and insurance contributions on behalf of the President as if he/she were not on
12 release time, provided that the Association shall reimburse the District for these
13 costs.
14 B. Member's Release: Members of the Highline Education Association may, upon
15 written request, be granted release time to conduct Association business, up to a
16 maximum of one hundred fifty (150) days during the school year as approved by
17 the Superintendent/designee. However, no individual member may be released
18 more than ten (10) days. Provided further, that the UniServ Council President is
19 limited to twenty (20) days of release time per school year, none of which is
20 deductible from the maximum total of days available for release. In addition,
21 release time for the purpose of conducting association business for the
22 Washington Education Association (WEA) shall not be deducted from the
23 maximum total of one hundred fifty (150) days available for release. The
24 Association will submit the names of Association members along with the reason
25 for the expected days desired to be absent for the school year as early as
26 possible. All additional requests which require a substitute must be submitted at
27 least one week in advance of the expected day(s) of absence. Additional release
28 time and exceptions to the advance notice may be granted by the
29 superintendent/designee upon written request based on substitute availability.
30
31 The District shall make salary payments to and insurance contributions on behaif
32 of such staff member as if the staff member were not on release time, provided
33 that the Association shall reimburse the District the cost of any substitute
34 required for the absent employee.
35
36 C. National Office: The District shall grant a staff member up to twenty (20) days of
37 release time per school year for the purpose of serving as an elected or
38 appointed officer of the National Education Association. This release time shall
39 be in addition to Member's Release (Section 2.7, Paragraph B).
40
41 Section 2.8. Dues and Representation Fee:
42 A. On or before September 1 of each school year, the Association shall give written
43 notice to the District of the dollar amount of individually authorized local, state
44 and national organizational dues and fees that are to be deducted in the coming
45 school year. Unless otherwise on file with the District, the Association shall
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provide the District with an agreed to, properly executed and signed dues
deduction and fees authorization and assignment for each participating staff
member. The individual authorization will continue in effect during the term of the
Agreement.

B. The deductions authorized shall be made in twelve (12) equal amounts from
each pay check beginning with the pay period in September through the pay
period in August for each year. Deductions from new staff members authorized to
begin after the September payroll shall be spread equally over the remainder of
the pay periods through August. The District will remit all moneys so deducted to
the Association or its authorized designee, accompanied by a list of staff
members from whom such deductions have been made and a duplicate list shall
be provided the Association.

C. The Association agrees to defend, indemnify and hold the District harmless
(except in suits in which the District is plaintiff) against any and all claims, suits,
orders or judgments brought or issued against the District as a result of any
action taken or not taken by the District pursuant to proper implementation of this
Article contingent upon (1) the District's agreement that the Association shall be
authorized to defend such suit through an attorney mutually determined by the
District and the Association, and (2) the District agrees to provide full cooperation
and information to the Association in defending any suit which may be brought
against it as a result of this Agreement.

Section 2.9. Access to New Employees: The District will provide the Association
reasonable access to new employees of the bargaining unit for the purposes of
presenting information about the exclusive bargaining representative to the new
employee. The presentation may occur during a new employee orientation provided by
the District, or at another time mutually agreed to by the District and Association. No
employee may be mandated to attend the meetings or presentations by the Association.
"Reasonable access" for the purposes of this section means: (a) The access to the new
employee occurs within ninety days of the employee's start date within the bargaining
unit; (b) The access is for no less than thirty minutes; and (c) The access occurs during
the new employee's regular work hours at the employee's regular worksite, or at a
location mutually agreed to by the District and Association.
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ARTICLE 3
STAFF MEMBERS' RIGHTS AND AUTHORITY

Section 3.1. Participation in the Association: It is agreed that every staff member will
have and will be protected in the exercise of the right, freely and without fear of penalty
and reprisal, to join and assist the Association. The freedom of such employees who
assist the Association will be recognized as extending to participation in management of
the Association. The District will take action required or refrain from such action, in order
to assure staff members that no interference, restraint, coercion or discrimination is
allowed within the employer to encourage or discourage membership in the Association.

No staff member shall be disciplined or discriminated against for any lawful Association
activity and/or participation in lawful activities during non-working hours except as it
directly prevents the staff member from properly performing his/her assigned functions
during the regular or extended workday.

Section 3.2. Non-Discrimination and Freedom of Expression: Staff members shall
not be discriminated against in any way by the District for the exercise of any rights
guaranteed under the law. Satisfactory job performance is an appropriate concern of the
District.

A. The District will not require staff members to participate in commercial or charity
fund solicitations. No staff member will engage in commercial or charitable
solicitations during the workday or on school premises except with the express
written consent of the District.

B. The provisions of the Agreement shall be lawfully applied without regard to race,
creed, religion, color, national origin, age, honorably-discharged veteran or
military status, sex, marital status, sexual orientation including gender expression
or identity, or the presence of any sensory, mental or physical disability or the
use of a trained dog guide or service animal by a person with a disability.

C. The District and the Association affirm their adherence to the principles of free
choice and agree that the obligations of law related to non-discrimination will be
met by the Association and the District. Neither the District nor the Association
will engage in discrimination of any kind that infringes on the civil or human rights
of employees. The District acknowledges the right of its employees to a private
and personal life.

D. Staff members will be allowed to wear pins and/or other identification pursuant to
law.

Section 3.3. Students and Student Evaluations: Staff members shall be responsible
for evaluation of the educational growth and development of each pupil assigned to
them, and for making periodic reports to parents and guardians, and to designated
school administrators. Grades and other evaluations of students by staff members will
be: (1) adequately documented; (2) based on achievement; and (3) based on
participation in working towards goals and objectives of the curriculum. If there has
been a failure to comply with the grading practices herein outlined, the administrator may
change the grade. If an administrative change is made to a letter grade or written
comment on a periodic report, the staff member shall receive written notification.
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A. The classroom teacher will make the initial determination of the promotion or

retention of each pupil assigned to his/her classroom. A classroom teacher who
anticipates recommending retention of a pupil will notify the principal, and the
parent or guardian of the pupil as far in advance as is reasonably possible. A
staffing of the teacher, principal, parent or guardian and any necessary support
personnel may be conducted to consider the teacher's recommendation. The
classroom teacher shall be informed if a determination regarding promotion or
retention is inconsistent with the classroom teacher's recommendation.

Staff members, in the course of their duties and responsibilities towards the
pupils assigned to them, will not be required to perform duties beyond the scope
of their employment, which are normally the responsibility of the police, fire or
animal control personnel.

C. Within a reasonable period of time, the immediate supervisor shall inform staff

members about any parent concern which pertains to the staff member's
relationship with one of his/her students. At the staff member's request the
administrator shall attempt to arrange a conference to discuss the concern with
the affected parties. The conference shall be arranged at a mutually convenient
time with the individuals involved. Any detrimental statement about a staff
member conveyed at such a conference will not be given credence unless
substantiated by fact. District reports will not name the staff member until
allegations can be substantiated by fact.

. Secondary classroom teachers will be allowed three (3) work days following the

end of grading periods to complete and turn in student report cards/scan sheets.
The final reports specific to special education IEPs are due one (1) week prior to
the end of school. Elementary classroom teachers will be allowed up to two (2)
weeks, but no fewer than three (3) work days to complete report cards prior to
each report card period. Elementary classroom teachers will have three (3) report
card periods. The first reporting period will be in conjunction with the parent
conferences. Elementary classroom teachers will communicate to parents the
progress of their child prior to the eighth week of school. Secondary classroom
teachers will communicate to parents the progress of students at risk (students at
risk of failure or not on track to receive credit) at the mid-point of each quarter.
The teachers will document this communication.

Section 3.4. Discipline: Staff members shall enforce discipline fairly and consistently
regardless of a student's sex, race, color, religion, ancestry, national origin, marital
status, sexual orientation including gender identity/expression, mental or physical
disability or other distinguishing characteristics. A discipline program or model shall be
used as a foundation or blueprint for discipline in all schools to facilitate consistency
throughout the district. The district shall provide all new teachers with student
management training, consistent with the program or model in use at the time by the
District.

A. In buildings with a Dean or Assistant Principal, the district will make every effort

to ensure that at least one building administrator is in the building at all times to
address student discipline issues.
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. Building administrators shall designate a certificated staff member to provide

discipline support in the administrator's absence. If the designee is a classroom
teacher, prior arrangement will be made by the administrator to assure that the
designee's students are under the charge of another certificated employee during
the designee's absence from the classroom. On the second consecutive full day
of administrative absence, a substitute will be provided for the designee. The
substitute will remain in that position until the building administrator returns. The
designee in each elementary school will be provided with a stipend as indicated
in Appendix D.

. Staff members may protect themselves from personal attack within the limits of

the law. The District will support staff members in their lawful use of prudent
disciplinary measures to maintain order and protect the safety and well-being of
the students in their charge.

. Staff members shall have the right and responsibility to maintain good order and

discipline in the classroom at all times. Staff members shall have the right to
exclude any student who creates a disruption of the educational process from the
classroom or activity area. Such exclusion shall occur in accord with the building
disciplinary standards or in emergency situations. The staff member may
exclude a disruptive student for all or any portion of that school day as permitted
by law.

. A staff member may recommend to the building administrator, or designee, that a

student be removed from such staff member's classroom on a temporary or a
permanent basis. If a staff member sends a student to the office, the student
must be accompanied by a written or oral explanation followed by a detailed
explanation and recommendation from the staff member within a reasonable
period of time.

. A recommendation for temporary removal of a student from a staff member's

classroom shall be appropriate under the following circumstances:

i. In the professional opinion of the staff member, a student's behavior
constitutes a disruption of the educational process to the detriment of
other learners, and reasonable attempts at remediation of the behavior
are unsuccessful.

ii. A pupil has been insubordinate to the degree that the temporary removal
from the classroom is deemed appropriate by the staff member.

G. A recommendation for removal from class on a permanent basis shall be

considered appropriate only under the following circumstances:

i. In the professional opinion of the staff member, a student's behavior
constitutes an immediate and continuing danger to others or the flagrant
nature of such behavior makes remediation attempts inappropriate.

i. In the professional opinion of the staff member, a student's behavior

constitutes a continuing disruption of the educational environment to the
detriment of other learners.
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H.

In accordance with RCW 28A.600.20, any student who creates a disruption of
the educational process in violation of the building disciplinary standards while
under a teacher's immediate supervision may be excluded by the teacher from
his or her individual classroom and instructional or activity area for all or any
portion of the balance of the school day, or up to the following two days, or until
the principal or designee and teacher have conferred, whichever occurs first.
Except in emergency circumstances, the teacher first must attempt one or more
alternative forms of corrective action. In no event without the consent of the
teacher may an excluded student return to the class during the balance of that
class or activity period or up to the following two days, or until the principal or his
or her designee and the teacher have conferred.

i. Each school's shared leadership team will ensure that a system is
developed and in place to identify priority referrals for conferring versus a
referral where a  conference is not requested.

ii. Priority referrals will include the opportunity for a written response upon
request.

Staff members shall receive, as soon as possible, a written or oral response and
assistance from the building administrator when disciplinary support is requested.

The building principal and/or counselor will communicate with involved staff
members in an attempt to obtain concurrence regarding transfer of students
from one classroom/school to another classroom/school when such transfers are
made because of problems in communications between student and teacher, or
because of a student disciplinary problem or when it is in the best interest of the
student. When the communication is given orally, a written response shall be
provided by the building principal/designee upon request.

If circumstances necessitate the bodily removal of a disruptive student in order to
safeguard the health and safety of others, the staff member may request
available assistance.

The staff member has the right, consistent with the law, to have a
parent/guardian removed or restricted from his/her classroom or work station if
the parent/guardian is abusive either verbally or physically.

. When an administrator has determined that a student has threatened or

assaulted a staff member during school hours on school premises, the student
shall be subject to immediate disciplinary action pending completion of the due
process rights of the student.

N. No staff member shall be required to search a student's person or belongings.

The building principal and staff members shall confer at least once per semester
in order to develop and/or review building disciplinary standards and uniform
enforcement of those standards. This review shall include the District's student
discipline policies and procedures. Every employee shall be given a written copy
or directed to the electronic copy of the school and District policies/standards.
This review may occur during PCT, DID or staff meetings.
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Section 3.5. Students with Individualized Educational Programs (IEPs) and
Students who are English Language Learners: The District shall provide each staff
member with an updated copy of the District special education guidelines and
procedures. Before a student is to be mainstreamed from a special education or English
Language Learner class into a specific general education class, the receiving classroom
teacher is to be informed and permitted to participate in the multi-disciplinary team
process regarding the appropriateness of the class for the student.

A. On the student enroliment form, the District shall request information from the
parent(s)/guardian(s) of each incoming student regarding their child's
assessment for or enroliment in a special program in the last two (2) years. This
information will be provided to staff members by counselors / administrators
within twenty-four (24) hours of placement of the student in an educational
program.

B. A general education classroom teacher has the right to bring concerns about a
mainstreamed student with an IEP’s performance in his/her class to the attention
of the multi-disciplinary team.

Section 3.6. Educational Support Personnel: Staff members shall be responsible for
supervising but not evaluating aides assigned to them. Supervisors are encouraged to
ask staff members for input on their assessment of the aide's performance. Staff
members may go to their immediate supervisor to request an observation or conference
regarding the aide for the purpose of evaluating an aide's performance. The observation
or conference shall occur in a timely manner.

A. Staff members shall not require an aide to perform duties outside of the aide's job
description.

B. Affected staff members may provide input to the building administrator regarding
the hiring of classified support personnel to be assigned to them.

C. Staff members shall be notified in a timely manner prior to the selection of
classified support personnel who will be assigned to them.

D. If a staff member is required by the District to train aides at a meeting outside the
staff member's normal work day, the staff member will be compensated at the same
rate as provided for summer school instructors.

Section 3.7. Academic Freedom: The District respects the professional rights of staff
members. Academic freedom will be accorded to staff members within the context of
District goals and objectives. No special limitations shall be placed upon study,
investigation, presenting and interpreting facts and ideas concerning human society, the
physical and biological world and other branches of learning; provided, however, that
this guarantee cannot by law supersede the rules and regulations of the District, the
State Superintendent of Public Instruction, the State Board of Education and state
statutes.

A. In the presentation of controversial issues, staff members will make every effort
to effect a balance of biases, divergent points of view and opportunity for
exploration by the students into all sides of the issue.

i. In discussing controversial issues, the staff member will encourage
students to express their own views, assuring that it be done in a manner
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1 that gives due respect to one another’s rights and opinions.
2 i. When discussing controversial issues, the staff member will respect
3 positions other than his/her own.
4 ii.  Students will be encouraged by the staff member, after class discussions
5 and independent inquiry, to reach their own conclusions regarding
6 controversial issues.
7 iv. Prior to scheduling outside speakers, approval of the immediate
8 supervisor must be obtained. Approval may be withheld when the
9 District has reason to believe appearance of a guest speaker would be
10 disruptive or not in the best interest of the education process.
11 B. While the staff member must be free to teach, the staff member must always be
12 concerned that there will be no infringement upon the freedom of those students
13 the staff member serves.
14 C. Within District goals and objectives, staff members shall be responsible for
15 determining daily methods and materials to be used in the instruction of the
16 students in their charge. If District approved materials are used consistent with
17 District goals and objectives, staff members will be supported in their choice of
18 materials.
19 D. Standardized test results of academic progress of students shall not be used in
20 an improper manner to evaluate the quality of a staff member's service or fitness
21 for retention.
22 Section 3.8. Staff Members’ Personnel Files: A confidential permanent personnel file
23 will be maintained in the District Human Resources Department for each staff member
24 covered by this Agreement.
25 A. Employees shall have the right to review the contents of their personnel file
26 during office hours, but during the employee's non-instructional time or non-duty
27 hours. Materials reviewed by the employee and judged to be either derogatory to
28 the employee's conduct, service, character or personality may be answered by
29 the employee in writing. Such written responses shall become a part of District
30 personnel records. Any derogatory statement regarding an employee by a
31 parent, student or lay person which is to be placed in the employee's personnel
32 file will be called to the attention of the employee at the time of such placement.
33 The employee shall have the opportunity to attach a written response to any such
34 statement.
35 B. Staff members may request material of a complimentary nature be placed in their
36 personnel file maintained by the District Human Resources Department.
37 C. With the exception of personal evaluations as required by this Agreement and
38 state law, a staff member may request removal of the material judged by the staff
39 member to be derogatory, discriminatory or prejudicial to the staff member's
40 conduct, service, character or personality. The District reserves the right to make
41 final determination regarding material to be retained unless a court of competent
42 jurisdiction determines otherwise. However, should the staff member request
43 removal of material judged by the staff member to be derogatory, discriminatory
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or prejudicial to the staff member's conduct, service, character, or personality and
such material has been in the file five (5) years or more and is mere allegation
which has never been substantiated, such material shall be removed.

D. All pre-employment information and credentials relating to the staff member
sighing a contract with the District will be retained by the District as a separate
file and will not be available for review by the staff member. If requested by the
staff member, confidential pre-employment information which is in the
possession of the District will be returned or destroyed when the employment
process is completed.

Section 3.9. Electronic_Signatures: The district and the association will develop
mutually agreed upon protocols and procedures for electronic signatures in lieu of paper
sighatures as legal and appropriate.

Section 3.10. Other: The District will utilize employee input when planning any new
construction of educational facilities including related movement of staff. Except in an
emergency, the District shall notify all staff members at least two (2) days in advance of
any maintenance or construction that will prohibit instruction in the classroom.

Section 3.11. Board Policies: An accurate, updated district policy manual shall be
available to staff members on the District website. Following Board adoption of policies
and procedures, the contents will be shared in a timely manner with appropriate staff
members.

Section 3.12. Assault Response Protocol: The District and Association shall
collaboratively develop in labor management meetings and annually publish an assault
response protocol describing the steps that should be taken at a school when a staff
member is assaulted. The protocol shall include response and support for both the staff
member and any involved student.
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ARTICLE 4
WORKING CONDITIONS

Section 4.1. Length of Work Day: The on-site work day for all staff members not
otherwise provided for in this Article shall not exceed seven and one-half (7 1/2) hours,
except for responsibilities referred to in this Section, Paragraph C, including a thirty (30)
minute duty-free lunch. Staff members who are required to travel between buildings in
the course of their appointment shall not be scheduled to travel during their duty-free
lunch. Staff members shall be available at their respective work sites for the benefit of
pupils and patrons at least thirty (30) minutes before the students' school day begins and
at least thirty (30) minutes after the students' school day ends. The workday for itinerant
personnel is the same in hours as for all other staff members. Those staff members who
are not assigned as part of a school faculty will construct their workday so as to fulfill
their job requirements as arranged for with the immediate supervisor.

A. Staff members may leave the school grounds during the thirty (30) minute duty-
free lunch period after notifying the building administrator or designee. Such
right may be denied for emergency reasons. Staff members are required to
obtain building administrator's approval to leave the school grounds at times
other than the duty-free lunch period.

B. It is agreed that responsibilities dealing with school activities, school wide
supervision and control will be shared by all staff members. The building
administrator will establish a procedure to ensure equitable participation, within
the parameters of Section D below. When a staff member has been assigned an
activity and finds that he/she cannot fulfill the responsibility, the staff member is
required to report this to the administrator in charge and the staff member will
secure another staff member as a replacement, subject to the approval of the
administrator.

C. Flex hours: Staff members may be required to contribute no more than twenty
(20) additional hours per year over and above the on-site time specified in
Section 4.1 and/or the work year calendar described in Section 11.1 Each staff
member may be assigned to specific activities, provided such activities do not
exceed four (4) hours in duration. This paragraph is not to be construed to
include the required participation in staff meetings under the terms of paragraph
H below and a school's annual open house or graduation, nor is it intended to
imply that activities will be created for the sole purpose of utilizing all of the
twenty (20) hours. The additional hours in this paragraph are intended to give
principals and building shared leadership teams flexibility to coordinate staff
presence at critical meetings, duties or events at school while respecting the
individual autonomy and responsibility of certificated staff members as
professionals to determine how and when to accomplish the educational goals
and mission of their assigned positions. These hours encompass required time
for involvement in supervision of student activities, maintenance of order and
discipline, working for and with colleagues for common educational goals, and/or
attendance at school related functions. The parties agree that staff members are
encouraged to volunteer to participate in the supervision of student activities,
maintenance of order and discipline, and/or attendance at school-related
functions as the individual staff member chooses to do so in the furtherance of
his or her own professional goals and activities.

Page 15



29
30

31
32
33
34
35

36
37
38
39
40

41
42
43
44
45

D. Staff members who are required to commit in excess of twenty (20) hours as
provided for in paragraph D above will be compensated at the rates identified in
Appendix D.

E. The building principal, in consultation with each teacher, will schedule teacher
planning time. Such planning time will occur either before, during and/or
following the student instructional part of the teacher's work day.

F. Staff members are required to attend staff meetings, unless specifically excused.
Staff meetings will be scheduled on an as needed basis and as far in advance as
possible. Staff meetings may be scheduled before, during or after the
instructional day. Administrators are encouraged to end morning staff meetings
at least ten (10) minutes before the instructional day begins. Staff meetings will
be scheduled so that no staff member shall be required, except in emergencies,
to attend more than one (1) staff meeting in any one calendar week. Building
administrators are encouraged to conduct staff meetings, as much as possible,
within the work day; however, if it is necessary for the staff meeting to exceed the
normal work day, staff members will not be required to remain beyond the normal
work day for more than forty-five (45) minutes unless the principal chooses to
use flex hours described in Section E above, and provides at least one week’s
advance notice of the extended length; in no case shall the extended length be
more than seventy-five (75) minutes beyond the normal work day. Principals
may not hold individual staff members beyond the contract day and attribute the
time to staff meetings. Principals will encourage staff participation by allowing all
staff to generate agenda items and work collaboratively to create a balance of
topics. HEA and HSD recognize that a range of issues will be covered at staff
meetings including building operations (nuts and bolts), collaboration among staff
teams and professional development.

G. Except in an emergency, staff members at the elementary level shall not be
assigned to recess or before school playground duty.

H. Mandatory work performed outside the contracted year will be paid at per diem
rate.

Section 4.2. Instructional Time: The District shall establish the instructional schedule
appropriate for each school and grade level. It is recognized that bus transportation,
divided reading programs and/or other factors may require deviation from District school
schedules. A full-time instructor shall conduct classes pursuant to the instructional time
required at the appropriate levels.

Each building staff and principal shall meet, discuss and plan options to determine the
use of Professional Collaboration Time (PCT) as described in Section 4.4 below.
Association representatives and principals will affirm annually that these discussions
have occurred.

Section 4.3. Non-Instructional Time and Class Coverage: Elementary teachers shall
be provided with a minimum average of one hundred five (105) minutes of
non-instructional time each work day, exclusive of lunch and recesses, which includes
planning time and thirty (30) minutes before and the thirty (30) minutes after the student
instructional day. Elementary students (K-6) will be provided two hundred twenty-five
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(225) minutes per week of instruction by specialists/librarians. Non-elementary teachers
shall be provided with a minimum of one hundred twenty (120) minutes of
non-instructional time each work day, exclusive of lunch and recesses, which includes
planning time and the thirty (30) minutes before and the thirty (30) minutes after the
student instructional day.

Daily Planning: HEA members at secondary schools may choose to implement
alternative schedules that do not include daily planning time using the waiver process in
Section 1.10.

Section 4.4. Professional Collaboration Time: HEA and HSD believe that time for
collaboration among educational professionals for the purpose of promoting student
learning is essential. The following principles will guide the use of PCT:

A. Each school's shared leadership team (SLT) will gather input from the certificated
staff to consult with the principal regarding the content, type, and format of
professional collaboration time.

B. PCT will be allocated as follows:
i. 25% will be reserved for teacher/ESA-directed work by individuals;

ii. 25% will be teacher/ESA-directed collaborative work by small teams of
teachers/specialists on building or district priorities, with half of these PCT
days identified and reserved on the work year calendar for optional
teacher/ESA-directed cross-school collaboration with job-alike colleagues
(principal notification will be provided in the event staff leave their usual
worksite);

ii. 50% will be determined by the building principal, with one-quarter of these
PCT days identified and reserved on the work year calendar in Exhibit B
for potential administratively-directed meetings of ESA/specialist groups
(OT/PTs, Psychologists, Nurses, Counselors, Social Workers, Speech
Language Pathologists, Special Education, Librarians, Fine Arts and PE
specialists, and CTE teachers) in cross-school collaboration with job-alike
colleagues. Additional job-alike groups may be identified on an annual
basis for administratively-directed subject area and/or grade level
initiatives; notice of any additional job-alike groups will be provided to
principals and HEA leadership as soon as possible, but no later than
August 10.

C. Professional collaboration time may include: (1) identification of student learning
needs; (2) a learning/training process; (3) implementation of the learning/training;
and (4) the evaluation/formative assessment of students.

D. Professional Collaboration Time (PCT) is scheduled for Fridays as indicated on
the negotiated calendar. PCT involves early dismissal of students (90 minutes). It
is possible that some Fridays will involve late start for students due to adverse
weather, unsafe driving conditions, power outages or other emergencies. Unless
specifically addressed, late start bulletins will be provided to local radio and
television stations and posted on the Highline School District website.
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On late start for students of one to two hours: Early dismissal and PCT will occur
as scheduled.

. HSD and HEA acknowledge that PCT will impact the ability to provide the current

contracted amount of average weekly individual planning time for every teacher.
Teacher planning time minutes will be adjusted to accommodate the PCT day
(Fridays) schedule for the duration of the PCT day schedule. The joint
recommendation to administrators and registrars is to make every effort to
accomplish the reduction in planning time as equitably as possible and to look for
ways to adjust weekly schedules to mitigate the loss for those who may be
disproportionately affected on a long term basis.

Section 4.5. Equitable Class Coverage: The building administrator will ensure
equitable assignment of teachers when covering classes for absent teachers.

A. Class coverage: Use of staff members to provide coverage of another staff

member's class will be assigned in as equitable a manner as possible;
emergencies will be handled on a needs basis.

. Substitute Unavailability: If the substitute dispatch office is unable to provide a

substitute for an employee absence, then the certificated employee and long-
term substitutes on the contractual rate covering the class for that employee shall
be paid as follows:

i. Pay for lost planning time: Teachers covering classes during their
planning time shall be paid the extra duty rate for each hour of class time
coverage. If an employee absence requires coverage for one half (1/2)
day or more, the building administrator must call immediately for a
substitute. An employee covering a class less than thirty (30) minutes
shall qualify for one-half (1/2) hour of compensation. An employee must
cover a class for a minimum of thirty-one (31) minutes to qualify for one
(1) hour of compensation.

ii. Elementary PE and Music and Librarians: PE/Music/Librarian teachers
who substitute instead of providing planning time may be compensated
for lost planning time (Section 4.5, paragraph B.i). PE/Music/Librarian
teachers are not expected to make up missed sections and are therefore
not compensated when they substitute instead of providing planning time.
The classroom teacher is compensated for the missed planning time
(Section 4.5, paragraph B.i).

ii. Make up time: Non-supervisory certificated staff may claim up to five
hours of time (at the extra duty rate on the salary schedule) for time
required outside their regular work hours for work that must be ‘made up’
as a result of their ‘substituting’ and therefore inability to perform their
regular duties. An extra duty claim is to be submitted for the extra hours
worked outside the school day.

iv.  Added responsibility: Staff members who are asked by the principal or
designee to take on more responsibility than required by the contract shall
be paid for up to five hours of extra responsibility (at the extra duty rate).
No additional hours need be worked. If two or more teachers combine to
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cover for one missing substitute, the combined time paid will not exceed
five hours.

v. Loss of Funds: When an employee's pre-authorized attendance at a
conference or workshop is revoked by the district due to the unavailability
of a substitute, the District shall reimburse the employee for non-
refundable expenses.

Section 4.6. Preparations - Non-Elementary: Non-elementary teachers will not have
more than three (3) preparations plus an Advisory preparation. If four (4) or more content
area preparations are necessary, the HEA president shall be notified, to ensure that any
additional preparation is assigned by mutual agreement between the teacher and the
building administrator.

Section 4.7. Elementary Itinerant Staff: Elementary itinerant personnel who are
assigned to classes in order to provide planning time for teachers shall have full
responsibility for the students assigned to them. The regularly assigned teacher shall
not be required to be present with their classes during their assigned planning periods.

Section 4.8. Facilities: Each staff member, including itinerants and part-time
employees, who normally require the use of a classroom in the exercise of his/her
duties, shall have a classroom or an appropriate space assigned for his/her use. No
staff member shall be required to move from classroom to classroom on a regular basis
to perform his/her duties unless by individual preference, or when operating in a cluster
model, or unless there is no other reasonable option.

A. A separate desk with adequate drawer space and a serviceable chair shall be
provided for each staff member.

B. The District will provide suitable and secure space for each staff member to store
personal articles and instructional materials.

C. Teaching personnel shall be provided with a copy of the text(s) they are required
to use for instruction in assigned subjects.

D. The building administrator will schedule appropriate workspace in cooperation
with itinerants assigned to the building.

E. Telephone facilities shall be made available to staff members for their reasonable
use; however, school district business shall have first priority. Personal
long-distance calls shall be made only in emergencies, and at the staff member's
expense.

F. Each staff member's work area shall be provided with adequate heat, light and
ventilation, consistent with all applicable state laws and regulations. The district’s
environmental/air quality policies and procedures will be shared with all members
annually. Buildings will have extreme temperature plans that will be shared with
all staff annually.

G. The District will make a reasonable effort to maintain clean classrooms and other

learning areas. Whenever possible, pest control and other major maintenance
projects should be conducted at times when it does not impact educational
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operations. When it will impact the learning environment, employees shall be
informed at least two days in advance of such activity (e.g. bug spraying,
painting, major maintenance projects, etc.). This notice provision shall not apply
to emergency situations.

. Occupational and physical therapist centers will be designated across the district.

At those centers the following will be provided:
i. Space which is free of furniture and is accessible for all students;
ii. Teacher desk, chair and filing cabinet;
iii. Locked storage space for equipment;
iv.  Student table(s) and chair(s);
v.  Chalkboard and mat;

Vi. At non-center sites, where small numbers of students are served, items
iii, iv, and v will be provided if requested by the therapist.

When school is not in session, a staff member will have access to his/her
assigned building(s) upon approval of the building principal and consistent with
District security requirements.

Adequate off-street parking facilities shall be provided to staff members. Parking
facilities and outdoor walkways will be appropriately lighted for evening activities
and maintained to reduce or eliminate hazards.

. The District will make available in each school restroom facilities exclusively for

non-student use, separate for each sex.

Each school shall have at least one (1) room appropriately furnished and
properly ventilated which shall be used as a faculty lounge.

. The District shall be responsible for determining unsafe and hazardous

conditions under which staff shall not be required to work, consistent with all
applicable state laws and regulations. A copy of the District's emergency and
safety policies and procedures will be distributed annually and/or included in
each school’s staff handbook

. For any classrooms or other worksites in which lab sciences or

industrial/technical classes are taught, the following guidelines will apply:

i. Such classrooms will provide sufficient space for the curricular activities
to be conducted in a safe manner.

i. The District will provide and require the use of necessary safety

equipment consistent with the Science Classroom Safety Guidelines from
the Department of Health and OSPI, as well as federal OSHA regulations.
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iii. A Highline Schools Laboratory Safety Standards and Hygiene Plan will be
developed and updated at least every other year. After being developed,
the most recent version of the plan will be provided annually to each
middle school and high school science teacher.

iv. The District will provide all necessary and appropriate training in order to
meet and fulfill the requirements set forth by applicable laws and the
Highline Schools Laboratory Safety Standards and Hygiene Plan.

O. In order to provide efficient school operation and a climate of collaboration, each
school's Shared Leadership Team will address, or establish a Safety Committee
to address, tasks including, but not limited to:

i. Develop and recommend a school safety plan;

i. Review and support Highline Public Schools Disaster and Emergency
Preparedness Plan;

ii. Make maintenance recommendations to the principal.

Section 4.9. Office Equipment: Office duplicating equipment, copy machines and
clerical services shall be made available to staff members for preparation of instructional
materials subject to scheduling and priority as determined by the building principal. A
copy machine shall be maintained in each school. All employees shall be provided
training and allowed to use office duplicating and copy machines for school related
business. The District accepts the responsibility for upgrading and providing instructional
equipment and facilities.

Section 4.10. Classroom Interruptions: A reasonable effort will be made by building
administrators to minimize public address system and personnel interruptions of the
classrooms during the instructional day.

Section 4.11. Visitors: All visitors to a classroom during the instructional day, other than
District personnel, are required to obtain prior approval from the building principal. Prior
to granting approval for such a visit, the principal will make arrangements with the
teacher for a specific time, which is convenient for the involved parties. The teacher
should verify that approval for the visit has been granted. If electronic monitoring or
recording devices are to be used by the visitor during an observation/conference, prior
approval from the principal and classroom teacher is required. The teacher may avail
himself/herself of the opportunity to confer with the visitor before and following the
observation.

Section 4.12. Shared Leadership: The District and Association endorse the concept of
shared leadership as the preferred manner in which to make many building decisions
and/or recommendations to staff and principal. Each school will elect representatives to
work with the principal on a Shared Leadership Team. The Principal and HEA
representative(s) will work together to develop an election process to select the HEA
members of the Shared Leadership Team. The election process will be clearly defined
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characteristics with the following guidelines which should be documented in
writing:

i. The exact composition of the team (number of members, representations,
etc.) is to be determined by the staff.
ii. Schools will determine the term of office of their leadership team.

iii.  Each shared leadership team should agree upon working procedures (i.e.
how meetings are convened, who chairs, agenda, and communication
with the rest of the staff).

. Training/Support: The District will provide up to three days of release time to up

to ten school leadership teams each year for the purpose of establishing
procedures and training members. The District and Association will jointly select
the schools to be granted release time each year. All schools that have not
accessed support, or schools that have a new principal, will receive a special
invitation sent to association representatives and principals. This invitation will
outline how to access funds for release time, including options of how to access
additional support.

i.  On or before September 15, the district and the association shall notify
principals and building representatives of the availability of support for
shared leadership. To access these funds, the principal and building
representative(s) will jointly submit in writing their interest by
November15th to both the Human Resources Director and the HEA
President. If ten or fewer buildings apply, all buildings with the support of
both the principal and the building representative(s) will be selected.

ii. Leadership teams may request assistance from outside consultants or
internal experts about issues such as building consensus, clarifying roles
and developing a shared vision. A joint, ad-hoc committee will develop a
menu of consultants, internal experts, or trainings that schools can
access. Schools that have not accessed release time will receive priority
support/assistance.

ii. Leadership team decisions may not violate negotiated contracts, school
board policy, school board procedures, or state and federal statutes.

C. The bargaining team will have ongoing discussions regarding the following:

i.  Clarify the type of decisions that the shared leadership teams can actually
decide upon.

i. Provide ongoing evaluation of the effectiveness of Shared Leadership.

iii.  Explore training options in support of shared decision making.

D. Staff on leadership teams will be paid a stipend as per Appendix D.
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E. Each shared leadership team shall determine what issues will be addressed.
However, each leadership team will address the following:

All employees will be notified of the amount and provided opportunities for
input of expenditures of funds available to the building. When an
employee wants information about his/her budget requests, the building
administrator or designee will provide a status report.

Discuss possible uses of District Initiative Days, per Article 11.2.C.

Section 4.13. Conferences: For the duration of this collective bargaining agreement,
the District will apply to the State Board of Education for a waiver of three student school
days for the purpose of conducting family/teacher conferences.

A. Elementary family/teacher conferences shall be scheduled for three (3)
consecutive school days the week of Thanksgiving.

B. Two non-student days will be scheduled for secondary family/teacher
conferences: the Wednesday before Thanksgiving and the first Friday of the
fourth quarter.

Teachers will conference with families for 3.5 hours after the regular
school day on the day before the non-student day and for 3.5 hours in the
morning of the non-student day. The remainder of the non-student day
will be a non-workday for teachers as compensation for conferencing the
previous evening.

Actual conference dates may vary from the default plan described above
(and marked as such on the school calendar) as schools will have the
flexibility to meet the needs of families by conferencing before or after
regular school days in the fall between the end of the first quarter and the
Thanksgiving break and in the spring within ten (10) school days before
or after the end of the third quarter. The designated non-student day will
be a partial or full non-work day for teachers for an equivalent number of
hours that employees have conferenced at other times. The conference
plan may include the same scheduled day for all teachers in the building
or a plan in which different teachers are responsible for conferencing with
families on different days. Each school’'s Shared Leadership Team (SLT)
will propose to the staff when conferences will be held. School staff will
choose its preferred plan by majority vote, using a secret ballot if desired.
The building’s conference plan will be submitted to the District Chief
Academic Officer and the Association President no later than October 15.

C. Pursuant to RCW 28A.655.230, third grade students who require additional
support will receive additional conferences with the following guidelines.

Third grade teachers will be paid for one hour of teacher planning for each
five students requiring additional conferences (e.g. 1 hour for 1-5 students,
2 hours 6-10 students, 3 hours 11-15 students, etc.).
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iv.

Conferences will be budgeted at twenty (20) minutes in length each, and
will include the third grade teacher and principal or “designee” (e.g.
interventionist, assistant principal, etc.) to allow staff to build early
relationships with the family and learn about students before the end of the
year.

Extra service payments for the additional conferences will be calculated
based on the actual conferencing time incurred, even if it exceeds the
budgeted amount.

The rate of pay for this work is identified in Appendix D.2, paragraph K.

Section 4.14. Special Education IEPs: All special education teachers, with the
exception of B and C below, shall have a total of 1.5 hours of release time and/or
compensation per student for every annual IEP conference and/or preparation.

A. Special Education Teachers: |.E.P. compensation shall be paid as follows:

In September, each special education employee shall receive advanced
payment for fifteen (15) hours of time at the extra-duty pay rate.

Staff will be paid on a monthly basis for any timely IEPs written in excess
of ten (10). This is in addition to the September payment. Any out of
compliance IEP of a new move-in student completed within 30 day
validation window will be compensated. If an IEP deadline is not met due
to extenuating circumstances beyond the staff member’s control, the IEP
case manager may submit a request for consideration of payment to the
director of Special Education along with documentation and building
administrator’'s signature. The request for consideration shall be
submitted within 30 days of the IEP deadline and after IEP is completed.
Reasonable requests will be honored.

Additional compensation may be granted for extenuating circumstances
at the discretion of the director of Special Education.

B. Nurses, Occupational Therapists, Physical Therapists, Speech- Language

Pathologists and Vision Specialists:

ii.

In September each above employee shall receive advance payment for
fifteen (15) hours of time per employee FTE at the extra-duty pay rate for
participation and contributions to IEP goals and objectives.

Staff will be paid on a monthly basis for any IEPs written in excess of ten
(10). This is in addition to the September payment.

If an in-district IEP is not completed in time to qualify it for funding, the
special education administrator will consult with the IEP manager to
determine a plan to complete the IEP. If there is reasonable concern that
it will not be completed in a timely fashion, then the District offer the IEP
to another qualified staff member.

Additional IEP compensated time may be granted by the director of
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special education (but not to exceed .2 times the number of that
employee’s students with IEPs).

C. Adaptive P.E. Teachers: Adaptive P.E. teachers shall have a total of .50 hours of
release time and/or compensation per student with an IEP to prepare for and/or
attend annual |EP conferences. Release time will be from student contact hours.
Substitute time shall be provided upon request of the employee. Additional IEP
release time may be granted at the discretion of the director of instructional
support services (but not to exceed .2 times the number of that employee's
students with IEPs).

D. All IEP's shall be renewed annually. Teachers of early childhood education and
secondary deaf and hard of hearing shall consult with the director of special
education to determine the need for spring IEP's. In the event that the Special
Education Department shall institute procedures for formal spring updates of
IEPs, special education teachers shall have an additional half (1/2) hour per
student for this purpose.

Section 4.15. Student Enrollment and Staff Allocation: In planning for each school
year the District shall allocate classroom staff members to each building (allocations are
subject to modification for innovative educational programs as approved by the
Superintendent or designee upon recommendation of the principal after consultation and
planning with staff members based upon each building's estimated average yearly
enroliment, using the following formulas:

A. Elementary Schools (K-6)

i.  Kindergarten staff members will be allocated to each building by dividing
the building's average yearly kindergarten enroliment by twenty-three and
one-half (23.5) carried out to the nearest half-staff member.

ii. Primary (grades 1-3) staff members will be allocated to each building by
dividing each building's  first through third grade average yearly
enrollment by twenty-four (24), carried out to the next highest full staff
member (rounded up from .5).

ii. Intermediate staff members will be allocated to each building by dividing
each building's fourth through sixth grade average yearly enroliment by
twenty-six and one half (26.5) carried out to the next highest full staff
member (rounded up from .5).

iv.  Resource Room students (K-6) shall be counted in regular classrooms as
1.0 FTE regular students for allocation purposes.

B. Secondary Schools (7-12)

i.  Middle School staff members will be allocated to each building by dividing
the Middle School's average yearly enrollment by twenty-eight (28)
carried out to the nearest half-staff member.

ii. High School staff members will be allocated to each building by dividing

the High School's average yearly enrollment by twenty-eight and one half
(28.5) carried out to the nearest half-staff member.
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C. Special “Flex” Allocation In addition to the staff allocations provided for

elementary and secondary schools above, a total of twenty-one (21) additional
staff will be allocated district-wide. ~An HEA representative (President or
designee) will be invited to weekly meetings in September to analyze class sizes
by school and determine best courses of action (possible use of flex teachers,
split classes, student balancing, etc.) to meet class size limits of this agreement.

. Special Education: Staffing will be reviewed after the October 1 and February 1

counts. For additional resources at anytime, school teams (special education
teacher, principal, and program specialist as a minimum) in collaboration can
jointly determine and request additional resources to meet student needs.
Student, staff and/or classroom schedule matrix will be used to formulate

resource recommendations. A response to the request will be
school team within ten (10) school days.

i. Special Education will use the following certificated staff ratios:

made to the

District Student to
Program Teacher
Ratio
Early Childhood 12*:1
*8 students with IEPs + 4 typically developing peers
Integrated Kindergarten 18*:1
*7 students with IEPs + 11 typically developing peers
Learning Resource Centers (LRC) Realistic Transition Program (RTP) 27*:1
Self-Contained Classrooms — Integrated Learning Centers (ILC) 8:1
Intensive Academic (IAC) Program: IAC Program will have a cap of 13.1 13:1
Self-Contained Classrooms - Emotional and Behavioral Center (EBC) 8:1
Self-Contained - Deaf and Hard of Hearing: Preschool - Primary 6:1
Self-Contained - Deaf and Hard of Hearing: Intermediate 8:1
Self-Contained - Deaf and Hard of Hearing: Secondary 9:1
Visually Impaired Itinerant
Model

*Beginning in the 2019-20 school year, student to teacher ratio for Learning Resource

Centers (LRC) will be 25:1.

ii. Beginning in the 2019-20 school year, staffing for Learning
Centers (LRC) will be rounded up to the nearest 0.5 FTE.

Resource

E. Instructional Assistant Time: Instructional Assistant time shall be allocated to

special education programs according to the following process:
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Instructional
Assistant
District Time (in HRS)
Program per Certified
FTE
Early Childhood Special Education 6
**To be implemented in 2017-18 **12
Learning Resource Centers (LRCs) 4
Self-Contained Classrooms — Integrated Learning Centers (ILC) 6.5
Intensive Academic (IAC) Program 6.5
Self-Contained Classrooms - Emotional and Behavioral Center (EBC) 6.5
Self-Contained - Deaf and Hard of Hearing: Preschool - Primary 6.5
Self-Contained - Deaf and Hard of Hearing: Intermediate 4
Self-Contained - Deaf and Hard of Hearing: Secondary 4

When a student is included in a regular classroom, the use of the allocation of
instructional assistant time shall be determined by the multi-disciplinary team. When
circumstances require, the use of the allocation may be temporarily adjusted by the
special education teacher and the principal.

**Levy Contingency: ECE Paraeducator staffing shall reopen at the request of either
party should the District fail to pass a levy to support the maintenance and operations of
the District with two levy collections for any particular school year or should the
Legislature reduce, invalidate, or otherwise limit the District's authority to collect a
maintenance and operations levy at the level in effect at the time of ratification of this

Agreement.

F. Learning Resource Centers Caseload Mitigation: If a certificated staff member

has more than 27 IEPs, then IA time will be increased to 6.5 hours. Beginning in
2019-20, if a certificated staff member has more than 25 IEPs, then IA time will
be increased to 6.5 hours. Please see associated Letter of Agreement for related
changes to other LRC mitigation.

If LRC teachers’ caseload exceeds 34 IEPs then .5 special education
endorsed substitute teacher will be assigned for as long as the caseload
exceeds 34; the assignment of a .5 FTE special education substitute will
reduce the IEP count by assigning IEP’s to the .5 FTE substitute; any
excess will be paid in accordance with the IEP Mitigation Table; for
example, a caseload of 34 IEPs divided between the 1.0 FTE SPED
teacher and .5 FTE sped teacher would be 27 IEPs for the 1.0 FTE and
seven |EPs for the .5 FTE teacher. Should the 1.0 SPED teacher receive
additional IEPs any over 27 would be paid in accordance with the IEP
Mitigation Table, similarly, should the .5 FTE SPED teacher receive more
than 14 IEPs the teacher would be paid in accordance with the IEP
Mitigation Table. If sufficient FTE is not available to mitigate for LRC
caseloads above 34, the mitigation table shall be extrapolated in the
established pattern to mitigate the overage.

HSD will mitigate (not to exceed $150,000) excess LRC IEPs. HSD will
monitor the total cost of mitigation beginning on the first day of school. A
mid-year Labor Management session with HEA and Special Education
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department will be convened to review the expenditures to date and
determine adjustment of the IEP Mitigation Table to maximize LRC
teacher compensation without exceeding $150,000 ceiling. Mitigation for
LRC overloads begins October 1 in accordance with the following table:

IEP MITIGATION TABLE
28 IEPs = 1 student over caseload limit of IEPs= $3 per |IEP per day
29 IEPs = 2 students over caseload limit of IEP’s = $4 per |EP per day
30 IEPs = 3 students over caseload limit of IEP’s = $5 per |IEP per day
31 IEPs = 4 students over caseload limit of IEP’s = $6 per IEP per day
32 IEPs = 5 students over caseload limit of IEP’s = $7 per IEP per day
33 IEPs = 6 students over caseload limit of IEP’s = $8 per |IEP per day
34+ |EPs =7 students over caseload limit of IEP’s =$9 per |IEP per day
Case load limits for less than 1.0 FTE will be prorated

Alternatives to the mitigation chart, (including converting certificated FTE
to 1A hours), may be allowed if mutually agreed to by the principal and
LRC teacher(s) and after consultation with the HEA President. If LRC
teacher current caseload exceeds 27 IEPs and |A time is mutually agreed
upon, IEP compensation will be two hours at the extra duty pay rate per
IEP.

G. Integrated Learning Centers (ILC), Emotional and Behavioral Center (EBC), Deaf

and Hard of Hearing (DHH) and Intensive Academic Centers (IAC) and Early

Childhood Special Education (ECE):

vi.

When DHH, or ILC, or, EBC classroom exceeds the District ratio by one
(1) student one (1) additional hour of aide time shall be allocated to that
class.

If a certificated staff member in an ILC or EBC class has more than 10
IEPs, then more certificated staff time will be allocated.

Two 6.5 hour paras will be assigned to ILCs with at least four students
who require significant physical care, supervision or assistance for
personal care, toileting, feeding, positioning or mobility.

For Deaf and Hard of Hearing classes, if IEPs exceed seven (primary or
preschool), ten (intermediate) or eleven (secondary), then more
certificated staff time will be allocated.

Intensive Academic Center (IAC): In the case of hardship and the need
exists to exceed student ratio of 13 by one, and the teacher and principal
agree to accept the overload, with the notification and approval of the
HEA President, then one (1) additional hour of IA time will be allocated or
teacher will receive $15 per day. If compensation is chosen, the
compensation will be enacted following a 10-day grace period and
retroactive to the first day that the overage occurred.

Extended Day for providing planning and services for autistic ECE
students will be paid in accordance with Extra Duty rate, consistent with
Section D.2.K., not to exceed two hours per week without approval.
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Para-professional support will be allocated based on a two to one (2:1)
student to paraprofessional basis.

H. English Language Learner: English Language Learner (ELL) staff will be

determined by a student ratio of eighteen (18) to one (1).

Counselors: All counselors shall have full time counseling responsibilities.
Pursuant to the rules established by the State Board of Education, all school
counselors employed by the Highline Public Schools shall hold a valid
Educational Staff Associate (ESA) Counseling Certificate. In accordance with
RCW 28A.410.043, the purpose and role of the school counselor is to plan,
organize, and deliver a comprehensive school guidance and counseling
programs that personalizes education and supports, promotes, and enhances the
academic, personal, social, and career development of all students, based on the
national standards for school counseling programs of the American School
Counselor Association (ASCA).

i.  There shall be one (1) elementary counselor for each seven hundred
ninety-five (795) elementary students. Elementary counselors will not be
assigned to more than two (2) buildings.

i. Secondary school counselors shall be allocated using the following
enrollment table. Comprehensive high schools and middle schools will
maintain a minimum of 4.0 FTE counselors and 1.5 FTE counselors
respectively. If an opening occurs, a high school or middle school’s
leadership team, including the principal, may decide to utilize a social
worker or other ESA in place of a counselor, provided that the minimum
amount of counselor FTE is maintained.

Regular Head count plus 1.5 Weighted*

Special Student Counselor
1- 450 449 1

451 - 850 399 2

851 - 1300 449 3

1301 - 1650 349 4

1651 - 2100 449 5

2101 - 2550 449 6

*Students with IEPs, McKinney-Vento students, and students who are
English Language Learners; weighting of special populations is
unduplicated.

ii. At PSSC, there will be a .5 FTE counselor. When an opening occurs,
except through an administrative transfer, PSSC may use this allocation
to support other ESA positions.

J. Librarians: There will be one full librarian at each elementary school.

i. Each elementary student will be provided with an average of forty-five
(45) minutes per week of instructional time by the building’s librarian. The
librarians and individual teachers, in consultation with the building
principal, will mutually agree on a monthly schedule. Library time will not
be “banked” beyond three hours without consent.
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i. The District will provide elementary library assistant time based on the
following allocation schedule™:

Bldg. Head Count Daily Assistant Hours
0-375
376 - 425
426 — 475
476 - 525
526+

DA WIN

*In implementing 4.15.J.iii. below, if a school is projected to qualify for
eight hours of library assistant time based upon projected student
enroliment, they will be allocated at least seven hours on the first student
day and will be adjusted, if needed, based on the October 1 count date.
Likewise, if a school is projected to qualify for seven hours of library
assistant time based upon projected student enrollment, they will be
allocated at least six hours on the first student day and will be adjusted, if
needed, based on the October 1 count date.

ii. Elementary librarians teaching 23-25 sections are entitled to one
additional hour of library assistant time per day. Elementary librarians
teaching 26 sections and above are entitled to two hours of additional
hours of library assistant time per day.

iv.  The District will provide 6 hours per day of library assistant time to each
middle school and high school.

v. In addition to the minimum average of one hundred five (105) minutes of
non-instructional time per day outlined in Section 4.3, elementary
librarians will be provided a minimum two hundred twenty-five (225)
minutes per week of non-instructional library management time.

K. Psychologists: Psychologists shall be assigned using a 900:1 total student

enrollment ratio as determined by the October 1 enroliment figures. An additional
1.7 FTE will be allocated to support Child Find. An additional .2 FTE will be
allocated to support the “Psychologist Designee” leadership position(s).

Speech-Language Pathologists (SLP): The District will allocate FTE for Speech-
Language Pathologists so as to provide an average caseload of 45:1 (using the
February 1 caseload count from the previous school year). Individual caseloads
may vary above or below 45. The SLP designee and special education
administrator will determine assignments after consultation with the SLPs. An
additional 1.2 FTE will be allocated to support Child Find. An additional .2 FTE
will be allocated to support the “SLP Designee” leadership position(s).

. Occupational and Physical Therapists: The district will allocate FTE for

Occupational and Physical Therapists (OTs/PTs) so as to provide an average
caseload of 31:1. Individual caseloads may vary above or below 31. The OT/PT
designee and special education administrator will determine assignments after
consultation with the OT/PTs. An additional .6 FTE will be allocated to support
Child Find. An additional .2 FTE will be added to support the “OT/PT Designee”
leadership position(s).
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i. In addition to allocating OT/PT FTE as above, the District will also
allocate a fund equivalent to an additional .5 FTE to be used for hiring
assistant time, certificated time, or as an overload fund. The OT/PT
administrator and designee will determine the use of these funds after
consultation with the OT/PTs.

ii.  The District will provide OT/PTs who lack appropriate phone access with
at least a $25 per month stipend to reimburse use of personal cell phones
for work-related calls.

N. Nurses: In school year 2015-16, the District will maintain at least 15.7 FTE
nurses. In addition to these 15.7 FTE, the District will also allocate .4 FTE to be
used as a substitute or float position. Beginning in school year 2016-17, the
District will maintain at least 16.2 FTE nurses. In addition to these 16.2 FTE, the
District will also allocate .4 FTE to be used as a substitute or float position.

i.  The District will issue extra duty contracts for any additional work required
to be completed before the start of school.

ii. Nurses will be permitted to meet monthly on scheduled early release
days.

ii.  The District will provide appropriate equipment and institute appropriate
procedures to ensure confidentiality of student health records consistent
with legal and licensure requirements.

iv. The District will provide a $25,000 fund for overload work done during the
school year. The nurse administrator and designee will determine the
use of these funds after consultation with the nurses.

O. Social Workers and Audiologists: The District will maintain four social workers.
The District will maintain one audiologist.

P. Assistive Technology: The District will allocate .4 FTE for the purpose of
facilitating implementation of assistive technology.

Q. Early Childhood Extended Day: The District will allocate 1.0 FTE for the purpose
of supporting the Early Childhood Extended Day Program. This teacher will
develop the program and train the paraprofessional staff to implement the
program. Paraprofessional staff will be allocated at a 2:1 model.

R. Loss of Funding: In the event of a double levy failure, the Association and the
District shall meet to agree to an equitable reduction in force of counselors,
librarians, psychologist, speech language pathologist, occupational therapist,
physical therapist, nurses, social workers, and audiologist.

Section 4.16. Class Size and Workload: Each week during September, the Human
Resources Department, in conjunction with each building, will review and monitor student
and staff counts. Additional certificated staff will be allocated as quickly as possible. The
Human Resources director shall meet to review initial staff allocations and student counts
with the Association by the 8" student day. Adjustments to staff allocation will be provided
to