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POTTSTOWN SCHOOL DISTRICT

PROFESSIONAL PERSONNEL 3000

3000.1 The quality and dedication of the professional
instructional personnel of a school district determine
the success of that educational program. Policies will
help to guide the classroom teacher in attaining
desirable changes in the youth of the Pottstown School
District.

3000.2 The Board seeks to maintain a highly creative,
productive, loyal, and energetic staff by selecting and
promoting qualified and capable persons and providing
them with compensation, benefits, and advancement
opportunities in accordance with the requirements of
the Laws of the Commonwealth of Pennsylvania.

3000.3 The term "professional employee" shall include those
who are certified as teachers, supervisors, principals,
assistant principals, vice-principals, directors of
vocational education, dental hygienists, visiting
nurses, school librarians, and school psychologists,
without regard to race, creed, sex, national origin,
age, or physical/mental handicap, color, religion,
ancestry or disability.

3000.4 The term "temporary professional employee" shall mean
any individual who has been employed to perform for a
limited time the duties of a newly created position or
of a regular professional employee whose service has
been terminated by death, resignation, suspension, or
removal.

3000.5 A temporary professional shall be a professional
employee who has not yet gained tenure status, but
shall otherwise enjoy all rights and privileges of
professional employees.

3000.6 Supervisors and administrators are regarded as
professional employees.

3000.7 Temporary professional and other professional employees

who are not employed on a full-time basis are addressed
in Policy 3930.

Legal Reference: School Laws of Pennsylvania, Sections 1101,
1108, Section 504, Americans with Disabilities Act of 1990, 42
USCA 12101 et. seq.

Adopted: August 13, 1973
Revised: September 12, 1979
Reviged: 2pril 14, 1993

POLICIES\3000



« POTTSTOWN SCHOOL DISTRICT

PHYSICAL EXAMINATION 3010

3010.1 Prior to assuming their duties, all employees shall
submit a completed Commonwealth of Pennsylvania,
Pennsylvania Department of Health, School Personnel
Health Record form. This form shall be given to all
employees after accepting a position with the district.

3010.2 Included in this physical examination shall be a test
for tuberculous to determine if tuberculous is present.
If a positive reaction to an approved tuberculous test
prevails, a chest x-ray shall be required.

3010.3 The Board may require a special medical examination for
any school employee at any time if there is reason to
doubt the employee's ability to carry out their duties
due to health reasons.

Legal Reference: School Laws of Pennsylvania, § 1418, 3310
(42 U.S.C. Sec. 12101 et. seq.)

Adopted: August 13, 1973
Revised: August 12, 1992
Reviewed: April 14, 1993

POLICIES\3010




POTTSTOWN SCHOOL DISTRICT

DUTIES AND RESPONSIBILITIES OF TEACHERS 3020

3020.1

.3020.2

3020.3

3020.4

3020.5

3020.6

The Board of School Directors acknowledges each teacher
as an authority in his/her subject field and further
recognizes the constantly changing and expanding body
of knowledge in each subject field, and the importance
of each teacher keeping abreast of the latest
developments in his field.

The Board believes that each teacher should follow a
plan for professional growth through constant study and
continuing education (including the district's Staff
Development Program) which will increase the teacher's
knowledge and preparation for teaching.

Each teacher should be alert to the numerous
opportunities to promote the schools to the public.

3020.3a Bach teacher should discuss education in
general, and the Pottstown schools in
particular, in a positive manner, increasing
public understanding and support of our
schools.

3020.3b The Board believes that only in this way will
the teaching profession and public education
secure the support necessary for excellence
in education.

The Board recognizes teaching as a profession, and
believes that professional people should practice their
profession in an ethical manner.

The Board of School Directors believes that teachers,
as professionals, can and should be responsible for
carrying out their duties and responsibilities under
reasonable supervision.

Teachers shall be available at the close of each school
day to provide assistance to those pupils who are
having difficulties with classroom work, or need other
assistance from the teacher.

3020.6a The Board believes that assisting pupils
having learning difficulties is part of the
teacher's professional obligation.

3020.6b The Board believes that the period of time
required to assist pupils with their work
should not be influenced by the length of the
school day or the time established when
teachers may leave their building.



DUTIES AND RESPONSIBILITIES OF TEACHERS (Continued) 3020

3020.7

3020.8

3020.9

3020.10

3020.11

Adopted:
Revised:
Revised:
Revised:
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Teachers shall also be available for conferences with
parents at the end of the school day.

3020.7a The Board recognizes that parent-teacher
conferences should be scheduled in advance at
a time mutually satisfactory to the parent
and to the teacher.

Since there will be occasions when parent-teacher
conferences must be scheduled after normal dismissal
time for teachers, the Board believes that the teachers
should accept these conferences as part of their
professional obligation; including but not limited to
Parent Fair, Back-to-School Night, Meet the Teacher
Night. :

In addition, teachers shall attend all faculty
meetings, or other meetings scheduled by the
superintendent of schools, principals or other
authorized school personnel.

The Board places upon teachers the responsibility for
professional relationships with pupils, parents, their
colleagues and the general public.

3020.10a Each teacher is expected to fulfill his
obligation to pupils, parents, colleagues,
and the general public as a professional
person dedicated to the welfare of public
education.

Relationships with students. The professional educator
shall not:

3020.10a Knowingly and intentionally distort or
misrepresent evaluations of students.

3020.10b Knowingly and intentionally misrepresent
subject matter or curriculum.

3020.10c Harass or engage in inappropriate emotional
or sexual relationships with students.

August 13, 1973
April 14, 1993
September 10, 1997
January 14, 1998



POTTSTOWN SCHOOL DISTRICT

DISCIPLINE OF STUDENTS WITH DISABILITIES 3025

3025.1 Purpose

3025.1a

3025.2a

The Superintendent directs that all employees
should comply with all provisions of the
Individuals with Disabilities Education Act
(IDEA), Section 504, and federal and state
regulations when disciplining students with
disabilities for violations of school policy,
rules and regulations. To the extent that any
portion of this policy is inconsistent with any
federal or state law, such portions shall be
deemed null and void without prejudice to the
unaffected provisions.

The Superintendent intends that the application of
discipline rules and procedures be applied to
students with disabilities in a non-discriminatory
manner and in full compliance with the
requirements of state and federal law. The
Superintendent's intent is neither to confer upon
students and their parents or guardians any
greater right than they enjoy under state and
federal law nor to impose upon the District any
greater limitations or duties than are imposed by
state and federal law. Nothing in this policy
should be construed in a manner inconsistent with

- this intent.

3025.2 Suspensions and Expulsion

3025.2a

Disabled students are subject to the same
suspension rules as non-disabled students, except
with regard to the length of suspension. However,
because a series of suspensions may constitute a
change in placement, a student's Individual '
Education Program (IEP) team should meet in
connection with such short-term suspensions where
it appears that these suspensions constitute a
pattern. Because of the distinctions concerning
eligible students, there must be communication
with the District's Special Education Department
before an administrator imposes repeated
disciplinary measures or suspends a student.



POTTSTOWN SCHOOL DISTRICT

DISCIPLINE OF STUDENTS WITH DISABILITIES (Continued) 302L @

3025.2b

3025.2¢

If a special education student is suspended, the
principal imposing the suspension will supply a
copy of the suspension letter to the parents and
the Special Education Department. Additionally,
if a suspension exceeds three days, the school
must hold an informal hearing and provide written
notice of the hearing to the parents and student.
The notice will inform them of the reasons for the
suspension and provide them with an opportunity to
be heard. Any exclusion from school for more than
ten (10) days in a row is an expulsion, and a
formal expulsion hearing first must be held by the
School Board or a committee of the Board before
that child may be expelled. The school must
provide written notice of an expulsion hearing to
the student's parent (s) by certified mail. A
child with a disability who is suspended is still
entitled to receive a free, appropriate education
until the age of 21. A student identified with
mental retardation may not be suspended or
expelled from school for any period of time
without express authorization by the Pennsylvania
Department of Education.

A long-term exclusion (more than ten days in a
row) or multiple suspensions that result in
exclusion from school for more than 15 total days
in a school year constitutes a change in placement
for a special education student. A pattern of
suspensions also may constitute a change in
placement. Additionally, an expulsion from school
for any special education student or any
suspension of a student with mental retardation is
considered a change in placement. Prior to any
such change in placement, the student's IEP team
must meet to devise a Functional Behavioral
Assessment (FBA), if an FBA has not already been

"done, and then develop a revised behavior

intervention plan for the child. The IEP team
also must conduct a manifestation determination
review to determine if the child's behavior was
related to his or her disability. The following
conditions will apply to the IEP team meeting:

(1) The meeting must take place within ten school’

days after first removing the child from
school.



t POTTSTOWN SCHOOL DISTRICT

DISCIPLINE OF STUDENTS WITH DISABILITIES (Continued) 3025

3025.24

(2) The purpose of the meeting will be to
determine whether the student's behavior for
which long-term suspension or expulsion is
being considered is related to the student's
disability, or whether the student's behavior
for which the long-term suspension or
expulsion is being considered indicates a
need for a change in placement or
reassessment.

(3) If the IEP team decides that the child's
behavior was not a manifestation of his or
her disability, the school must provide the
parents with an opportunity to disagree with
the manifestation determination and request
the initiation  of due process proceedings.
During the course of any proceedings under
the Individuals with Disabilities Education
Act (IDEA), the child remains in his or her
current educational placement, except as may
be described in Paragraph D of this section
below. In accordance with federal and state
law, the IEP team may rdconvene at any time
to determine the appropriateness of the
current program/placement and make
alternative program/placement
recommendations.

(4) A student with a disability whose behavior is
not a manifestation of his/her disability may
be expelled pursuant to established
procedures, except that the student shall
continue to receive a free and appropriate
education during the period -of expulsion in
accordance with federal and state law.

There are three exceptions under federal and state
law to the limits on the number of days that
students with disabilities may be excluded from
school. The IDEA allows schools to place the
student with a disability, including a student
with mental retardation, in an "interim
alternative educational setting" for up to 45
calendar days without. the permission of the
child's parents, if the student:

(1) possesses a dangerous weapon {(as defined by
federal law) in school or at a school
function;
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DISCIPLINE OF STUDENTS WITH DISABILITIES (Continued) 3029

(2) knowingly uses or possesses illegal drugs or
buys or sells a "controlled substance" while
at school or a school function; or

(3) if a hearing officer determines that, based
on substantial evidence, the student is
likely to injure himself or herself or others
if he or she were to remain in his or her
regular placement.

(4) The alternative setting must allow the
student to continue to progress in the
general curriculum and to receive the
services and modifications listed in his or
her IEP. If school officials believe that
returning a student to his or her previous
placement after 45 calendar days would be an
immediate threat and danger to students or
others, the school can seek an expedited due
process hearing and ask the hearing officer
to keep the student in an alternative setting
for up to an additional 45 calendar days.

3025.3 Prohibited Fo:hns of Discipline 3
3025.3a The following forms of discipline are prohibited
by state regulations to students with
disabilities: ‘

(1) Corporal punishment;

(2) Punishment for an offense that is a
manifestation of the student's disability;

(3) Locked rooms, locked boxes, or other locked
structures or spaces from which the student
cannot readily exit;

(4) Use of noxious substances;

(5) Deprivation of basic human rights, such as
withholding of meals, water or fresh air;

(6) Serial suspensions;

(7) Treatment of a demeéning nature;

(8) Electric shock.

See 22 Pa. Code 14.133(e). 0
Adopted: April 1, 2004
POLICIES\3025
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BEHAVIOR SUPPORT POLICY 3026

3026.1 Purpose

3026.1a

3026.1b

The Superintendent directs that this policy is
implemented to ensure that District staff use
appropriate behavior support techniques and that
for each disabled or thought to be disabled
student who exhibits behavior problems which
interfere with the student's ability to learn,
the IEP team develops a plan that provides for an
appropriate program of behavior support. The
purpose of this policy and its implementing
guidelines is to ensure adherence by all staff to
the requirements of state and federal law as they
exist at the time of the adoption of this policy
and its implementing guidelines and as they may
from time to time be amended and interpreted by
the courts and various administrative agencies.

The Superintendent directs that the application of
behavior support rules and procedures be applied
to students with disabilities in a non-
discriminatory manner and in full compliance with
the requirements of state and federal law. The
Superintendent intends with this policy neither to
confer upon students and their parents or
guardians any greater right than they enjoy under
state and federal law nor to impose upon the
District any greater limitations or duties that
are imposed by state and federal law. Nothing in
this policy should be construed in a manner
inconsistent with this intent. To the extent that
any portion of this policy or the implementing
guidelines is inconsistent with such laws as they
now or shall hereafter exist, such portions shall
be deemed null and void without prejudice to the
unaffected provisions.

3026.2 Philosophy/Rationale

3026.2a

The District recognizes that appropriate learning
outcomes take place in an appropriately managed
classroom. When the ongoing pattern of an
identified student's behavior interferes with
learning, a functional behavioral assessment will
be done, and as appropriate, a behavior support
plan will be implemented. Consistent with this
policy and federal and state law, all students
with disabilities shall comply with the Board
approved discipline policy.
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BEHAVIOR SUPPORT POLICY (continued) 302 0

3026.3

3026.4

3026.2b

3026.2c

Authority

3026.3a

Behavior support programs include a variety of
techniques to develop and maintain skills that
will enhance an individual student's opportunity
for learning and participation in school.
Potential causes of behavior problems such as
physical or medical conditions, environmental
factors, staffing, and program concerns shall be
reviewed and addressed prior to the development of
a behavior support program.

Positive rather than negative measures shall form
the basis of behavior support programs. Positive
techniques for the development, change, and
maintenance of selected behaviors shall be
attempted prior to the use of more intrusive or
restraining measures. The types of interventions
chosen for particular students shall be the least
intrusive necessary and shall be in accordance
with state and federal law. Aversive techniques,
restraints, or disciplinary procedures may not be
used as a substitute for a behavior support

program.

The Superintendent has the primary responsibility
for ensuring that District behavior management
programming is in accordance with applicable state
and federal law, for the training of personnel and
the use of specific procedures, methods, and
techniques and for having a written policy on the
use of behavior management techniques. References
22 Pennsylvania Code 14.133(a)-(g) 34 C.F.R.
Section 300.24 (b) (9) (vi) 13, (v) 34 C.F.R.
Section 300.346 (a) (2) (i) and (d) 34 C.F.R.
Section 300. 520 (b) (c). :

Definitions

The following words and terms, when used in this policy or
in its implementing guidelines, shall have the following

meanings,

3026.4a

3026.4b

unless the context clearly indicates otherwise:

"Avergive Techniques" - Deliberate activities
designed to establish a negative association with
specific behavior.

"Behavior Support" - The development, change, and
maintenance of selected behaviors through the \ ‘3
systematic application of behavior change

techniques.
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m BEHAVIOR SUPPORT POLICY (continued) 3026

3026.4c "Behavior Support Plan" - A plan addressing a
disabled student's behavioral needs and
interventions within an IEP.

3026.4d "Functional Behavioral Assessment" - An assessment
of a student, the purpose of which shall be to
determine the environmental, behavioral, or
circumstantial factors that precede or accompany
the behavior for which discipline is imposed and
the effectiveness of the interventions undertaken
to address, or the reactions to, the behavior.

3026.4e "Positive Techniques" - Methods which utilize
positive reinforcement to shape a student's
behavior, ranging from the use of positive verbal
statements as a reward for good behavior to
specific tangible rewards.

3026.4fF "Restraints" - Devices and techniques designed and
used to control acute or episodic aggressive
behaviors or to control involuntary movements or
lack of muscular control due to organic causes or
conditions. The term includes physical and
mechanical restraints.

3026.4g "Students with Disabilities" - Students who are
eligible for special education under the
provisions of the Individuals with Disabilities
Education Act and its implementing regulations,
Chapter 14 of the regulations of the State Board
of Education. For the purposes of this policy,
and its implementing guidelines, the definition of
disabled students includes students whom the
District suspects or has reason to suspect are
students with disabilities and to students who are
in the process of a multidisciplinary team
evaluation at the time the incident for which
discipline is imposed. This policy and its
implementing guidelines shall also apply to
"protected handicapped students" within the
meaning of Section 504 of the Rehabilitation Act
of 1973 and its implementing regulations, and
Chapter 15 of the Regulations of the State Board
of Education. As applied to such students,
references to IEP's and to IEP teams shall be
construed as references to service agreements and
to teams of appropriate school staff and parents
or guardians that develop and revise service
m agreements. Prior to the development of a
d behavior support plan, an appropriate functional
behavioral assessment of the student will be
completed.
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BEHAVIOR SUPPORT POLICY (c;ont inued) _ 30260

3026.5

3026.6

Guidelines for the Implementation of Behavior Support Policy

3026.5a In accordance with the District's standards for
effective teaching, all teachers are expected to
provide classroom support by creating an
environment of respect and rapport, establishing a
culture for learning, managing classroom
procedures and student behavior, and organizing
the instructional time. Classroom management
plans will not only respond when problems occur,
but will also aim to prevent problems by creating
environments conducive to learning.

3026.5b The IEP team of every student with disabilities
for whom behavior impedes his or her learning, or
that of others, shall consider whether the IEP of
that student should include strategies to address
that behavior, including positive behavior support
plans, direct instruction, counseling or other
supports.

3026.5c¢ Stages of intervention ranging from less to more
restrictive will be utilized. If strategies are
unsuccessful, the IEP team will convene to
determine if additional strategies are warranted.

Intervention Stages
3026.6a. Stage 1 - Basic Classroom Support

These activities are directed toward total classroom
support. Proactive classroom support requires planning of
procedures and rules, and implementing these expectations,
and maintaining the process throughout the year. Through
the use of Stage 1 preventative interventions, students are
taught appropriate social and academic behaviors.
Strategies at this level shall include teacher rules,
practice time for appropriate rules and procedures, frequent
monitoring, verbal reinforcement and praise, consistency in
implementation, signaling and prompting, and redirection of
inappropriate behavior. Proactive classroom approaches are
appropriate for all students, and Stage 1 strategies shall
be provided within all regular and special education
classrooms.

O
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3026.6b Stage 2 - Behavioral Strategies

Based upon the individual needs of a particular student,

an individualized functional behavioral assessment will be
completed which will determine what behavioral interventions
are appropriate for a particular student. Positive
techniques for the development, change, and maintenance of
selected behaviors shall be attempted prior to the use of
more intrusive or restraining measures. Stage 2 strategies
listed from less to more intrusive may include, but not be
limited to, the following:

all strategies contained in Stage 1
environmental modifications

extended time to complete tests and tasks
curriculum adaptations and modifications
clear, concise communication of expectations
systematic rewards policy

specified used of technology
physical/verbal prompts

student behavior contracts

student and parent contracts

written assignment and behavior logs
social skills training: self-instruction/anger control
direct multi-sensory instruction

levels system of behavior modification
token reinforcement

group and individual counseling

warning

timeout within the classroom

timeout outside the classroom

time reduction for recess

detention/loss of privileges

in-school suspension

3026.6c Those strategies necessary to provide an

appropriate educational program shall be described
in the student's IEP.

3026.6d The following aversive techniques of handling
behavior are considered inappropriate and may not
be used by the District in educational programs:

(1) corporal punishment

(2) punishment for a manifestation of the
student's disability

(3) locked rooms, locked boxes, other locked
structures or spaces from which the student
cannot readily exit

(4) noxious substances

(5) deprivation of human rights such as
withholding meals, water or fresh air

(6) serial suspensions
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BEHAVIOR SUPPORT POLICY (continued) : 3026

3026.7

3026.8

(7) treatment of a demeaning nature

(8) electric shock

(9) methods implemented by untrained personnel

(10) methods which have not been outlined in the
District's plan

Restraints and Emergency Procedures

3026.7a Restraints to control acute or episodic aggressive
behavior may be used only when the student is
acting in a manner as to be a clear and present
danger to himself, to other students, or to
employees, and only when less restrictive measures
and techniques have failed. The use of restraints
to control the aggressive behavior of an
individual student shall cause a meeting of the
IEP team to review the current IEP for
appropriateness and effectiveness. The use of
restraints may not be included in the IEP for the
convenience of staff, as a substitute for an
educational program, or employed as a punishment.

involuntary movement or lack of muscular control
of students when due to organic causes or
conditions, may be employed only when specified by
an IEP and is determined by a medical professional
qualified to make the determination and is agreed
to by the student's parents. Mechanical
restraints shall prevent a student from injuring
himself or others or promote normative body
positioning and physical functioning.

3026.7b Mechanical restraints which are used to control (:23

3026.7c Emergency procedures for behaviors that present a
clear danger to student, other students, or staff
shall be implemented by appropriately trained
individuals and they include:

® immediate removal to pre-determined
supervised timeout stations;
® notification of appropriate outside agencies

necessary to address the emergency situation.

Medication may be part of an overall approach for modifying
behaviors.

3026.8a It is the policy of the District that, while in
school, the students receive only prescribed
medications as administered by appropriate school
personnel according to the Board policy on the
administration of medication.
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3026.9 Parental Consent

3026.9a The District shall assure that, as required by

state and federal law, it will obtain all
necessary parental consent prior to the

implementation of an individualized behavior
support program.

Adopted: April 1, 2004

POLICIES\3026
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PERSONNEL RECORDS 3030

3030.1

3030.2

3030.3

3030.4

3030.5

The official records of all personnel shall be located
in the Payroll/Beneflts Office under the direction of
the Assistant to the Superintendent of Schools.

Employee shall furnish or aid in the acquisition of
information needed to establish and maintain personnel
records. Such records shall contain the follow1ng
minimum data, whenever applicable:

3030.2a Teaching certificate or a copy.

3030.2b College transcripts.

3030.2c  Public School Employes' Retirement System
information.

3030.2d W-4 information.

3030.2e Group medical information.

3030.2fF Employment application.

3030.2g Act 34 of 1985, Request for Criminal History
Record information (employees hired after the
Act went into effect).

3030.2h Form I-9, Employment Eligibility
Verification.

3030.21 Any commendations received as an employee of
the district.

3030.23 Any warnings or reprimands received as an
employee of the district.

3030.2k Rating forms (PDE-5501).

3030.21 Professional Employee's Contract and/or
Letter of Agreement.

3030.2m Other employment information as prescribed by
the Superintendent, the Board of School
Directors, state or federal government.

Employees may have access to their personnel file upon
request providing that the individual has signed a
statement declaring that the file shall be opened and
that all materials classified as "confidential" are
returned to file.

A representative of the Federation of Pottstown
Teachers (FPT) may, if requested by the employee, be
present when the employee reviews the file. A form
shall be signed to indicate a review of the personnel
file was completed.

A copy of material that pertains to employee conduct,
service, character, or personality shall be provided to
the individual before it becomes a part of the
personnel file.
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3030.6

3030.7

3030.8

3030.59

Adopted:
Revised:
Revised:
Revised:
Revised:
Reviewed:
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Placement of materials in the personnel file shall
occur within twenty (20) calendar days after the
completion of the investigation or occurrence.

Employee shall initial all challenged materials
indicating they have read the material. This signature
does not mean the employee is in agreement. If the
employee refuses to sign or initial the materials, the
supervisor will initial it indicating the employee has
seen the information.

Employee shall have the right to attach a response to

any negative communication placed in the personnel
file.

Copies of file information requested by the employee
shall be at the employee's expense.

August 13, 1973
September 13, 1976
August 12, 1981
August 10, 1988
August 12, 1992
April 14, 1993
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SELECTION PROCEDURES FOR EMPLOYEES 3040

RECRUITMENT AND SELECTION PROCEDURES FOR EMPLOYEES

3040.1

The Board of School Directors believes an outstanding
program results primarily from the efforts and
accomplishments of the professional staff. To attain
the goal of quality education it is the policy of the
Board of School Directors to recruit, interview and
select the best possible candidate for employment in
the schools of the district. Careful consideration
must be given to matching the needs of the district,
with the personal and professional qualifications of
the candidate.

3040.1a The best candidate will be selected without
regard to race, creed, sex, national origin,
age, or physical/mental handicap provided the
applicant can perform the essential functions
of the position.

3040.1b Every effort will be made to employ minority
members by active recruiting through college
placement offices.

(1) All vacancies for professional and
temporary professional contracted
positions will be advertised to
approximately 51 regional colleges and
universities which prepare teachers. 1In
addition, announcements will also be
sent to approximately 65 national
colleges and universities whose students
are predominately minority members.

(2) Announcements of any vacancies will also
be sent to local community group leaders
(e.g., Community Coordinating Committee,
N.A.A.C.P., A.C.L.A.M.0.)

(3) Mailing lists of colleges, universities,
and community leaders are on file in the
office of the Assistant to the
Superintendent.

3040.1¢ An annual record will be kept of every
application received for a professional
position, which will include applicant's
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3040.2

3040.3

3040.4

3040.5

3040.6

3040.7

Lega

name, address, position sought, date of
application, sex, and race (if voluntarily
submitted with application).

Teacher recruitment and selection is the responsibility
of the Assistant to the Superintendent. Members of the
Administrative staff may assist in establishing
criteria, and procedures for implementing the policy.
In order to select the best qualified candidate, the
following factors shall be considered.

3040.2a Background, training and preparation.
3040.2b Experience and professional competencies.

An affirmative vote by a majority of all members of the
Board showing how each member voted and duly recorded
shall be required to elect a candidate to a teaching,
administrative, or supervisory position.

Every teacher employed to teach in the public schools
of the Commonwealth must be of good moral character, at
least eighteen years of age, and a citizen of the
United States; provided, that citizenship may be waived
in the case of exchange teachers not permanently
employed, and teachers employed for the purpose of
teaching foreign languages.

All candidates who apply for a vacancy shall be
informed in writing regarding the District's decision.

The elected candidates shall receive a personal letter
informing them of their selection and welcoming them to
the professional staff.

All teachers selected for a position in the district
shall have participated in a Teacher Perceiver
Interview and hold the proper certificate for the
position opening. Each teacher also must participate
in Induction activities.

erence

School Laws of Pennsylvania
Sections 1009
Section 504

Americans with Disabilities Act of 1990, 42 USCA 12101 et. seq.

Adopted:
Revised:
Revised:
Revised:
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August 13, 1973
September 13, 1976
September 12, 1979
April 14, 1993
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POTTSTOWN SCHOOL DISTRICT

SELECTION AND EVALUATION PROCEDURES FOR COACHES AND 3045
SPONSORS OF EXTRACURRICULAR ACTIVITIES

3045.1

3045.2

3045.3

3045.4

3045.5

The curriculum includes all the experiences which
children have under the guidance of the school:
therefore, a total educational program must provide, in
addition to classroom experiences, certain other
supervised extracurricular activities which take place
outside the traditional classroom setting.

The extracurricular student activities and the
personnel responsible for coaching or supervising these
activities must, at all times, reflect the philosophy
and aims of the Pottstown School District.

The goal of the administrators involved in the
selection process for coaches and sponsors of
extracurricular activities shall be to select the
individual who is most qualified and who best meets not
only the needs of the program, but also the goals and
philosophy of the Pottstown School District.

Contracts for personnel filling extracurricular
positions shall be for the season of the activity or
for one school year, whichever length of time is
appropriate.

3045.4a Each year coaches and sponsors must be
recommended by the building administrator
where the activity takes place and approved
by the School Board.

3045.4b Individuals approved by the Board will
receive written notification.

Selection and Evaluation Process

3045.5a(1) The Athletic Director is to evaluate
each head coach in writing after each
season and forward a copy of that
evaluation to the building principal and
.to the Assistant Superintendent.

3045.5a(2) The Athletic Director will make a
recommendation for continued employment
of the head coach to the building
principal and to the Assistant
Superintendent in writing.

3045.5b The head coach would then evaluate each
assistant coach in writing at the end of each
season and make recommendation to the
Athletic Director concerning continued

employment of that coach in the following
season.



SELECTION AND EVALUATION PROCEDURES FOR COACHES AND 3045
SPONSOR OF EXTRACURRICULAR ACTIVITIES

3045.6

3045.5c¢c

3045.5d

3045.5e

Selection

3045.6a

3045.6b

3045.6c¢

3045.6d

3045.6e

3045.6f

3045.6g

Toward the end of each season, the Athletic
Director will survey the present
extracurricular staff to see if the
individual has an interest in coaching/
sponsoring the activity in the subsequent
year.

The results of the survey will be shared with
the building principal for his consideration

for recommendations and then forwarded to the
Assistant Superintendent's office in writing.

In May, the building principal shall, after
evaluating each coach/sponsor submit
recommendations for extracurricular
activities for the subsequent school year to
the Assistant Superintendent to be submitted
to the Board of School Directors for their
approval in June.

Process - New Head Coach/New Sponsor

The Notice of Position Vacancy will first be
advertised internally within the school
district.

Interested professional staff members will be
interviewed by the principal and/or
appropriate designee.

The person recommended shall be referred to
the Assistant Superintendent for Board
approval.

Should no professional employee presently
employed be interested in the position, it
will then be advertised in the community.

Outside candidates will be asked to provide a
resume of their experience.

Candidates selected to be interviewed will
meet with the principal and/or appropriate
designee. The following criteria will be

considered:

(1) Experience in coaching or participating
in the sport or activity.

(2) Maturity.

(3) Ability to lead and act as a role model.

(4) Background/reference check.

The building principal‘'s recommendation will
be sent to the Assistant Superintendent for
approval by the Board.



SELECTION AND EVALUATION PROCEDURES FOR COACHES AND 3045
SPONSOR OF EXTRACURRICULAR ACTIVITIES

3045.7

3045.8

3045.9

Adopted:
Reviewed:
Revised:

POLICIES\3045

Selection of Assistant Coaches or Assistant Sponsors

3045.7a It shall be the prerogative of the head
coach/sponsor to recommend to the principal
and/or his designee individuals to serve as
an assistant in any activity.

3045.7b The principal and his designee will interview
the candidate and confer with the head coach
before a recommendation is made to the
Assistant Superintendent for Board approval.

Selection of coaches and sponsors (head and assistant)
shall be the responsibility of the administration.

The Board President may appoint a member of the Board
to participate in the interviewing process for selected
positions.

February 14, 1990
April 14, 1993
September 11, 1996



POTTSTOWN SCHOOL DISTRICT

CERTIFICATES QUALIFYING PERSONS TO TEACH 3050

3050.1 Persons holding Instructional Certificates with the

following provisions shall be permitted to teach in the
public schools of this Commonwealth:

3050.1a Instructional I (Provisional) - valid for 6

years of teaching.

3050.1b Instructional II (Permanent) - issued after

completion of 3 years of satisfactory
teaching experience on an Instructional I
certificate and completion of 24 semester
hours of approved collegiate study plus the
successful completion of the district's
approved induction program.

3050.1c Those persons holding one of the following

) certificates shall also be qualified to teach
in the public schools of this Commonwealth -
(1) permanent college certificate, (2)
provisional college certificate, (3) normal
school diploma, (4) normal school
certificates, (5) special permanent
certificate, (6) special temporary
certificate, (7) permanent state certificate,
(8) certificates which are permanent licenses
to teach by virtue of the provisions of
section one thousand three hundred eight of
the act, approved the eighteenth day of May,
one thousand nine hundred eleven (Pamphlet
Laws 309), as amended, which is repealed
hereby, or (9) such other kinds of
certificates as are issued under the
standards prescribed by the State Board of
Education shall also provide for issuance of
certificates by district superintendents
under provisions set by the Secretary of
Education to meet such emergencies or
shortage of teachers as may occur.!

Legal Reference

School Laws of Pennsylvania, Section 1205.1
'Section 1201

Chapter 49, Rules and Regulations of State Board of Education

Adopted: August 13, 1973
Revised: April 14, 1993
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POTTSTOWN SCHOOL DISTRICT

VACANCIES, PROMOTIONS, AND TRANSFERS 3100

3100.1

3100.2

3100.3

3100.4

3100.5

Requests by a teacher for transfer to a different
class, building, or position shall be made in writing
to the Assistant to the Superintendent. The teacher
will set forth the reasons for transfer, position
sought, and qualifications. Such requests will be
shared with appropriate building principals.

Any teacher may apply for a vacancy within the school
district, including summer school teaching assignments.
The Assistant to the Superintendent shall consider the
professional qualifications and experience of all
applicants.

Teachers shall normally receive written notice of their
schedules and/or building assignments for the
forthcoming year, no later than thirty (30) days prior
to the first scheduled student school day, except as
changes are required due to resignations or other
changes beyond control of the Board.

Except where change is requested by the teacher, as
provided in paragraph 3100.1, the principals shall
notify the staff of a proposed change during the
current school year in class assignment or major
schedule change. Such notification shall be given
thirty (30) days in advance of change, except in cases
of emergency. If the teacher objects to the change, he
shall provide written indication of his concerns to the
principal within ten (10) days. The written concerns
will then be forwarded to the Superintendent's office
for consideration.

Current district employees whose transfer from one
position to another position within the school district
results in a change in job classification must submit
to the district a valid Act 151 clearance statement.

Legal Reference:

23 Pa.

Adopted:
Revised:
Revised:
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C.S.A. 6301

August 13, 1973
September 12, 1979
April 14, 1993



POTTSTOWN SCHOOL DISTRICT

SUPERVISION AND EVALUATION PRINCIPLES 3200

3200.1

3200.2

3200.3

3200.4

Adopted:
Revised:

POLICIES\3200

The purpose of supervision is the improvement of
instruction. Supervision is not intended to be
synonymous with inspection and evaluation, but rather
with guidance and coordination.

Principals shall work with teachers to improve
instruction, and be involved with the superintendent in
rating each teacher's performance. Their reports shall
indicate the results of observations and conferences

with special regard to recommending new teachers for
tenure.

In establishing guidelines for a system of appraisal
which measures teacher effectiveness in terms of the
performance of functions that teachers are expected to
perform, the Board submits the following principles:

3200.3a The ultimate criterion for determining the
effectiveness of a teacher shall be the
effect that the teacher has on the progress
of his students.

3200.3b Difficulties with objective measurement
necessitate subjective appraisals of teacher
effectiveness.

The administrative procedures for teacher evaluation
shall be a responsibility of the superintendent.

However, these procedures must be consistent with the
elements of Policy #2120.

August 13, 1973
April 14, 1993



POTTSTOWN SCHOOL DISTRICT

NOTICES OF INTENT - TEMPORARY PROFESSIONAL EMPLOYEES 3210

3210.1

3210.2

3210.3

Adopted:
Reviged:

POLICIES\3210

The Superintendent of Schools shall send the PDE 5501
to temporary professional employees within two weeks
after the termination of the first semester and within
two weeks after the termination of the second semester.
At the completion of the two year probationary period,
the employee will be notified whether or not s/he has
performed satisfactorily and be offered a professional

employee contract if s/he receives a satisfactory
rating.

The letters shall include:

3210.2a The determined rating - satisfactory or
unsatisfactory

3210.2b Statements regarding performance, if
applicable.

3210.2c¢ Areas where there is room for improvement and
recommendations for bringing about such
improvement.

3210.2d Determinators and reasons for unsatisfactory
ratings.

When there is a good reason to believe that the final
rating will be unsatisfactory for a temporary
professional employee, the person involved shall be

alerted to this possibility preceding the final May
rating.

August 13, 1973
April 14, 1993
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POTTSTOWN SCHOOL DISTRICT

PERMANENT CERTIFICATION REQUIREMENTS 3220

3220.1 The permanent teaching certificate is granted when the
following three conditions are met:

3220.1a Furnish satisfactory evidence of good moral
character.

3220.1b Three years of successful teaching experience
on an Instructional I Certificate in the
public schools of this Commonwealth or in
state owned or state aided institutions.

3220.1c Complete such work in education as is

required by the Department of Education
(Induction Program Act 178).

3220.2 Permanent certification is required and is the
responsibility of the individual.

3220.3 Permanent certification, however, must not be
interpreted as the end of professional preparation for
a teacher. It is universally recognized that state
certification requirements are minimum levels of
acceptable preparation.

Lega (=] e

School Laws of Pennsylvania
Section 1205, 1205.1

Adopted: August 13, 1973
Revised: April 14, 1993
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m\ POTTSTOWN SCHOOL DISTRICT

SUSPENSIONS AND REINSTATEMENTS 3300

3300.1

3300.2

3300.3

3300.4

3300.5

3300.6

The Board of School Directors may suspend the necessary
number of professional employees for any cause
permitted by law. Such suspensions shall be
accomplished as follows:

3300.a In inverse order of seniority, as the same is
hereinafter defined and computed; or

3300.b Where professional employees have equal
seniority, in inverse order of the dates of
the Board minutes in which are recorded the
respective original appointments of the
employees; or, where such dates are
identical, in inverse order that such
appointments appear in the minutes.

For the purpose of this policy "seniority" shall mean
the number of consecutive years, or part thereof,
contained in the most recent period of continuous
service in and to the Pottstown School District, the
beginning of which period shall be the date on which
the professional employee is required to render and
actually renders services to the school district.

Seniority shall continue to accrue during periods of
suspensions and during the approved leaves of absence,
except approved unpaid leaves of absence in excess of
an accumulation of six days in any one school year.

The period of time of an approved unpaid leave of
absence in excess of six days shall not be counted as a
period of service for the purpose of computing
seniority, but shall not constitute a break in service
for the purpose of such computation.

Unapproved leaves of absence shall. constitute a break
in service for the purpose of computing seniority. All
service rendered prior to such break shall not be
considered in computing seniority.

Suspended employees with dual or multiple areas of
certification shall be given consideration for job
vacancies that are applicable to their respective

certifications.

No suspended employee shall be prevented from engaging
in another occupation during the period of such
suspension. :



SUSPENSIONS AND REINSTATEMENTS (Continued) 3300

3300.7

3300.8

3300.9

3300.10

Suspended professional employees shall be reinstated in
the reverse order of their suspension. A written
response to the district's offer to return to work must
be received in the Superintendent's office no later
than 10 days after the official notification of the
employee. Suspended employees accepting the offer to
return to work must return to active employment no
later than 60 days after accepting the notification
offer to return. '

No new appointment shall be made while there are
suspended professional employees available who are
properly certificated to £ill such vacancies. To be
considered "available" a suspended professional
employee must annually report to the Board of School
Directors his current address and his intent to accept
the same or similar position when offered. Such report
shall be in writing and transmitted to the District
Superintendent.

Tenured professional employees have the right to a
Local Agency Law hearing, and the decision to suspend
shall be considered on adjudication of the purposes of
that hearing.

Temporary professional employees are entitled to a
Local Agency Law hearing at the request of the employee
prior to suspension or furlough.

Legal Reference

School Laws of Pennsylvania
Sections 1124

8C 1125.1 2 Pa C.S8.A.

Sec.

Adopted:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:

POLICIES\3300

551 et. seq.

August 13, 1973
May 12, 1975
January 12, 1976
March 8, 1976
September 13, 1976
August 8, 1979
December 8, 1980
April 14, 1993

O



T POTTSTOWN SCHOOL DISTRICT

PUBLIC RELATIONS

3400.1

3400.2

3400.3

Adopted:

Reviewed:

POLICIES\3400

3400

The Board realizes the obligation it has to the
citizens of the district in the area of public
information services. A well-informed citizenry is a
vital facet of any educational program.

Therefore, the Board directs all instructional
personnel to establish and maintain lines of
communication with parents not only keeping them
advised of school operation, but soliciting their
advice on relevant matters.

Teachers shall report through principals any newsworthy
information which may result in press releases. Any
information which has district-wide impact shall be

channeled and released through the superintendent's
office.

August 13, 1973
April 14, 1993



POTTSTOWN SCHOOL DISTRICT

STAFF MEETINGS, CONFERENCES, WORKSHOPS 3500

3500.1

3500.2

3500.3

3500.4

3500.5

3500.6

3500.7

3500.8

3500.9

Adopted:
Revised:
Revised:

Revised:
POLICIES\3600

Instructional personnel shall be required to attend all

meetings called by the administrative or supervisory
staffs.

Committee or staff work which contributes to the
evaluation or improvement of the educational program
shall be considered a contractual obligation for
instructional personnel.

Participation in conferences, seminars, workshops,
conventions, and similar meetings is encouraged by the
Board of School Directors, especially district Staff
Development offerings.

Programs will be selected which shall not conflict with
the regular school program.

Those programs which involve large expenditures shall
be limited for attendance by only one person to
represent the school district.

Requests for participation in conferences with school
district reimbursement of costs shall be filed with the
Superintendent or his designee in ample time for
approvals to be granted and arrangements to be made.
Forms for such applications can be received from the
Superintendent or his designee.

Prior to departure for overnight conferences and
convention, the Board shall approve the individual
member's attendance at such meeting and payment of
necessary expenses from school district funds.

In the event of illness or emergency of a staff member
who received approval from the Board of School
Directors to attend a conference or convention, the
Superintendent may make staff substitutions for
attendance at previously approved conferences and
conventions.

In the event an overnight meeting conference is
scheduled for staff members that does not provide
adequate time for formal Board action prior to
departure, the Superintendent or his designee may grant
approval to attend the overnight meeting or overnight
conference, said action to be ratified by the Board at
its next regular meeting.

August 13, 1973
July 12, 1978

April 11, 1979
April 14, 1993



POTTSTOWN SCHOOL DISTRICT

SCHOOL LUNCH POLICY 3510

Under the provisions of Public Law 1024, July 24, 1913, and
Public Law 1012, December 1, 1965, all employees are to be
provided with at least thirty (30) minutes of uninterrupted time
for a meal during a work day. Employees shall not be required to
remain at their work station during this 30 minute period.

Adopted: August 13, 1973

WB\ Revised: April 14, 1993
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POTTSTOWN SCHOOL DISTRICT

RETIREMENT BENEFIT PROGRAM 3603

3603.1 The Board of School Directors of the Pottstown School District
establishes the following policy and procedures for a Retirement
Benefit Program for all full-time employees.

3603.2 Employees will be eligible to participate in the Retirement Benefit
Program provided that:

3603.2a The employee must have twenty (20) years of service in the
Pottstown School District and have at least twenty (20) years of
service credit with the Pennsylvania School Employees' Retirement
System.

3603.2b The employee must retire under the Pennsylvania Public School
Employees' Retirement System.

3603.2¢ The employee must not be eligible to receive disability retirement
allowance under the provisions of the Public School Employees'
Retirement System.

3603.2d The employee must submit a written resignation to the

Superintendent of Schools on or before January 2, 2008 or on or
before January 4, 2010 (depending upon the retirement year elected
by the employee as more fully set forth through Section 3603.8).
The effective date of retirement must be prior to the termination
date of this policy.

3603.2¢ An employee returning from a professional development leave and
classroom occupational exchange leave will not be eligible for the
Retirement Benefit Program unless the time restriction mandated
by the Code has been met.

(over)




RETIREMENT BENEFIT PROGRAM (Continued) ' ' 3603

3603.3

3603.4

3603.5

Payment for unused accumulated sick leave will be in accordance with
the applicable Board approved programs(i.e., teachers’

contract, support staff guidelines, or administrative agreement) for
employees who qualify for the retirement program covered by this
policy between September 1, 2006 and August 31, 2010.

The number of days accumulated sick leave counted for payment shall
refer to only those days eared while employed by the Pottstown School
District. Days of sick leave earned while employed by the Pottstown
School District shall always be used first in the event of absence as a result
of illness or accident before determining the amount to be paid to the
employees under the provisions of this policy.

In addition to the benefits described elsewhere herein, an employee
who qualifies for the Retirement Benefit Program shall receive
from the Pottstown School District a contribution toward the cost
of the annual premium for group health insurance coverage. The
contribution to be paid by the School District shall be based upon
the single coverage annual premium cost for the Employee only
relating to Independence Blue Cross, Personal Choice 10/20/70 for
group health insurance and based upon the single coverage annual

- premium cost for the employee only relating to Independence Blue

Cross, Personal Choice 10/20/35 for group prescription plan with
both plans having been previously established as the Pottstown
School District’s core group health insurance and prescription
plans (hereinafter collectively the “Core Health Plan”). The
amount of the contribution to be paid by the School District
annually toward the Core Health Plan premium shall be equal to
the total cost of the annual premium charged for the Core Health
Plan or Five Thousand Dollars ($5,000.00) whichever is less. This
benefit will be offered to the employee for a period not to exceed
120 consecutive months or until the employee becomes eligible for
Medicare, whichever first occurs; provided further, however, that
this benefit shall not be available to any person who qualifies for
health insurance through other employment or through the
employment of any member of his or her family or household.

(over)




RETIREMENT BENEFIT PROGRAM (Continued) 3603

3603.6 In the event that the retiree qualifies for the health insurance
benefits stated in the preceding Section, and then subsequently
becomes qualified for health insurance through other employment
or from a family or household member, then it is the duty of the
retiree to notify the District immediately of such other coverage
and such other coverage shall terminate the benefits provided by

the School District.

3603.7 Failure to notify the school district of other group medical
coverage will result in forfeiture of all health related fringe
benefits.

3603.8 The Retirement Benefit Program will be effective only during the

2007-08 school year and, again, during the 2009-10 school year
and applies only to those employees who retire during the two
school years listed through this subparagraph.

Adopted: September 14 , 2006

POLICIES\3603




POTTSTOWN SCHOOL DISTRICT

INSURANCE COVERAGE FOR EMPLOYEES TERMINATING 3605
EMPLOYMENT OR ON AN APPROVED LEAVE OF ABSENCE

The following provisions regarding insurance coverages shall
apply to employees terminating their employment with the
Pottstown School District or on an approved leave of absence from
their duties with the Pottstown School District.

3605.1 Resignation and Suspension (Furloughed)

The group life and income protection insurance
coverages will terminate for employees resigning their
position with the Pottstown School District or '
suspended from their position with the Pottstown School
District effective the last day service is rendered.
The group health insurance coverage will terminate for
employees resigning their position with the Pottstown
School District or suspended from their position with
the Pottstown School District as of the end of the
month during which their last day of service is
rendered. The employee will have the opportunity for a
temporary extension of health coverage as outlined in
the Consolidated Omnibus Budget Reconciliation Act of
1986 (COBRA) as amended.

3605.2 Retirement

The group life and income protection insurance
coverages will terminate for employees retiring from
their positions with the Pottstown School District
effective the last day service is rendered. The group
health insurance coverage will be terminated as of the
end of the month during which their last day of service
is rendered unless the employee elects to continue with
the Pottstown School District group plan and agrees to
reimburse the school district for the full cost of the
premium. This -option is available only for persons
less than sixty-five years of age.

3605.3 Sabbatical lLeave of Absence

Group health and life insurance coverage will be
continued for an employee during the period of time
they are on an approved sabbatical leave of absence.
The Pottstown School District will pay the full cost of
the premium for health insurance and the employer's
share of the cost for the life insurance program. the
income protection insurance coverage will be terminated
during the period of time that an employee is on a




INSURANCE COVERAGE FOR EMPLOYEES TERMINATING (")
EMPLOYMENT OR ON AN APPROVED LEAVE OF ABSENCE 3605 ;
(Continued)

sabbatical leave of absence in accordance with the
contract between the Pottstown School District and the
Educators Mutual Life Insurance Company. '

Le Referenc
COBRA-Consolidated Omnibus Budget Reconciliation Act of 1986

Approved: July 14, 1975 .
Revised: April 14, 1993 ( ?
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POTTSTOWN SCHOOL DISTRICT

SICK LEAVE 3620

3620.1

3620.2

3620.3

The Board of School Directors recognizes the importance
of the health of school employees, and particularly of
those professional employees who work directly with
children. The Board, therefore, encourages school
employees who are ill to remain away from their duties
and secure proper medical treatment in the interest of
the health of both the employee and the children
attending the public schools.

The Board of School Directors intends to provide sick
leave in conformity with the School Laws of
Pennsylvania. -The provisions of the School Laws shall
determine sick leave provisions for all full-time
salaried professionals.

The Board of school Directors may require an employee
to furnish a physician's certificate, certifying that
the employee was unable to perform during the period of
absence for which compensation is required to be paid.
When the employee's absence amounts to more than five
successive school days at any one time, the employee
shall provide a physician's certificate indicating the
reason for his absence.

Legal Reference
School Laws of Pennsylvania
Section 1154

Adopted:
Revised:
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August 13, 1973
April 14, 1993



POTTSTOWN SCHOOL DISTRICT

BEREAVEMENT 3640

3640.1 When an employee shall be absent from duty because of a

death in the immediate family of said employee, there
shall be no deduction in salary of said employee for an
absence not in excess of five (5) school days.

3640.1a Members of the immediate family shall be

defined as father, mother, brother, sister,
son, daughter, husband, wife, parent-in-law,
or relative who resides in the same

household, or any person with whom the
employee has made his home.

3640.2 When an employee is absent because of the death of a
near relative, there shall be no deduction in the

salary of said employee for absence on the day of the
funeral.

3640.2a A near relative shall be defined as first

cousin, grandfather, grandmother, grandson,
granddaughter, aunt, uncle, niece, nephew,

son-in-law, daughter-in-law, brother-in-law,
or sister-in-law.

Adopted: August 13, 1973
Reviewed: April 14, 1993

POLICIES\3640




POTTSTOWN SCHOOL DISTRICT

SABBATICAL LEAVE OF ABSENCE 3650

3650.1

3650.2

3650.3

3650.4

3650.5

3650.6

Sabbatical leaves of absence may be granted to
professional employees under those conditions
specifically outlined in the School Laws of
Pennsylvania. Sabbatical leaves of absence may be
granted for restoration of health, professional
development, or acquiring experience in business and
industry through the classroom occupational exchange.

The total number of professional employees on
sabbatical leave shall not exceed 10% of those
employees eligible.

Any professional employee granted a sabbatical leave of
absence must agree in writing to return to the service
of the school district for a period of not less than
one full school year following completion of the
sabbatical leave of absence.

At least ninety (90) calendar days prior to the
anticipated leave, professional employees requesting a
sabbatical leave of absence shall present their request
in writing to the Superintendent of Schools or his
designee who shall, in turn, present the request to the
Board of School Directors with recommendation for
action by the Board. (Exceptions to the ninety day
requirement will be considered for request of health
restoration.)

Request for sabbatical leave will be submitted to the
Board at least sixty (60) calendar days before the
requested effective date (except for health
restoration).

Professional employees who are granted a sabbatical
leave of absence for reason other than illness or
physical disability and do not return for one full year
shall forfeit all benefits to which said employee would
have been entitled under the provisions of the
Sabbatical Reform Act for the period of the leave.

If such employee resigns or fails to return to his
employment, the amount contributed by the school
district under Section 1170 of this act to the public
school employees retirement fund shall be deducted from
the refund payable to such employee under existing law
and the amount so deducted shall be refunded to the
school district by which it was paid.



SABBATICAL LEAVE OF ABSENCE (Continued) 3650

3650.7

3650.8

In the event a professional employee is considered for
a sabbatical leave of absence for professional study,
the leave must be related to the professional
responsibilities of the employee and be restricted to
activities required by law or regulation for a
professional certificate or to improve the employee's
professional competency.

3650.7a The employee shall submit a tentative
schedule of courses, seminars, etc. to the
Board prior to the granting of the leave.

3650.7b If the leave is granted, the employee shall
be required to submit evidence that the
courses, etc. have been completed
satisfactorily with at least a grade of B
upon termination of the leave by providing
receipts and transcripts from the college or
university, otherwise no reimbursement of the
tuition will occur.

3650.7¢ A leave of absence for professional
development must consist at the minimum of
the following: nine (9) graduate credits,
twelve (12) undergraduate credits, 180 hours
of professional development activities, or a
combination of these for leaves of half a
school term; and eighteen (18) graduate
credits, twenty-four (24) graduate credits,
or 360 hours of professional development
activities, or a combination of these for
leaves of a full school term.

3650.74 If a professional employee does not complete
the nine credits or eighteen credits in a
satisfactory (passing) manner, the employee
will have to repay the appropriate amount of
salary to the Pottstown School District for
the portion of the sabbatical leave that was
not completed satisfactorily.

Act 66 also allows for school boards to grant a leave
of absence to an employee for the purpose of acquiring
practical work experience in business, industry, or
government provided in exchange the employer reimburses
the district for salary and benefits for the time that
the employee is on classroom occupational exchange and
works with the entity.




SABBATICAL LEAVE OF ABSENCE (Continued) 3650

3650.9

3650.10

3650.11

3650.12

3650.13

3650.14

In the event a professional employee is considered for
a sabbatical leave for the purpose of health
restoration or improvement, the Board may request a
physician of their choice provide a second opinion
confirming the request. 1In addition the Board may
request periodic statements from the attending
physician regarding the status of health for the
employee on leave.

At the expiration of the sabbatical leave, the employee
shall, unless agreed otherwise, be reinstated in the
same position at the time of the granting of the
sabbatical leave.

During the period of sabbatical leave, an employee
shall be compensated at one-half the salary to which
the employee would have been entitled had the leave not
been requested - and no other amount.

Time on sabbatical leave shall be counted as time on
the job for the purpose of

a. seniority

b. retirement fund payment - providing the employee
pays his/her share of retirement.

c. Healthcare benefits
d. Life Insurance

No benefits or salary shall be provided other than
stated in .11 and .12.

Employees who are granted sabbatical leaves shall not
be engaged in gainful employment, except such
employment which the board, in exercise of its
discretion, deems to be not inconsistent with the
purposes for which the sabbatical was granted.

Legal Reference
School Laws of Pennsylvania
Sections 1166, 1167, 1168, 1169, 1170, 1171
Act 117 of 1986+
Act 66 of 1996

Adopted:
Revised:
Revised:
Reviewed:
Revised:

POLICIES\3650

August 13, 1973
November 12, 1986
December 11, 1991
April 14, 1993
November 13, 1996



POTTSTOWN SCHOOL DISTRICT

UNPAID ABSENCES 3660

3660.1

3660.2

3660.3

3660.4

It is the intent of this policy to assure the services
of qualified members of the professional staff at all
times. The Board of School Directors has approved
several types of leaves of absence for specific
reasons. The Board believes these policies are
adequate to cover those situations normally encountered
by professional employees, should it be necessary for
them to be absent from their duties during the school
year.

The Board of School Directors further believes that no
professional employee should be absent from his/her
duties for any extended period of time for reasons,
other than those stated in established policies. Such
absences are, in the Board's judgment, detrimental to
the welfare of the children attending the Pottstown
Public Schools, handicap the educational program,
reduce the efficiency of services and may result in
increased costs to the school district.

Professional employees shall not be absent from their
duties, without compensation, for a period of more than
six (6) days in any one school year without loss of
seniority or rights to salary increment and benefits.
Beyond this six (6) day period, all unpaid leaves must
be approved by the Board of school Directors.

Professional employees on unpaid leave of absence
beyond the six (6) days mentioned in paragraph 3660.3,
shall not accrue or earn time for seniority, salary
increments or any benefits except under the following
conditions.

3660.4a A professional employee disabled while
performing his/her duties for the Pottstown
School District and entitled to Workmen's
Compensation benefits, shall continue to
accrue or earn time for seniority and salary
increments, and may elect to continue his/her
group insurance coverages at his/her expense.

3660.4b A professional employee granted an unpaid
leave of absence may elect to continue group
insurance coverages at his/her expense, but
shall not accrue or earn time for seniority,
salary increments or any benefits.



UNPAID ABSENCES (Continued)

3660.5

3660.6

Adopted:
Revised:
Revised:

Reviewed:

POLICIES\3660

Any professional employee who plans to be absent from
his duties without compensation beyond 3660.3 shall
submit his request in writing to the Superintendent of
Schools at least sixty (60) calendar days prior to the
first day of absence. This written notice may be
waived in cases where the employee could not anticipate
or plan adequately for his absence.

Professional employees shall not be absent from their
duties to perform services for or to participate in any
activities that provide compensation to the employee,

either monetary or material in nature, without special
Board approval.

August 13, 1973
September 13, 1976
August 8, 1979
April 14, 1993

3660




m POTTSTOWN SCHOOL DISTRICT
ADMINISTRATIVE EMERGENCY LEAVE OF ABSENCE 3670
The Superintendent may grant Emergency Leave of Absence to

full-time administrative staff for personal situations that
require the administrator's immediate attention.

Adopted: April 14, 1993

POLICIES\3670



POTTSTOWN SCHOOL DISTRICT

PAYMENT FOR EXTRACURRICULAR DUTIES 3680

3680.1

3680.2

3680.3

Adopted:
Revised:
Revised:

POLICIES\3680

Professional employees who teach Evening School or
provide homebound instruction or are engaged in hourly
employment for development of curriculum projects shall
be paid on an hourly basis with the rate to be
determined by the collective bargaining and specified
in the Professional Employees Bargaining Contract.

Professional employees who are absent for a full
regular school day for illness, unpaid leave of
absence, bereavement leave, personal leave or emergency
leave shall not receive hourly wages for any portion of
that day or evening. Furthermore, the Board shall not
require an employee who was absent during the regular

day to serve the district during time beyond the normal
school day.

Coaches and sponsors of extracurricular activities may
perform in that capacity only if they were present for
duty in their normal assignment that day.

August 13, 1973
November 13, 1985
April 14, 1993



POTTSTOWN SCHOOL DISTRICT

COMMUNICATIONS 3700

3700.1

3700.2

3700.3

3700.4

3700.5

3700.6

Adopted:
Revised:
Revisged:

POLICIES\3700

From time to time teachers will receive bulletins and
other communications from administrators concerning
official policies, standards, definitions of
assignment, schedules and various other items of
information. Such communications are official and
parallel the line of responsibility in the school
system.

The Board encourages upward and horizontal
communication. Teachers are encouraged to make their
feelings and opinion known at small group conferences,
faculty meetings, and within committee work.

While every teacher can speak freely with the
superintendent or any of his agents, and any teacher or
group of teachers is free to appear before the Board of
School Directors, a standard of protocol shall be
required. Any teacher desiring a persocnal conference
with any member of the administrative staff or an
audience with the Board shall first contact his
immediate superior or the Superintendent. If the
matter results in a formal complaint, the individual
should file an Individual Complaint Report Form.

The Board will attempt to keep all avenues of
communication open with the current bargaining unit.
All policies included in this manual that directly
affects hours, wages, or conditions of employment of
professional employees will not be modified or
terminated by the Board without the representative of
the Association receiving written notice at least ten
(10) days prior to the presentation to the Board for
formal action.

The Board will recognize a representative from the
current bargaining unit to express the views of the
Association relating to any change, modification or
termination of policies included in this manual.

Any item which by definition can qualify as a grievance
as outlined in the Agreement between the Pottstown
School District and the current bargaining unit shall
follow the communication channels as provided in the
said Agreement.

August 13, 1973
August 9, 1976
April 14, 1993



POTTSTOWN SCHOOL DISTRICT

INSTRUCTIONAL SUPPLIES AND MATERIALS 3800

3800.1 Supplies and materials needed in classroom instruction
shall be provided by the school district.

3800.2 Distribution of such will be directed by the
superintendent or his designees in consultation with
the professional staff.

3800.3 Students shall be provided with adequate learning
materials and shall be trained to use them prudently.

3800.4 Teachers shall be responsible for the proper care and
conservation of all boocks and room equipment, and shall
periodically report the condition of same to the
principal.

3800.5 Any abuses on the part of the students shall be
determined and properly handled by the teachers and
principals. It shall also be the duty of teachers to
report needed repairs.

3800.6 School furnishings and equipment shall not be moved
from any department of instruction without the consent
of the principal and completion of required forms for
inventory purposes.

3800.7 All equipment, material, and supplies provided for use.
in the school program shall become the property of the
School District (subject, however, to applicable law
including but not limited to copyright, trademark, and
other intellectual property law, regulation, or
agreement) and its use in the District schools shall be
determined by the administrators of the School
District.

3800.8 Use of Copyrighted Material

3800.8a All copyrighted instructional material,
whether purchased by the District or the
teacher, shall not be duplicated or shared
with others unless directly authorized by the
holder of the copyright.



INSTRUCTIONAL SUPPLIES AND MATERIALS 3800

Adopted:
Revised:
Revisged:

POLICIES\3B00

3800.8b

3800.8c

3800.8d

August 13,
April 14,
April 14,

It is the policy of the Board that teachers
must recognize and acknowledge that during
the term of employment with the District,
teachers will have access to, learn, be
provided with, and utilize certain
confidential and proprietary business
information and trade secrets related to the
educational process, and which the District
has been licensed to utilize in such fashion
by persons or entities holding protectible
intellectual property rights to such
material.

If teachers disclose to third parties, use
for the teacher's own benefit or for the
benefit of third parties (other than
students), or copy or make notes of any of
such confidential and proprietary information
and trade secrets, except as required by and
authorized by the District, such conduct may
subject the District and the teacher to
liability under applicable intellectual
property law.

Teachers shall not engage in any of the
aforementioned prohibited conduct.

1973
1993
1999

~



