
 
 

 

 

 

 
 

 

 
     

 
  

  
 

 

 

 
   
  

 
  

 
 

   
     

    
 

   
 

  
 

   

Memorandum of Understanding between Higley Unified
 

School District Governing Board and the Higley
 

Education Association
 

2016-2017
 

Meet-and-Confer Purpose Statement 

The purpose of Meet-and-Confer is to use collaborative processes to address issues of 
compensation, benefits, and working conditions for HUSD Certified Employees.  The use of 
interest-based negotiations processes allow Meet-and-Confer participants to focus on common 
goals and issues, contribute openly and honestly, listen to learn and ultimately support 
emergent decisions.  Using non-adversarial means to achieve common goals builds mutual 
trust and respect, enhances employee morale and better serves the employees, students and 
community. 

Interest-Based Negotiations 

Defined as: 
•	 An interest-based strategy for communicating, solving problems and negotiating. 
•	 A non-adversarial way to achieve decisions and be understood in a discussion with 

others. 
•	 Based on a collection of principles and techniques related to communication and 

consensus building. 

Article I – Recognition 
The Higley Unified School District (HUSD) recognizes the Higley Education Association (HEA) as 
the organization that shall represent the Certified Staff members during the Meet-and-Confer 
process. 

Membership on Meet-and-Confer for the Higley Education Association is determined by the 
President in accordance with the HEA by-laws. 

Membership on Meet-and-Confer for the administration is determined by the Superintendent’s 
Cabinet. 

See Attachment - Policy HH–Employee Meet and Confer Organizations 
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Article II - Code of Cooperation 
The Code of Cooperation, developed by HEA, in conjunction with HUSD Administrators, and 
approved by the HUSD Governing Board, will be the guideline for which all district employees treat 
each other: 

•	 Higley employees treat each other with mutual courtesy, dignity, and respect. 
•	 Higley employees are honest, open and truthful. 
•	 Higley employees err on the side of compassion. 
•	 Higley employees strive to keep team members informed with timely, accurate, and 

relevant information. 
•	 Higley employees problem solve directly with those involved with concern 

whenever possible. 
•	 Higley employees lead by example and encouragement. 
•	 Higley employees listen, value, and respect team member’s input. 
•	 Higley employees admit mistakes and move forward. 

Article III – Hiring Formula 
Higley Unified School District has a step less salary schedule. Certified Employees will be hired 
according to the approved hiring formula including credit for years of experience and educational 
credit. 

See Attachment - Certified Staff Hiring Formula 

Article IV – Employee Benefits 
1.	 The Board shall provide eligible full-time Certified Staff with a health insurance 

program. 
2.	 Certified Staff who work a minimum of thirty (30) hours per week on a regular basis 

are considered full-time employees. 
3.	 The District shall contribute 100% of the individual employee premium for health 

insurance only. The employee may purchase additional dental, vision, or family 
coverage and other voluntary benefits. 

4.	 Benefits become effective the first day of the month after 30 days of employment. 
5.	 Life insurance coverage is provided by the District in the amount of 

$50,000. Additional coverage may be purchased at the employee’s expense. 
6.	 The District will provide pro-rated health insurance benefits to Certified Staff who job 

share. Those Certified Staff have the right to contribute the remainder of the health 
insurance costs. 
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Article V – Prop 301 
Pay for Performance 
The Pay for Performance Plan is reviewed annually by Meet and Confer, ratified by eligible 
certified, and approved by the HUSD Governing Board. The anticipated amount of the pay for 
performance allocation is specified in teacher contracts upon issuance for the coming year. 
Additional Allocations 
Allocation #1 – to be paid in December, out of the District 301 Funds, to eligible employees. It 
is pro-rated by FTE and hire date. The anticipated amount of the allocation is specified in 
teacher contracts upon issuance for the coming year. 
Allocation #2 – To be paid in June, out of the District 301 Funds, to eligible employees. It is 
pro-rated by FTE and hire date. The anticipated amount of the allocation is specified in teacher 
contracts upon issuance for the coming year. 

See Attachments: 
-Certified Performance Pay Plan 
-ARS §15-537 

Article VI – Recertification Hours/Salary Advancement 
1.	 Professional Development must be relevant to the Certified Staff Member’s 

position/profession. 
2.	 In accordance with the salary advancement process communicated by the Human 

Resources department, Certified Staff Members will be granted an increase to their 
base salary equal to the number of approved credits multiplied by .0019. All timelines 
included in the process will be strictly followed. 

See Attachments: Salary Advancement Process 

Article VIII – General Leave 
1.	 The daily attendance of Certified Staff Members is critical to the operation of our 

schools. Absences should occur infrequently and only when necessary. The purpose of 
General Leave is to ensure income for an employee in the event of an illness or injury. 

2.	 General leave is granted to any eligible Certified Staff Member who is unable to 
perform duties for the following reasons: 

•	 Personal or family illness, injury, or quarantine. 
•	 Personal business that cannot be scheduled outside the Certified 

Staff Member’s regular work day. 
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3.	 The black-out calendar is reviewed annually by Meet and Confer. The black-out 
calendar is in place to respect the needs of the academic school day. 

4.	 General Leave may only be used on identified black-out days with documented illness, 
bereavement, or under extenuating circumstances and with approval of the site 
administrator or supervisor. General Leave usage on these days for other reasons will 
result in the employee being docked his/her daily rate of pay. 

5.	 Staff members who have an emergency and need to be absent on a designated Blackout 
Day must complete and submit to their site administrator or supervisor an Absence 
Exception Form. 

See Attachments: 
-Absence Exception Form 
-Policy GCCA - General Leave 
-Blackout Calendar 

Article IX – National Board Certification 
1.	 Candidates pursuing National Board Certification (NBC) must notify Human Resources 

(HR) a soon as they receive their Candidate Identification Number. 
2.	 The candidate is responsible for paying the National Board for Professional Teaching 

Standards (NBPTS) registration fee and application fee by the due date. 
3.	 The salary change will take place after all documentation is turned in to Human 

Resources and is retroactive to the beginning of the certification school year and 
spread over the remaining pays. 

4.	 NBC candidates will receive a $2,500 annual supplemental compensation upon 
successful completion of the NBC process. This additional compensation will be 
awarded annually as long as the teacher remains NBC certified and as long as the 
Governing Board approves the supplemental amount. 

5.	 When the Certified Staff Member becomes NBC re-certified, the District will review 
the annual supplemental compensation. 
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Article X – Definition of Professional Workday 
The Meet-and-Confer team collaboratively developed Elementary and Secondary definitions and 
guidelines for the professional work day. 

See Attachment - Professional Day Defined 

Article XI – Teacher Evaluation Standard Seven 
The rating for Standard Seven in the certified evaluation instrument will be decided on a yearly 
basis by leadership and representatives of the Educational Service Department, Student 
Achievement and Accountability Department, the Superintendent’s Cabinet and certified members 
of the meet-and-confer team. 

Article XII – Substitute Teacher Shortage 
The District will make every effort to secure a Substitute in the event of a teacher’s absence from 
the classroom. Schools are budgeted for an allocation for Substitutes to cover absences for School 
Business and General Leave. The District budget covers the Substitute expense for FML, 
Bereavement, Jury Duty, all Special Education Teacher absences and Military Leave. 

1.	 In the event of their absence, classroom teachers will develop a substitute coverage/rotation 
plan in conjunction with the Administrators at their site. 

2.	 The substitute coverage plan should be updated regularly to accurately reflect updated 
seating charts, class lists, classroom processes and pacing. 

Article XIII – Mentoring Program 
1.	 All Certified Teachers new to the profession are required to participate in the HUSD 

Mentoring Program for a minimum of one year. 
2.	 Mentors in the Mentoring Program will receive a stipend of $750 per semester, upon 

completion of the required expectations and documentation. 

See Attachment - Mentor Teacher Expectations 
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Article XIV – Traveling Teachers 
1.	 Traveling Teachers who receive the equivalent of a full 1.0 contract but provide less 

than 5 periods (High School) or 6 periods (Elementary) of instruction will not be 
reimbursed for travel.  

2.	 Teachers with a full schedule PLUS travel may submit a mileage reimbursement form 
at the State approved rate. 

Article XV – Term of MOU 
1.	 Should this Memorandum of Understanding expire before new terms are reached, 

the provisions of this memorandum shall remain in effect until a new agreement is 
reached. 

2.	 Any revisions that need to be made due to budgetary constraints will be reviewed by 
the meet-and-confer team.   

This agreement is made and entered into this 13th day of July, 2016 between The Higley 
Education Associations (HEA) and the Higley Unified School District (HUSD). 
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Absence Exception Request Form 


Date: __________________________________________________________ 


Name: ____________________________________ 


School/Site: ________________________________ 


Position: _____________________________________ 


Date(s) of Black Out Day(s) Absence: ____________________________ 


Explanation:  


Documentation: Examples of documentation include but are not limited to doctor notes, appointment slips, 
flight itineraries, reservation information, etc.


Employee Signature: 


Administrator:         Approve     Deny 


Administrator Signature: 


Employee must submit this form to the Payroll Department Attention: Christa Rees 





		Date: 

		Name: 

		Approve: Off

		Deny: Off

		Documentation: 

		Explanation: 

		Dates of Black Out Days Absence: 

		Position: 

		SchoolSite: 








 
GCCA 


PROFESSIONAL / SUPPORT  STAFF 
GENERAL  LEAVE 


 
General leave for District personnel is a designated amount of compensated leave that is to be granted 
to a staff member who is unable to perform the duties assigned for the following reasons: 
 
●  Personal or family illness, injury, or quarantine.  For the purposes of this policy, family includes the 
following persons:  
                Spouse                Grandparents 
                Children              Grandchildren 
                Parents                Like relations created by marriage 
                Siblings                (e.g., stepchild, father-in-law, et cetera) 
●  Personal business that cannot be scheduled outside the employee's regular workday. 
●  Response to a subpoena other than for jury duty or for school-related business. 
●  Response to a subpoena other than for jury duty or for school-related business. 
 
Use of general leave shall not exceed a period of three (3) consecutive days.  For leave requests other 
than for illness, the District shall be entitled to deny the request on particular days if deemed to be in 
the best interest of the District.  There will be "black out" dates for General leave usage to include the 
first/last weeks of instruction, the day before/after a holiday break and the weeks of state testing.  
General leave may only be used on those days with documented illness, bereavement or under special 
circumstances, with prior approval of the Superintendent or the Superintendent's designee.  General 
leave usage on these days for other reasons will result in the employee being docked his/her daily rate 
of pay for those days. 
 
Each eligible staff member shall be credited with a general leave allowance at the rate of one (1) day per 
month up to ten (10), eleven (11), or twelve (12) days, determined by the number of months the staff 
member is employed: 
 
          Twelve (12) months employment        Twelve (12) days 
          Eleven (11) months employment         Eleven (11) days 
          Ten (10) months employment              Ten (10) days 
 
For the purposes of this policy, a day means the number of hours in the employee's regularly assigned 
workday. 
 
For certificated staff members, the unused portion of such allowance shall accumulate to a maximum of 
one hundred fifty (150) days, at which time no more general leave can be granted.  As accumulated 
general leave days are used and drop below one hundred fifty (150) days, an eligible employee may 
again accumulate general leave up to the maximum limit.  For support staff members, the unused 
portion of such allowance shall accumulate to a maximum of eight hundred (800) hours, at which time 
no more general leave can be granted.  As accumulated general leave days are used and drop below 
eight hundred (800) hours, an eligible employee may again accumulate general leave up to the 
maximum limit.   
 
When a staff member exhausts all days of accumulated general leave, an unpaid leave of absence must 
be requested, pursuant to District policy. 
 
General leave of any staff member who does not serve a full school year shall be prorated at the rate of 
one (1) day per month. 
 







Upon request, the staff member shall inform the Superintendent of the following: 
 
●  Purpose for which general leave is being taken. 
●  Expected date of return from general leave. 
●  Where the staff member may be contacted during the leave. 
 
Whenever the employee is absent due to illness or injury, the District may, at District expense, require 
the employee to submit to medical or psychiatric examination by a physician or psychiatrist selected by 
the District to determine (1) whether or not the continued use of general leave is appropriate or (2) 
whether return to duty is appropriate. 
 
Any employee who can be shown to have willfully violated or misused the District's general leave policy 
or misrepresented any statement or condition will be subject to discipline, which may include 
reprimand, suspension, and/or dismissal. 
 
Payment  for  Unused  General  Leave 
 
Whenever a full time employee accumulates more than twenty-five (25) days of unused general leave, 
the employee may request payment for the days in excess of twenty-five (25).  The option(s) available to 
the employee are described below.   
 
Option 1 - For Certificated Employees Only.  Payment will be made at the close of the fiscal year in which 
the excess days are accumulated.  The rate of payment will be fifty percent (50%) of the substitute 
teacher pay rate for the year in which payment is made.  To be eligible for the benefit, the employee 
must notify the Superintendent, in writing, not later than May 1 of the fiscal year preceding the fiscal 
year in which the employee anticipates requesting payment for unused accumulated general leave days 
in excess of twenty-five (25). 
 
Option 2.  Full time personnel who have been continuously employed by the District for not less than 
eight (8) years, may receive payment for unused accumulated general leave upon: 
 
●  A bonafide retirement under the rules of the Arizona State Retirement System (ASRS), or 
●  The employee's voluntary termination in good standing, or 
●  As the result of a reduction in force, or 
●  Death of the employee. 
 
For certificated personnel, proportional payment will be based on the then current rate of pay for a 
substitute teacher in accord with the following schedule: 
 
Accumulated days                              Proportional payment 
 
Zero (0) through Twenty-five (25)                    Zero percent (0%) 
 
Twenty-six (26) through forty-nine (49)                 Fifty percent (50%) 
 
Fifty (50) through ninety-nine (99)               Seventy-five percent (75%) 
 
One hundred (100)  
through one hundred fifty (150)              One hundred percent (100%) 
 
 
 
 







For support staff personnel, proportional payment will be based on the then current minimum rate of 
pay for an employee in the employee's classification in accord with the following schedule: 
 
Accumulated hours                             Proportional payment 
 
Zero (0) through Two hundred (200)                Zero percent (0%) 
 
Two hundred one (201) through                   Fifty percent (50%) 
four hundred (400) 
 
Four hundred one (401) through                 Seventy-five percent (75%) 
six hundred (600) 
 
Six hundred one (601) or more                One hundred percent (100%) 
 
Under Option 2, personnel who are involuntarily terminated or have fewer than eight (8) years of 
continuous District employment are not eligible for the benefit. 
 
To be eligible for the Option 2 benefit, individuals desiring to request payment for the unused general 
leave must notify the Superintendent, in writing, not less than one hundred eighty (180) days prior to 
the intended date of separation.  In the event that more employees request the benefit than the District 
has budgetary capacity and available revenues, payment will be awarded in the order of the date of the 
employee's application.  When budget capacity or available revenues limit the District's ability to fully 
satisfy request for payment of unused accumulated general leave days, payments may be made from 
subsequent fiscal year budgets not to exceed three (3) years. 
 
In the event of the death of an otherwise eligible certificated employee, payment for the individual's 
unused accumulated general leave will be made to the employee's estate or named beneficiaries. 
 
Adopted:  June 30, 2010 
 
LEGAL REF.: 
 A.R.S. 
15-187 
15-502 
 








 


DIRECTIONS AND RULES FOR SALARY ADVANCEMENT  


 
 


 
**Salary Advancement is contingent upon available funding and Governing Board 


Approval. 
 
Higley Unified School District policy allows professional certified staff to earn credit toward 
salary advancement through successful completion of college or university credit courses 
and/or in-service training.  Application guidelines are as follows: 
 
1. Staff must complete an “Application to Advance” to increase their salary for the 


school year.  The deadline to submit this form is TBD.  The Application must be 
submitted in person at the District Office.  You will receive an HR receipt for your 
paperwork.  In order to advance your salary based on professional development or 
college coursework, credit(s) must be documented by the Office of Human Resources 
before credit will be applied towards advancement.  Application forms received after 
deadline will not be considered. 
 


2. Any number of credits can be applied toward salary advancement, subject to the following 
requirements:   


 
a) No courses or classes taken prior to TBD will be accepted. 
b) The credits/hours must be credit bearing or able to be credit bearing.  Courses 


offered by Asset, IDEAL, or PDI are eligible because a transcript can be ordered 
showing the hours earned as semester credit hours.  You are not required to 
purchase the credit hours for salary advancement purposes. 


c) District offered in-service professional development may be used IF the courses 
were offered outside the contract workday, i.e. on the staff member’s own time.  
Courses offered during the workday (example – on professional development days) 
cannot be used. 


d) College coursework must be relevant to instruction and degree.   
e) College coursework must apply to your teaching assignment. 
f) The maximum number of credits that can be used for salary credit over the course 


of your career is 72. 
   


3.  In-Service credits earned from other districts cannot be transferred for credit unless they 
are earned credit from an accredited college or university, which may be documented with 
a transcript. 


 
4. All coursework to be used for salary advancement must be entered into My Learning Plan 


and designated for salary advancement.  Once courses are completed, certificates or 
transcripts must be submitted to Human Resources so courses can be marked as 
“Completed” in My Learning Plan by the due dates listed below.  Failure to provide 
documentation of course completion by the required due date will negate salary 
advancement. 







                         Directions and Rules for Salary Schedule   
                         Continued page 2 


 


 


 
5. After the Application to Advance is submitted, substitution of coursework is allowed but 


requires a revised application, showing what new course is being substituted for a 
previously listed course.   


 
6.  Exclusions:  College credits earned for student teaching or serving an internship will not 


be accepted toward salary advancement.  College credits for Arizona or U.S. Constitution 
courses are not accepted for salary advancement.  Dissertation credits will not be 
accepted unless the teacher submits a syllabus or course description to the Human 
Resources Director for review and approval.  SEI courses may be accepted for salary 
advancement if the staff member has taken the courses through a college and paid for the 
course. No PLC time will be accepted for salary advancement. 


 
7.  In-Service Credit will be awarded on the following basis: 
 


15 contact hours = 1 credit or semester hour     75 contact hours = 5 credit hours 
30 contact hours = 2 credits or semester hours     90 contact hours = 6 credit hours 
45 contact hours = 3 credits or semester hours     180 contact hours = 12 credit hours 
60 contact hours = 4 credits or semester hours  


 
 


8. In-service training experiences with less than 15 contact hours may be combined with 
other approved in-service training experiences to earn credit. 


 
9. Documentation showing Salary Advancement coursework was completed, e.g. certificates 


of completion, or transcripts showing a posted grade for coursework, must be provided to 
the Office of Human Resources by TBD. 


 
No extensions will be granted for paperwork due dates.  A contract addendum will be 
issued after the salary advancement has been processed.    
 


 
 
 
 
  








 


ARS.  §15-537 -  Performance of certificated teachers; evaluation system; confidentiality 


A. The governing board of a school district shall establish a system for the evaluation of the performance 


of certificated teachers in the school district that meets the requirements prescribed in section 15-203, 


subsection A, paragraph 38 and that results in at least one evaluation of each certificated teacher by a 


qualified evaluator each school year. The objectives of the teacher performance evaluation system are 


to improve instruction and maintain instructional strengths. The governing board shall involve its 


certificated teachers in the development and periodic evaluation of the teacher performance evaluation 


system. 


B. The school district governing board shall adopt teacher evaluation policies in a public meeting. Before 


the adoption of teacher evaluation policies, the school district governing board shall provide 


opportunities for public discussion on the proposed policies. The policies shall describe: 


1. Incentives for teachers in the highest performance classification, which may include multiyear 


contracts not to exceed three years. The policies shall specify that the offer and acceptance of a 


multiyear contract does not exclude that teacher from the application of section 15-538.01, 15-540, 15-


541 or 15-549 and that the teacher may accept a multiyear contract offer or decline and accept a one 


year contract. 


2. Incentives for teachers in the two highest performance classifications to work at schools that are 


assigned a letter grade of D or F pursuant to section 15-241. 


3. Protections for teachers who are transferred to schools that are assigned a letter grade of D or F 


pursuant to section 15-241. 


4. Protections for teachers if the principal of the school is designated in the lowest performance 


classification. 


C. By school year 2015-2016, the policies prescribed in subsection B of this section shall describe: 


1. Performance improvement plans for teachers designated in the lowest performance classification.  


2. Dismissal or nonrenewal procedures pursuant to section 15-536 or 15-539 for teachers who continue 


to be designated in the lowest performance classification. The procedures shall require that the school 


district issue the preliminary notice of inadequacy of classroom performance no later than the second 


consecutive year that the teacher is designated in one of the two lowest performance classifications 


unless the teacher is in the first or second year of employment with the school district or has been 


reassigned to teach a new subject or grade level for the preceding or current school year.  


D. A teacher who has been employed by the school district for the major portion of three or more 


consecutive school years and who is currently designated in the lowest performance classification for 


two consecutive school years shall not be transferred as a teacher to another school in that school 







district unless the school district has issued a preliminary notice of inadequacy of classroom 


performance and approved a performance improvement plan for the teacher pursuant to section 15-


539 and the governing board has approved the new placement as in the best interests of the pupils in 


the school. A teacher who continues to be designated in one of the two lowest performance 


classifications shall not be permitted to transfer to another school. A teacher shall not be transferred 


more than once pursuant to this subsection.  


E. The governing board shall prescribe specific procedures for the teacher performance evaluation 


system, which shall include at least the following elements: 


1. At least two actual classroom observations of the certificated teacher demonstrating teaching skills in 


a complete and uninterrupted lesson by the qualified evaluator. There shall be at least sixty calendar 


days between the first and last observations. The last observation may follow the issuance of a 


preliminary notice of inadequacy of classroom performance and be used to determine whether the 


teacher has corrected inadequacies and has demonstrated adequate classroom performance. An 


observation shall not be conducted within two instructional days of any scheduled period in which 


school is not in session for one week or more. Within ten business days after each observation, the 


qualified evaluator shall provide written feedback to the teacher.  


2. Specific and reasonable plans for the improvement of teacher performance as provided in subsection 


H of this section. 


3. Appeal procedures for teachers who disagree with the evaluation of their performance, if the 


evaluation is for use as criteria for establishing compensation. 


4. Training requirements for qualified evaluators. 


5. A plan for the appropriate use of quantitative data of student academic progress in evaluations of all 


certificated teachers. The plan may make distinctions between certificated teachers who provide direct 


instruction to students and certificated teachers who do not provide direct instruction to students. The 


plan may include data for multiple school years and may limit the use of data for certificated teachers 


who have taught for less than two complete school years. 


F. The governing board may waive the requirement of a second classroom observation for a continuing 


teacher whose teaching performance based on the first classroom observation places the teacher in one 


of the two highest performance classifications for the current school year, unless the teacher requests a 


second observation. 


G. The results of an annual evaluation conducted as provided in this section shall be in writing or 


provided in electronic format to the certificated teacher and a copy shall be transmitted or provided in 


an electronic format to the certificated teacher within five days after completion of the evaluation. The 


certificated teacher may initiate a written reaction or response to the evaluation. 


 







H. Each evaluation shall include recommendations as to areas of improvement in the performance of 


the certificated teacher if the performance of the teacher warrants improvement. After transmittal of an 


evaluation, the qualified evaluator or another board designee shall confer with the teacher to make 


specific recommendations as to areas of improvement in the teacher's performance. The qualified 


evaluator or other board designee shall provide professional development opportunities for the 


certificated teacher to improve performance and follow up with the teacher after a reasonable period of 


time for the purpose of ascertaining that the teacher is demonstrating adequate performance. 


I. Copies of the evaluation report and performance classification of a certificated teacher retained by the 


governing board and the department of education are confidential, do not constitute a public record 


and shall not be released or shown to any person except: 


1. To the certificated teacher who may make any use of it. 


2. To authorized district officers and employees for all personnel matters regarding employment and 


contracts and for any hearing that relates to personnel matters. 


3. To school districts and charter schools that inquire about the performance of the teacher for 


prospective employment purposes. A school district or charter school that receives information about a 


certificated teacher from the evaluation report and performance classification shall use this information 


solely for employment purposes and shall not release to or allow access to this information by any other 


person, entity, school district or charter school. 


4. For introduction in evidence or discovery in any court action between the governing board and the 


certificated teacher in which either: 


(a) The competency of the teacher is at issue. 


(b) The evaluation and performance classification were an exhibit at a hearing, the result of which is 


challenged. 


J. Any school district policy pertaining to the transfer of teachers from one school to another school in a 


school district shall take into consideration the current distribution of teachers across all of the 


performance classifications and the needs of the pupils in the school district. 








Professional Work Day 


Elementary School Employee Handbook 
The Professional Day for all Elementary School certified staff members is 7:35 a.m. to 3:35 p.m. 
 
However, in accordance with Governing Board Policies GCMC and GCL,  professional obligations require staff to work 


outside of this time frame as needed to participate in IEP meetings, committee meetings, staff meetings, professional 


development, tutoring, parent conference, school events, PTO, etc.   School Administrators will strive to be consistent 


and to inform certificated staff of the expectations for professional obligations in a timely manner. 


Exceptions to the expectations for working a Professional Day in accordance with the above description require 


administrative approval in advance and on an individual basis. 


 


Secondary School Employee Handbook 
The Professional Day for all Secondary School certified staff members is defined below. 
 
Certified Staff Members will: 


 Be on duty not less than 20 minutes prior to class beginning. 


 Be available to students outside of the normal school day for tutoring, assistance, office hours, etc. 


 Be available to parents outside of the normal school day.  Communicate to parents the procedures they should 


follow when needing to communicate with the certificated staff member (send an email, leave a phone 


message, stop by during office hours, etc.)  Staff should respond to parents within a 36 hour timeframe.  If two 


contact attempts have been made by the parent without a response, site administration will advise the parent 


to contact the school administration office. 


 Be available to colleagues whose functions require cooperative planning and effort. 


 Maintain adequate planning, classroom organization and record keeping. 


 Actively participate in parent meetings/conferences, staff meetings, professional development and/or other 


meetings or events that support school wide goals and outcomes. 


 Actively participate in events which might include but are not limited to curriculum events, college and career 


planning events, student academic events where the intent is to inform and apply to the majority of the 


student/parent population.  


Exceptions to the expectations for working a Professional Day in accordance with the above description require 


administrative approval in advance and on an individual basis. 


Reference:  Governing Board Policies GCMC and GCL 








BLACKOUT DATES | 2016-2017 CALENDAR 


JULY 2016 


S M T W Th F S 


     1 2 


3 4 5 6 7 8 9 


10 11 12 13 14 15 16 


17 18 19 20 21 22 23 


24 25 26 27 28 29 30 


31       
 


14-18 New Teacher Orientation 


19-22 All Teacher Training and  


 Work Days 


25-29 First Week for Students 


 JANUARY 2017 


S M T W Th F S 


1 2 3 4 5 6 7 


8 9 10 11 12 13 14 


15 16 17 18 19 20 21 


22 23 24 25 26 27 28 


29 30 31     


       
 


9 PreK-12 post-Winter holiday 


11 K-6 Early Release 


13 & 17 PreK-12 pre/post MLK Day  


 holiday 


18 K-6 Early Release 


25 K-6 Early Release 


     


AUGUST 2016 


S M T W Th F S 


 1 2 3 4 5 6 


7 8 9 10 11 12 13 


14 15 16 17 18 19 20 


21 22 23 24 25 26 27 


28 29 30 31    
 


3 K-6 Early Release 


10 K-6 Pro  Development 


17 K-6   Pro Development  


24 PreK-12  Pro Development  


31 K-6  Pro Development  


 


 FEBRUARY 2017 


S M T W Th F S 


   1 2 3 4 


5 6 7 8 9 10 11 


12 13 14 15 16 17 18 


19 20 21 22 23 24 25 


26 27 28     
 


1 K-6 Early Release 


8 K-6 Early Release 


15 K-6 Early Release  


17 & 21 PreK-12 pre/post 


 President’s Day holiday 


SEPTEMBER 2016 


S M T W Th F S 


    1 2 3 


4 5 6 7 8 9 10 


11 12 13 14 15 16 17 


18 19 20 21 22 23 24 


25 26 27 28 29 30  
 


2 & 5 PreK-12 pre/post Labor  


 Day holiday 


7 K-6 Early Release 


14 K-6 Early Release 


21 K-6 Early Release 


28 PreK-12 Pro Development 


29-30 K-6 Parent-Teacher  


 Conferences 


30 K-12 Blackout 


 


 MARCH 2017 


S M T W Th F S 


   1 2 3 4 


5 6 7 8 9 10 11 


12 13 14 15 16 17 18 


19 20 21 22 23 24 25 


26 27 28 29 30 31  
 


1 K-6 Early Release 


8 K-6 Early Release 


9-10 K-6 Parent-Teacher  


 Conferences 


10 K-12 Blackout 


27 PreK-12 Pro Development 


29 K-6 Early Release 


OCTOBER 2016 


S M T W Th F S 


      1 


2 3 4 5 6 7 8 


9 10 11 12 13 14 15 


16 17 18 19 20 21 22 


23 24 25 26 27 28 29 


30 31      
 


17 PreK-12 Pro Development 


19 K-6 Early Release 


26 K-6 Early Release 
 APRIL 2017 


S M T W Th F S 


      1 


2 3 4 5 6 7 8 


9 10 11 12 13 14 15 


16 17 18 19 20 21 22 


23 24 25 26 27 28 29 


30       
 


5 K-6 Early Release 


12 K-6 Early Release 


13 & 17 PreK-12 pre/post Spring  


 holiday 


19 K-6 Early Release 


26 K-6 Early Release 


NOVEMBER 2016 


S M T W Th F S 


  1 2 3 4 5 


6 7 8 9 10 11 12 


13 14 15 16 17 18 19 


20 21 22 23 24 25 26 


27 28 29 30     


       


       


 


2 K-6 Early Release 


9 K-6 Early Release 


10 & 14 PreK-12 pre/post  


 Veteran’s Day holiday 


16 K-6 Early Release 


23 PreK-12 Pro Development 


30 K-6 Early Release 


 MAY 2017 


S M T W Th F S 


 1 2 3 4 5 6 


7 8 9 10 11 12 13 


14 15 16 17 18 19 20 


21 22 23 24 25 26 27 


28 29 30 31    
 


1, 8, 15 PreK-12 Last Month  


 Mondays 


3 K-6  Pro Development 


5, 12, 19 PreK-12 Last Month Fridays 


10 K-6 Early Release 


17 K-6 Early Release 


22-26 PreK-12 Last Week of  


 School 


DECEMBER 2016 


S M T W Th F S 


    1 2 3 


4 5 6 7 8 9 10 


11 12 13 14 15 16 17 


18 19 20 21 22 23 24 


25 26 27 28 29 30 31 
 


7 K-6 Pro. Development 


14 K-6 Pro. Development 


21 K-6 Pro. Development 


21-22 9-12 Final Exams 


22 PreK-12 pre-Winter  


 holiday 


 JUNE 2017 


S M T W Th F S 


    1 2 3 


4 5 6 7 8 9 10 


11 12 13 14 15 16 17 


18 19 20 21 22 23 24 


25 26 27 28 29 30  
 


 








 


 


Base Salary: Teacher/Counselor     $38,000 Instructional Specialist (11 month calendar)     $47,312 


+ Experience: $350 per year  - max years of experience to be determined by HR during hiring process 


*verified experience in a position that required teacher certification. 


+ Education: $65 per credit beyond the BA (up to 48 total credits) 


$65 per credit beyond the MA (up to 72 additional credits) 


$500 for one additional advanced degree (MA, Ph.D., Ed.D.) 


          *Additional credits are only for college/university credits obtained after certification* 


          *Additional credits must be from relevant EDU area* 


+Certification: $2,500 for National Board Certification 


= Total Salary:  


Example 1: New Hire with BA in Education, three (3) years of experience and 15 EDU credits: 


  


     $38,000/47,310 (base)   +   $1050 (experience – 3 years x $350/year)   +   $975 (education - 15 credits x $65)   =   $40,025/$49,335 


Example 2: New hire with BA in Education, ten (10) years of experience as a High School BioChemistry teacher, a MA degree in Curriculum (36 credits) and 16 credits beyond the 


MA: 


 


     $38,000/$47,310 (base)  +  $3500 (experience – 10 years x $350/year – position is considered hard-to-fill)  +  $3380 (education - 52 credits x $65)  +   


     $500 (adv. degree – MA after certification)  =   $45,380/$54,690 


Example 3: New Hire with 5 years of experience and a MA (BA in non-education field so MA was required for certification): 


 


     $38,000/$47,310 (base)   +   $1750 (experience – 5 years x $350/year)   +   $0 (education)   +   $500 (MA degree)   =   $40,250/$49,560 


                                                                                                                                *no compensation for MA credits because MA was required for certification 


Higley Unified School District 


2016-2017 Certificated Teacher and Counselor 


Hiring Guidelines 


 


 


 


 


 


Base Salary: $35,000 


+ Experience: $350 per year up to 20 years 


+ Education: $65 per credit beyond the BA (up to 48 total credits) 
$65 per credit beyond the MA (up to 72 additional credits) 
$500 for one additional advanced degree (MA, Ph.D., Ed.D.) 
          *Additional credits are only for college/university credits obtained after certification* 
          *Additional credits must be from relevant EDU area* 


= Total Salary:  


 


Additional opportunities for increased earnings: 


Proposition 301 Supplemental Allocations:  For Teachers - December and June ($1,350/each) – For Counselors – Equivalent Allocations via additional days 


Longevity:     $500 (5 yrs)     $750 (10 yrs)     $1,000 (15 yrs)     $1,250 (20 yrs) 


Salary Advancement:    .0019% of base salary (x) number of professional growth credits 


Pay for Performance:    For Teachers - $2,500    -    For Counselors – Equivalent Allocation via 20 additional days paid at daily rate 
 


Additional Benefits: 


Paid Employee Benefits:                                  -  On the first day of the month following 30 days of employment with HUSD, all employees working at least 30 hrs. 


         per week are eligible for health insurance. 


Paid Employee Life Insurance:   - $50,000 in life insurance is provided to all full-time employees (30 hours/week) 


Voluntary Health Benefits:    -  All full-time employees (30 hours/week) are eligible for voluntary benefits , e.g. dental, vision short-term disability 


Before/After School Care:    -  Discounted rates for all employees including drop-in options 


State Retirement:     -  District matches employee contribution of 11.47% 


General Leave:     -  Employees earn 1 day/month (10 total per contract year) 


Liability Insurance:    -  All employees are covered at no cost to the employee 


Disability Insurance:    -  Long-term disability insurance is provided by the State after 180 days.  Short-term disability insurance is available  


          to the employee as a voluntary benefit at the employee’s expense 


 








HH © 
EMPLOYEE  MEET - AND - CONFER 


ORGANIZATIONS 
 
Professional  Staff 
  
If more than one (1) teachers' organization exists, and the organizations reach an agreement on the 
composition of a committee to represent the teachers, the Board will recognize such committee for that 
purpose. 
 
Upon written request by at least twenty percent (20%) of the professional staff members, the Board will 
arrange for a referendum to determine which organization shall represent the professional staff in 
meet-and-confer sessions with the Board.  The vote will be by secret ballot open to all members of the 
professional staff who are defined by Arizona law as teachers.  The organization receiving a majority of 
the votes cast will be recognized by the Board as the organization that shall represent the professional 
staff in meet-and-confer procedures with the Board.  The referendum result will be in force for a period 
of not less than two (2) years, after which, upon written request as noted above, another referendum 
may be held. 
 
Petitions for a referendum will be received by the Board only during the period of October 1 through 15 
of any school year in which they are eligible for presentation. 
 
Support  Staff  
 
If more than one (1) employee organization exists, and the organizations reach an agreement on the 
composition of a committee to represent the employees, the Board will recognize such committee for 
that purpose. 
 
Upon written request by at least twenty percent (20%) of the staff members in any employment group, 
the Board will arrange for a referendum to determine which organization shall represent the staff in 
meet-and-confer sessions with the Board.  The vote will be by secret ballot open to all members of the 
employment group.  The organization receiving a majority of the votes cast will be recognized by the 
Board as the organization that shall represent the employment group in meet-and-confer procedures 
with the Board.  The referendum result will be in force for a period of not less than two (2) years, after 
which, upon written request as noted above, another referendum may be held. 
 
Petitions for a referendum will be received by the Board only during the period of October 1 through 15 
of any school year in which they are eligible for presentation. 
 
 
Adopted:  date of manual adoption 
 








 
 
 
 
 
 


Higley Unified School District 
 
 
 
 
 


2016-2017 Certified Performance Pay Plan 
 


 


The Certified Performance Pay Plan consists of two parts: The teacher evaluation and school  
wide performance. 


 


Teacher Evaluation = 50% 
Scored summative evaluation from the Certified Evaluation System. 


 Each of the first six (6) standards will be used to calculate the Teacher Evaluation portion 
of the performance pay. 


 Each designation is valued as follows: Highly Effective = 12 points, Effective = 10 points, 
Partially Effective = 8 points and Ineffective = 0 points*. 


 60 points are required to qualify for teachers in their 4th year, or more, of teaching. 
 58 points are required to qualify for teachers in their 2nd and 3rd year of teaching.  
 56 points are required to qualify for teachers in their 1st year of teaching.  


 
 


*A teacher may apply to Human Resources for a waiver in the event a substantial change in 
teaching assignment occurs.  Waiver requests are available from the building principal or 
Human Resources. No waiver request is necessary for 1st-3rd year teachers who are new to 
the profession. 


  
School wide performance = 50% 
The percent of students passing AzMerit in both ELA and Math, aggregated across all tested grade 
levels, must be greater than the State average of percent passing for the grade levels tested in each 
school. 
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Evaluation Appeal Process 


A teacher may, within five (5) school days of having received the summative evaluation in writing 
or through the MLP/OASYS Teacher Evaluation System, request a hearing by submitting a written 
request to the Superintendent. 


The hearing shall be conducted by an assistant superintendent or other administrator designated 
by the Superintendent who was not the person(s) who performed the evaluation. 


 The hearing shall be conducted not less than five (5) nor more than twenty (20) days after 
receipt of the teacher's request for hearing, but may be continued from time to time for 
good cause by the person conducting the hearing. 


 The person conducting the hearing shall, within five (5) days of the termination of the 
hearing, prepare written findings and render a decision with respect to the appeal; the 
findings and decision shall be filed in the teacher's personnel file and be made part of the 
evaluation. Copies of the findings and decision shall be delivered to the Superintendent 
and to the teacher, in person or electronically. 


 
 


The decision of the person conducting the hearing shall be final. The teacher may submit a brief, 
concise written statement rebutting or objecting to the decision.  That statement shall be entered 
in the teacher’s personnel file and made a part of the evaluation. 


 
 


School Wide Performance Appeal Process 
A school may file an appeal with the district performance pay appeal committee only for 
substantive reasons. All appeals must be requested and decided upon before any payout. 
Substantive reasons for appeal involve those circumstances outside of a school’s control that 
adversely affected students’ performance on a standardized test (i.e. environmental issues or 
events, adverse testing conditions, school or community emergency, school tragedy, etc.). The 
committee will not consider appeals based on conditions including but not limited to student 
demographics or characteristics. 


 
 


The appeal committee is comprised of the Superintendent’s Cabinet and other designees as 
deemed appropriate by the Superintendent. 
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Eligibility Conditions 
An employee is eligible for performance pay when all of the following conditions have been met: 


1.   When the teacher has a valid teaching certificate. 
2.   When the position in which the teacher is employed requires a valid teaching certificate. 
3.   When the teacher is employed to provide instruction to students relating to the school’s 


educational mission. 
 
Ineligibility Conditions 
An employee will become ineligible for performance pay if any one of the following conditions exists 
during the current school year and after the plan has been Board-approved: 


1.   Formal discipline (reprimand, suspension without pay). 
2.   Termination or separation of employment from the district in lieu of formal discipline or 


termination. 
3.   Non-renewal for ineffective classroom performance. 
4.   Failure to fulfill contract. 


 
 


Days of Service  
If an employee works more than ¾ of the year, he/she is eligible for 100%; more than ½ the year the 
employee is eligible for 75%; more than ¼ of the year the employee is eligible for 50%; and if less than ¼ of 
the year the employee is not eligible. Substitute teachers are not eligible for certified performance pay. 


 
 


Part Time  
Part Time – To be eligible to receive full performance pay compensation, part time teachers are required to 
attend/participate in their home schools’ scheduled professional development, faculty meetings, or other 
professional obligations (parent conferences, curriculum nights, etc).  Administrators will validate the Part 
Time Teachers’ eligibility for full compensation on their staff eligibility list that is submitted to Human 
Resources. For part time teachers who do not attend/participate as described, performance pay will be 
calculated based upon the FTE amount of contract (1.0 = 100%, .8 = 80%, .6 = 60 %, .5 = 50%, .4 = 40%, .2 = 
20%). 


 


Leave of Absence  
If an employee is on FMLA for 12 weeks, then the employee is still eligible for 100% when he/she returns – 
no penalty. For absences after 12 weeks the same formula for ‘Days of Service’ will be used. If the employee 
works more than ¾ of the year he/she is eligible for 100%, more than ½ the year he/she is eligible for 75%, 
more than ¼ of the year he/she is eligible for 50% and if less than ¼ of the year, the employee is not eligible. 








MENTOR TEACHERS 


 


These are the expectations for mentor teachers for the 2016 - 2017 school year.  Please 


contact Sheryl Rednor with questions at sheryl.rednor@husd.org. 


 


Mentor Selection 


Thank you for participating in the Higley teacher mentoring program. You were chosen and 


confirmed as a mentor by your site and or district administration. 


 


Mentor Requirements: 


Meet with mentee for a minimum of 30 minutes per week 


Document meeting date, time and topic on your Continuous Activity Log Form 


Turn in Activity logs 2 times a year by due dates 


Please note that failure to turn in documentation may result in loss of earned hours/points 


 


 


Contact Time and Documentation 


You will need to meet with your mentee for a minimum of 30 minutes of collaboration per week. 


This time will need to be documented on your “Continuous Activity Log”   


 


Activity Logs should be filled out and maintained on a weekly basis. These documents must be 


turned into Sheryl Rednor, at the District Office by the due dates listed below.  


 


Due Dates for Turning in Required Documentation 


A copy of the “Continuous Activity Log” will be turned in twice to Sheryl Rednor during the 


school year.  


 


Due Dates 


 Friday, December 9, 2016 (documentation for first half of year) 


 Friday, May 5, 2017 (documentation for last half of year) 


 
 



mailto:sheryl.rednor@husd.org





