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A Guide for Improved Performance and Corrective Disciplinecehsed

This guide is a District document that was developed in a collaborative effegdrethe Department of
Human Resources and the Douglas County Federation (DCF). The purpose of this decamesdurce to
assist administrators in effectively managing matters pertaiaingrtective actions and discipline. It is
anticipated that this guide will be a resource for licensed employeeslas w

The evaluation system and procedures do not create any contract of employmeaiopmemt for a definite
term. The contents of the evaluation or disciplinary letters and the procediocesdchre not grievable.
However, if an employee disagrees with the content of the evaluation/letter,Heernag prepare a written
statement, which, if any remaining differences are not resolved betweemple@yee and the evaluator, will be
added as an attachment to the evaluation/letter, and become a part of the @mfileye

This guide does not specifically cover coaching/counseling/verbal warnihgdy @an be given at any time
without any formal procedures, or recommendations to the Superintendent thatelieepsoyee be
dismissed under the Licensed employee Employment, Compensation and Dismlisgal 990, Article 63 of
Title 22, Colorado Revised Statutes.

As you review this guide, administrators are encouraged to consult the redbatcee available to help them
work through individual situations. It is the Department of Human Resources and the g@@Ho provide
technical assistance to help administrators make the best decision aboup@ludtciyrrection is necessary to
improve a licensed employee’s conduct and/or performance. The intent of this docutodmp make the
difficult decision that corrective action has not resulted in the desired improvanteatrecommendation for
non-renewal or dismissal if appropriate.

A. Goals

1. Licensed employees hold the key to our success in achieving the Board of EduéattbB8ttements
and Executive Limitations.

2. To ensure quality instruction by our licensed employees, the District intendsigtdators follow
processes that will result in prompt, reasonable, and fair resolution (goodfiaithc# matters related
to the correction of licensed employees performance and/or misconduct.

B. Matter of Concern/Investigation

1. A matter of concern that may give rise to licensed employee tieerdscipline must first come to the
attention of an administrator. Matters of concern regarding a licensed emplayebe expressed
verbally or in writing to a school administrator. A school administrator nsyddtermine matters of
concern exist with a licensed employee based upon his/her observations, docamentatviews, or
dialogue with the licensed employee. A matter of concern can arise frenmainschool issues and/or
external issues.

COMPLAINTS AGAINST LICENSED EMPLOYEES. A licensed employzefficial

evaluator shall work with the licensed employee to address the concerns ofia sputeidual
about a licensed employee’s performance. The goal is to maintain professiatiahships and
support licensed employee performance, while remaining responsive to the coyonmunit
Complaints by an individual other than the evaluator shall not be used in the evaluatiss proce

2



2.

unless the following conditions have been niéate: A complaint is not data or information
solicited by a school administrator for the purpose of investigation or evaluation.

a. When possible, the complaint should be in writing. If this is impossible, the evahaltor s
reduce the complaint to writing and paraphrase the issues as spedciicptgsible.

b. The evaluator will review the written complaint with the licensed emplajtben five (5)
school days and provide the licensed employee with a copy of the written specifics

c. The complaints must correlate with the professional indicators for licengedyees within
the licensed employee Evaluation Tools.

d. The evaluator shall investigate the complaint and determine the compiagdrislusive,
valid, or invalid. The evaluator shall provide the licensed employee with a wetterdrof their
determination in a timely manner.

e. Records of complaints found invalid or inconclusive will be purged from the licensed
employee’s file. Records the district reasonably believes need to be keptieit fine District
from possible litigation (i.e., sexual harassment, child abuse, reckless emdamigyevill be
forwarded to the appropriate Douglas County agency and/or central officéndeparSuch
records will not be used in the licensed employee’s evaluation or included in histhanpet
files.

Investigations

The District shall investigate the matter of concern to gather informafioa.investigation will
typically be conducted by the supervising Principal, but may be conducted byswneerson
designated by the District. The investigation shall be concluded as expediisysissible.

a. Upon providing notice of the complaint as referenced above, the licensed empéyylee
guestioned regarding the allegation, immediately if appropriate, as part n¥#stigation. The
licensed employee may also be provided an opportunity to respond as soon as possible eha date,
and location to be determined by the District. The licensed employee shallateopith the
investigation, and under no circumstances engage in unlawful or prohibited retaligiiiost any
complainant.

b. The Human Resources Director shall determine whether administrativevidayay is necessary
to protect the interests of students, the licensed employee, or other staff, or td earajyaropriate
investigation. It will ordinarily be deemed necessary to place the licengadyee on paid
administrative leave only in connection with pending investigations of serioust@liegauch as
those that, if subsequently proven, might lead to non-renewal or recommendation te disiers
State Statute. Administrative leave with pay is not a punitive or correctiomaand is not an
indicator that a matter has been prejudged.

c. Ifleave is determined to be necessary, the Department of Human Resbaites

1. Give the licensed employee the specific allegation(s) of misbehadidha@ basic reason
why the leave is deemed necessary, when possible.



2. Provide the licensed employee a copy of the administrative leaveishgde Appendix 1)
and review it with the licensed employee. The licensed employee shall sign the
administrative leave checklist for receipt acknowledgment purposes, and a ¢bepy of
document shall be provided to the licensed employee. The licensed employee is advised t
bring a DCF representative to this meeting.

3. At the licensed employee’s request, allow the licensed employee theuofigda respond
to the allegations that caused the licensed employee to be put on leave &g seebly the
District. The licensed employee may be represented by DCF at thahgnegtiis meeting
may, at the discretion of the Human Resources Department, be combined with thg meeti
referenced above.

4. The Department of Human Resources will keep the licensed employee andf@@ied as
to the progress of the investigation and duration of leave.

d. If administrative leave is not necessary, the Principal and/or Human Bes@apartment will
obtain relevant information and documents from appropriate sources including thedlicense
employee and conclude the investigation as expeditiously as possible.

e. The Human Resources Department shall review all the evidence gathered, inaydiegpmnse
provided by the licensed employee, and preliminarily determine if corrextha@ may be
necessary. See below.

3. Resolution

a. Determination of No Corrective Action.
If no corrective action is deemed necessary, the District shall provide such aadi information to
the licensed employee and DCF as appropriate to close out the investigation.

b. Determination that recommendation for dismissal under the State Statateasted.
All such actions are governed by State Statute and not by this guide.

c. Preliminary Determination of Corrective Action.
If corrective action may be deemed necessary, the District shall fiiilpguidelines outlined
below.

4. Corrective Action Guidelines

a. This guide does not determine what level of discipline should be imposed or that ienjapart
progression of discipline be followed. The District or School Administration shoulcousective
action when a licensed employee has performance issues or engaged in miscondiateodra
directive, work rule, Board or school policy, or job duty, or where other good and justesatse
Work rules and directives should be communicated verbally or in writing to the licenpémyee, and
cannot conflict with law, District policy, or the terms of the Contract. Apprapdatrective action



should be imposed promptly and not deferred until the licensed employee evaluation process i
completed.

b. Provide Notice: An Administrator and/or Human Resources Director wilhintloe licensed employee
of the preliminary intent to consider imposition of corrective action, and scheduletiagreg which the
licensed employee may be accompanied by a DCF representative. Atéhiagnte the extent it has
not already occurred, the licensed employee shall be given an opportunity to respenallegations
and the investigation results, which the Administrator/Human Resources Dirdt&irare with the
licensed employee at that time. If the licensed employee failse¢bwaitd the Administrator and/or
Human Resources Director at the designated date, time and location, suclwilihwelimit the
District’s right to implement corrective action in accordance with thideg Upon consideration of any
additional information/response provided by the licensed employee at the méeting, t
Administrator/Human Resources Director shall complete any necdsiaw-up to the investigation,
and then determine if corrective action will be imposed. The Administrator/HunsauiRes Director
may render the decision (e.g., determination that no corrective action is mgasssance of a Letter
of Concern, Letter of Direction, or a Letter of Reprimand with/without suspemgthout pay) at the
conclusion of that meeting. Alternately, the Administrator/Human Resourmssd may schedule a
separate meeting for the specific purpose of rendering the decision tetisetdemployee. At any
subsequent meeting, the licensed employee is advised to be accompanied byeprE<ahtative.

c. Corrective action may include one or a combination of the following:

1. Letter of Concern: A Letter of Concern constitutes written notice toctreskd employee that
professional indicators from the evaluation tools are not being met which mayimesiditional
corrective action up to and including non-renewal and/or dismissal. These perf@issEs may
have been identified through observation, documentation, or through interviews. The document wi
include: the licensed employee’s name; date; facts of the matter; amyugrdiscussions and
instructions with the licensed employee on the performance issues; professiaaobrs that are
not being successfully met; impact to student/school/parents; suggestiotisatiries
improvement and the actions to be taken; a reasonable period of time to correctgrerdorm
additional corrective action for failure to correct the performance issogs; statement advising
the licensed employee of the right to attach a written rebuttal (the cootenkstter of concern are
not grievable). A copy of this is to be sent to a Director of Human ResourcestebmDof
Schools, and the DCF. At the discretion of the Principal, and if referenced in theséiheiton,
the Letter of Concern may be placed in a licensed employee’s permaaémtfilman Resources.
If the licensed employee refuses or fails to sign the copy of the béiBoncern, improvement is
still required and the letter will still be placed in the licensed employsgsonnel file with an
indication that the licensed employee refused to sign it.

2. Letter of Direction: A Letter of Direction constitutes written notaéhe licensed employee that
certain types of behavior are prohibited and that future misconduct may resaoles@nious
corrective action or other discipline up to and including non-renewal and dismissal. Thedbcum
will include: the licensed employee’s name; date; facts of the behawatisit and the
investigatory conclusions (what, where, when, who); any previous discussions amndiorst with
the licensed employee on this situation; behavior/situation needing improvemexdtiting to be
taken; a reasonable period of time, if appropriate, to correct behavior; the cortssgioe failure to
correct the behavior; and a statement advising the licensed employeeightie attach a written
rebuttal (the contents of a Letter of Direction are not grievable). A coiysak to be sent to a



Director of Human Resources, the Director of Schools, and the DCF. At theidrsofeghe
Principal, and if referenced in the final evaluation, the Letter of Directeybe placed in a
licensed employee’s permanent file in Human Resources. If the licensenyeenpfuses or fails to
sign the copy of the Letter of Direction, improvement is still required andttiee véll still be

placed in the licensed employee’s personnel file with an indication that thed@temployee
refused to sign it.

3. Letter of Reprimand: A Letter of Reprimand, which is a serious consegpeovees written
notice to the licensed employee that certain types of behavior are prohratéthafuture
misconduct will result in more serious corrective action or other discipline ugltmeuding
suspension without pay, non-renewal, or dismissal. The Letter of Reprimand should thelude
same information referenced above which is contained in a Letter of Direatcopy of a Letter of
Reprimand is placed in the licensed employee’s personnel file. The licengkEyeemust be
provided with an opportunity to review the Letter of Reprimand and to sign the copyletténes
an acknowledgment of receipt. If the licensed employee refuses or fags thiasicopy of the letter,
improvement is still required and the letter will be placed in the licensed gesfdpersonnel file
with an indication that the licensed employee refused or failed to sign it.

Note: The distinction between a Letter of Concern, Letter of Dieeaind Letter of
Reprimand:

* A Letter of Reprimand is placed in the licensed employee’s personneliéecas a Letter of
Concern and Letter of Directive may be placed, at the discretion of thep@finci

* A Letter of Reprimand is usually reserved for serious or repeatadtions.

4. Suspension without Pay: In the event of egregious behavior, blatant insubordindibumeoto
correct issues addressed in a previous letter of reprimand, a licensed enmpégylee suspended
without pay as a sanction for the licensed employee’s actions or inactiorpdnod of time not to
exceed 5 licensed employee work days. A suspension will be implemented by prdweding t
licensed employee with a written decision, which may be included in the bé&®eprimand,
finding that the District, has determined that suspension of the licensed em@@ppropriate for a
specified period of time. The duration (1-5 days) of the suspension will be deteriihed a
discretion of the District in consultation with DCF based upon the severity of ieufza situation
under consideration.

Miscellaneous

1. Return to work: Administration and/or a Human Resources Director willwibelicensed employee
who returns to work after administrative leave with pay or suspension without paggiidn the
licensed employee back into the classroom to ensure high quality and continngiyudtion.

2. The failure of the Principal or his/her designee to follow any of the regemts contained in this
document does not limit the Board of Education’s right to non-renew a probationasgticemployee
or dismiss a regular status licensed employee under State Statute.



A Guide for Improved Performance and Corrective Digipline —
Classified Employees

The purpose of this document is a resource to assist supervisors in effectivatynganatters pertaining to
corrective actions and discipline. It is anticipated that this guide will bsaaurce for employees as well.

The evaluation system and procedures do not create any contract of employmepiopmemt for a definite
term. The contents of the evaluation or disciplinary letters and the procedloesdohre not grievable.
However, if an employee disagrees with the content of the evaluation/letter,Heerayg prepare a written
statement, which, if any remaining differences are not resolved betweempl@yee and the evaluator, will be
added as an attachment to the evaluation/letter, and become a part of the @mpleye

This guide does not specifically cover coaching/counseling/verbal warnihgdy ean be given at any time
without any formal procedures, or recommendations that an employee be dismissed.

The intent of this document is to help make the difficult decision that corrective &eis not resulted in the
desired improvement and a recommendation for non-renewal or dismissal if agpropria

A. Goals

3. Employees hold the key to our success in achieving the Board of Education’s EnckStisizaml
Executive Limitations.

4. To ensure quality performance by employees, the District intends evaludtdodlaw processes that
will result in prompt, reasonable, and fair resolution (good faith effort) of rmattkated to the
correction of the employee’s performance and/or misconduct.

B. Matter of Concern/Investigation

1. A matter of concern that may give rise to an employee’s correlisepline must first come to the
attention of a supervisor. Matters of concern regarding an employee mgyrbssed verbally or in
writing. A matter of concern can arise from internal and/or external issues.

Complaints Against Employees An employee’s evaluator will work with the employee to
address the concerns of a specific individual. The goal is to maintain professiati@hships

and support the employee’s performance, while remaining responsive to the community.
Complaints by an individual other than the evaluator shall not be used in the evaluatiss proce
unless the following conditions have been niéate: A complaint is not data or information
compiled or solicited by an evaluator for the purpose of investigation or evaluation.

a. When possible, the complaint should be in writing. If this is impossible, the evahaltor s
reduce the complaint to writing and paraphrase the issues as spedciicptgsible.

b. The evaluator will review the written complaint with the employee witkign () work days
and provide the employee with a copy of the written specifics.



c. The evaluator shall investigate the complaint and determine the conmplatcdnclusive,
valid, or invalid. The evaluator shall provide the employee with a written recdingiof
determination in a timely manner.

d. Records of complaints found invalid or inconclusive will be purged from the employee’s fil
Records the District reasonably believes need to be kept to protect the Dmtmigossible
litigation (i.e., sexual harassment, child abuse, reckless endangermehg feitvarded to the
appropriate Douglas County agency and/or central office department. Suas nedbnot be
used in the employee’s evaluation or included in his/her permanent files.

3. Investigations
Note: The Reasonable Suspicion section of thisefjnil If investigation includes reasonable suspiof
an employee usingr being_under the influenad a controlled substance or alcohol at a schaobio
DCSD property, see*

The District shall investigate the matter of concern to gather informafioa.investigation will
typically be conducted by the supervisor, but may be conducted by some other persatatebigthe
District. The investigation shall be concluded as expeditiously as possible.

a. Upon providing notice of the complaint as referenced above, the employee magtionede
regarding the allegation, immediately if appropriate, as part of thetigagon. The employee may
also be provided an opportunity to respond as soon as possible at a date, time and location to be
determined by the District. The employee shall cooperate with the invastigatd under no
circumstances engage in unlawful or prohibited retaliation against any ¢coampla

b. The Human Resources Director shall determine whether administrativeMéayay is necessary
to protect the interests of students, the employee, or other staff, or to conductognizigpr
investigation. It will ordinarily be deemed necessary to place the engptoypaid administrative
leave only in connection with pending investigations of serious allegations. Adatinesteave
with pay is not a punitive or corrective action, and is not an indicator that a matberemas
prejudged.

c. Ifleave is determined to be necessary, the Department of Human Resbaites

1. Give the employee the specific allegation(s) of misbehavior and thedason why the
leave is deemed necessary, when possible.

2. Provide the employee a copy of the administrative leave checkéishggpendix 1) and
review it with the employee. The employee shall sign the administraive checklist for
receipt acknowledgment purposes, and a copy of the document shall be provided to the
employee.

3. Atthe employee’s request, allow the employee the opportunity to respond teghadails
that caused the employee to be put on leave at a meeting set by the Diseietmployee
may be represented by the Union at that meeting. This meeting maydesctietion of the
Human Resources Department, be combined with the meeting referenced above.



4. The Department of Human Resources will keep the employee informed as tgtiesof
the investigation and duration of leave.

d. If administrative leave is not necessary, the supervisor and/or Human dessddapartment will
obtain relevant information and documents from appropriate sources including the emaial/e
conclude the investigation as expeditiously as possible.

f. The Human Resources Department shall review all the evidence gathered, inahydiegpamnse
provided by the employee, and preliminarily determine if corrective action emagdessary. See
below.

3. Resolution

a. Determination of No Corrective Action.
If no corrective action is deemed necessary, the District shall provide such aadi information to
the employee, as appropriate, to close out the investigation.

c. Determination for dismissal.

c. Preliminary Determination of Corrective Action.
If corrective action may be deemed necessary, the District shall ftieguidelines outlined
below.

4. Corrective Action Guidelines

a. This guide does not determine what level of discipline should be imposed or that ienjapart
progression of discipline is followed. The District or supervisor should use corractiga when an
employee has performance issues or engaged in misconduct or violated zedewt rule, Board or
site policy, or job duty, or where other good and just cause exists. Work rules andedirgiotiuld be
communicated verbally or in writing to the employee, and cannot conflict witHastrict policy, or
the terms of the Contract. Appropriate corrective action should be imposed promaptigtaleferred
until the employee evaluation process is completed.

b. Provide Notice: A Supervisor and/or Human Resources Director will inform {hleyere of the
preliminary intent to consider imposition of corrective action, and schedule anghatthich the
employee may be accompanied by a Union representative. At that meeting, temhé &as not
already occurred, the employee shall be given an opportunity to respond togaeaakeand the
investigation results, which the Supervisor/Human Resources Directohaié with the employee at
that time. If the employee fails to meet with the Supervisor and/or HumaufRes Director at the
designated date, time and location, such failure will not limit the Distright to implement corrective
action in accordance with this guide. Upon consideration of any additional informesmrise
provided by the employee at the meeting, the Administrator/Human ResoureemDshall complete
any necessary follow-up to the investigation, and then determine if corractiga will be imposed.
The Supervisor/Human Resources Director may render the decision (emnjmgion that no
corrective action is necessary, issuance of a Letter of Concern, dfetigection, or a Letter of
Reprimand with/without suspension without pay) at the conclusion of that meetingnagdtg, the
Supervisor/Human Resources Director may schedule a separate meettagsfoecific purpose of



rendering the decision to the employee. At any subsequent meeting, the enmpdyyeequest to be
accompanied by a Union representative.

c. Corrective action may include one or a combination of the following:

1. Letter of Concern: A Letter of Concern constitutes written notice to thlogee that professional

2.

indicators from the evaluation tools are not being met which may result imoadtltorrective
action up to and including dismissal. The document will include: the employee’s naeydackst
of the matter; any previous discussions and instructions with the employee on tine geck
issues; professional indicators that are not being successfully met; tmg#aetdept./co-workers;
suggestions/directives for improvement and the actions to be taken; a reasonadblefpiene to
correct performance; additional corrective action for failure to cotinegberformance issues; and a
statement advising the employee of the right to attach a written refpgt@ontents of a letter of
concern are not grievable). A copy of this is to be sent to a Director of Human ¢essoét the
discretion of the Supervisor, and if referenced in the final evaluation, the Le@enoérn may be
placed in the employee’s permanent file. If the employee refusessotofailgn the Letter of
Concern, improvement is still required and the letter will still be placed in thiogee’'s personnel
file with an indication that the employee refused to sign it.

Letter of Direction: A Letter of Direction constitutes written notecéhe employee that certain types
of behavior are prohibited and that future misconduct may result in more seri@etigeraction or
other discipline up to and including dismissal. The document will include: the emgloyeré;
date; facts of the behavior/situation and the investigatory conclusions (Wiesg,when, who); any
previous discussions and instructions with the employee on this situation; behaatofsiheeding
improvement; the actions to be taken; a reasonable period of time, if appropriatesdblusinavior;
the consequences for failure to correct the behavior; and a statement athentployee of the
right to attach a written rebuttal (the contents of a Letter of Direct®nat grievable). A copy of
this is to be sent to a Director of Human Resources. At the discretion of the Suparwisif
referenced in the final evaluation, the Letter of Direction may be placedamployee’s permanent
file. If the employee refuses or fails to sign the copy of the Lettirection, improvement is still
required and the letter will still be placed in the employee’s personnelifilean indication that the
employee refused to sign it.

Letter of Reprimand: A Letter of Reprimand, which is a serious consegpeovees written
notice to the employee that certain types of behavior are prohibited and thatfisgcwaduct will
result in more serious corrective action or other discipline up to and including suspetisart wi
pay or dismissal. The Letter of Reprimand should include the same informagoenesfd above
which is contained in a Letter of Direction. A copy of a Letter of Reprihnaiplaced in the
employee’s personnel file. The employee must be provided with an opportunity to revieetter
of Reprimand and to sign the copy of the letter as an acknowledgment of rectiptertiployee
refuses or fails to sign the copy of the letter, improvement is still rebaire the letter will be
placed in the employee’s personnel file with an indication that the empldyseder failed to sign
it.
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Note: The distinction between a Letter of Concern, Letter of Direatide_etter of
Reprimand:

* A Letter of Reprimand is placed in the employee’s personnel file wharkater of
Concern and Letter of Directive may be placed, at the discretion of the Supamitser
supervisor’'s working file.

* A Letter of Reprimand is usually reserved for serious or repeatedtions.

4. Suspension without Pay: In the event of egregious behavior, blatant insubordindibumeoto
correct issues addressed in a previous letter of reprimand, an employee msyyelneled without
pay as a sanction for the employee’s actions or inaction, for a period of tinteexaeed 5 work
days. A suspension will be implemented by providing the employee with a writisiodewhich
may be included in the Letter of Reprimand, finding that the District, hasrideésl that suspension
of the employee is appropriate for a specified period of time. The duration (E5odfidye
suspension will be determined at the discretion of the based upon the severity of th&aparti
situation under consideration.

Miscellaneous
1. Return to work: The Supervisor and/or a Human Resources Director will itteetwployee who
returns to work after administrative leave with pay or suspension without pagpgitrathe employee

back into his/her position to ensure high quality and continuity of performance.

2. The failure of the Supervisor or his/her designee to follow any of the reqotsecoatained in this
document does not limit the District’s right to dismiss an employee.

11



Letter of Concern Template — Licensed Employee

To be personally delivered to licensed employee
Date:

Re: Professional Performance Concern

Dear (licensed employee’s name)

Facts of the matter:
(describe performance concerns)

Previous discussions, and instructions with the lensed employee, if any, on these performance congsr
(list conversations, emails, meetings, etc. and)dat

Professional Indicators that are not being succeasfy met:
(list specific indicators from evaluation tools)

Impact to student/school/parents:
(student learning, classroom management, commuumm;atlationships, leadership, etc.)

Suggestions/directives for improvement and action® be taken:
(describe recommended action to improve performandesuggest resources)

Reasonable period of time to improve performance:
(date by which performance must be improved anthswesl)

Additional corrective action for failure to improve performance:
(future corrective actions)

Statement advising the licensed employee of the hgto attach a written explanation

A copy of this letter may be placed in your persaifite at the end of this evaluation proce3sie contents of the Letter of Concern
and the procedures followed are not grievable. &l@r, if an employee disagrees with the conteth®ietter, he or she may
prepare a written statement, which, if any remajrdifferences are not resolved between the emplagdehe evaluator, will be
added as an attachment to the evaluation, and keeaqrart of the employee’s file. If you refusdailto sign the copy of the letter, a
copy of the letter may be placed in your persofiteelvith an indication that you refused or failedsign the letter.

With this letter, | am giving you an opportunityitoprove your performance.
Cordially,

Principal: Date:

I have had an opportunity to review this lettecohfcern, receive a copy and, if applicable, proaderitten rebuttal.

Licensed employee: Date:

C:

Director of Schools

Director of Human Resources
Douglas County Federation
Principal’'s working file
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Letter of Concern Sample — Licensed Employee

DATE: October 1, 2008
TO: Licensed Employee
RE: Professional Performance Concern

The purpose of this letter is to communicate witki yny continuing and growing concerns with yourfpenance as a third grade
teacher. Based on my two observations in youssobasn this Fall, | have concerns regarding thefaithg performance issues:
1. Clear objectives shared with students so they kitr@ipurpose of the lessons/activities;
2. Student movement limited and off-task behavior geabquickly;
3. Afocus on quality work with exemplars availablestadents so they know what ‘good’ looks like;
4. Student accountability for producing quality work;
5. Focused and differentiated assignments for indadislu

As you know, strategies focused on these topice baen discussed at staff meetings and school-explectations in these areas are
clear. Additionally, we discussed my concernsraftaur formal observations (9/10/08, 9/25/08).Isbaprovided you with informal
coaching around these concerns early in September.

The performance concerns that need to be addrasseidnproved are specifically related to the follogvprofessional indicators in
the Summative Evaluation Tool:
1.2 Demonstrates instructional practices that meetvitiial student learning needs.
1.6 Creates a learning environment which providesients opportunities to be responsible citizendefmed by the Board of
Education End Statement (leadership, student oviigrsvolvement and participation).
3.2 Continuously learns about and develops knovdedgontent and pedagogy.
3.3 Implements new understandings to improve ingtmal programming.
4.1 Communicates expectations for student learaimdybehavior.
5.2 Creates a positive learning environment chaggazed by effective management of student behavioe. environment
requires positive interactions and uses as its franork the Douglas County Student Code of Conduteapectations of
responsible citizenship as defined by the Boarfdfcation End Statement.
5.3 Creates a learning environment characterize@ffgctive and efficient process management stiegdg.g., procedures,
instructional groups, transition materials and slipp).

Our primary mission at Success Elementary Schdmliging students reaching their full potentiabtigh academic growth and
achievement. When teaching objectives are uneledustudents are allowed to be off task, and aliotegoroduce less than quality
work, student growth and achievement are negativabacted.

As a teacher in Douglas County, you are expectethéav steady and visible growth in implementing programs and instructional
practices. A focused and engaging learning eniemt needs to be observable daily. Routines apdatations need to be taught
and reinforced. Lessons need to be developeddabpond to the needs of the students — both acadiyrand behaviorally.
Students need to be held accountable for produpiatjty work in a timely manner.

Before the Winter Break, | will be observing yowseal more times and would expect to see improvesremd growth in the above
areas of concern (student engagement, clear, mftpasstruction, and quality student-produced Worksuggest that you work
closely with the Building Resource Teacher andAksistant Principal (former third grade teache amplement their suggested
strategies. | will also be willing to provide yatith the resources to attend a workshop that whalgd you develop better classroom
management strategies.

This Letter of Concern will be placed in your schpersonnel file and is not grievable. Failureleamonstrate significant
improvement may result in an unsatisfactory maryaur mid-year and/or final evaluations. Othelitd may include non-renewal
of your probationary teaching contract or placenmmProfession Improvement Plan (regular statug)onl

With this letter, | am giving you an opportunityitoprove your performance.
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Cordially,
Principal

Employee’s Signature/Date
(Employee’s signature indicates the employee had asd understands but does not necessarily agastigreement with the

contents of this letter. The employee further ustdads his/her contractual right to file a redutiahis letter within five working

days of its receipt.)

Principal’'s Signature/Date

C: Director of Schools
Director of Human Resources
Douglas County Federation
Principal’s working file

14



Letter of Direction Template - Licensed Employee

To be personally delivered to licensed employee
Date:

Re: Professional Performance Concern

Dear: (licensed employee’s name)

Facts of the situation and investigatory conclusios(what, where, when, who)
(describe details of the violation)

Previous discussions and instructions with the ligessed employee, if any, on this situation, and daten which licensed employee
was provided an opportunity to respond to the alleation/complaint:
(list situation, date)

Rules/Policies/Procedures/Norms violated:
(give general statement of what rule, law, boardabiool policy, Principal directives, lack of pregéonal behavior etc. that was
violated)

Impact to student/staff/parents/organization:
(culture, student learning, classroom managementpwunication, relationships, leadership, etc.)

Suggestions/directives for immediate improvemenbehavior and conduct and actions to be taken:
(describe recommended action to correct behavidrarommend resources)
You will not (repeat what rule, policy, professibbahavior needs to be followed in the future)

Time to correct behavior
(provide date by which behavior must comply with thork rule, etc.)
There will be no further violations of (whatever)

Conseguences for failure to correct the behavior:
Failure to comply with this letter of direction megsult in further disciplinary action, includinggsible non-renewal or dismissal
recommendation.

Statement advising the licensed employee of the hgto attach a written explanation

A copy of this letter may be placed in your persaifite at the end of this evaluation proce3sie contents of the Letter of Direction
and the procedures followed are not grievable. &l@r, if an employee disagrees with the conteth®ietter, he or she may
prepare a written statement, which, if any remajrdifferences are not resolved between the emplagdehe evaluator, will be
added as an attachment to the evaluation, and keeaqgrart of the employee’s file. If you refusdailto sign the copy of the letter, a
copy of the letter may be placed in your persofiteelvith an indication that you refused or failedsign the letter.

With this letter, | am giving you an opportunitydorrect your behavior.
Cordially,

Principal: Date:

| have had an opportunity to review this lettedwéction, receive a copy and, if applicable, pdeva written rebuttal.

Licensed employee: Date:

C:

Director of Schools

Director of Human Resources
Douglas County Federation
Principal’'s working file

15



L etter of Direction Sample - Licensed Employee

DATE: October 1, 2008
TO: Licensed Employee
RE: Professional Performance Concern

This letter summarizes our meeting on Septembe2@83 in which | provided you clear directives ardisome significant and
persistent performance and behavior concerns riggacdllaboration and fulfillment of your professi responsibilities. As you
know, we have met on three previous occasionsytas specifically to discuss similar issues (8/8583/08, 9/10/08). In all three
of these meetings, you stated that the issuesstisduvere not your responsibility, but rather tsponsibility of others.

During our meeting on September 28, we discussestaleconcerning incidents. Behaviors such asgtligscribed below, seem to
be increasing in terms of frequency and severityame impacting your working relationship with athend the instructional
programming for your special education students.

Collaboration:
As documented in your own e-mail, you called irkdw avoid a meeting with your team that was inezhtb address team
concerns around collaboration.
You refused to meet with the school psychologistéok through her concerns about your professioglationship, so t
hat student services would not be negatively irtgzhc
You have not met on a regular basis with classrteanhers to determine student progress and co#libeisupport for
special education students.

Fulfilling Professional Responsibilities:
You have not taken ownership for case managemsponsibilities for all students for which you aesponsible as case
manager, including one student with significantdsee
You have not proactively planned to ensure covefagstudents on your caseload.
You have not demonstrated solution-oriented thiglkind in some cases made no attempt to develofiosEwhen trying
to figure out coverage for students you are resptmfor.
You have not provided regular support to severatisp education students for whom you are respémsib
You did not directly answer a question posed to lypyour supervisor, and responded in a mannemhatunprofessional
when asked again for a response.
You did not report to a before school meeting thas scheduled between a long-term substitute ctieo$ psychologist,
and you. The purpose of this meeting was to dsetrategies and support for a student that wasrexqeing great
difficulties in class with behavior.
You did not respond in a timely manner to sevezgliests made by staff members to provide a wrsitbedule of support
for a high-needs student at a time when the studastexperiencing significant behavior issues a3l

Your behaviors and lack of diligence in fulfillingour professional responsibilities are not in atigmt with the district expectation
for your job responsibility and the professionaligators, specifically:

2.4 Demonstrates high standards of professionaabi®r and responsible citizenship including trdstnesty, fairness,
mutual respect, ethical decision-making, and caitihinking.

5.3 Manages time effectively to complete rotes r@sponsibilities (IEP meetings and paperworknagement of
paraprofessionals, collaboration with other prafesals, communication with families, direct instiion with
students).

I informed you that your actions had a negativedotn both the adults you work with and your shislewhose adequate growth is
dependent on how effectively you manage their spheciucation support plan. Additionally, your laafifollow-through on your
professional responsibilities and your difficultedlaborating with members of your team is negdsivmpacting the entire culture
of your department.

During the conference, | directed you to do théofeing:

1) Promote and demonstrate positive collaboration t@mmates, classroom teachers, educational adsjstdministrators,
and other individuals who work with you to suppyotr special education students.
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2) Attend all meetings for which administration, teaates, regular education teachers, and other ingsdvho you work
with directly to support your special educationdgtmts request your presence.

3) Proactively plan for coverage of all special ediacastudents for whom you are responsible. Thituites students you case
manage, as well as students you are “covering”endnileammate is off track.

4) Demonstrate solution oriented thinking in your conmication to others.

5) Meet regularly with regular education teacherdfier purpose of collaboration to plan the instruzigrogram for your
special education students.

6) Maintain a regular schedule of support for in-clsggport for your special education students.

This Letter of Direction will remain in your persugl file through the 2009-10 evaluation cycle amdat grievable. Failure to
comply with these directives immediately will resinl additional disciplinary action, up to and inding a formal Letter of
Reprimand in your permanent personnel file, an tisisatory Evaluation, placement on Professiongrorement Plan, and/or
recommendation for dismissal to the SuperintendéBthools.

Sincerely,
Principal

Employee’s Signature/Date

(Employee’s signature indicates the employee had aed understands but does not necessarily agasiigreement with the
contents of this letter. The employee further usdads his/her contractual right to file a reduticthis letter within five working
days of its receipt.)

Principal’'s Signature/Date

C: Director of Schools
Director of Human Resources
Douglas County Federation
Principal’s working file
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Letter of Reprimand Template — Licensed Employee

To be personally delivered to licensed employee
Date:

Re: Professional Performance Concern

Dear: (licensed employee’s name)

Facts of the situation and investigatory conclusiom(what, where, when, who)
(describe details of the violation)

Previous discussions and instructions with the licesed employee, if any, on this situation, and daten which licensed employee
was provided an opportunity to respond to the allegtion/complaint:
(list situation, date)

Rules/Policies/Procedures/Norms violated:
(give general statement of what rule, law, boardabrool policy, Principal directives, lack of pregéonal behavior etc. that was
violated)

Impact to student/staff/parents/organization:
(culture, student learning, classroom managementpwunication, relationships, leadership, etc.)

Suggestions/directives for immediate improvemenbehavior and conduct and actions to be taken:
(describe recommended action to correct behavidrecommend resources)
You will not (repeat what rule, policy, professibbahavior needs to be followed in the future)

Time to correct behavior
(provide date by which behavior must comply with thork rule, etc.)
There will be no further violations of (whatever)

Conseguences for failure to correct the behavior:
Failure to comply with this letter of reprimand magult in further disciplinary action, includinggsible non-renewal or dismissal
recommendation.

Statement advising the licensed employee of the hgto attach a written explanation

A copy of this letter will be placed in your pers@hfile at the end of this evaluation proce$$e contents of the Letter of
Reprimand and the procedures followed are not ghilev However, if an employee disagrees with tr@ent of the Letter, he or she
may prepare a written statement, which, if any ieing differences are not resolved between the ey and the evaluator, will be
added as an attachment to the evaluation, and keeaqrart of the employee’s file. If you refusdairto sign the copy of the letter, a
copy of the letter will be placed in your personfilel with an indication that you refused or failexsign the letter.

With this letter, | am giving you an opportunitydorrect your behavior.

Cordially,

Principal: Date:

| have had an opportunity to review this letteregrimand, receive a copy and, if applicable, pitewa written rebuttal.

Licensed employee: Date:

C:

Director of Schools

Director of Human Resources
Douglas County Federation
Principal’'s working file
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Letter of Reprimand Sample — Licensed Employee

DATE: November 7, 2008
TO: Licensed Employee
RE: Professional Performance Concern

On November 4, 2008 it was brought to the attertiollr. Principal, that on the previous day andriare than one of your
geography classes, you repeatedly used an inapgi®pgesture, generally referred tdflggping someone aff At the same time this
was being reported, students also disclosed thigithe week of October 20, you had repeatedlyl asderogatory racial term in the
same classes.

When | interviewed you on November 5, you did netylthat you hatflipped-off” either class nor repeatedly used the derogatory
racial term in the same classes at an earlier d&fteen | asked you why you would repeatedly makeisgersally offensive gesture to
your students, you indicated it was a means ofihglthem understand nonverbal communication inratbtures. When | asked
why you chose to use a racially charged and comilpla@iappropriate term as part of your geograplsyruction, you indicated you

did it to support proper pronunciation of termslikiger, Nigeria, and the Niger River, and that pelieved it would promote
greater cultural awareness and tolerance. Indsgarboth issues, you said this was a regulargaur teaching practice when
studying geography and that you believed it a gbody if it generated conversation and awarenesmarmtudents.

Regardless of your rationalization or justificatitime repeated use of an obscene gesture andeafw asvholly inappropriate racial
slur in front of your students is unprofessional amacceptable. Furthermore, your behavior oretbesasions was in complete
contradiction to the school and District's expdotas as established in the District’s Teacher Eatabm tools that instruction be
consistent with District approved curriculum, ahdttteachers maintain a healthy learning envirorrier respects the dignity of all
students. In addition, by your actions, you failedbe a positive role model for your students bydestrating and reinforcing
appropriate behavior. Finally, this entire matteriously calls into question your ability to exeecreasonable and sound professional
judgment.

As a result of these incidents, your year-end atan will be marked “Unsatisfactory” based on yéaiture on the following DCSD
expectations and professional indicators:
1.1 Demonstrates knowledge of content area and DESR articulated curriculum.
1.5 Matches appropriate resources with instructiomr@ctices to enhance student learning.
1.6 Creates a learning environment which providesients opportunities to be responsible citizendefmed by the Board of
Education End Statement (leadership, student ovkiigrsvolvement and participation).
2.2 Follows applicable school, district, state dederal policies, procedures, and laws, includingED Core Values
and Behavior Expectations.
2.3 Demonstrates high standards of professionahbiein and responsible citizenship including trusbnesty, fairness,
integrity, mutual respect, ethical decision makiagg critical thinking.
5.2 Creates a positive learning environment chaggzed by effective management of student behavioe. environment
requires positive interactions and uses as its &amrk the Douglas County Student Code of Conduteapectations of
responsible citizenship as defined by the Boaridbfcation End Statement.

In addition, | am directing you to use any inappiaie or obscene gestures or racially offensivegesis part of your instruction or
otherwise in the presence of students. Be awailard to comply with this directive will be tredtas an act of insubordination and
result in appropriate disciplinary action up to amcluding suspension without pay and/or a recondgagan to the Superintendent of
Schools to initiate dismissal proceedings to teat@ryour employment with Douglas County Schools.

This Letter of Reprimand will be placed in your trahoffice personnel file as a record of this reatind the action taken by the

District on this occasion. The contents of thiteleare not grievable. If you have any questigiasnot hesitate to contact me in the
Department of Human Resources.
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Sincerely,
Director of Human Resources

Employee’s Signature/Date

(Employee’s signature indicates the employee had aed understands but does not necessarily agasiigreement with the
contents of this letter. The employee further ustdads his/her contractual right to file a reduticthis letter within five working
days of its receipt.)

Director of Human Resources’ Signature/Date

C: Director of Schools
Director of Human Resources
Douglas County Federation
Principal’s working file
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Letter of Concern Template — Support Staff Employee

To be personally delivered to employee
Date:

Re: Professional Performance Concern
Dear (employee’s name)

Facts of the matter:
(describe performance concerns)

Previous discussions, and instructions with the enhpyee, if any, on these performance concerns:
(list conversations, emails, meetings, etc. and)dat

Professional Indicators that are not being succeasfy met:
(list specific indicators from evaluation tool, Dist/Dept. Behavior Expectations, etc. )

Impact to dept./site/staff:
(productivity, relationships, etc.)

Suggestions/directives for improvement and action® be taken:
(describe recommended action to improve performandesuggest resources)

Reasonable period of time to improve performance:
(include periodic meetings to review progress)

Additional corrective action for failure to improve performance:
(future corrective actions)

Statement advising the employee of the right to ath a written explanation

A copy of this letter may be placed in your persaifibe. The contents of the Letter of Concern and the mhoxs followed are not
grievable. However, if an employee disagrees tighcontent of the Letter, he or she may prepavetten statement, which will
become a part of the employee’s file. If you refos fail to sign the copy of the letter, a copyttued letter may be placed in your
personnel file with an indication that you refusedailed to sign the letter.

With this letter, | am giving you an opportunityitoprove your performance.

Cordially,

Building Administrator: Date:

| have had an opportunity to review this lettecohfcern, receive a copy and, if applicable, proaderitten rebuttal.

Employee: Date:

Cc: Director of Human Resources
DCFCE Office
Evaluator’s working file

21



Letter of Direction Template — Support Staff Employee

To be personally delivered to employee
Date:

Re: Professional Performance Concern
Dear: (employee’s name)

Facts of the situation and investigatory conclusias(what, where, when, who)
(describe details of the violation)

Previous discussions and instructions with the emplee, if any, on this situation, and date on whicemployee was provided an
opportunity to respond to the allegation/complaint:
(list situation, date)

Rules/Policies/Procedures/Norms violated:
(give general statement of what rule, law, boardept. policy, directives, lack of professional &@elor etc. that was violated)

Impact to dept./site/staff:
(productivity, relationships, etc.)

Suggestions/directives for immediate improvemenbehavior and conduct and actions to be taken:
(describe recommended action to correct behavidrecommend resources)
You will not (repeat what rule, policy, professibbahavior needs to be followed in the future)

Time to correct behavior
(provide date by which behavior must comply with thork rule, etc.)
There will be no further violations of (whatever)

Conseguences for failure to correct the behavior:
Failure to comply with this letter of direction megsult in further disciplinary action, up to ameluding dismissal.

Statement advising the employee of the right to ath a written explanation

A copy of this letter may be placed in your persaifibe at the end of this evaluation proce3sie contents of the Letter of Direction
and the procedures followed are not grievable. &l@r, if an employee disagrees with the conteth®i etter, he or she may
prepare a written statement, which, if any remajrdifferences are not resolved between the emplagdehe evaluator, will be
added as an attachment to the evaluation, and keeaqrart of the employee’s file. If you refusdailto sign the copy of the letter, a
copy of the letter may be placed in your persofiteelvith an indication that you refused or failedsign the letter.

With this letter, | am giving you an opportunitydorrect your behavior.
Cordially,

Building Administrator: Date:

| have had an opportunity to review this lettedwéction, receive a copy and, if applicable, pdeva written rebuttal.

Employee: Date:

Cc: Director of Human Resources
DCFCE Office
Evaluator’s working file
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Letter of Reprimand Template — Support Staff Employee

To be personally delivered to employee
Date:

Re: Professional Performance Concern
Dear: (employee’s name)

Facts of the situation and investigatory conclusiom(what, where, when, who)
(describe details of the violation)

Previous discussions and instructions with the empVlee, if any, on this situation, and date on whiclicensed employee was
provided an opportunity to respond to the allegatio/complaint:
(list situation, date)

Rules/Policies/Procedures/Norms violated:
(give general statement of what rule, law, boardabool policy, Principal directives, lack of pregéonal behavior etc. that was
violated)

Impact to student/staff/parents/organization:
(culture, student learning, classroom managementpwunication, relationships, leadership, etc.)

Suggestions/directives for immediate improvement diehavior and conduct and actions to be taken:
(describe recommended action to correct behavidrecommend resources)
You will not (repeat what rule, policy, professibbahavior needs to be followed in the future)

Time to correct behavior
(provide date by which behavior must comply with thork rule, etc.)
There will be no further violations of (whatever)

Conseguences for failure to correct the behavior:
Failure to comply with this letter of reprimand magult in further disciplinary action, includinggsible non-renewal or dismissal
recommendation.

Statement advising the employee of the right to ath a written explanation

A copy of this letter may be placed in your persgriite at the end of this evaluation proce3$e contents of the Letter of
Reprimand and the procedures followed are not ghilev However, if an employee disagrees with trgent of the Letter, he or she
may prepare a written statement, which, if any ieing differences are not resolved between the ey and the evaluator, will be
added as an attachment to the evaluation, and keeaqrart of the employee’s file. If you refusdairto sign the copy of the letter, a
copy of the letter may be placed in your persofiteelvith an indication that you refused or failedsign the letter.

With this letter, | am giving you an opportunitydorrect your behavior.
Cordially,

Building Administrator: Date:

| have had an opportunity to review this letteregrimand, receive a copy and, if applicable, ptewa written rebuttal.

Employee: Date:

Cc: Director of Human Resources
DCFCE Office
Evaluator’s working file
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Administrative Leave with Pay Checklist - Licensed

Name of Licensed Employee: Date:

You are being placed on administrative leave with pay for the purpose oivestigation of which an
Administrator/Human Resources Director has apprised you. This leaptddisciplinary action and no allegations
have been substantiated at this time. The following information isdatkto outline your rights and responsibilities
while on leave.

In order to maintain the integrity of the investigation process well as maintain necessary confidentiality, you are
instructed to adhere to the following:

You are directed to:
Leave all keys and keycards with your Administraioman Resources Director
Leave a hard copy of your lesson plans for thiefohg 5 school days at the school office, inclyfatass
rosters, seating charts, grade books, and all studeords and data in your possession
These lesson plans may be faxed or e-mailed tedheol office, if necessary, no later than 5:00. dh&
morning of the first day of your administrative \ea

For security purposes, access to the following wille temporarily suspended during the administrativdeave period:
All District servers
E-mail
Voicemail

During this leave, you will not have access to schbor school grounds unless specified otherwise los:
By appointment
At certain times:
Other:

During your administrative leave:
A District investigator may be contacting you amai are directed to cooperate in this investigation
You are required to be available during regulaosthours for such an appointment or a return-tokwo
meeting

You may not contact any students, parents, or pasanvolved with the school or school districtept
for Principal, Human Resources, and DCF office

District personnel assigned to conduct the ingasittn will gather all necessary information

You will be informed of the results of the invegstiion at a meeting

You may, but are not required to, remove persoffiates from the school premises under the supenvisi
of staff designated by the Administrator/Human Reses Director or by calling the Principal’s offitte
make an appointment

Should you be contacted by co-workers or other DG&Iif, please tell them you are not able to speak
about the events and/or circumstances surroundiagnvestigation

Your Administrative Leave is indefinite pending the outcome of thvestigation. At that time you will be contacted
and a meeting will be scheduled to discuss the investigation findanys resulting next steps. If you have any
concerns or questions, please feel free to contact me at 303-387-0100.

Please sign and date this form below to indicate your receipt of it and youraarephith the requirements.

Licensed Employee: Date:

Administrator/Human Resources Director: Date:
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Administrative Leave with Pay Checklist — Classifi@l

Name of Employee: Date:

You are being placed on administrative leave with pay for the purpose iofvestigation of which a Supervisor/Human
Resources Director has apprised you. This leave is not a discipliniary aad no allegations have been substantiated at
this time. The following information is intended to outline your rights asgansibilities while on leave.

In order to maintain the integrity of the investigation process well as maintain necessary confidentiality, you are
instructed to adhere to the following:

You are directed to:
Leave all keys and keycards with your Supervisomidn Resources Director

For security purposes, access to the following wille temporarily suspended during the administrativdeave period:
All District servers
E-mail
Voicemail

During this leave, you will not have access to schbor school grounds unless specified otherwise los¥:
By appointment

At certain times:

Other:;

During your administrative leave:
A District investigator may be contacting you amai are directed to cooperate in this investigation

You are required to be available during regularkamours for such an appointment or a return-tokwoeeting

You may not contact any students, parents, ooper involved with the school or school distrigtept for the
Building Administrator, your immediate supervisbiyman Resources, and the Union.

District personnel assigned to conduct the ingasibn will gather all necessary information

You will be informed of the results of the invegtiion at a meeting

You may, but are not required to, remove perseffatts from the school premises under the supernvisf staff
designated by the Building Administrator, Supergisgéuman Resources Director or his/her designee.

Should you be contacted by co-workers or other DG&/ff, please tell them you are not able to spdmiut the
events and/or circumstances surrounding this ifgeghn

Your Administrative Leave is indefinite pending the outcome o thvestigation. At that time you will be contacted
and a meeting will be scheduled to discuss the investigation findanys resulting next steps.

Please sign and date this form below to indicate your receipt of it and youraacephith the requirements.

Employee: Date:

Building Administrator/Supervisor/HR Director: Date:
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Reasonable Suspicion - Classified/Certified Controlled Subg#sicoaol
Testing Protocol

Introduction and Purpose

The intent of this policy is to enhance and protect the health, safety and welfardeots and employees of
the District; to help assure compliance with the School District's Dregy Workplace Policy (Policy GBEC);
and to provide objective information to aid the District when considering disciplinepddgees who violate
the District's drug and alcohol policies. This Reasonable Suspicion Employeellédréubstance/Alcohol
Testing Protocol applies to all employees who are not subject to controlled salastdraicohol testing under
Policies EEAEAA, EEAEAA-R, and EEAEAB, located on the District website.

Alcohol-Related Prohibited Conduct

The following conduct involving alcohol is prohibited:

1. Reporting for or remaining on duty while having an alcohol concentration of 0.02atergre

2. Possess alcohol while on duty. This includes medication, either prescribed or “ever-the
counter,” that contains alcohol.

3. Use of Alcohol while ready to perform job duties. Alcohol use means the consumption of an

beverage, mixture or preparation, including medication that contains alcohol.
Controlled Substance-Related Prohibited Conduct
The following conduct involving controlled substance is prohibited as defined in Polick A&R:

1. Reporting for or remaining on duty, when the employee subject to this policy hasiysed a
controlled substance, unless the medical exception applies. An employee whoardeslact
substance pursuant to the instructions of a physician who has advised the empldiiee that
substance, as prescribed, will not adversely affect the employeetg sbperform the assigned
duties of his/her job will not be considered to have violated this prohibition if the eragiage
used the controlled substance in no greater amount than that prescribed by tharphysici

2. Reporting for or remaining on duty where the employee has tested positive foledntr
substances.

Reasonable Suspicion Testing

An employee must submit to an alcohol or controlled substance test upon reasonable shapitien t
employee has engaged in prohibited conduct under this policy or policy GBCE.

The District will provide transportation to and from the testing site to gll@yaes required to take a
reasonable suspicion controlled substance or alcohol test.

Note: This procedure will be conducted by a person trained to detect reasonablerssgpations.
Reasonable suspicion must be based upon specific, contemporaneous, articulableaitsseovaterning the
employee's appearance, behavior, speech, or body odor. Indicators may includewiregtolslowed or
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slurred speech, impaired visual tracking, dilated or constricted pupils, profeagrgyyimpaired coordination,
dizziness, odor of alcohol or marijuana, slow reaction time, vomiting, or a report of caloglool use or
possession from a reliable and credible source.

Reasonable suspicion may also be based upon inappropriate or erratic behaviorwdrhte asignificant
deterioration in work performance, or information that an employee has causedutedtio or been involved
in an accident while at work, accompanied by other observable behaviors whithreagpnably be suspected
to relate to drug or alcohol use.

Observations relating to reasonable suspicion must be made during or just premgdstcafter the period of

the work day the employee is required to be in compliance with District patene®rning alcohol and drug
use or possession.

Refusals to Submit to Testing

It is prohibited conduct to refuse to submit to a controlled substance or alcohoyjtestd-@inder this policy. A
refusal to submit, considered grounds for termination is defined as follows:

1. Failure to provide adequate breath for alcohol testing without a valid medicah&ixph after
the employee has received notice of the requirement of a breath test in accotaricis
policy; or

2. Failure to provide adequate urine for a controlled substance test without enedical

explanation after the employee has received notification of the requiresneminke testing in
accordance with this policy.

3. Engaging in conduct that clearly obstructs the testing process.

Administrative Steps

If there is reasonable suspicion that an employee has consumed alcohol or usddatsotrslances in
violation of District policy, the employee’s direct supervisor is responsdslimmediately notifying Human
Resources or the Testing Liaison to initiate an investigation and steps totbesseiety and well being of
students and the employee.

When an employee is suspected of being under the influence of alcohol or a controllucsultis¢ following
steps should be followed:

1) Make contact with the employee to informally confirm or invalidate the siospi

2) Look for visible signs indicating intoxication including:
a. Unusual or erratic behavior (aggressiveness, agitation, disorientation, etc.).
b. Speech (slurred, excessively rapid delivery, rambling or nonsensical, etc.).
c. Appearance (red eyes, dilated pupils, disheveled hair or clothing, etc.).
d. Body odors (alcohol, chemicals, etc.).
3) Make arrangements to cover the employee’s duties/responsibilitigafassit as necessary.
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4) Contact Human Resources and District Security to notify them of your suspiciarssdcamcerns,
determine next steps, and/or request assistance.

5) If you believe you have reasonable suspicion, invite the employee into a confidpatia) an office or
conference room, and inform the employee of your suspicion and that District pescooitning to the
site.

6) Keep the employee isolated in the conference room or office. Remain with pheyeeuntil District
Security arrives to administer a preliminary breath test. In the gweemployee were to insist on
leaving the premises or refuses to wait to be tested, inform the emplopecafdawing:

a. They have signed a Drug-Free Workplace Agreement and the test is a conditiqricyiheamt.

b. Refusal to submit to the test or an effort to leave will be treated as insubandiaati may
result in a recommendation for termination.

c. Any effort to access a vehicle will be reported to law enforcement.

7) District Security will administer a preliminary breath test. In thenéthe breathalyzer indicates a
positive result, Security will transport the employee to a third-partngeagency to administer a
second test.

8) If the test results are negative, the employee will be released to go haime femainder of the day
with no loss of pay.

General testing procedures will be those described in Policy EEAEAA-R.
Disciplinary Procedures

Where an employee has an alcohol test result of greater than 0.02, but less than 0.@oyee entl be
removed from their duties for 24 hours unpaid; however, sick leave may be used if avadaoiehél action
will be taken against the employee based upon this information alone. More seriglséjsg to and
including dismissal may be imposed for subsequent violations.

Where an employee has a confirmed alcohol test result of greater than 0.04 orrifesxigousitive test result
for controlled substance use, the employee shall be removed from his/her positiediately. More serious
discipline, up to and including dismissal may be imposed for subsequent violations.

An employee who refuses to be tested for alcohol or controlled substances as defindueuiitehibited
Conduct" above will also be dismissed from his or her employment with the District

Confidentiality

All records maintained by the District pursuant to this policy are strictly configleEmployee information
contained in these records may not be released except as permitted or required by law.
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Investigation Steps

Interview complainant

If supervisor is not the accused, keep supervisor informed through the investigation.
Decide if employee should be placed on paid administrative leave or tempmemyignment
Interview all known witnesses witfhand knowledge

Interview accused

Conduct any follow-up interviews or interviews for additional witnesses

Type investigation summary report, include:
a. Original interview notes (Don’t throw away your original hand-written ndtgsu type the
notes.)
b. Statements from parties involved
c. Other documents submitted to support the investigation

Type letter to complainant and accused informing them of the conclusion of the inv@stidla
letter gives directives to one or both of the parties, add the letter in the eeiplpgrsonnel file.

File report
a. Potential criminal investigation — file in HR’s confidential investigatfile.
b. Other investigations — keep in your investigation file.

Basic Interview Questions:

What happened? What were the circumstances that lead to the event?
Who was involved?

When did the incident happen?

Where did the incident occur?

Is there any evidence to corroborate your story?

Do you have any other information that may help resolve this issue?
Would there be anyone else that may have information about this issue?

Information Shared with all Parties:

Explain purpose of the interview

HR will limit the disclosure of information to those with a legitimate need to kn@e careful
not to guarantee absolute confidentiality)

Assure the individual the District does not permit retaliation for raisingianiate concern.
Ask individual to either write his/her side of the story or confirm your notes witinatsre.
Instruct employee not to discuss the situation with other employees.
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Investigation Protocol

Suspicion of Drug/Alcohol Use

The site contacts Security immediately. After contacting Secuotytact Human Resources.
Do not let the employee leave the premises.
Security will talk with the employee and take the lead on the situation, deiegrthe need to test the
employee
o If the employee tests positive,
Security will contact the site administrator* and Human Resources
*School — Principal or Asst. Principal
*Support Services — Director of the Department
Security will inform employee he/she is being placed on administrative lea
Security will take employee home or contact responsible party to takemfileyee
home.
o If the employee refuses drug/alcohol test,
Security will contact site administrator and HR
Security will inform employee he/she is being placed on administrative.lea
Security will take employee home or contact responsibility to take thiogegphome
HR will dismiss employee for refusing to test based on Board Policy EEAERA
which states,
“All employees subject to this policy must submit to an alcohol or
controlled substance test when the District has reasonable suspicion to
believe that the employee has engaged in prohibited conduct as defined in
this policy.” and
“An employee who refuses to be tested for alcohol or controlled substances
as defined under the “Prohibited Conduct” above will also be dismissed
from his or her employment with the District.”

Criminal Investigation

Site or Human Resources will contact Security

Security takes the lead on the investigation. Employees should not impede thgativast

If outside agencies are necessary, security will make the contact (tindesms emergency)
DCF, DCFCE and ATU members have the right to union representation during theget@sti
meeting.

Security will provide Human Resources with an investigation report in a timatyer.

Human Resources will communicate findings to site administrator and determirstaes.
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DCSD Behavior Expectations

Work Habits/Time Management
Students, staff, parents and community will develop
and use productive work habits,

Indicators:
» Complete work to the best of their
ability.
»  Strive for excellence in all their work.
+# Honor time commitments.
# Arrive at school prepared to work.
»  Work cooperatively with others and

independently when appropriate.
# Persevere even when tasks are
difficult.

School Climate

Students, staff, pavents and community will behave
in a manner which fosters a posivive school
envirenment.

Indicators:
# Participate actively in the learning
process.
+» Encourage parent and community
involvement.

» State expectations clearly.

# Show sensitivity toward others.

» Use courteous and polite language and
behavior.

» Exercise self discipline.

» Follow school and district rules.

Dress
Students, staff, parvents and community will dress
appropriarely for the school environment.
Indicators:
» Dress in a clean, neat and safe manner.
# Dress in a manner that is non-demeaning
to self or others.
# Dress in a manner that promotes practices
that are consistent with district policies.
» Dress in a manner which is conducive to
the activity in which engaged.

Physical and Emotional Safety
Students, staff, parents and community will
p.!'omorf, create G’HJ}I }.'I'LLI"?‘HG!'H an em-'e'romnenrﬁ'ee
from physical and emotional harm.
Indicators:
» Control anger and resolve conflicts
through non-violent means.
» Ensure that schools are free from
Weapons.
» Ensure that schools are free from harmful
substances.
» Ensure that schools are free from
intimidation, discrimination and
harassment.

Respect for Grounds and Property
Students, staff, parents and community will be
thoughtful caretakers of the school and district
property and the property of others.
Indicators:
#  Use property and materials for their
intended purpose.
» Take responsibility for maintaining school
and district property.
#  Show respect for the personal property of
others.

Integrity and Responsibility
Students, staff, parents and community will accept
personal responsibility and accountability for their
actions or inactions.
Indicators;
+» Honor commitments.
+» Promote excellence by setting challenging
and attainable goals.
# Serve self and others through community
nvolvement.
# Take the initiative to help others.
# Determine the right thing to do and do it.

Diversity

Students, staff, parents and communirty will respect
the unique atrribures and qualities of every
individual

Indicators:
# Treat others with fairness and
compassion.

» View diversity as enhancing the school
environment and community.

# Promote and encourage increased
knowledge and understanding of diversity
in curriculum and school-related
activities.

Communication
Students, staff, parents and community will
communicate effectively to build a more positive
school environment.
Indicators:
# Communicate with positive intent.
» Communicate in an open, trusting and
truthtul manner.
» Expressideas clearly.
# Listen actively and encourage feedback.
» Communicate in a timely and on-going
manmner.
#  Clarify communication directly with the
source.
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DCSD Core Values
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Core Values

Educational Excellence

High expectations are the focus of everything we do. We
challenge all people to acquire a foundation of knowledge and
academic skills, and to achieve their highest potential.

Human Diversity

Varied beliefs and backgrounds strengthen a public education
system. We respect differences which contribute to a better
society for all human beings.

Individual Potential
Individuals develop within an environment that nurtures
intellectual, social, emotional, physical and aesthetic growth.

Lifelong Learning

Education is a process that begins at birth and continues
throughout life. We foster curiosity, motivation and the desire
to learn that extends beyond school settings.

Productive Effort
The pursuit of greater knowledge and more powerful thinking
demands hard work, perseverance and commitment.

Shared Responsibility

The partnerships among parents, students, staff and commu-
nity members are characterized by mutual commitment and
collaborative effort.

Ethical Behavior

Our actions are distinguished by the highest standards of
personal behavior, including trust, honesty, fairness, integrity
and mutual respect.

Continuous Improvement

Our district, its systems and processes will be subject to
continual scrutiny and improvement. We will be recognized for
management by fact, results focus and a long range outlook.

Adopted by the Board of Education March 21, 2000. 3 2



Child Abuse Indicators Chart
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CONFIDENTIAL:

THIS FORM IS NOT TO
BE A PART OF ANY
EXISTING STUDENT
RECORD!

Douglas County School District
Child Abuse and Neglect Report Form

STUDENT NAME: DOB: AGE: SEX:
RACE: SCHOOL: GRADE:
STUDENT ADDRESS: TELEPHONE NUMBER:

PARENT/GUARDIAN NAME:

PARENT/GUARDIAN ADDRESS:

NAMES AND RELATIONSHIP OF OTHER HOUSEHOLD MEMBERS:

ANY EVIDENCE OF PREVIOUS CASES OF SUSPECTED OR KNOWBUSE/NEGLECT OF SAME CHILD OR SIBLINGS:

DESCRIPTION OF SUSPECTED OR KNOWN ABUSE/NEGLECT:

NAME AND ADDRESS OF ALLEGED PERPETRATOR, IF KNOWN:

ANY ACTION TAKEN BY REPORTING PERSON OR OTHER SCHQ®ISTRICT PERSONNEL:

ANY OTHER INFORMATION THAT MAY BE HELPFUL:

NAME OF PERSON WHO INITIALLY HAD KNOWLEDGE OR SUSRIION OF ABUSE/NEGLECT:

NAME OF PERSON WHO ORALLY MADE REPORT TO DOUGLAS @INTY HEALTH & HUMAN SERVICES:

NAME: TITLE: DATE:
NAME OF PERSON FILING WRITTEN REPORT: DATE SENT:
SIGNATURE OF PRINCIPAL: DATE:

SEND COPY OF FORM TO: DOUGLAS COUNTY HUMAN SERVICE, 4400 CASTLETON COURT,
CASTLE ROCK, CO 80109 (303) 688-4825

DATE RECEIVED AT HEALTH AND HUMAN SERVICES OF DOUGLAS COUNTY:

SIGNATURE OF RECIPIENT:
Human Services- Please send this form to DCSD Safet y & Security Office 620 Wilcox Street
Castle, Rock CO 80104
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