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ARTICLE I:  PROFESSIONAL NEGOTIATIONS AGREEMENT 
 
SECTION 1:  Negotiators 
 

A.       Whereas the Board of Education of Putnam City Schools, Independent 
School District Number One of Oklahoma County, Oklahoma, hereinafter 
referred to as the “Board,” said Board being legal representative of the electors of 
the Independent School District Number One of Oklahoma County, Oklahoma, 
and the Putnam City Association of Classroom Teachers, Oklahoma County, 
Oklahoma, herein after referred to as the “Association,” said Association being 
the certified representative of the professional educators of the district as 
prescribed by state statue hereby enter into the following agreement regarding 
negotiations:  (1983) 
 
B.       The Board hereby recognizes the Association as the exclusive bargaining 
agent for the bargaining unit consisting of all employees who are required by the 
position in which they are employed to be licensed or certified as teachers and 
who do not hold formal supervisory authority with respect to other employees of 
the district, hereafter referred to as “Teachers”.  The Association will continue as 
bargaining agent until such time as a majority of the professional educators 
petition the Board requesting a change of representation.  (1994) 

 
C.       Any teacher who desires not to be represented by the Association may so 
state in writing to the Board.  The Board may not grant greater or lesser salary 
and/or benefits to Teachers who choose not to be represented by the Association.  
(1994) 

 
D.       The Board of Education and the Association agree to negotiate in good 
faith on wages, hours, fringe benefits and conditions of employment.  (2003) 

 
SECTION 2:  Method 
 

The Board and the Association will have two options on the method of 
negotiation.  An informal meeting consisting of the members of the Board team 
and Association team shall determine which option shall be used. 
 
Option 1: traditional negotiation as outlined by section 4 
 
Option 2: collaborative negotiation as outlined by section 5 
(1996) 

 
  

SECTION 3:  General Procedures 
 

A. Each party shall provide upon request available information regarding 
negotiations.  (1993) 
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B. During negotiations, releases to news media shall be by mutual agreement 
only. 

 
C. The impasse procedure shall be in accordance with applicable mandatory 
state statutes.  The following is a statement of the provisions of state statutes 
applicable to the impasse procedure in effect at the time of this agreement’s 
acceptance by the parties.  In the event these statutory provisions are amended or 
repealed, the resulting mandatory language contained in the statute for resolving 
impasses shall be substituted.  Time limits set forth herein may be extended by 
mutual agreement of the parties.  (1993) 

 
1. If negotiations are not successfully concluded by the first day that 
school shall actually be in session and instruction offered, impasse shall 
exist.  At any earlier time, either party may declare impasse.  Upon 
reaching impasse, the items causing the impasse shall be referred to a 
three-member (3) committee.  This committee shall consist of: 

 
a.  One member who shall be selected by the representatives 
of the Association within five (5) calendar days after the 

      reaching of impasse; 
b.  One member who shall be selected by the Board within 

            five (5) calendar days after the reaching of impasse; and 
c. One member who shall serve as chairperson of the committee 
shall be selected within fifteen (15) days after receiving a list of 
five (5) potential fact-finders from the State Superintendent or 
designee.  The Declaration of Impasse shall be in the form of a 
letter sent by certified mail to the State Superintendent, signed by 
the local district Superintendent and a representative from the 
bargaining organization.  Mailing addresses for both parties shall 
be included.  The list of five (5) names, selected at random, will be 
provided within ten (10) days of being notified that a fact-finder is 
needed.  (2001) 
 

2. Within five (5) days after the selection of the chairperson, the 
representatives who have been negotiating for the Board and for the 
Association shall meet to exchange written language on each item at 
impasse.  The exchanged documents shall also be furnished by each party 
to the chairperson and other members of the committee. 
    
3. The chairperson shall convene the committee for fact-finding.  This 
committee shall meet with the representatives of both parties.  Within 
twenty (20) days after the chairperson is selected, the committee shall 
present written recommendations to the Board and to the Association. 

 
4. If either party decides it must reject one or more of the committee’s 
recommendations, said party must, within seven (7) days after the 
committee has presented its recommendations, request a meeting of the 
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representatives who have been negotiating for the Board and the 
Association.  The parties shall meet within seven (7) days of the request 
unless both parties deem it unnecessary.  At such meeting, the 
representatives shall exchange written statements expressing each party’s 
rationale for rejecting each recommendation found unacceptable and shall 
attempt to clarify any remaining differences.  The representatives shall 
then resume good faith effort to resolve the remaining differences; 
provided, after fourteen (14) days after the exchange of the written 
statements, either party may discontinue such effort. 

 
5. The Board shall file a copy of the fact-finding report with the office of 
the State Superintendent of Public Instruction.  If the effort to resolve 
differences is successful, the parties shall draft a written agreement and 
present the agreement to both parties for ratification, and such agreement 
shall also be forwarded to the State Superintendent of Public Instruction.  
If the effort to resolve differences is unsuccessful, the Board shall forward 
to the State Superintendent of Public Instruction in writing its final 
disposition of the negotiations impasse process within thirty (30) days of 
the effective date of implementation. 
 
6. Each party shall pay its own expense in resolving impasses.  The costs 
for the services of the committee chairperson, including per diem 
expenses, if any, and actual necessary travel expenses, shall be shared 
equally by the Board and the Association.  (1993) 

 
D. Changes, modifications, or amendments to the agreement can be made 
only as mutually agreed upon by the Association and the Board. 

 
E. Should any part of this Agreement be declared invalid by statute or a court 
of final jurisdiction, said part shall be deleted from the Agreement and made 
subject to negotiation between the Board and the Association.  (1993) 

 
F. It shall be illegal for the professional organization to strike or threaten to 
strike as a means of resolving differences with the Board.  Any teacher engaging 
in a strike shall be denied the full amount of his/her wages during the period of 
such violation. 

 
G. If the Association continues as the exclusive negotiating representative of 
the professional educators; those sections in the last prior Agreement that are not 
opened for negotiations shall remain in full force and effect; otherwise, it shall 
expire as of the date that the Association’s representation of professional 
educators shall terminate.  (1993) 

 
H. This agreement shall be posted on the District Website.  (2003) 
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SECTION 4:  Traditional Negotiation 
 

A. No more than five (5) designated representatives of the Board will meet 
with no more that five (5) representatives of the Association for the purpose of 
negotiations.  All negotiations shall take place exclusively between the designated 
representatives of the parties.  Only those members who comprise the negotiation 
teams will be present in the room during negotiations.  Either party may bring a 
consultant to the room if both parties agree.  (1986) 

 
B. Meetings shall start within fifteen (15) calendar days of a request to 
negotiate submitted by either the Association or the Board, unless there is mutual 
agreement.  All Association proposals for negotiations shall be presented in 
writing at the first meeting, and all Board proposals at the second meeting, unless 
by mutual agreement both parties wish to establish a time frame not to exceed ten 
(10) calendar days in which either party may present in writing additional 
proposals.  Each subsequent meeting time and place will be mutually agreed upon 
at the end of each meeting, provided, however, that no more than fifteen (15) 
calendar days shall elapse between each meeting.  All meetings shall be held 
outside the teaching day at times and places of mutual agreement.  (1993, 2012) 

 
C. When agreement is reached between the negotiating teams on any 
proposal, the proposal shall be reduced to writing, signed, and distributed to both 
teams, and marked “tentative agreement”.  When complete agreement is reached, 
it shall be submitted and recommended first to the teachers for ratification.  After 
ratification by the teachers, the agreement shall be recommended to the Board.  
Upon ratification by the Board, Article A will be signed and attached to this 
agreement.  Should either party fail to ratify the agreement, the teams will return 
to the table within five (5) days to begin negotiations for a new agreement.  Either 
party may select a new team before negotiations resume.  (1993) 
 

SECTION 5:  Collaborative Negotiation 
 

A. A quorum shall exist when there are three members of each team present. 
 

B. Voting---When a quorum exists, each team shall have an equal number of 
votes. 

 
C. Recordkeeping duties shall be determined by the teams. 

 
D. Scheduling and location of meetings shall be determined by the teams as 
necessary. 
 
E. Start/Stop times for negotiation sessions shall be for two (2) hours with 
extension granted by mutual consent. 
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F. Agenda/Summary statements for future meetings shall be discussed and 
prioritized in order of importance by the teams.  (1995) 
 
G. Either party may open items for negotiations during the first three formal  
negotiating sessions.  After the first three meetings, additional proposals may be 
presented only by mutual agreement of the parties.  (1996) 
 

ARTICLE II:  GRIEVANCE PROCEDURES 
 
SECTION 1:  Definitions 
 

A. A “grievance” shall be defined as an inequitable application, 
misrepresentation, or other violations of the items within the negotiated 
agreement.  (1983) 

 
B. The term “grievant” or “aggrieved person” shall refer to the person or 
persons making a claim. 

 
C. A “party in interest” is any person who might be required to take action, 
or the person or persons against whom action might be taken to resolve the claim. 
 
D. The term “days” shall mean school days scheduled within the regular 
school calendar.  When a grievance is submitted less than ten (10) days before the 
close of the school year, “days” shall consist of weekdays in order to resolve 
matters as soon as possible.  (1993) 

 
E. An “Administrative Appeal” shall be defined as any concern that is not a 
grievance under the terms of the negotiated agreement.  This shall serve as an 
appeal of an administrative decision that affects one’s employment.  (2000, 2012) 

 
F. A “year of service” with the District shall be defined as employment under 
a regular or temporary teaching contract for one complete school year. (2000) 

 
 SECTION 2:  Purpose 
 

The primary purpose of this procedure is to secure, at the lowest level possible, 
equitable solutions to a claim of the aggrieved person.  Both parties agree that 
these proceedings shall be discussed only with the persons authorized to 
participate in the formal grievance procedure.  No step may be bypassed without 
mutual agreement by both parties.  (2000) 

 
SECTION 3:  Structure 
 

A. The Association and the Board shall not recognize any grievance unless it 
is presented at the appropriate level within thirty (30) days after the aggrieved 
person knew or should have known of the act or condition on which the grievance 
is based.  (1985 
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B. Each grievant shall have the right to consult with the Association before 
the grievance is submitted to the grievance procedure.  The Association shall be a 
party of interest and may serve as a representative at informal and formal levels of 
the grievance process.  (2001) 

 
C. Formal grievances shall be submitted in writing on a standard form jointly 
developed by the Association and the Superintendent or his/her designee.  
(Appendix VIII:  Formal Grievance Presentation) 

 
D. All documents, communications, or records dealing with a grievance shall 
be filed separately from the personnel files of the participants. 

 
E. No reprisals of any kind shall be taken by or against any participant in the 
grievance procedure by reason of such participation. 

 
F. The grievance procedure shall not be conducted during regular working 
periods of the grievant concerned, unless by mutual agreement. 

 
SECTION 4:  Informal Procedure 
 
 Before a formal grievance is filed, a grievant shall meet with the building 

principal or other administrator in charge and attempt to resolve the problem.  
Compulsory consideration of grievances at the lowest possible level expedites the 
possibility of an immediate and satisfactory resolution.  No written record of a 
grievance shall be kept if it does not go beyond the informal process.  (1993) 

 
SECTION 5:  Formal Procedure 
 

A. Step One – If the grievance is not resolved in the informal process, the 
grievant must present the grievance in writing within five (5) days to the 
administrator who will arrange a meeting within five (5) days.  The grievant, the 
administrator, and a representative for each party shall be present for the meeting.  
The administrator shall communicate his/her decision in writing, together with the 
supporting reasons, within five (5) days of the completion of the meeting.  If the 
grievant fails to act or respond, the grievance will be dropped.  If the 
administrator fails to act or respond, the grievant may proceed to the next level. 
(2003) 
 
B. Step Two – If the grievance is not satisfactorily resolved in Step One, the 
Association and/or the grievant shall submit, in writing, within five (5) days, to 
the Superintendent, a request to schedule a meeting within ten (10) days. The 
Superintendent or designee, and the building principal or other administrator in 
charge, shall be present for the meeting.  Each party shall have the right to include 
in its representation appropriate witnesses to develop facts pertinent to the 
grievance.  The Superintendent or designee must provide the grievant with a 
written answer on the grievance within five (5) days.  (2003, 2008 ,2009) 
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C. Step Three – If the grievance is not satisfactorily resolved in Step Two, 
the Association and/or the grievant may appeal to the Board in writing, within 
five (5) days. The grievant may request a hearing or a paper review.  If a paper 
review is requested, the grievant, or the Association, and the Superintendent, or 
designee, shall have the opportunity to provide additional documentation to the 
Board for review.  The Board shall communicate its decision in writing with 
supporting reasons within thirty (30) days of receipt of the appeal.  (2002) 

 
SECTION 6:   Administrative Appeal Procedure 
 

Teachers are advised of their right to appeal administrative decisions which affect  
their employment.  An informal attempt shall be made to resolve the concern.  If   
the concern is not resolved, a written appeal shall be made through the chain of 
command as follows: (1) Principal; (2) Executive Director of Elementary or 
Secondary Education; (3) Chief Officer of Human Capital; (4) Superintendent. 
Each administrator shall schedule a meeting within five (5) working days of 
receipt of an appeal.  A written decision shall be rendered within five (5) working 
days after a meeting.  An appeal to the next higher authority may be made within 
five (5) days after the administrator renders a decision. (Appendix IX)  (2006, 
2009, 2011, 2016) 
 
An employee exercising his/her right to appeal shall not be subjected to any 
reprisal action.  (2003, 2011) 

 
 
ARTICLE III: PERSONNEL PROCEDURES 
 
SECTION 1:  Personnel Policies 
 

A. If a conflict in personnel policies should arise, Oklahoma State Law takes 
precedence over the negotiated agreement and the negotiated agreement takes 
precedence over Board Policy.  (1996) 

 
B. The Association shall be provided copies of any proposed policies and/or 
regulations at the same time they are distributed to Board members.  (1984) 

 
C. Changes or additions to policies shall be printed on paper and posted 
within ten (10) days at each site for duration of thirty (30) days.  (2001) 

 
SECTION 2:  Right to Representation 
 

A. Teachers, upon their request, shall have the right to be accompanied by a 
member of the Association or by a member of the administration at conferences 
with administrators and/or the Board which may lead to subsequent recorded 
disciplinary action. 
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B. Prior to any conference, which may lead to subsequent recorded 
disciplinary action, the administrator shall notify the teacher via a paper 
document:  (2001) 

 
1.  Give, at least twenty-four (24) hours notice of the scheduled 
disciplinary conference(s) except in those instances where, in the 
judgment of the administrator, the seriousness of the situation requires 
immediate attention. 
 
2.  Inform the teacher of the nature of the subject to be discussed. 

 
3.  Inform the teacher of his/her right to representation. 

 
C. The teacher has the right to stop any conference and request representation  
if (1) the administrator and/or the Board cannot assure the teacher that recorded 
disciplinary action will not result from the conference:  and (2) the teacher was 
not notified in writing of his/her right to representation as stated in paragraph B 
above.  (1998) 

 
SECTION 3:  Complaints Against Teachers 
 

A.      When an administrator receives or has a complaint about a teacher which 
the administrator deems to be valid the following procedures will be followed 
except in those instances where the seriousness of the situation requires 
immediate attention. 
 

  1.  Inform/confer with the affected teacher within five (5) days.  
  

2.  Investigate the complaint, allowing the affected teacher the opportunity 
to provide information regarding the complaint. (2009) 

 
3.  Notify the affected teacher of the findings.  If the administrator 
believes that the findings may lead to disciplinary action, then the Right to 
Representation Section shall be followed. 

 
B. Complaints received or made during the last five (5) days of the year shall 
be brought to the attention of the teacher prior to the teacher’s departure for 
summer vacation.   

 
C.      Complaints received after the teacher’s departure for summer vacations 
shall be brought to the attention of the teacher within fourteen (14) calendar days 
of making contact with the teacher, but no later than the first day of student 
instruction of the following school year. 

 
D. Any complaint not brought to the teacher’s attention within the established 
timeline may not be used in subsequent recorded disciplinary action or on a 
teacher’s evaluation. (2004) (2018) 
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SECTION 4:  Teacher Personnel Files 
 

A.   Except for pre-employment references, all contents of the teacher’s 
personnel file in the central office shall be open upon appointment for review by 
the teacher.  The teacher may be accompanied by a person of his/her choice. 
(2002) 
 
B.  Except for pre-employment references, all materials placed in the 
teacher’s file must be signed and dated by the writer.  A true copy of such 
material shall be presented to the teacher who shall acknowledge receipt by 
his/her signature on the file copy or by electronic signature.  Within two (2) 
weeks of receipt the teacher may respond, and said response shall be made part 
of the record. (2012) 
 
When any of the material mentioned above, with the exception of materials 
relating to alleged sexual misconduct, is three (3) years old, upon request of said 
teacher the material shall be removed and destroyed in his/her presence. Teacher 
evaluations must be kept for five (5) years. (2005, 2011, 2015) 

 
C.      Any letter of admonishment or plan for improvement resulting from Section 
3:  Complaints against Teachers shall be filed in the teacher’s personnel file in 
accordance with paragraph B in this section.  (2001) 

      
D.     The personnel records of the district are maintained as confidential files.  All 
records will be kept in a limited access area.  (1993) 

 
SECTION 5:  Teacher Dismissal or Non-renewal 
 
The Board shall provide a copy of the Standards of Conduct and Performance for 
Teachers to each teacher annually.  The standards shall include the statutory grounds of 
dismissal and non-renewal for career teachers.  Subject to the provisions of the Teacher 
Due Process Act, a probationary teacher may be dismissed or not reemployed for cause.  
(2003, 2008) 
 
SECTION 6:  Teacher Reassignments / Transfers 
 

A.     Teacher Initiated Reassignments / Transfers 
A teacher seeking a reassignment / transfer to a position in a different subject 
area, grade level, student performance level, or building shall file a written 
application.  (2002) 
 

1.  A Teacher may make a written request to the site administrator for a 
reassignment within the building.  (2002, 2012)  
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2.  All positions held by teachers on a temporary contract shall be declared 
vacant for the following school year. A list of vacancies shall be 
maintained on the district website. (2014) 
 
3. A teacher may request a transfer to another building by completing an 
online internal application through the District website. (2012, 2017) 
 

• All teachers requesting a transfer may contact the site(s) 
administrator(s) to request a teacher/administrator meeting. District 
teachers shall be considered prior to outside candidates for 
appropriate vacancies.  Teachers interviewed and not granted 
transfers shall be notified when the position is filled.  (2005, 2006, 
2009, 2012) 

 
B. Administrative Directed Transfer/Assignment 

 
 1.  The Administration may assign a teacher to any position for which 

he/she is certified and/or highly qualified. When a reassignment occurs an 
explanation/rationale shall be provided.   (2002, 2007, 2009) 
 

 2.  Should it become necessary to transfer a teacher from one school to 
another due to a decrease or increase in enrollment, a voluntary transfer 
will be solicited before resorting to an involuntary transfer.  If there is not 
a volunteer, the teacher with the least seniority in that school will be the 
one transferred.  The Chief Officer of Human Capital shall notify a person 
being administratively transferred.  Any teacher affected by a transfer 
shall be given ten (10) working days notice whenever possible.  (2000, 
2009, 2016) 
 

            3.  Should it become necessary to transfer a teacher from one school to   
another due to budgetary considerations, a voluntary transfer will be 
solicited before resorting to involuntary transfer.  The teacher being 
reassigned will have the opportunity to select an assignment from 
positions available in the district for which the teacher is certified and/or 
highly qualified.  (2002, 2009) 

 
SECTION 7:  Layoff and Recall 
 
Definitions: “Seniority” as used in the Agreement shall mean longevity with the District 
based on continuous, full time contractual employment commencing with the signing of  
an agreement with the Putnam City School District.  “Years of service in the District” as  
used in the Agreement shall mean all full time contractual employment.  These years  
need not be continuous.  (2002) 
 

A. In the event it becomes necessary for the Board of Education to layoff 
teachers, the Board shall follow the procedures listed below:  (2002) 
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1.  Normal attrition throughout the district.  Teachers declared in  
excess in a building will be reassigned when fully qualified to fill 
vacancies in other buildings. 
 
2.   All Duration of Need teachers shall be released first.  (2002)(2018) 

 
3. If normal attrition does not sufficiently reduce the certified staff, the 

TLE score average for the last three years shall be the primary 
consideration in the reduction process. If TLE averages are the same, 
the following items shall be considered in the reduction process in the 
order they are listed. 

a. Probationary teachers shall be released before Career teachers 
who are legally qualified to hold positions currently held by 
Probationary teachers; 

b. Seniority in the District 

c. Length of service in current assignment; 

d. Total years of teaching service; and 

e. Academic and professional preparation beyond minimum 
certification requirements (2018) 

 B. Any Teacher affected by a proposed layoff shall have the right to a 
hearing before the Board prior to a reduction in force.  (1994) 

 
 C.  When a program is cut due to budgetary constraints and the program is  

then reinstated within one year, the affected teacher(s) shall have right of first 
refusal. (2004) 
 
D. Recall shall be in inverse order of separation by category of need.  A 
Teacher who is released shall remain on the recall list for one (1) year after the 
effective date of release unless the teacher waives the recall right in writing, 
resigns, or fails to accept recall to a position for which he/she is qualified.   (1986) 

 
 E. Teachers who are released under the provisions of Layoff and Recall shall: 
 
   a.  If probationary – have previously accrued sick leave  
   restored if recalled within the year. 

  
 b.  If career – have the option of being paid for accrued sick  
 leave, if eligible, under the provisions of Article V, Section 2 when 
 released or having accrued sick leave restored if recalled within the 
 year.  (1990) 
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F. Communication will be frequent and ongoing between the Superintendent, 
or designee, and the Association during the layoff process.   

 
SECTION 8:  Teacher Evaluation 
 

A. The Board policy on evaluation of teachers and all amendments thereto 
shall be promptly made available to all teachers.  (1985) 
 
B. The Board and Association recognize the importance and value of 
developing a procedure for assisting and evaluating the progress and success of 
teachers.  Therefore, to this end the following procedures shall be adhered to: 
 

1.  The principal, or other administrator designated by the 
Superintendent in charge of teacher supervision, shall be responsible 
for administration of the procedure for evaluating the teacher’s 
performance. 
 
2.  All teachers shall be evaluated by certified administrative personnel 
designated by the Board and trained on the Marzano Causal Evaluation 
system.  (1985, 2009, 2012) 
 
3.  The designated administrator shall acquaint all teachers under his/her 
supervision with the evaluation procedures during the first six weeks of 
employment and advise the teachers as to whom shall observe and 
evaluate their teaching performance.  (1985) 

 
4.  All evaluations will be maintained and available electronically.  
Evaluation responses, electronically or hand written, shall be submitted to 
the Human Resource office and maintained in the teacher’s personnel file.  
(1985, 2012, 2014, 2015) 
 
5.  The Putnam City observation process will follow State law and the 
district Marzano Causal Handbook developed collaboratively with the 
Association and district administration. (2012) 

 
SECTION 9:  Teacher Protection 
 

A. The Board and Administration shall be vigilant to protect teachers from 
assault for reasons connected with their assignment.  If the principal 
becomes aware that a teacher has been threatened with harm, he/she will 
notify that teacher.  The principal shall take measures as deemed 
appropriate to protect the teacher and, if necessary, invoke the provisions 
of law.  (1993) 
 

B. After a teacher has been threatened with bodily harm or assaulted, he/she 
shall have a debriefing with administration within two school days and be 
notified if and when the person who committed the assault returns to the 
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building.  A student who has been suspended for a violent offense which is 
directed towards a classroom teacher shall not be allowed to return to that 
teacher’s classroom without the approval of that teacher.  (2001, 2012) 

 
C. When a teacher is absent because of injuries sustained in the performance 

of duty from an assault, the teacher shall be paid in full for such time lost.  
Such absences shall not be charged to sick leave benefits and will count as 
active days for experience purposes.  He/she shall be reinstated during the 
current school year when medically able to return.  If the teacher is not 
able to return during the current contract year, he/she may return at the 
beginning of the next ensuing school year if medically able. (1996, 2008) 

 
SECTION 10:  Employment of Substitute Teachers 
 
 When teachers, nurses, and librarians are absent, where payment   

of substitute is authorized, substitutes will be employed when qualified 
replacements are available.  Absences of convenience or to facilitate school-
sponsored programs are internal problems to be solved by the principal and staff.  
(1988, 2010) 

 
SECTION 11:  Teacher Signing In and Out at Schools 
 
 A. Teachers will check in and check out with a check mark.  Teachers 

deviating from the work schedule shall check out with the administrative office 
in accordance with procedures established by the principal. 
 
B. Teachers may leave the school campus during their lunch period  

provided they have not been assigned duties and that they inform the 
Administrative office when they leave and return. 
 
C. Building principals have discretionary authority to grant teachers 
permission to leave the building during their planning/preparation period when 
conditions warrant.  (1987) 

 
 
SECTION 12:  Publication of Job Vacancies 
 

A. A list of vacancies including type of contract, grade level/subject, and 
site shall be posted on the District website.(2004, 2009) 
 

1.  Each vacancy posted shall include original date of posting. (1999) 
 
2.  Each newly created position shall include the following: job title; 
starting date; minimum qualifications required; and salary range. 
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B. Vacant positions resulting from expiring duration of need contracts shall 
be posted in the same manner as described in paragraph A.  Requests for transfers 
shall be considered before filling permanent positions.  (1991) 

 
SECTION 13:  Special Education Teacher Assistants 
 

  The Executive Director of Special Services will review the need for special 
education teacher assistants.  Criteria for determination of need includes:  (1) 
severity of disability of the children; (2) any other observed condition that the 
addition of a teacher assistant could alleviate; and (3) type of program.  The 
addition of teacher assistants is subject to budgetary limitations and the 
availability of qualified personnel.  (2002) 

 
SECTION 14:  Mentor Teacher Appointments for Resident Teachers 
 
 A list shall be compiled by the site administrator of teachers requesting to serve as 

a mentor teacher.  After compilation of the list, the administrator shall provide 
opportunity for input from the bargaining agent. Priority consideration shall be 
made to teachers who have successfully completed the district mentor teacher 
training, when subject and/or grade appropriate. (2005, 2007, 2008) 

     
ARTICLE IV: GENERAL CONDITIONS OF EMPLOYMENT 
 
SECTION 1:  Work Year / Work Day 
 

A. A teacher’s contractual year shall be for 182 days unless extended by 
mutual agreement.  (2002)  A list of positions and contracted workdays which 
exceed 182 days shall be given to the Association.   
 

 B.        A teacher work day shall consist of seven and three fourths (7 ¾) hours 
including lunch and planning time.  Teachers shall be available for duty as 
assigned.  The normal work schedule for all teachers to be in their assigned 
buildings shall be:  

• Elementary - twenty five (25) minutes before and twenty (20) minutes 
after classes. (2005, 2011) 

• Middle School -  twenty five (25) minutes before and twenty five (25)  
minutes after classes (2011, 2016) 

• High School -  twenty five(25) minutes before and ten (10) minutes after 
classes (2005, 2006, 2011) 

• Flexible schedules for providing educational services for students may be 
applicable when agreed upon between the teacher and the administrator 
(2011, 2012, 2016) 
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 SECTION 2:  Equalization of Duties 
 

 Duties assigned over and above the teacher’s normal work schedule shall be 
equalized among teachers at each building site, taking into account the teaching 
assignments.  When teachers are assigned to more than one school, the principals 
of the schools involved shall coordinate their scheduling to preclude the 
assignment of such teachers to more duties than would normally be scheduled for 
teachers with like teaching loads.  (1985) 

 
SECTION 3:  Duty-Free Lunch Period 
 

A. The Board shall provide each teacher with not less than a thirty (30) 
minute duty-free lunch period daily.  (1996, 2016) 
 

 
SECTION 4:  Planning/Conference Time 
 

Teachers shall be scheduled daily planning/conference time within the student 
day.  This time shall not be concurrent with the teacher’s lunch period and shall 
be free of other regularly assigned duties.  Administrative effort shall be taken to 
equalize planning/conference time for teachers within the individual school sites.  
School improvement activities and faculty meetings may be scheduled during 
planning/conference time.  (1997) 
 
A. Elementary teachers shall be provided not less than three hundred (300) 
minutes weekly for planning/conference/collaboration time of which a minimum 
of 50 minutes shall be used weekly for collaboration.  Teachers shall be provided 
a minimum of thirty (30) consecutive minutes daily for planning/conference time. 
Extended curriculum teachers shall be scheduled not less than two hundred and 
seventy-five (275) minutes weekly for planning/conference time. (2005, 2009, 
2011) 

 
B. Middle school core teachers shall be scheduled a team 
planning/conference time.  Individual teacher planning/conference time shall 
consist of a minimum of forty-five (45) consecutive minutes daily.  Elective 
teachers shall be scheduled not less than two hundred and twenty-five (225) 
minutes weekly for planning/conference time.  (1996). 
C. High school planning/conference time shall consist of one full period 
daily.  (1997, 2011) 
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SECTION 5:  Student behavior Procedures 
 

A. Each school shall maintain a committee which is responsible for 
developing and refining their site behavior plan.  The committee comprised of 
teachers and administrator(s) shall reach a consensus on rules of conduct, within 
the provisions of Board policy, to govern student behavior at the local school 
level.  They shall develop procedures to follow for student behavior in order to 
assure consistency in the treatment of students. (2001, 2008, 2010) 

 
B. Principals shall meet with their respective school staffs at the beginning of 
each school year to review and discuss the site behavior plan and Board policies 
relating to student conduct and behavior.  (2001, 2010) 
C. Students and teachers shall receive annually, at the opening of school, a 
handbook listing the rules and regulations to which the students are subject.  
(1994) 

 
D. When it is necessary to refer a student to the principal’s office, the 
following procedure shall be adhered to: 

 
1.  The teacher shall state the allegations on a form provided by 
the school.  The teacher may appear, or be asked to appear, to support  
the allegations.  The principal or his/her designee shall respond in 
writing within five working days as to the status and/or disposition of the 
case.  (1994, 2006) 
 
2.  If the teacher is dissatisfied with the disposition of the case, 
he/she may request and will be given a conference with the principal 
or his/her designee. 
 

 
SECTION 6:  Requisition Procedure 
 
            At the beginning of each school year, all teachers shall be provided with a copy of 

the procedure to be followed in requisitioning materials and supplies.  (1977) 
 
SECTION 7:  Teacher Instructional Supply Fund 
 

A.      The Board agrees to allot to each teacher for each school year the amount 
of $150.00 for the purchase of teaching supplies.  (2000, 2010, 2017) 

 
B.       The teacher may requisition supplies totaling $130.00 with the approval of 
the building principal.  Twenty ($20.00) dollars shall go into a fund from which 
common school supplies will be purchased.  (2001) 
C. Entry level teachers on Step 0 shall receive an additional $50. (2015) 
 
D.        No order shall be for an amount less than $15.00.  (1991) 
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E.        If a teacher should take a leave of absence, request and receive a transfer to 
another building or terminate his/her employment with the district, the building 
principal shall be responsible for the allocation of any remaining funds.  (1993) 

 
 
 
SECTION 9:  Required Use of Personal Vehicle 
 
 When such travel has been authorized by the district for the performance of 

official teaching duties and a teacher uses his/her own vehicle in the performance 
of those duties, the district shall pay mileage at the prevailing per-mile rate 
approved by the Internal Revenue Service.  (1999) 

 
 
SECTION 10:  Staff Relations 
   

A. The Board and the Association expect that the worth, dignity, and rights of 
the individual shall be paramount in all professional relations.  (2005) 

 
 
SECTION 11:  Professional Dress 
 

To provide a professional educational environment, a professional standard of 
dress is important. If an administrator determines that a teacher’s attire is 
inappropriate, the administrator may direct the teacher to change.  (2001)(2008) 
 

 
SECTION 12:  Public Complaints About Instructional Materials 
 

When a challenge of instructional materials is received, action shall be taken as 
follows: 

 
 A. The teacher(s) affected will be notified by the principal that a complaint 

has been lodged. 
 
 B. Every attempt will be made by the principal to arrange a meeting between 

the teacher(s) and the party/parties bringing the complaint in order to try and 
resolve the issue. 

 
 C. If the complaint cannot be resolved at this step, a building review 

committee shall be appointed by the principal.  The committee will be composed 
of the following: 

 
  1. The affected teacher or representative of affected teachers 
   
  2. Either the teacher’s department, vertical, or grade level chair 
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  3. The school library media specialist 
   
  4. Three other faculty members 
  
  5. An administrator 
 

The building review committee has an obligation to solicit any information or ask 
any question it deems appropriate to help the committee reach a decision.  The 
review committee shall review the complaint filed by the individual(s) bringing 
the concerns.  Additionally, the affected teacher(s) has the right to present to the 
committee rationale for the instructional material being challenged.  Once the 
committee has reached a decision, that decision will be communicated in writing 
to the principal who will then inform the complainant. 

 
 D. If the complaint cannot be resolved on the building level, a district review 

committee will be formed.  The district review committee shall be appointed by 
the superintendent or his/her designee and shall be composed of the following: 

1.  Assistant Superintendent of Academic Services 
 

2.  Two principals who represent the level at which the teacher teaches  
(i.e. elementary, middle school, or high school) 

 
  3.  Either the teacher’s department, vertical, or grade level chair 
 
  4.  Three teachers certified in the field under question 
 
  5.  Two patrons who are familiar with the material being challenge 

The district review committee is charged with obtaining as much information as 
possible to help them render a decision.  Therefore, both the affected teacher and 
the complainant shall be granted five minutes to present their arguments.  Written 
documentation may be provided by the participants to the review committee.  
Furthermore, the members of the committee may ask questions of the participants 
or request additional documentation.  The committee may, at its discretion, allow 
others to speak on behalf of or in defense of the participants.  The committee has 
the prerogative of setting a time limit on comments.  Finally, the committee shall 
consider the opinions of other competent authorities, reviews of the materials by 
the American Library Association, and other reputable reviewers. 

 
 E. The written report from the district review committee shall be submitted to 

the superintendent, and superintendent will communicate that report to the Board. 
 
 F. A written response shall be forwarded to the objecting party after the 

Board has been notified of the decision of the committee.  (2003) 
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SECTION 13:  Association / Administration Liaison 
 

A. In order to provide the Association with an authoritative response to 
concerns expressed in regard to district management, a district central office 
Administrator shall be designated to act as liaison between the Association and 
the Administration.  Times and number of meetings shall be arranged by the 
Administrator and the Association.  (1985) 

 
B. Association / Administration liaison is not to be construed as the exclusive 
means of communication among the administrators and Association, nor is it 
intended to inhibit or diminish the negotiations or grievance procedure.  (1985) 

 
SECTION 14:  Reports 
 
 The Association shall receive, upon request, any public information and/or reports 
 generated by the administration.  (1993) 
 
SECTION 15:  Employment of Search Dog 
 

A dog shall not be used to randomly search the persons or private property of 
teachers.  All of the safeguards provided by law shall be observed in the conduct 
of all searches.  (1987) 
 

SECTION 16:          Election Days 
 

The Association and the School Board believe in the importance of the teachers’ 
voice in elections. Therefore, to support elections, there should be no planned 
before or after school meetings on state primary, run-off, and general elections 
days.  (2018) 

 
 
ARTICLE V:  FRINGE BENEFITS 
 
SECTION 1:  Teacher Retirement Contribution 
 
 The Board will pay the maximum contribution to the Oklahoma Teacher 

Retirement System for each teacher. 
 
SECTION 2:  Compensation for Unused Sick Leave 
 

A. Teachers who voluntarily leave district employment shall receive pay for 
up to 120 days of accrued sick leave earned within the district as follows:  (2003, 
2004) 
  
 
 20 or more years of district service  25% of daily rate of (base)  
       pay 
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 Less than 20 years of district service  10% of daily rate of (base)  
       pay per day the first year plus 
       ½% for each additional year  
       of service                              
      
   
B. Teachers hired before January 1, 2005 who voluntarily leave district 

employment shall receive 20% of daily rate of (base) pay for accrued sick 
leave earned within the district in excess of 120 days. Teachers hired after 
January 1, 2005 who voluntarily leave district employment shall receive 
10% of daily rate of (base) pay for accrued sick leave earned within the 
district in excess of 120 days. (1998, 2004, 2010, 2014) 

 
C. The estate of a teacher who dies while under contract or on leave with 
the district will be paid for all district earned unused sick leave at the rate of 25% 
of daily rate of (base) pay. (1993, 2004) 

 
 
SECTION 3:  Life Insurance 
 
 The Board agrees to provide teachers a $30,000 group life insurance policy. 
 (2005) 
 
 
SECTION 4:  Optional Fringe Benefits 
 
 The Board shall make available to each employee covered by this agreement a 

cafeteria plan of fringe benefits (IRS Section 125): 
 

A. An employee, at his/her option may enter into a salary reduction 
agreement with the Board up to a maximum amount allowed by the IRS, to be 
used to purchase options available on the cafeteria plan.  (1992) 
B.   The Putnam City Section 125 Cafeteria Plan shall consist of the following 
options:  District approved 1) health insurance; 2) salary protection; 3); accident 
only insurance; 4) cancer insurance; 5) dental insurance; 6) childcare expense; 
and 7) unreimbursed medical expense.  (1992, 2017) 

 
C. Each employee shall be provided the opportunity to select one or a 
combination of the benefit plans offered through the cafeteria plan.  The selected 
benefits shall commence from the first day of employment with the Putnam City 
School District.  The employee shall be provided an opportunity to keep or 
change his/her selected benefits every 12 months. 

 
If the monthly premiums of the benefit or benefits selected by an individual 
employee exceed the monthly sum allowed, the individual shall have such amount 
in excess deducted from his/her monthly paycheck. 
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D. The Companies retained in the Cafeteria Plan shall include those 
companies that are District approved. 

 
E. Members shall have access to representatives of District approved 
companies in their buildings during the teacher’s school day when not assigned to 
students 

ARTICLE VI: LEAVES AND ABSENCES 
 
SECTION 1:  Sick Leave 
 

A. A teacher who is absent from duty because of personal illness, injury, 
pregnancy, or a serious illness in the immediate family shall be allowed sick 
leave.  Family includes the teacher’s spouse, parents of teacher or spouse, 
children, siblings, grandparents, grandchildren or a household member. Sick leave 
may be used for the adoption or placement of a foster child. (2001, 2008) 

 
B. Teachers employed on a “full time” basis shall have ten (10) days of sick 

leave each year unless employed on an eleven-month contract, in which 
case the teacher will receive eleven (11) days of sick leave.  If a teacher is 
employed on a twelve (12) month contract, the teacher will receive twelve 
(12) days of sick leave.  Sick days will be prorated for teachers who are 
contracted less than full-time.  Such leave shall be vested at the beginning 
of each year and shall be cumulative.  There shall be no limitation on the 
number of days of sick leave that may be accumulated.  (2000) 

 
C. If the district begins to see a pattern of used sick leave by an employee or 

if an employee has used sick leave for more than three (3) consecutive 
days, the district/principal may schedule a meeting with the employee to 
discuss their concerns about the use of leave. If after the initial meeting, 
the district/principal continues to see a pattern of used sick leave, the 
district/principal may require the employee to submit appropriate evidence 
concerning the cause of the employee’s absences. Appropriate evidence 
may include the following: 

 
- Physician’s statement endorsed by the employee. 
- Employee statement endorsed by the principal or 

immediate supervisor. 
- Copies of claims submitted for insurance benefits. 
- Other information as may be indicated by the 

circumstances. (2017) 
  

 
D. The current number of sick days accumulated by the teacher shall be 
reflected on the monthly pay stub. (1993, 2012) 

 
  E. Teachers shall be granted one-half (1/2) day sick leave upon request.  

(1993) 
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SECTION 2:  Personal Leave 
 

A. Teachers shall have three (3) days of personal leave each year which may 
be taken in whole day or half-day increments.  (2001) 

 
B.        Personal leave may not be used to extend a scheduled school break 
without approval of the Chief Officer of Human Capital.(2009, 2010, 2016) 

 
C. Any personal leave that is not used by the end of the school year shall be 
added to the teacher’s accumulated sick leave. 
 
D.   Teachers may exchange sick leave for personal leave at a 2:1 ratio, to 
accumulate up to 2 additional days of personal leave in one school year.  No more 
than 3 days of personal leave may be used consecutively without the approval of 
the Chief Officer of Human Capital. All exchanges must be approved prior to the 
use of the requested leave.  (2010, 2015, 2016) 

 
 E. Notification for personal leave shall be made to supervisor prior to leave.    

Notification shall be made by 2:00 pm on the day before the leave date, except in 
the case of an emergency.  Supervisors may, at their discretion, accept less notice. 

  (2002, 2014) 
 

F.   If during a school year a teacher suffers unplanned, unforeseen events (ie., 
loss of residence due to fire, flood, or tornado) the teacher may request to 
exchange sick leave for additional days of personal leave.  This request shall be 
made to the Chief Officer of Human Capital showing proof of need.  The 
request will be reviewed for consideration by a committee consisting of 
administration and Association. (2015, 2016) 

G. If extended personal leave is not approved, the employee will be fully 
docked at the daily rate of pay.  This may also impact the teacher’s retirement 
credit. (2015) 
 

 
SECTION 3:  Bereavement Leave 
 

A. A teacher shall be allowed a leave up to five (5) working days each year 
with pay for bereavement in the immediate family.  (1993) 

  
B. Immediate family shall be defined for bereavement as the following of 
either the teacher or the teacher’s spouse:  spouse, mother, father, step-mother,  
step-father, legal guardian, children, brother, sister, brother-in-law, sister-in-law, 
grandparents, grandchildren, niece, nephew, daughter-in-law, son-in-law, aunt, 

 uncle, or household member.  (1985, 2012) 
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 C. Bereavement leave is non-cumulative.  (1984) 
 

D. If during the same school year a teacher or the teacher’s spouse suffers an 
additional death of a parent, spouse or child, the teacher may request additional 
days of bereavement (up to five) if the five bereavement days have been 
exhausted.  This request shall be made to the Chief Officer of Human Capital.  
(1989, 2009, 2016, 2017) 

 
 
SECTION 4:  Leave of Absence 
 

A. Career teachers may be granted an unpaid leave of absence for a period 
which shall not exceed one school year in duration, but not less than the 
remainder of the current quarter, except for leaves as provided in section 6. 
 

1.  Requests for such leave must be made in writing to  
the Chief Officer of Human Capital. (2016) 
 
2.  The request must contain sufficient detail as to the reasons for 
the leave so that a decision may be made based on the merits. 
 
3.  As a condition of approval, the teacher must state that the reason 
for the leave is not for the purpose of accepting other employment. 
 
4.  Final approval of leave without pay is contingent on the needs of 
the District.   
 
5.  The Leave of Absence does not constitute a breech in continuous 
service.  (2002) 

 
B. When a teacher is removed from the payroll for an authorized leave of 
absence, he/she may deposit with the business office postdated checks to cover 
such absence in order to maintain professional membership and optional fringe 
benefit coverage.  (1985) 

 
 
SECTION 6:  Family Leave 
 

A. A teacher shall be allowed up to twelve (12) weeks as provided in the 
Family Medical Leave Act.  Such leave will be unpaid leave unless the reason for 
such leave qualifies for sick and/or personal leave as provided in the Negotiated 
Agreement. (2008) 

 
B. An extended leave of absence beyond Family Medical Leave shall be 
granted without pay to any teacher, male or female, following the birth or 
adoption of a child.  This extended leave may be granted for up to the remainder 
of the current school year.  (2002)  
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C . Application for extended family leave will be made to the  
Chief Officer of Human Capital thirty (30) days prior to the desired beginning 
date of leave.  The Chief Officer of Human Capital may accept less notice.  (1996, 
2009, 2016) 
 

SECTION 7:            Military Leave 
 

Teachers are entitled to leave of absence for National Guard Duty and Federal 
Armed Services active duty in accordance with State law.  Teachers shall be able 
to take the leave without loss of status.  Section 144 and 734 Oklahoma State Law 
(2004) 

 
 
SECTION 8:  Court Appearances / Jury Duty 
 
 The Board shall provide a substitute teacher and pay the regular salary of any 

teacher who is summoned for jury duty service or subpoenaed for court 
appearance.  (1989, 2010) 

 
 
ARTICLE VII: SALARY DEDUCTIONS 
 
 A. With the written approval of the teacher, payroll deductions shall be made 

for professional dues and/or political action contributions.  (1985) 
 
 

B.        Salary deductions for the payment of the professional organizations’ dues      
shall be made in twelve (12) equal monthly portions of the total dues.  Within ten 
(10) days following the actual salary deductions, the total amount of monies 
deducted shall be forwarded to the Association.  (1984) 

 
ARTICLE VIII: ASSOCIATION ACTIVITIES 
 
SECTION 1:  Association Leave 
 

A. The Board agrees to provide the Association with a total of twenty-five 
(25) days of leave to be used for purposes which benefit public education.  The 
district will employ a substitute as required.  (1985) (2018) 
 
B. After the twenty-five (25) days district-paid Association absences have 
been used, additional days may be granted for Association activities which benefit 
public education when approved by the Superintendent.    (1985) (2018) 
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SECTION 2:  Release Time for Association Officers 
 

A. The Board shall grant to the President or other designee of the Association 
a one-year leave of absence without pay or district-paid benefits for his/her term 
of incumbency.  During such period all benefits shall accrue, including 
advancement on the salary schedule.  (1992) 
 
B. The President or other designee of the Association shall continue to be 
carried on the district payroll for salary and fringe benefits as if in an active status 
subject to a monthly reimbursement by the Association for all monies paid.  
(1987) 

 
C. The Association as the employer of record will set forth the terms and 
conditions of employment including vacations, holidays, and the various leave 
plans. 

 
D. Upon request, the full-time released President or other designee of the 
Association shall return to the same position held prior to leave whenever 
possible.  (1984) 

 
E. Any member of the local Association elected to serve as Vice-President or 
President of the state association, or Secretary-Treasurer, Vice-President, or 
President of the national association shall be entitled to a one-year leave of 
absence without pay or district-paid benefits for his or her term of incumbency.  
During such period, all accrued benefits will be held intact.  Upon returning from 
the one-year leave of absence, the member shall return to the same position 
whenever possible.  (1991) 
 

SECTION 3:  Information Dissemination 
 

A. The Association shall have the right to place ACT-related notices, 
circulars, and other Association material on designated school bulletin boards and 
in teachers’ mail boxes.  A copy of each item so displayed, distributed, or 
otherwise provided to teachers by the Association shall be provided to the 
building principal and the Office of Human Capital office. (2012) 
 
B. Any item posted or displayed shall bear the signature of an Association 
officer, building representative, or the individual posting it, or carry the 
Association logo. 

 
C. The Association shall be accorded use of the inter-school mail service.  A 
mail box located in the Administration Building mailroom shall be assigned to the 
Association to facilitate such use.  (1982) 
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SECTION 4:  Meetings 

 
During the first week teachers are to report for duty, one-half (1/2) day shall be 
granted to the Association for meetings.  The exact half (1/2) day will be decided 
by the Administration to coordinate with the opening activities of school.  (2003) 

 
SECTION 5:  Association Visitation 
 
 The Association President and/or other Association representatives shall be 

allowed to visit the schools provided that they make their presence known to the 
building principal or his/her designee upon entering a school building.  Such visits 
shall not be permitted to disrupt school routine.  (1982) 

 
SECTION 6:  Availability of Information 
 
 Copies of the following items will be distributed electronically or placed in the 

Association’s mail box in the Administration Building on the same day such 
copies are delivered to the Board: (2004) 

 
 1. Board Agenda 

 
2. Copy of Minutes 

 
3. Personnel List 
 
4. Investment report 
 
5. Purchases 
 
5. Other public information item 

 
ARTICLE IX: COMPENSATION PLANS 
 
SECTION 1:  Extra Pay  
 

Teachers working outside the school day, on activities subject to pay, shall be 
paid according to the District’s Compensation Rates located in the Human Capital 
Office. Professional Development funds may be used to pay certified staff for 
professional development events when funds are available.  (2004) 

 
SECTION 2:  Tuition Reimbursements 
 

The Board shall designate teaching fields wherein a shortage of certified teachers 
is deemed to exist.  Teachers with an interest in one of those designated fields 
who wish to undertake study in order to gain certification may make application 
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to the Superintendent, and if accepted, shall be reimbursed for all tuition and all 
approved related expenses.   (1985) 

 
SECTION 3:  Compensation for the Covering of Classes 
 
 Teachers who are required by the administration to cover a class to accommodate 
 absences shall be paid at the rate of: 
 
   High School  $12.50 per plan time 
   Middle School  $12.50 per plan time 
   Elementary  $12.50 per plan time 
 

Any teacher asked by Administration to take additional students due to teacher 
absence shall be paid based on a percentage of the current certified substitute pay.  
(APPENDIX III)(2004, 2006, 2010, 2011) 
 

 
SECTION 4:  PROFESSIONAL STAFF SALARY SCHEDULES 
 

 Salary Adjustments 
  

A.        Additional salaries paid on per diem or percentages will be computed on 
the base salary.  Per diem is paid on contract days beyond 182 days 
 

1.   School psychologists shall receive an additional 5% of base plus 
$2585. (2005)(2018) 
 
2.  Special Education and Alternative Education teachers shall receive an 
additional 5% of base. 

 
3.  Full-time program coordinators and curriculum specialists shall receive 
per diem and an additional $3,300 and half-time coordinators shall receive 
$1,650. (2018) 
4.  Career technology teachers may receive an additional $2,000. 
 
5.  Teachers assigned classes in addition to the regular school day  
shall receive additional compensation. 

 
6.  Ten month counselors shall receive per diem. (2006) 

 
B. Mentor teachers will be paid a stipend in the amount of $200.00.  (2003, 

2010) 
 District trained mentors will receive $300.00 when assigned to a resident 

teacher. (2007, 2010) 
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C.  Teachers will be paid for district wide Digital Content Development 
approved by the Executive Director of Curriculum and Instruction at the 
following rates:  
Full year course    $3250 
Semester course    $1625 
Quarter course     $800 
Teacher Resource Development   $800 
Content Refresh    $20/hr 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PUTNAM CITY SCHOOLS 2018-19 COMPENSATION SCHEDULE (Bachelors)

(A) (B) (C) (D) (E) (F) (G) (H)

Additional Dist. Dist. Total Cash FBA for

Base Salary Paid Paid Dist. In Lieu of OR Major Med.

STEP Salary (TRS Credit) Life Ret. Comp. FBA thru 12-31-18

0 40,000.00      60.15            46.80      2,954.13    43,061.08      69.71       594.90           

1 40,350.00      103.41          46.80      2,937.22    43,437.43      69.71       594.90           

2 40,700.00      145.65          46.80      2,921.32    43,813.77      69.71       594.90           

3 41,050.00      188.15          46.80      2,905.17    44,190.12      69.71       594.90           

4 41,400.00      233.33          46.80      2,886.33    44,566.46      69.71       594.90           

5 41,925.00      278.76          46.80      2,880.42    45,130.98      69.71       594.90           

6 42,450.00      325.26          46.80      2,873.43    45,695.49      69.71       594.90           

7 42,975.00      372.82          46.80      2,865.39    46,260.01      69.71       594.90           

8 43,500.00      421.44          46.80      2,856.28    46,824.52      69.71       594.90           

9 44,025.00      471.12          46.80      2,846.12    47,389.04      69.71       594.90           

10 44,625.00      521.87          46.80      2,840.53    48,034.20      69.71       594.90           

11 45,225.00      573.67          46.80      2,833.89    48,679.36      69.71       594.90           

12 45,825.00      626.54          46.80      2,826.18    49,324.52      69.71       594.90           

13 46,425.00      680.48          46.80      2,817.41    49,969.69      69.71       594.90           

14 47,025.00      735.47          46.80      2,807.58    50,614.85      69.71       594.90           

15 47,625.00      791.53          46.80      2,796.68    51,260.01      69.71       594.90           

16 48,225.00      848.65          46.80      2,784.72    51,905.17      69.71       594.90           

17 48,825.00      906.83          46.80      2,771.70    52,550.33      69.71       594.90           

18 49,425.00      966.07          46.80      2,757.62    53,195.49      69.71       594.90           

19 50,025.00      1,026.38       46.80      2,742.47    53,840.65      69.71       594.90           

20 50,625.00      1,087.75       46.80      2,726.27    54,485.82      69.71       594.90           

21 51,225.00      1,150.18       46.80      2,709.00    55,130.98      69.71       594.90           

22 51,825.00      1,213.68       46.80      2,690.66    55,776.14      69.71       594.90           

23 52,425.00      1,278.23       46.80      2,671.27    56,421.30      69.71       594.90           

24 53,025.00      1,343.85       46.80      2,650.81    57,066.46      69.71       594.90           

25 54,125.00      1,410.53       46.80      2,666.93    58,249.26      69.71       594.90           

26 54,725.00      1,410.53       46.80      2,712.09    58,894.42      69.71       594.90           

27 55,325.00      1,410.53       46.80      2,757.25    59,539.58      69.71       594.90           

28 55,925.00      1,410.53       46.80      2,802.41    60,184.74      69.71       594.90           

29 56,525.00      1,410.53       46.80      2,847.57    60,829.90      69.71       594.90           

30 57,125.00      1,410.53       46.80      2,892.73    61,475.06      69.71       594.90           

31 57,725.00      1,410.53       46.80      2,937.90    62,120.23      69.71       594.90           

32 58,325.00      1,410.53       46.80      2,983.06    62,765.39      69.71       594.90           

33 58,925.00      1,410.53       46.80      3,028.22    63,410.55      69.71       594.90           

34 59,525.00      1,410.53       46.80      3,073.38    64,055.71      69.71       594.90           

35 60,125.00      1,410.53       46.80      3,118.54    64,700.87      69.71       594.90           

36 60,725.00      1,410.53       46.80      3,163.70    65,346.03      69.71       594.90           

37 61,325.00      1,410.53       46.80      3,208.86    65,991.19      69.71       594.90           

38 61,925.00      1,410.53       46.80      3,254.03    66,636.36      69.71       594.90           

39 62,525.00      1,410.53       46.80      3,299.19    67,281.52      69.71       594.90           

40 63,125.00      1,410.53       46.80      3,344.35    67,926.68      69.71       594.90           

41 63,725.00      1,410.53       46.80      3,389.51    68,571.84      69.71       594.90           

42 64,325.00      1,410.53       46.80      3,434.67    69,217.00      69.71       594.90           

43 64,925.00      1,410.53       46.80      3,479.83    69,862.16      69.71       594.90           

44 65,525.00      1,410.53       46.80      3,524.99    70,507.32      69.71       594.90           

(A)  Step - Based on total experience.

(B)  Base Salary - Negotiated base salary.

(C)  Additional Salary (TRS Credit) - Statutory required payment to certified staff as additional compensation. 

       Not Shown On This Schedule - State Paid Teachers' Retirement Credit which is the statutory amount paid to 

       Teachers' Retirement on behalf of certified staff to offset the TRS Credit taken as additional salary.

(D)  District Paid Life - $30,000 of life insurance for $3.90 (per month) X 12 (months) = $46.80. 

(E)  Dist. Paid Ret. - Seven percent of Total Dist. Comp. (Col. F) less the TRS Credit (Col. C).

(F)  Total Dist. Comp. - Total of columns B through E.

(G) Cash in Lieu of Flexible Benefit Allowance - Teachers not enrolled in the District's Health Insurance Plan

       shall receive from the state a payment in lieu of health insurance in the amount of $69.71 per month.

(H)  Flexible Benefit Allowance for Major Medical - Teachers enrolled in District's Health Insurance Plan

      shall receive from the state a Flexible Benefit Allowance (FBA) an amount equal to the HealthChoice High

      premium for a single employee.  The premium for the remainder of calendar year 2018 is $594.90.  The rate for 

      calendar year 2019 has not been released.  Any excess FBA over the cost of the major medical

      coverage may be used to purchase additional benefits or may be taken as taxable compensation.  No 

      employee shall receive a payment less than provided for by state law.
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PUTNAM CITY SCHOOLS 2018-19 COMPENSATION SCHEDULE (Masters)

(A) (B) (C) (D) (E) (F) (G) (H)

Additional Dist. Dist. Total Cash FBA for

Base Salary Paid Paid Dist. In Lieu of OR Major Med.

STEP Salary (TRS Credit) Life Ret. Comp. FBA thru 12-31-18

0 41,500.00      60.15            46.80      3,067.04    44,673.99      69.71       594.90           

1 41,850.00      103.41          46.80      3,050.12    45,050.33      69.71       594.90           

2 42,200.00      145.65          46.80      3,034.22    45,426.67      69.71       594.90           

3 42,550.00      188.15          46.80      3,018.07    45,803.02      69.71       594.90           

4 42,900.00      233.33          46.80      2,999.23    46,179.36      69.71       594.90           

5 43,425.00      278.76          46.80      2,993.32    46,743.88      69.71       594.90           

6 43,950.00      325.26          46.80      2,986.34    47,308.40      69.71       594.90           

7 44,475.00      372.82          46.80      2,978.29    47,872.91      69.71       594.90           

8 45,000.00      421.44          46.80      2,969.19    48,437.43      69.71       594.90           

9 45,525.00      471.12          46.80      2,959.02    49,001.94      69.71       594.90           

10 46,125.00      521.87          46.80      2,953.44    49,647.11      69.71       594.90           

11 46,725.00      573.67          46.80      2,946.80    50,292.27      69.71       594.90           

12 47,325.00      626.54          46.80      2,939.09    50,937.43      69.71       594.90           

13 47,925.00      680.48          46.80      2,930.31    51,582.59      69.71       594.90           

14 48,525.00      735.47          46.80      2,920.48    52,227.75      69.71       594.90           

15 49,125.00      791.53          46.80      2,909.58    52,872.91      69.71       594.90           

16 49,725.00      848.65          46.80      2,897.62    53,518.07      69.71       594.90           

17 50,325.00      906.83          46.80      2,884.61    54,163.24      69.71       594.90           

18 50,925.00      966.07          46.80      2,870.53    54,808.40      69.71       594.90           

19 51,525.00      1,026.38       46.80      2,855.38    55,453.56      69.71       594.90           

20 52,125.00      1,087.75       46.80      2,839.17    56,098.72      69.71       594.90           

21 52,725.00      1,150.18       46.80      2,821.90    56,743.88      69.71       594.90           

22 53,325.00      1,213.68       46.80      2,803.56    57,389.04      69.71       594.90           

23 53,925.00      1,278.23       46.80      2,784.17    58,034.20      69.71       594.90           

24 54,525.00      1,343.85       46.80      2,763.71    58,679.36      69.71       594.90           

25 55,625.00      1,410.53       46.80      2,779.83    59,862.16      69.71       594.90           

26 56,225.00      1,410.53       46.80      2,824.99    60,507.32      69.71       594.90           

27 56,825.00      1,410.53       46.80      2,870.15    61,152.48      69.71       594.90           

28 57,425.00      1,410.53       46.80      2,915.31    61,797.64      69.71       594.90           

29 58,025.00      1,410.53       46.80      2,960.48    62,442.81      69.71       594.90           

30 58,625.00      1,410.53       46.80      3,005.64    63,087.97      69.71       594.90           

31 59,225.00      1,410.53       46.80      3,050.80    63,733.13      69.71       594.90           

32 59,825.00      1,410.53       46.80      3,095.96    64,378.29      69.71       594.90           

33 60,425.00      1,410.53       46.80      3,141.12    65,023.45      69.71       594.90           

34 61,025.00      1,410.53       46.80      3,186.28    65,668.61      69.71       594.90           

35 61,625.00      1,410.53       46.80      3,231.44    66,313.77      69.71       594.90           

36 62,225.00      1,410.53       46.80      3,276.61    66,958.94      69.71       594.90           

37 62,825.00      1,410.53       46.80      3,321.77    67,604.10      69.71       594.90           

38 63,425.00      1,410.53       46.80      3,366.93    68,249.26      69.71       594.90           

39 64,025.00      1,410.53       46.80      3,412.09    68,894.42      69.71       594.90           

40 64,625.00      1,410.53       46.80      3,457.25    69,539.58      69.71       594.90           

41 65,225.00      1,410.53       46.80      3,502.41    70,184.74      69.71       594.90           

42 65,825.00      1,410.53       46.80      3,547.57    70,829.90      69.71       594.90           

43 66,425.00      1,410.53       46.80      3,592.74    71,475.07      69.71       594.90           

44 67,025.00      1,410.53       46.80      3,637.90    72,120.23      69.71       594.90           

(A)  Step - Based on total experience.

(B)  Base Salary - Negotiated base salary.

(C)  Additional Salary (TRS Credit) - Statutory required payment to certified staff as additional compensation. 

       Not Shown On This Schedule - State Paid Teachers' Retirement Credit which is the statutory amount paid to 

       Teachers' Retirement on behalf of certified staff to offset the TRS Credit taken as additional salary.

(D)  District Paid Life - $30,000 of life insurance for $3.90 (per month) X 12 (months) = $46.80. 

(E)  Dist. Paid Ret. - Seven percent of Total Dist. Comp. (Col. F) less the TRS Credit (Col. C).

(F)  Total Dist. Comp. - Total of columns B through E.

(G) Cash in Lieu of Flexible Benefit Allowance - Teachers not enrolled in the District's Health Insurance Plan

       shall receive from the state a payment in lieu of health insurance in the amount of $69.71 per month.

(H)  Flexible Benefit Allowance for Major Medical - Teachers enrolled in District's Health Insurance Plan

      shall receive from the state a Flexible Benefit Allowance (FBA) an amount equal to the HealthChoice High

      premium for a single employee.  The premium for the remainder of calendar year 2018 is $594.90.  The rate for 

      calendar year 2019 has not been released.  Any excess FBA over the cost of the major medical

      coverage may be used to purchase additional benefits or may be taken as taxable compensation.  No 

      employee shall receive a payment less than provided for by state law.
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PUTNAM CITY SCHOOLS 2018-19 COMPENSATION SCHEDULE (Doctorate)

(A) (B) (C) (D) (E) (F) (G) (H)

Additional Dist. Dist. Total Cash FBA for

Base Salary Paid Paid Dist. In Lieu of OR Major Med.

STEP Salary (TRS Credit) Life Ret. Comp. FBA thru 12-31-18

0 45,000.00      60.15            46.80      3,330.48    48,437.43      69.71       594.90           

1 45,350.00      103.41          46.80      3,313.56    48,813.77      69.71       594.90           

2 45,700.00      145.65          46.80      3,297.67    49,190.12      69.71       594.90           

3 46,050.00      188.15          46.80      3,281.51    49,566.46      69.71       594.90           

4 46,400.00      233.33          46.80      3,262.67    49,942.80      69.71       594.90           

5 46,925.00      278.76          46.80      3,256.76    50,507.32      69.71       594.90           

6 47,450.00      325.26          46.80      3,249.78    51,071.84      69.71       594.90           

7 47,975.00      372.82          46.80      3,241.73    51,636.35      69.71       594.90           

8 48,500.00      421.44          46.80      3,232.63    52,200.87      69.71       594.90           

9 49,025.00      471.12          46.80      3,222.47    52,765.39      69.71       594.90           

10 49,625.00      521.87          46.80      3,216.88    53,410.55      69.71       594.90           

11 50,225.00      573.67          46.80      3,210.24    54,055.71      69.71       594.90           

12 50,825.00      626.54          46.80      3,202.53    54,700.87      69.71       594.90           

13 51,425.00      680.48          46.80      3,193.75    55,346.03      69.71       594.90           

14 52,025.00      735.47          46.80      3,183.92    55,991.19      69.71       594.90           

15 52,625.00      791.53          46.80      3,173.02    56,636.35      69.71       594.90           

16 53,225.00      848.65          46.80      3,161.07    57,281.52      69.71       594.90           

17 53,825.00      906.83          46.80      3,148.05    57,926.68      69.71       594.90           

18 54,425.00      966.07          46.80      3,133.97    58,571.84      69.71       594.90           

19 55,025.00      1,026.38       46.80      3,118.82    59,217.00      69.71       594.90           

20 55,625.00      1,087.75       46.80      3,102.61    59,862.16      69.71       594.90           

21 56,225.00      1,150.18       46.80      3,085.34    60,507.32      69.71       594.90           

22 56,825.00      1,213.68       46.80      3,067.00    61,152.48      69.71       594.90           

23 57,425.00      1,278.23       46.80      3,047.61    61,797.64      69.71       594.90           

24 58,025.00      1,343.85       46.80      3,027.16    62,442.81      69.71       594.90           

25 59,125.00      1,410.53       46.80      3,043.27    63,625.60      69.71       594.90           

26 59,725.00      1,410.53       46.80      3,088.43    64,270.76      69.71       594.90           

27 60,325.00      1,410.53       46.80      3,133.60    64,915.93      69.71       594.90           

28 60,925.00      1,410.53       46.80      3,178.76    65,561.09      69.71       594.90           

29 61,525.00      1,410.53       46.80      3,223.92    66,206.25      69.71       594.90           

30 62,125.00      1,410.53       46.80      3,269.08    66,851.41      69.71       594.90           

31 62,725.00      1,410.53       46.80      3,314.24    67,496.57      69.71       594.90           

32 63,325.00      1,410.53       46.80      3,359.40    68,141.73      69.71       594.90           

33 63,925.00      1,410.53       46.80      3,404.56    68,786.89      69.71       594.90           

34 64,525.00      1,410.53       46.80      3,449.72    69,432.05      69.71       594.90           

35 65,125.00      1,410.53       46.80      3,494.89    70,077.22      69.71       594.90           

36 65,725.00      1,410.53       46.80      3,540.05    70,722.38      69.71       594.90           

37 66,325.00      1,410.53       46.80      3,585.21    71,367.54      69.71       594.90           

38 66,925.00      1,410.53       46.80      3,630.37    72,012.70      69.71       594.90           

39 67,525.00      1,410.53       46.80      3,675.53    72,657.86      69.71       594.90           

40 68,125.00      1,410.53       46.80      3,720.69    73,303.02      69.71       594.90           

41 68,725.00      1,410.53       46.80      3,765.85    73,948.18      69.71       594.90           

42 69,325.00      1,410.53       46.80      3,811.02    74,593.35      69.71       594.90           

43 69,925.00      1,410.53       46.80      3,856.18    75,238.51      69.71       594.90           

44 70,525.00      1,410.53       46.80      3,901.34    75,883.67      69.71       594.90           

(A)  Step - Based on total experience.

(B)  Base Salary - Negotiated base salary.

(C)  Additional Salary (TRS Credit) - Statutory required payment to certified staff as additional compensation. 

       Not Shown On This Schedule - State Paid Teachers' Retirement Credit which is the statutory amount paid to 

       Teachers' Retirement on behalf of certified staff to offset the TRS Credit taken as additional salary.

(D)  District Paid Life - $30,000 of life insurance for $3.90 (per month) X 12 (months) = $46.80. 

(E)  Dist. Paid Ret. - Seven percent of Total Dist. Comp. (Col. F) less the TRS Credit (Col. C).

(F)  Total Dist. Comp. - Total of columns B through E.

(G) Cash in Lieu of Flexible Benefit Allowance - Teachers not enrolled in the District's Health Insurance Plan

       shall receive from the state a payment in lieu of health insurance in the amount of $69.71 per month.

(H)  Flexible Benefit Allowance for Major Medical - Teachers enrolled in District's Health Insurance Plan

      shall receive from the state a Flexible Benefit Allowance (FBA) an amount equal to the HealthChoice High

      premium for a single employee.  The premium for the remainder of calendar year 2018 is $594.90.  The rate for 

      calendar year 2019 has not been released.  Any excess FBA over the cost of the major medical

      coverage may be used to purchase additional benefits or may be taken as taxable compensation.  No 

      employee shall receive a payment less than provided for by state law.
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SECTION 5:   Extra Assignment Compensation 
 

School Year 2018-2019 
PROFESSIONAL STAFF EXTRA DUTY PAY 

 
HIGH SCHOOL             AMOUNT 

 
Academic Coach              $1,945.00 
Activities Director    2,260.00 
Art          675.00 
Auditorium Manager               3,145.00 
Band Director      7,865.00 
Band Director Assistant    4,250.00 
Debate      2,810.00 
Department Head 4-7     1,100.00 
Department Head 8+     1,280.00 
Drama       3,050.00 
Flag Sponsor      2,810.00 
Head Class Sponsor (Freshman/Sophomore) 1,100.00 
Head Class Sponsor (Junior/Senior)  1,500.00 
Head Counselor     1,100.00 
High Schools That Work    1,125.00 
Honor Society        995.00 
Newspaper      2,375.00 
Orchestra      3,145.00 
Pom Sponsor 4,000.00 
Pom Assistant     1,895.00 
Silver Strings      3,165.00 
Silver Strings Asst.       860.00 
Step Team Sponsor     4,000.00 
Step Team Assistant    1,895.00 
Student Council     1,800.00 
Testing Coordinator       765.00 
Textbooks         975.00 
Vocal Music     4,500.00 
Theater Dance                                                   900.00 
Vocal Music Assistant   1,460.00 
Yearbook      2,000.00 

 
MIDDLE SCHOOL 

 
Academic Coach     1,410.00 
Art          640.00 
Band       3,060.00 
Band Assistant       990.00 
Drama       1,095.00 
Leadership         775.00 
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Math Counts         425.00 
Orchestra      2,200.00 
Site Leader         770.00 
Testing Coordinator                                          765.00 
Textbook         955.00 
Vocal Music      2,020.00 
Yearbook      1,860.00 

 
ELEMENTARY 

 
Art           395.00 
Intramurals 

Basketball         675.00  
Basketball Asst.       370.00 
Soccer          560.00 
Soccer Asst.        245.00 

Music           640.00 
Site Leader         770.00 
Testing Coordinator                                            765.00 
Textbook Coordinator        350.00 
 
HIGH SCHOOL ATHLETICS 

 
Athletic Director     3,665.00 
Athletic Trainer     7,315.00 
Baseball, Head Coach    5,780.00 
Baseball, Asst.     2,800.00 
Basketball, Head     7,900.00 
Basketball, Asst.     3,400.00 
Cheer Head      4,000.00 
Cheer Asst.      1,895.00 
Cross Country     3,000.00 
Football Head               10,800.00 
Football Head Asst.     5,030.00 
Football Asst.      4,200.00 
Golf       2,885.00 
Golf Asst.      1,780.00 
Soccer Head      4,400.00 
Soccer Asst.     2,000.00 
Softball Head      5,710.00 
Softball Asst.     2,700.00 
Stadium Manager     1,900.00 
Swimming      3,385.00 
Tennis       3,000.00 
Track       4,000.00 
Track Asst.      2,080.00 
Volleyball Head     3,735.00 
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Volleyball Asst.     2,000.00 
Weight Training     1,530.00 
Wrestling Head     7,000.00 
Wrestling Asst.     3,250.00 
 
MIDDLE SCHOOL ATHLETICS 

 
Athletic Director    3,055.00 
Balance Team         675.00 
Basketball       2,370.00 
Cheer Head       2,520.00 
Cheer Assistant      1,895.00 
Cross Country         675.00 
Football Head       2,880.00 
Football Asst.       2,000.00 
Football Head 6th Grade    1,440.00 
Football Asst. 6th Grade                                   1,000.00                                  
Intramurals          425.00 
Soccer           675.00 
Soccer Asst.          425.00 
Softball Head       2,265.00 
Softball Asst.       1,060.00 
Track        2,145.00 
Track Asst.       1,405.00 
Volleyball Head      1,725.00 
Volleyball Asst.      1,090.00 
Wrestling       2,100.00  
 
District Program Chairs 
 
Vocal Music     1,685.00 
Physical Education    1,685.00 
Orchestra     1,685.00 
Band      1,685.00 
Visual Arts     1,685.00 
Drama/Dance/Stagecraft   1,685.00 
Foreign Language    1,685.00 
Gifted and Talented    1,685.00 
ABL Lab     1,685.00 
Cancer Classic     1,685.00 
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Type or Print        APPENDIX I                   GBM-E1 
In Duplicate   

PUTNAM CITY SCHOOLS 
 

FORMAL GRIEVANCE PRESENTATION 
(Refer to Article II – Section 5 of the Negotiation Agreement) 

 
Step I  II  III 

 
(Circle Applicable Step) 

 
 

NAME ____________________________    TEACHING ASSIGNMENT______________ 
  
SCHOOL _____________________    PRINCIPAL   ______________________ 
 
DATE         
 
DATE OF PREVIOUS DISPOSITION        
 
I FEEL THAT THE NEGOTIATIED AGREEMENT BETWEEN THE PUTNAM CITY 
BOARD OF EDUCATION AND THE A.C.T. HAS BEEN VIOLATED FOR THIS  
REASON: ______________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

ACTION REQUESTED:   __________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

             
        (Signature of Aggrieved) 
 
             
             (Assoc. Com. Member’s Signature) 
(1996) 

Distribution: 
(Copies will be furnished to appropriate parties) 
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APPENDIX II 
 

Article III:  Personnel Procedures 
 
Section 14:  ADMINISTRATIVE APPEAL  
 

RIGHT TO APPEAL ADMINISTRATIVE DECISIONS  
ADMINISTRATIVE APPEAL PROCEDURE FORM 

 
 

Teacher(s):____________________________________________________________   
 
(Circle appropriate level according to Negotiated Agreement) 

Principal               Executive Director of Elementary/Secondary Education 
 
Chief Officer of Human Capital              Superintendent 
 
 
Date of Appeal: _________________________ 
 
 
 
 

Statement of Concern: __________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________ 

 
Action requested: ______________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

Signature________________________________________ 

 

Response to Complaint: __________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

Signature__________________________________________ 
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APPENDIX III 
 

PUTNAM CITY SCHOOLS 
Payroll Claim Form 

(for certified staff who substitute during their planning period or taking additional students) 
Name __________________________________________     School_______________________________ 
 
EIN: ___________________________________________     FY16 month ________________________ 
 

Compensation is based on a percentage of the current certified substitute pay. 
 

GUIDELINES:  Substituting during plan time -  Record each day on a separate line. 
                   1)  High School                                 -                  $12.50 per plan time 
                   2)  Middle/Elementary School        -                  $12.50 per plan time 
 

Date Plan Time Date Plan Time 
        
        
        
        

 
Total Plan Times _________________     Rate  _____________________  TOTAL PAY   __________________ 

 
GUIDELINES:  Additional students all day -  Record each day on a separate line. 
1)  Teachers assigned additional students due to teacher absence will receive amount equal to:    % of 

students x $70.00. 
 

Date Plan Time Date Plan Time 
        
        
        
        

 
_______ % of students   X   $70.00 =   TOTAL PAY ____________ 

 
GUIDELINES:  Additional students partial day -  Record each day on a separate line. 

1) If less than a full day, the teacher will receive amount equal to: 
% of students  x  % of day = % of $70.00 

(example – 50% of students x 50% of day – 25% of $70.00/Total Pay $17.50) 
Date Plan Time Date Plan Time 

        
        
        
        

_____ % of students  x ______% of day =  _________% of $70.00   TOTAL PAY________ 
 

Signature ___________________________________________            Date ________________________ 
                                        (Teacher)                                                                                                         
 
Approved by ________________________________________             Date ________________________ 
  Revised 4/15/15                              (Principal/Director/Supervisor) 
 



 

Putnam City Schools 
Personal Leave 

Name ________________________________    Date ___________________________ 

 
Phone ________________________________   Cell _____________________________ 
 

Employees may exchange sick leave for personal leave at a 2:1 ratio, to accumulate up to 2 additional 
days of personal leave in one school year.  No more than 3 days of personal leave may be used 
consecutively without the approval of the Chief Officer of Human Capital. All exchanges must be 
approved prior to the use of the requested leave. (2010, 2015, 2016) 
 
 
□ I would like to exchange for 1/2 day of leave. 
□ I would like to exchange for 1 day of leave. 
□ I would like to exchange for 2 days of leave. 

 
 
I would like to apply it on the following date/s: ______________________________________. 
 
I acknowledge that any additional days that are not used will convert to the next contract year. (If 
additional days are not used they will only convert back to 1 sick leave day, not 2.) 
 
 
 
______________________________________   _____________________________ 
                                Signature                    Date 
 
 

APPROVED BY: 

 
_______________________________________    _____________________________ 
Patricia Balenseifen, Chief Officer of Human Capital     Date 
 

Please return this form to Human Capital when completed. Rev 7-16 
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