





Retirements/Resignations Underqualified (UQs),

1Year Agreements
and Post January Hires

See DP321 for details.

**Notices should be submitted
electronically in Skyward**

Non-Renewals Enroliment

**Schools with anticipated RIS will be
invited to individual meetings**



Golden Rule of HR:
e Document
e Document
e Document
° ... Document

DECEMBER

‘O

\"

JANUARY

The sooner you complete and

have these approved...

the sooner you can notify

teachers.

.

FEBRUARY

MARCH

A Non-Renewal/Extension meeting should NEVER be the first contact you have with a teacher about concerns.



We have COMBINED this form!

Jordan School District 7387 S. Campus View Drive » West Jordan, UT 84084
H u m a n Reso urces ﬂ PHONE: 801-567-8150 » FAX: 801-567-8056
employment.jordandistrict.org

June LeMaster, Ph.D., Administrator, Human Resources

Request for Provisional Status Non-Renewal OR Extension
1 am requesting that the following licensed employee’s provisional status be extended for one (1) contract year. (). The
attached only andr
nstituting any additional employee rights or imposing any additional
Non-Renewal

These should not be construed as
on the Jordan School District.
Provisional Status Extension
(DP316 NEG- Orderly Termination Procedures- m]

O | (DP313 NEG — Provisional and Probationary Licensed
Licensed; Personnel|

incipal’s Signature:

mployee’s Name: school:
mployee’s Licensure Status: Professional | ] | Associate O | LEA Specific
50 Employment Year: [m} d (m] 2 a 3
(Previously Extended Educators) a o s
Submit Copy of JPAS Evidence/Artifacts
a JPAS Orientation Completion

Date:
1st Evaluation Completed Date of Professional D

Meeting:
2nd Evaluation Completed Date of D Meeting:

Date Assigned:

Submit Mentor Teacher Contract

OR, Instructional Coach Assignment
Submit Copy of JPAS Feedback Reports (this year only)

Name:

Submit an employee signed Letter of Concern or Summary of Meeting — REQUIRED
Submit Doc ion for employee i

(Check all that apply and attach documentation)

https://employment.jordandistrict.org/hr-resource-provisional-non-renewal-extension/



https://employment.jordandistrict.org/hr-resource-provisional-non-renewal-extension/

Feb 1 -Principal will receive form from HR
Feb 17 - Principals forward forms to AOS for
approval

Jut LeMaster. C
UNDER-QUALIFIED EDUCATOR EMPLOYMENT STATUS
Employee Name: Jane Doe Current School Year: 2022-2023
School: Jordan School District | Position: Math
Licensure Expiration: 6/30/2023 Program Progress: 50% as of: 2/1/2023

Prior Year Progress: 20%

Pedagogy (outof 5): | 5 Content: Not Complete | Competencies: | Complete

JPAS Evaluations: Complete | Observations (outof2): | 0 PPAT: Not Registered

Notes:|

The above under-qualified educator is on a temporary, one-year agreement for the 2022-2023 school year. The position this
educator currently occupies will be automatically posted on Frontline as available for the 2023-2024 school year on March 1.
Please confirm the availability of this position at your school location for the 2023-2024 school year.

Will the above position be available for the 2022-2023 school year?
Check one of the following options and submit to your Administrator of Schools for consideration by February 15, 2023.
Option 1:
O Yes, | would like to rehire the above under-qualified educator in this position. Administrator of Schools approval
required. See my justification below:

Option 2:

Form allows
you to
request AOS
approval to
rehire UQ
teacher
without

requiring the
interview
process.




Transfers
Associate Educators
(AELS)

Open Competitive
Recruitment

Student Teachers/
Interns

**The sooner you hire, the sooner they
are onboarded...June/July there are
MANY open appointments.**



SCHOOL DISTRICT ®

JorDAN g @
Q

Grow with Us Job Fair @

Date: January 25th, 2023

Time: 6 to 8pm
Location: Oquirrh Hills Middle
12949 S 2700 W, Riverton, UT 84065

Participation is required for all school and
District program Administrators/Supervisors
with current open positions.

LEADCEDUCATET *INSPIRE"



A

A




This process has not changed.

e Transfer window opens on Feb 1st
e Transfers completed by Feb 28th
See DP304 NEG for details. will not have to be posted in
Frontline
e You will receive a report weekly on
individuals requesting transfers
Transfers may occur up from IS during Feb
to 10 days priortoNew ® TWo (2) transfer candidates, if
Teacher Induction. available, should be interviewed
for vacancies through June 1st



West Jordan Elementary
School Closure

® Teachers by policy will have access to the negotiated
policy protections which include one year of substituting
with benefits and guaranteed opportunity to interview.
o If they apply to your position, you MUST grant an
interview.
® Education Support Professionals (ESP) who apply for and

are offered a position at a lower lane, will have their pay
held harmless for a period of one year.



Dec 15th- Jan 3rd-
Prior to Dec 21st- Jan 15th-
Early Jan-

Critical Dates Document

Feb 6th-8th -
*k

Feb 13th-

Feb 15th-

Feb 24th-

Feb 28th-

**Principals with RISs based
on V2.0 will be invited to
individual meetings**

March 1st-

March 31st-


https://employment.jordandistrict.org/wp-content/uploads/sites/34/Critical-Dates-22-23.pdf

r
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Hiring and

Licensing




V [ ] [ ]
" Welcome, Test Administrator FI ndl n

j Job Postings >

Forms > Message Board
Click here for: Step by Step Outline Document for Frontline
New Hire/Change form Flow Chart

& MyAccount >

£ ety School/Department Administrators; m I ss I n

pieces

Frontline Tutorlals:




2022-2023 Hiring Season

New applicants per week

average to fill teacher vacancies

a9




Frontline Searching Tools

Use Vacancies by Add important fields on Narrow down your list Reach out to other
Category main screen to your top # applicants

Y  Filter Applicants >

4+ Add/Remove Columns

| Pipeline Stages

s Vacancies by Category

Y  Filter Applicants
Not in any pipeline ([ 4]
stage

@ Vacancies by Location

4+ Add/Remove Columns >

£+ Batch Actions & Tools

Submitted -
Professional License

£+ Batch Actions & Tools O Category Pipelines

Submitted - e z 3 z 3 ‘
Underqualified ‘ Pipeline Stages ‘ Pipeline Stages
Interviewing 0
HR USE ONLY - Moved (@) v
to Skyward
Global Fields v I
*Applicant Withdrew @3
Search for certain Search for
Use Pipeline stages to Screen applicants all skills without opening Professionally
sort your applicants from the same page each person’s Licensed Educatorin

application that subject area




New Frontline

Enhancements




All applicants will
be asked if they
want to join an
applicant pool.

Search under
category/subject to find
applicants interested in

job type.

Tutorial on Frontline and
AdminOnly

/?

All applicants will
answer the 3
required interview
questions


https://docs.google.com/file/d/18HTlZhNItT9Sn4q83OZy1NC847EvMLwf/preview

Interview
ot s 1 e Q ue sti onna | res

H Jordan School District

uman Resources U New questions and forms found on

The Learner and Learning Ad m i n Q n Iv

Standard 1: Learner The teacher understands cognitive, linguistic, social, emotional, and physical a
'Development

A. Describe for us how you go about creating developmentally appropriate and challel H L d
individual student's strengths, interests, and needs. I rl n I C e n S e

(] B. Tell us about a time you collaborated with families, colleagues, and other profession|
development.

Standard 2: Learning The teacher understands individual learner differences and cultural and linguisti
Differences

A. How are you able to understand individual learner differences and hold high expe:

B. Describe for us how you design, adapt, and deliver instruction to address each st
needs.

C. Tell us how you allow students different ways to demonstrate learning sensitive
D. How do you create a learning culture that encourages individual learners to pe

E. What steps do you take to incorporate tools of language development into pl3
learns and support development of English proficiency?

dard 3: Learning The teacher works with learners to create environments that support
social interactions, active engagement in learning, and self-motivati
A. Tell us about a time when you developed learning experiences tha
who internalize classroom routines, expectations, and procedures.
B. How do you collaborate with students to establish a positive
and inquiry?
C. Please discuss the variety of classroom manage:
environment.
aw do you equitably engage stud



https://employment.jordandistrict.org/adminonly/

One form for up to 3 references.

Less required questions.

ensed Combined Phone Reference C|

are not the assigned user for

e Applicants or Employees
Please answer the questions below.

Licensed Combined Reference Form

Recommended Questions

-Did this employee function better working alone or as part of a team?

-What if anything, distinguishes this person from others who do the same type of job?
-Would you enthusiastically recommend this person? Please explain.

-How would you compare this employee's work habits with others?

-What are the strengths and areas of improvement for this employee?

Teacher
-Have you personally observed this employee in the classroom? If yes, what did you observe?

Principal/Director/Supervisor

% Name: [

# Organization/District:

L ]

ou know of any reason why this applicant should notbe O ves O No
o work with students?




Recommendation to Hire Forms

# List each applicant screening filter used within Frontline to screen applicants: (ex: used
filters for all candidates with Masters Degree and 3+ years of experience)

Other screening factors used: (non Frontiine Filters)

() JSD Experience (Intern, student teacher, ESP) [ References [ Stabjga(F mployment History
[ Knowledge O skills [ Avi

() Video screening

% Interview Questions asked: (ex: Standard 1A, Standard 3D, etc)

el —
e —

Applicants Interviewed:

Sample Applicant is the recommended candidate for the following position:
*Requisition.AdditionalTitle* at *Requisition.Location™

% This candidate will be a:

Screening factors
used

!nterview
information

Interview Scores
for each applicant
on 1table

Licensure Status



g

Licensing

— LEA - Specific Website Updates
Please watch for email from HR with -
updated instructions and numbers of UQ’s.
This information must be posted on your
school website.

P .

W 2021-2022 = 2022-2023

LEA Specific Associate



Road to Licensure

LEA - Specific Associate Professional
Driver’'s Ed Learner’s Driver’s
Permit License
D trated
x Cgmggfe;aci yr Demonstrated v Demonstrated
Competency Competency
C leted
X TrC;riTr]wian - ¥ Completed Y Completed
Training Training
Teachin .
* ExpeJegce ¥ Teaching % Teaching

Experience Experience



Reasons for being
Underqualified (UQ)

Applicant has never had an Educator is in a University Ex: Educator has a license in
educator license Program that leads to Elementary but is hired in
licensure SpEd or Secondary

Educator has Professional Educator has an expired Educator has Professional

license awarded from Ureal Eeuesror Leemes License but is not endorsed

another state in proper subject area



Which license?

Waiting for license to be
awarded (Out of State or
Expired)

Applying for Associate
License but needs to
demonstrate competency
w/USBE

Hourly Teacher less than
0.33 FTE (coaches)

*Not allowed for SpEd, SLPs,
Psychologists or Counselors

Interns/enrolled in University
Program

Out of State License needing
additional requirements

Enrolled in an Educator Prep
Program (APPEL, APPEL
SpEd, etc)

Educator has completed all
requirements with USBE

Educator has Professional
License but not properly
endorsed




e HR Resources

e Investigation
e Discipline




Admin Only website
Human Resource Website

HR Connections website



https://employment.jordandistrict.org/AdminOnly/
https://employment.jordandistrict.org/
https://employment.jordandistrict.org/HRConnections/
https://employment.jordandistrict.org/HRConnections/



http://www.youtube.com/watch?v=OygHutGOv28




Table Top

er Exercise




Table Top Exercise

An employee reports that she thinks money is

disappearing from her purse which is kept in a
drawer in the shared teacher’s room.
However, she is not 100% positive.



Table Top Exercise

You receive a phone call from a concerned
parent. Her student reported that a
substitute teacher was reading a letter to the
class from a currently incarcerated inmate.
The letter included life lessons and things
observed by the inmate while in prison.



Table Top Exercise

Your head custodian notified you that a minor
female sweeper (non-student) was not
showing up to work. When the custodian
contacted the parent, the parent indicated
that a teacher at the school provided the
sweeper a cell phone which she was very
concerned about. Until it was resolved, the
sweeper would not return to work.



Table Top Exercise

An angry parent contacts you to find out how
his student arrived home with a black eye.
The student indicated the P.E. teacher was
angry and threw a ball which hit the student
in the face. You notify the parent you are not
aware of the issue but will investigate.



Table Top Exercise

A student comes to the office and tells you
their math teacher is acting funny.









Table Top

answer -
Exercise



















Progressive Discipline Process

The district may elect to proceed with disciplinary
action to warn the employee that his/her conduct

places the employee in danger of termination
during the contract term.

Document by email, letter, etc.
1. Oral Reprimand:
a. Document by email, letter, etc.

2. Written Warning: Written warning is any memo
of concern.

a. On School letterhead. Get Signatures



Progressive Discipline Process

Written Reprimand: Written Reprimand is issued by the immediate
supervisor or District Administrator which warns the employee that
adverse employment action, which may include contract
termination, may be taken.

a. This warning is active for a two-year period and may
remain in either the school file or in the employee’s District
personnel file.

b. The warning does not prejudice the right of the district to

proceed with termination for cause should the misconduct
continue.









Key Points

Communicate clear expectations
Don’t be afraid to call

DOCUMENT! DOCUMENT! DOCUMENT!

Obtain Signatures

Follow Up

This is not a time for emotions or
apologies to the employee.



Resignations

A S500 fine is imposed when an employee (Licensed OR Administrator) does
not provide the proper notification in Employee Access. In addition, the
employee will be assessed the cost of a Long Term Sub for any leave days

used during the last 30/60 days of their employment, as per district policy.

Licensed - 30-day notice (DP318)
Administrators - 60-day- notice
(DP318A)

ESP - 2 week notice (DP318B) -
NO FINE

Exceptions allowed for Licensed
and Administrators

Rescinding Resignation

Itis your responsibility to notify your immediate supervisor of your resignation.

Resignation - Administration (DP318A) When requesting contract termination, licensed personnel must notify their immediate supervisor and the Human
Resource Department with at least sixty (60) days notice. Failure to give such notice will result in an ASSESSMENT OF $500.00 to be deducted from the last
paycheck and may result in attachment of a letter that precludes future employment with the District.

Resignation - Licensed (DP318) When requesting contract termination, licensed personnel must give at least thirty (30) days notice. Failure to give such
notice will result in an ASSESSMENT OF $500.00 to be deducted from the last paycheck and may result in attachment of a letter that precludes future
employment with the District.

Resignation - Education Support Professional (DP318B) ESP personnel shall be required to give two (2) weeks' notice of resignation to their principal or
Department Director and the Human Resource Department except in the case of an immediate, verified medical reason or emergency.

Select the reason for resignation.

*ResignationReason: (V)

If you are retiring, enter your Utah Retirement System (URS) retirement date.

URSRetirement Date: [ |[i]
Enter the last contract date you will be working.

*Last Contract Date Worked: [ |[i4] ]
Location: HUMAN RESOURCES ] *CurentAssignment: [ ]

by clicking the "SUBMIT NOTICE OF RESIGNATION" button on the final step, my notice of resignation will be IMMEDIATELY sent to the
Payroll Insurance and Human Resource departments for processing. | also acknowledge that my DISTRICT EMAIL ACCOUNT WILL BE DEACTIVATED ON
MY LAST DAY OF WORK.
1 understand | am required to return my 1.D. Badge, building keys, computer/electronic device(s) or any other District property to my supervisor no later
than my last day of employment.



FMLA

Refer employees to HR Generalist,

Rebecca Eastman

1250 hours worked required to
qualify for FMLA (up to 12 contract
weeks)

Employees off work for 5
non-consecutive days, for the same
condition must contact HR Gen.
Cannot replace an employee on
FMLA

Principal/Supervisor will be kept
engaged in the FMLA process


https://employment.jordandistrict.org/

ADA

JSD has a formal accommodation process

Refer employee to District website (aups:siorandstrict.oras)
Employee completes and forwards information
to HR and the treating physician
Principal/Supervisors will be engaged in the
ADA process

Service animal requests follow the same

protocol as ADA
o Vaccination Requirements
o Service Animal Training
o Training at the school must be conducted



https://jordandistrict.org/

Resources:
(includes Social Media Guidelines)

3-prong test

Frequency
Content

“ Time
v’



https://policy.jordandistrict.org/dp371/
https://employment.jordandistrict.org/wp-content/uploads/sites/34/INVESTIGATIVE-PROCEDURES-INVOLVING-DISTRICT-COMPUTERS-6-2021.pdf

e Unprofessional Conduct e Terminated
o Educator Misconduct Resigned in lieu
o Boundary Violations e Disciplinary Action
e Unsatisfactory Job Performance Taken
e Job Abandonment (DP323)




Brainstorm




Principal/Supervisor MUST be involved

Take necessary amount of time required for a thorough
investigation (30-60 days)

Don’'t need a police report to take disciplinary action
Don’t make promise you can't keep

You are NOT alone


https://casetext.com/regulation/utah-administrative-code/education/title-r277-administration/rule-r277-515-utah-educator-professional-standards
https://casetext.com/regulation/utah-administrative-code/education/title-r277-administration/rule-r277-515-utah-educator-professional-standards
https://employment.jordandistrict.org/adminonly/
https://employment.jordandistrict.org/wp-content/uploads/sites/34/UPPAC-Mandatory-Reporting-10-22.pdf
https://www.schools.utah.gov/file/c1b1b5fd-a03f-4af4-b386-c11bb784672f

Check your HR Knowledge





http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr
https://stories.freepik.com/

