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PERSONNEL POLICIES AND PROCEDURES 
FOR 

ADMINISTRATORS AND SUPERVISORS

I.  LABOR-MANAGEMENT RELATIONSHIP/ADMINISTRATIVE & SUPERVISORY ROLE

  A. Recognition

   Administrators and supervisors have an essential leadership role for educa-
tional programs for the Washington County Public Schools (WCPS). They are 
charged with the responsibility of interpreting and implementing the policies 
and programs set forth by the Superintendent, the elected Board, and the 
Maryland State Department of Education (MSDE), including teacher obser-
vation and evaluation. They have responsibility for initiating, developing, and 
implementing system-wide curricula.

   In the development of these personnel policies and procedures, the Board of 
Education of Washington County recognizes the Washington County Admin-
istrators and Supervisors Association (Unit II) as representing administrative 
and supervisory personnel, excluding the Superintendent and those designat-
ed annually by the Superintendent as executive-level staff.

  B. Meet and Confer 

   The Meet and Confer process shall include meetings between the Superintendent 
and representatives of the Superintendent’s Executive Staff, and the Executive 
Council of Unit II.

   The Meet and Confer process shall be a collaborative effort intended to identify 
specific	action	steps	to	support	district	goals.	It	shall	be	the	responsibility	of	the	
Superintendent and the Unit II Chairperson(s) to establish an annual meeting 
schedule, and jointly agree to agenda items prior to each meeting.

   The purpose of meeting shall be to discuss priorities, issues, operating 
procedures, and topics relevant to Unit II employees.

  C. Collaborative Representation

   The Superintendent will consult with and advise the Unit II Chairperson(s) of 
Superintendent-selected representation on district-wide committees, task 
forces, and other representative groups that impact the work of Unit II members.

   At the request of the Unit II Chairperson(s), the Superintendent, or the 
Superintendent’s designee, will provide the Unit II with a list of current district-
wide committees, task forces, and other representative groups.



II.  WORK ENVIRONMENT, PROFESSIONAL GROWTH, AND EVALUATION

  A. Professional Growth

   Administrators and supervisors are encouraged to participate in a wide variety 
of professional learning experiences to gain knowledge, skills, and dispositions 
necessary to meet individual, school, and district goals. Supervisor-approved, 
differentiated professional learning will be available to support the professional 
growth of administrators and supervisors. Appropriate time and resources shall 
be available for such learning experiences. The Superintendent will allocate 
three thousand dollars ($3,000.00) annually to Unit II.

  B. Evaluation

   1. Evaluation of Administrators and Supervisors

    All employees will be evaluated consistent with regulations adopted by the 
Superintendent of Schools, Board policy, and/or state requirements.

   2. Evaluation Process

    To encourage dialogue and gain feedback to enhance the job performance of 
administrators and supervisors:

    (1) Immediate supervisors (i.e. evaluators) will work to meet with employees 
by September 30 to review the evaluation process and to collaboratively 
establish	the	employee’s	objective(s)	for	the	academic	and/or	fiscal	year.

    (2) Employees or immediate supervisors may request a mid-year meeting to 
review the employee’s progress in the achievement of established 
objectives.

  C. Assignments

   The Association acknowledges the authority of the Superintendent to assign 
and transfer administrators, supervisors, and other employees as the needs of 
the school system require. 

   1. Administrators and supervisors shall have either a ten-, eleven-, or twelve-
month assignment.

   2. When an assignment is different from what the employee desires, a request 
for reconsideration by the Superintendent and then appeal to the Board 
may be made.

   3. Administrators and supervisors shall be available for assignment as 
needed by the Superintendent in responding to emergencies.

   4. The assignment for an eleven-month administrator or supervisor is August 
1 through June 30. For the purposes of supporting summer work-related 
assignments during the month of July, eleven-month employees may, with 
the prior written permission of their dir ect supervisor or at the request of 
their supervisor, work days in the month of July by revising their scheduled 
assigned days after the last teacher work day of one school year and prior 
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to	the	first	teacher	work	day	of	the	following	school	year.	An	equal	number	
of days rescheduled as non-work days during the period of time after the 
last	 teacher	work	day	and	prior	 to	 the	first	 teacher	work	day	of	 the	new	
school year must be reassigned as work days during the month of July. If 
the employees are unable to meet the committed dates of revision for any 
reason, they will use the appropriate type of leave. The assignment year 
for a twelve-month administrator or supervisor is July 1 through June 30. 
Days	listed	in	the	annual	School	Calendar	as	“schools	and	central	office	
closed” and (July 4 for twelve-month employees) shall be observed as 
holidays.

   5. For assignments less than eleven months, pay for days beyond a ten-month 
assignment (190 days) shall be at the same rate earned daily during the 
regular 190-day assignment year.

   6. Administrators and supervisors may have up to two (2) representatives on 
the school calendar committee.

  D. Summer Professional Learning

   Each summer, circumstances permitting, a limited number of administrators and 
supervisors may enroll in a program of study approved by the Superintendent 
or a designee which closely parallels system-wide goals for the professional 
development of staff. Time away from one’s assignment, excluding annual leave, 
may	not	exceed	fifteen	(15)	days.

  E. Employee Protection

    1. Personal Injuries

    An administrator or supervisor who is temporarily absent and unable to 
perform duties as a result of personal injury incurred in the scope and course 
of	employment	and	not	as	a	 result	of	gross	negligence,	as	defined	 in	 the	
Workers’ Compensation Laws of Maryland, will be paid full salary for up to 
twelve (12) months less the amount of any Worker’s Compensa tion payments, 
awards,	 or	 other	 insurance	 benefits	 provided	 the	 injury	 is	 reported	 to	 the	
Human Resources Department within 72 hours. Sick leave will not be dimin-
ished for such an absence if the claim is compensable under the Worker’s 
Compensation Laws of Maryland. For claims ruled non-compensable, the 
employee may elect to use accumulated sick leave or request leave without 
pay for personal illness. The Director of Human Resources may request 
periodic physical examinations by a WCPS-appointed physician to determine 
an	employee’s	fit	ness	to	perform	assigned	duties.

   2. Liability Insurance

    The Board shall provide liability insurance for $1,000,000 which shall include 
provisions to cover bodily injury, attorney fees, property damage, and 
lawsuits against professional employees acting within the scope of his/her 
duties without malice.
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  F. Complaints

   Complaints regarding administrators and supervisors which are, in the 
judgment of the Superintendent, of a substantive nature will be discussed with 
the administrator or supervisor. If, subsequently, a complaint is placed in the 
employee’s	 personnel	 file	 by	 the	 Superintendent,	 a	 copy	will	 be	 sent	 to	 the	
employee who may respond in writing. The employee’s response becomes a 
part	of	the	employee’s	personnel	file.

   The procedure for processing complaints and appeals as found in Board policy 
shall be followed.

   When action of a disciplinary nature is being considered, the employee will 
be given the right to due process prior to any such action. Unit members will 
be permitted to have a colleague or representative present during a dialogue 
of such nature, provided it does not impede the progress of the review. Any 
suspension of an administrator or supervisor resulting from disciplinary action 
shall be with pay, pending a hearing before the Board.

  G. Personal Property

   1. In the event that an administrator or supervisor has any clothing or other 
personal property damaged or destroyed as a result of an assault suffered in 
the course of employment, or stolen and/or damaged as a result of a violation 
by an unauthorized person of a locked storage or other properly secured 
storage within the building, the Board shall reimburse the administrator or 
supervisor the cost of repair or the replacement value of such property, less 
any	 benefit	 from	Worker’s	 Compensation	 or	 insurance.	 This	 benefit	 shall	
have a three hundred dollar ($300.00) maximum.

   2. Personally-Owned Equipment

    The Board shall reimburse administrators for any damaged or stolen 
equipment brought into the building to be used as an adjunct to their 
professional duties if advance permission to bring such equipment is obtained 
in writing from their immediate supervisor, at which time a replacement value 
shall be mutually determined. In the event that replacement cost cannot be 
agreed upon, a professional appraisal shall be obtained. The Board shall 
cover	 the	 replacement	 cost	 not	 to	 exceed	 five	hundred	dollars	 ($500.00).	
Such coverage shall not apply if the negligence of the administrator or 
supervisor contributes to the loss of such items.

  H. Political Activity

   Administrators and supervisors of the WCPS have the right to participate in 
political ac tivities as long as such activities do not interfere with the performance 
of their professional responsibilities.

  I. Reduction in Force

   • Should it become necessary to institute a reduction in force which results in 
the elimination of administrative or supervisory positions, the Superintendent 
shall	retain	employees	according	to	their	qualifications.
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   • An administrator or supervisor reassigned or transferring into a teaching 
position will be placed on the involuntary transfer list according to their number 
of years of experience in WCPS.

	 	 	 •	 Certificated	administrators	and	supervisors	maintain	tenure	rights	as	teachers	
only	 in	 Washington	 County.	 Certificated	 administrators	 and	 supervisors	
transferring into the WCPS will have tenure rights as teachers after satisfactorily 
completing two (2) years in an administrator and supervisor assignment in 
Washington County.

  J. Notice of Retirement

   Administrators and supervisors who notify the Human Resources Department 
of	 their	 intent	 to	 retire	 at	 least	 five	 (5)	months	 prior	 to	 their	 retirement	 date	
shall receive an additional $3,000 in salary. Administrators and supervisors who 
notify the Human Resources Department of their intent to retire at least three (3) 
months prior to their retirement date shall receive an additional $1,500 in salary.

 III. COMPENSATION

  A. Salary

  Effective July 1, 2020:

   1. The salary scale will be increased by one percent (1%).

   2. Eliminate steps 1-3 of the current administrative scale.

   3. Renumber remaining steps.

   4. Add one additional step to the top of the scale.

  B. Salary Calculation 

   1. Salary calculations for administrators and supervisors will be based on the 
Administrators and Supervisors Salary Scale.

    a. The Superintendent and Unit II executive committee members will meet 
annually in the fall (Nov./Dec.) to discuss the scale and review the current 
placement of categories and roles in order to ensure the alignment of 
salaries and job responsibilities.

    b. Finalization of any amendments decided by the Superintendent will be 
announced in February, to be enacted on July 1.

    c. If, at any time, the Superintendent/Designee adjusts the placement of a 
role/position based on the needs of the system outside of the timeframe 
for the review stated above, a rationale for the adjustment will be shared 
with the executive committee of Unit II.

   2. Initial placement of a teacher on the administrator/supervisor salary scale 
for twelve-month assignments shall be as follows: (1) Annualize the 
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teacher’s salary; (2) Increase the amount in (1) by 7%; and (3) Place on the 
step immediately above the amount in (2) in the category for the position, 
to the limit of the category. An employee new to the system with previous 
administrative and supervisory experience will be placed on the scale at the 
appropriate level.

   3. Administrators/supervisors who hold a doctorate degree from an accredited 
institution will receive an additional 3% in annual salary.

   4. A current administrator/supervisor who receives a promotion shall be placed 
on the new salary lane of the Administrators and Supervisors Salary Scale 
as follows: (1) Use the current category and step placement on new salary 
scale; (2) Annualize the administrator’s salary (when moving from 10- to 11- 
or to 12-month employee); (3) Increase the amount in (2) by 5%; for one 
category to the right and 2.5% for each additional category to the right; and 
(4) Place on the step nearest above amount in (3) in the new category.

   5. Unsatisfactory Performance

    Administrators and/or supervisors evaluated as unsatisfactory but continuing 
in the same assignment on a probationary basis shall receive the same 
salary as that received during the year in which the unsatisfactory evaluation 
occurred.

   6. The Superintendent may, with knowledge of the Board of Education, grant 
an employee an Exceptional Responsibility Stipend, not to exceed 5% of the 
employee’s salary. Factors that the Superintendent may consider include, 
but are not limited to: substantial number of observations/evaluations, 
construction,	reconfigured	staff,	reconfigured	school,	student	achievement,	
and unusual circumstance.

	 	 C.	Fringe	Benefits

	 	 	 1.	The	 Board	 shall	 pay	 eighty-five	 percent	 (85%)	 of	 the	 individual	 and	
dependent premium cost for a PPO health insurance plan (referred to as 
the Cigna Open Access Plus Standard plan) and dental insurance for those 
employees who work a minimum of thirty (30) hours per week.  Employees 
will have two (2) other health plan options for which the Board shall pay 
the following amounts: (a) eighty-one and three-tenths percent (81.3%) for 
a PPO health insurance plan (referred to as the Cigna Open Access Plus 
Premium plan) and (b) eighty-six and three-tenths percent (86.3%) for an 
EPO health insurance plan (referred to as the Cigna Open Access Plus 
Limited plan). 

    For the term of this Agreement, the Board will not make alterations to current 
employee	 benefits	 policy	 unless	 such	 alterations	 would	 be	 substantially	
equivalent	to	current	employee	benefits	policy.

   2. The Board shall pay one hundred percent (100%) of the premium cost for 
a Group Term Life Insurance Program. The amount of life insurance for 
administrators and supervisors shall equal the em ployee’s annual salary 
amount with double indemnity for accidental death.
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	 	 	 3.	The	 Board	 shall	 pay	 seventy-five	 percent	 (75%)	 of	 the	 premium	 cost	 for	
the existing Long-Term Disability In surance Policy for administrators and 
supervisors, upon request. This policy will provide for pay ments equal to 
sixty percent (60%) of the employee’s annual salary.

  D. Tuition Reimbursement

   1. The Board shall pay the full cost of tuition and textbooks incurred in connection 
with any courses, workshops, seminars, conferences, professional 
development sessions, or other such sessions which are required by WCPS. 
The above does not include workshops, college courses, or other training 
sessions for which credit is received.

   2. a. The Board will reimburse per credit hour of approved study successfully 
completed at 80% of the per credit cost. The reimbursement will be 
calculated using the current in-state graduate or doctoral per credit hour 
tuition at Frostburg University. Up to twelve (12) credits will be reimbursed 
per year (July 1–June 30). Unit members may request reimbursement 
for up to three (3) additional credit hours subject to available funds and 
payable	at	the	end	of	the	fiscal	year.

     Employees receiving tuition reimbursement will commit to a minimum 
of two (2) years of subsequent continued employment with WCPS. If 
an	employee	voluntarily	 leaves	WCPS	prior	 to	 fulfilling	his/her	 two-year	
obligation, the unit member will reimburse WCPS for paid tuition for the 
previous	two	fiscal	years.

    b. For administrative and supervisory personnel enrolled in a WCPS-
approved cohort group, additional credits beyond twelve (12) credits 
per year can be reimbursed provided the recipient maintains continuous 
employment with WCPS for at least two (2) years after accepting 
payment for classes completed. In the event that the recipient does not 
maintain continuous employment with WCPS for at least two (2) years, an 
adjustment to the individual’s terminal pay for the amount paid by WCPS 
beyond the allowable twelve (12) credits per year will be assessed.

   3. Tuition Reimbursement Beyond the APC - Tuition reimbursement beyond 
the APC shall be for a planned program of relevant graduate courses and/
or workshops and shall be presented for approval to the Human Resources 
Department	prior	to	the	enrollment	in	courses.	Modifications	of	the	program	
shall be possible with prior approval. Workshop credits up to a total of nine (9) 
semester hours on the graduate level and approved by the Superintendent or 
designee and Maryland State Department of Education may be included in 
the program.

   4. An administrator or supervisor who wishes to earn credits beyond the APC must:

	 	 	 	 a.	Be	regularly	certified	in	administration	or	supervision.

	 	 	 	 b.	Possess	an	Advanced	Professional	Certificate.	Credits	earned	before	the	
APC was awarded shall not be considered.

    c. Complete and submit the approved form to the Human Resources 
Department outlining educational goals.
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    d. Develop a program which is relevant to the individual’s and District’s 
needs and goals.

    e. Earn a grade of “B” or higher for each course.

	 	 	 	 f.	 Present	credits	by	means	of	an	official	graduate	 transcript	or	an	official	
grade	 report	 from	 the	 graduate	 school	 or	 an	 official	 grade	 report	 from	
workshop sponsors to the Human Resources Department. The program of 
study must provide titles and numbers of courses, semester hour credits, 
and institutions at which courses are to be taken. The candidate will review 
the program periodically in order to make necessary adjustments.

   5. The Superintendent will budget a minimum of $39,000 for reimbursement 
pursuant	to	Section	D.	Participants	shall	be	reimbursed	on	a	first-come	basis.	
Participants	not	receiving	reimbursement	in	a	fiscal	year	shall	be	eligi	ble	and	
be given preferential consideration the follow ing year. Employees earning 
credits during the spring or summer sessions must work for the Board the 
fol lowing year in order to be reimbursed. In the event that reimbursement 
is received and the employee is not employed by the Board the following 
school year, the employee is obligated to return the money to the Board. 
Otherwise,	the	equivalent	amount	will	be	de	ducted	from	the	final	paycheck.

   6. An administrator or supervisor shall be reimbursed the cost of participating 
in	 a	 program	 when	 such	 par	ticipation	 is	 required	 for	 certification.	 Those	
individuals currently employed in an administrative role and who hold the 
Administrator	I	certification	will	be	eligible	for	reimbursement	when	a	passing	
score is obtained on the School Leaders Licensure Assessment for the 
Administrator	II	certification.	A	test	for	which	a	qualifying	score	has	not	been	
obtained will not be reimbursed. 

	 	 	 	 Non-certificated	administrators	or	supervisors	upon	request	and	upon	prior	
approval of the Director for their department and the Director of Human 
Resources may be eligible for reimbursement for tuition costs or for the costs 
of receiving instruction and/or training relevant to their assignment.

  E. Mileage Allowance

   1. An amount not to exceed $300.00 per administrator will be allocated to each 
elementary school and each middle school administrator with additional 
amounts for administrators and supervisors traveling extensive distances.

   2. An amount not to exceed $600.00 per administrator will be allocated to each 
high school and the Technical High School administrator with additional 
amounts for administrators and supervisors traveling extensive distances.

   3. Mileage reimbursement may be authorized by the school principal at the 
current	IRS	rate.	The	school	treasurer	or	the	person	who	maintains	financial	
records for the school must countersign all mileage reimbursement checks

   Mileage reimbursement records must be maintained in accordance with 
procedures	 for	 in-school	financial	accounting	and	are	subject	 to	audit	by	 the	
internal	auditor.	Records	should	 reflect	 the	date,	purpose	of	 the	 travel,	miles	
traveled, and destination.
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 IV. HUMAN CAPITAL MANAGEMENT 

  A. Leave 

   1. Professional Leaves of Absence

    The Superintendent may grant long- and short-term professional leaves of 
absence which enhance the professional development of personnel and 
prove	beneficial	to	the	school	system.

    a. Sabbatical Leave

     The Superintendent may grant sabbatical leave, for up to one year, to 
administrators and supervisors to further their professional growth through 
graduate study at a college or university. The purpose of sabbatical leave 
is to increase competencies and skills in areas that will improve education 
programs in the public school system. An administrator or supervisor may 
apply for leave for the purpose of advanced study at an accredited college 
or university. The Board will pay one-half (1/2) salary to an administrator/ 
supervisor on sabbatical leave.

     The recipient of a sabbatical leave must return to the Board for at 
least two (2) years or return the salary paid while on such leave. The 
Superintendent shall determine the number of leaves awarded in any 
year. The Superintendent shall establish guidelines for the implementation 
of the sabbatical leave program in cooperation with Unit II.

    b. Academic/Fellowship Leave

     Leave without pay to engage in academic study and/or to gain work 
experience outside Washington County in a national or international 
temporary fellowship-type program may be requested for up to one year. 
An administrator or supervisor returning from such leave will be given 
preferential	 consideration	 in	 filling	 an	 administrator/supervisor	 vacancy	
for	which	they	are	qualified.	If	such	placement	is	not	possible,	placement	
shall be in a teaching position until there is an administrator/supervisor 
vacancy	for	which	they	are	qualified.

   2. Medical-Related Leave 

    a. Medical Leave

     Administrators and supervisors are eligible for medical leave without 
pay upon application to the Superintendent after sick leave has been 
exhausted. The duration and terms of medical leave shall be determined 
by the Superintendent.

    b. Sick Leave

     (1) Sick leave may be accumulated at a rate of one (1) day per month of 
employment. Accumulation shall be unlimited.

      • Upon retirement, administrators and supervisors with less than 
ten (10) years of service with WCPS shall receive payment for 
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unused sick leave at the rate of $50.00 per day. Administrators 
and supervisors with ten (10) or more years of service with WCPS 
shall	receive	payment	at	the	rate	of	35%	of	their	final	per	diem,	but	
not less than $50/day.

      • Conversion of Sick Leave Days (perfect attendance) - Administrators 
and supervisors who have attained perfect attendance (no use of 
leave for illness of employee, illness in the family, or leave without 
pay) for the period November 1 through October 31 may convert up 
to seven (7) days of accumulated sick leave to pay at the current per 
diem rate, payable on the second pay of November of the same year. 
Effective	 July	 1,	 2020,	 employees	 with	 at	 least	 five	 (5)	 years	 of	
experience as a full-time, eleven or twelve month A&S employee with 
Washington County Public Schools shall be given the opportunity to 
convert up to nine (9) days of sick leave per year at the per diem 
rate of pay provided they attain perfect attendance the previous year. 
The conversion of sick leave payment shall be made by separate 
check and/or direct deposit. Any days actually used will reduce the 
days available to convert on a one-to-one basis. Administrators and 
supervisors hired between November 2 and May 1 of a given year 
may convert up to 3.5 sick leave days at their per diem rate.

     (2) Sick Leave Bank - All administrators and supervisors on active duty 
shall be eligible to contribute to a sick leave bank. Contributors shall be 
permitted to use the bank for payment for incapacitating personal illness 
during the regularly scheduled duty days. Annual rates of contribution 
shall be determined by the Department of Human Resources and/or 
the	Benefits	Office	and	certified	to	the	Superintendent	prior	to	July	1	of	
each year. Sick leave properly authorized to the bank for contribution 
will not be returned if the member effects cancellation. Cancellation 
may be elected at any time and the member shall not be eligible to use 
the bank as of the cancellation date.

      Contributions shall be made between July 1 and October 1, except 
for members returning from extended leave who will be permitted to 
contribute to the bank within thirty (30) days of returning to work and 
new administrators and supervisors who will be permitted to contribute 
to the bank within thirty (30) days of initial employment.

	 	 	 	 	 	 The	bank	can	be	used	on	the	first	scheduled	duty	day	for	a	member	
who contributed. The maximum number of paid duty days allowed in 
any	work	year	is	fifty	(50).	In	no	case	will	the	granting	of	leave	from	the	
bank cause a member to receive more than annual salary.

      Members must use all accumulated sick leave and other paid leave 
before using leave from the bank. Application or use of the bank shall 
be made on the required form and submitted to Human Resources 
for review by the Director of Human Resources and the Supervisor 
of	Benefits,	who	shall	have	the	responsibility	of	receiving	requests,	
verifying the validity of requests, and communicating a decision to 
the member.
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      Bank grants which have been processed in accordance with the Sick 
Leave Bank Guidelines shall be approved by the Human Resources 
Department for payment to the member and forwarded to the Payroll 
Office.

	 	 	 	 	 	 Bank	grants	will	not	automatically	be	carried	over	from	one	fiscal	year	
to another. All bank grants will end as of the last duty day and must be 
renewed through the approval committee each year.

      If a member does not use all of the days granted from the bank, the 
unused sick leave bank days will be returned to the bank.

    c. Family and Medical Leave

     Pursuant to the provisions of the Family and Medical Leave Act of 1993, 
all administrators and supervisors are eligible for up to twelve (12) weeks 
unpaid medical leave in the event of pregnancy; the birth, adoption or 
foster placement of a child; or the care of a seriously ill child, spouse, or 
parent. The duration and time of family leave for any of the above reasons 
shall be determined by the Superintendent.

  3. Other Leave

   a. Personal Leave

    Short- and long-term leaves of absence for personal reasons may be granted 
by the Superintendent for purposes of addressing emergencies and for other 
reasons,	without	jeopardizing	employment	rights	or	benefits.

   b. Personal Business Leave

    Administrators and supervisors receive three (3) days of personal business 
leave annually without loss of pay. Personal business leave, which may be 
used	after	notification,	is	defined	as	a	responsibility,	obligation,	or	duty	which	
cannot be postponed. Unused leave will be accumulated as sick leave.

   c. Non-Academic Leave

    Administrators and supervisors are eligible for non-academic leave without 
pay after two (2) years of successful service in the school system. The 
duration of non-academic leave shall be determined by the Board.

   d. Bereavement Leave

    Administrators/supervisors shall be entitled to bereavement leave as follows:

    1) Five (5) school days shall be allowed for the death of a child, parent, 
brother, sister, spouse, or any person who lived regularly in the household 
of the employee.

    2) Three (3) school days shall be allowed for the death of an in-law (mother, 
father, sister, brother, daughter, son), grandparent, grand child, or for the 
death of an employee’s or spouse’s aunt, uncle, niece, or nephew.
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    3) One (1) school day shall be allowed to attend the funeral of a fellow 
employee or a close friend.

	 	 	 	 	 Employees	may	request	an	extension	of	allowable	leave	for	up	to	five	(5)	
days per incident by contacting the Director of Human Resources or other 
Superintendent’s designee.

     Days during leave periods do not have to be consecutive.

    4) Upon written request from the Human Resources Department or other 
Superintendent’s designee, absences greater than three (3) consecutive 
days may require submission of documentation indicating the nature of 
the loss requiring bereavement leave. 

   e. Annual Leave

    (1) This policy is applicable to all employees deemed members of Unit II. 
It	 is	understood	 that	all	 reference	 to	years	of	experience	 is	specific	 to	
years of service in an administrative-supervisory position, and is not 
restricted to only those years worked in WCPS. (For positions in non-
instructional departments, previous outside experience in a like position 
or	 one	 with	 significant	 administrative	 or	 supervisory	 responsibilities	
will be recognized.) All vacation days earned and accrued will be on a 
monthly/annual basis running from July 1 through June 30. 

     • Unit II members with 0 to 4 years of experience will accrue vacation 
days at the rate of 1.25 days per month with a maximum carryover of 
40 days per year. 

     • Unit II members with 5 to 14 years of experience will accrue vacation 
days at the rate of 1.5 days per month with a maximum car ryover of 40 
days per year. 

     • Unit II members with 15 to 19 years of experience will accrue vacation 
days at the rate of 1.75 days per month with a maximum carryover of 
40 days per year. 

     • Unit II members starting their 20th year or more of experience will 
accrue vacation days at the rate of 2.0 days per month with a maximum 
carryover of 40 days per year. 

     This policy will remain active unless change is effected through the Unit 
II “Meet and Confer” process.

     This process will be grandfathered in and all persons employed in the 
unit prior to July 1, 2005, with 1 to 4 years of experience, will continue to 
accrue vacation days at the rate of 1.5 days per month.

    (2) Annual leave is scheduled with the approval of the staff member to whom 
the administrator or supervisor reports and with the knowledge of the 
Human Resources Department. 

    (3) Separation before the end of an assignment year will require a recalculation 
of annual leave. 
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    (4) Unused annual leave will be paid at the employee’s per diem rate at the 
time of separation from employment with WCPS.

	 	 	 	 (5)	 At	 the	 conclusion	 of	 each	 fiscal	 year,	 administrators	 and	 supervisors	
will have the opportunity to convert up to eight (8) days of accumulated 
annual leave to cash at the current per diem rate to be transferred into 
an existing IRS §457(b) account. 

    (6) Annual leave days in excess of the current carryover amount will be 
rolled over into sick leave. 

    (7) The amount of unused annual leave beyond the current carryover must 
be	used	no	later	 than	October	15	of	 the	new	fiscal	year.	Any	requests	
for extensions must be submitted in writing to the Superintendent or 
designee for approval. 

   4. Deductions for Excess Leave 

    Deductions from salary for absences in excess of any leave with pay shall 
be at 1/260th of the annualized salary for a period not to exceed ninety (90) 
calendar days.

   5. Alternative Work Location

    Unit members may elect to work from home for up to a total of two (2) days 
on inclement weather days in which schools are closed to students and 
liberal leave is in effect per regulation EBCD-R. Unit members can use this 
work option in half or whole day increments. The purpose of this language 
is to provide a work option from home during extreme weather conditions 
or forecasts, and an alternative work location is not anticipated to be used 
when	traveling	conditions	are	safe.	Unit	members	must	identify	specific	tasks	
and work products that will be completed and have the approval of their 
supervisor prior to exercising this option. Administrators are encouraged 
to use their best judgment when it is safe to travel to and from work and 
should use appropriate leave as needed. This language and staff usage of 
days will be reviewed during the 2020-2021 meet and confer process. A new 
attendance code will be created to monitor the usage of this work option. 

    This article does not supersede the ability of members to utilize annual, 
personal,	 or	 sick	 leave	 on	 inclement	 weather	 days	 as	 identified	 under	
regulation EBCD-R. 

  B. Jury Duty

   Administrative and supervisory personnel will be released for jury duty with no 
loss of pay. 

  C. Payroll Deductions

   Administrative and supervisory personnel shall be entitled to authorize the 
following deductions from payroll checks: payments to the Washington County 
Teachers Federal Credit Union, payments to §457(b) account, escrow savings, 
tax sheltered annuities, and Association dues.
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D.  Reassignments

   1. Reduction/Reorganization of Staff

    When an administrator or supervisor position is eliminated through no fault 
of the employee, as much notice as possible will be given the employee. 
Upon reassignment, administrators and supervisors will receive the salary 
designated for the newly assigned position. Exceptions may be made at the 
discretion of the Superintendent.

   2. Voluntary Transfers

    An administrator or supervisor who voluntarily accepts an assignment with 
another employee group of WCPS or who initiates a transfer to another 
unit shall receive the salary appropriate for that assignment at the time it 
becomes effective. Such employees will be placed using the procedures for 
assigning teachers who are being involuntarily transferred. Administrators 
and supervisors requests for assignment to a non-unit position must be 
received in the Human Resources Department by April 15.

   3. Involuntary Transfers

    When a Unit II member is involuntarily transferred to meet the needs 
of the District into a new school- or district-based position with a lower 
salary than the transferred member currently earns, their current salary 
will be “frozen” for one year. At the conclusion of the initial transfer year, 
the	transferred	Unit	II	member’s	salary	will	be	recalculated	to	reflect	the	
actual salary of the position for the member. If the salary of such position, 
whichever is applicable to the new position surpasses the former salary, 
it will be changed to the higher salary at the time of transfer.

	 	 	 	 Any	member	of	Unit	II	involuntarily	transferred	to	a	position	identified	at	a	
lower	level	on	the	salary	schedule	due	to	noted	performance	deficiencies,	
shall, upon reassignment, receive pay at the salary scale for the newly 
assigned position. Unit members involuntarily transferred to a lower- level 
position	within	the	unit	due	to	performance	deficiencies	are	not	eligible	to	
request that their salary be maintained at the level of the prior position.

	 	 	 	 Any	member	of	Unit	II	affected	by	this	article	outside	of	those	identified	in	
paragraph one of this provision wishing to have their current salary 
“maintained” for an additional period of time beyond the initial year 
granted must make the request to the Superintendent through the Director 
of Human Resources by February of the year immediately preceding the 
requested salary. The Superintendent will evaluate each request on a 
case-by-case basis.

   4. Returning from Leave

    Administrators and supervisors returning from an approved professional 
leave	 (Section	 IV.	 A.1.)	 will	 receive	 preferential	 consideration	 in	 filling	
administrator	 and	 supervisor	 vacancies	 for	 which	 they	 are	 qualified	 by	
certification	and	experience	if	all	other	factors	are	substantially	equal.	
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    If placed in an administrator or supervisor position, the employee shall receive  
the salary prescribed by the administrator and supervisor salary schedule 
for that position, and will be placed on the salary schedule at the level 
which would have been achieved had the employee not been on leave. If 
an administrator or supervisor posi tion is not available, the employee shall 
be placed in a teaching assignment using the procedures for assigning 
teachers being involuntarily transferred at the salary prescribed by the 
Negotiated Agreement between the Board and the Washington County 
Teachers’ Association.

   5. Promotion

    Reassignment through promotion shall result in a salary appropriate for the 
newly assigned position at the time the transfer becomes effective.

   6. Acting Positions

	 	 	 	 From	time	to	time,	the	need	may	occur	for	the	Superintendent	to	fill	an	acting	position	
due to unexpected circumstances. The Superintendent acknowledges a 
voluntary transfer to an acting position is preferable.

    Prior to transferring an administrator/supervisor to an acting position, the 
Superintendent or designee shall discuss with the administrator/supervisor 
to be transferred to an acting position the subsequent assignment options 
prior to effecting the acting assignment so that when the assignment is 
completed, the employee is fully aware of the consequences.

    An administrator or supervisor appointed to an acting position shall receive 
the salary regularly designated for the position for the duration of the 
assignment.

	 	 	 	 A	 person	 not	 certificated	 and	 appointed	 only	 upon	 the	 occasion	 of	 an	
unanticipated vacancy occurring during the work year may negotiate with 
the Superintendent a salary acceptable to both. If, during the tenure of an 
acting	assignment	the	incumbent	becomes	certificated,	the	salary	shall	be	
adjusted accordingly, but not retroactively.

    If requested, consideration shall be given to returning an employee to the 
position held prior to the acting assignment.

    If requested, an individual concluding such an assignment shall receive a 
written	evaluation	of	their	performance	with	a	copy	to	their	personnel	file.

E.  Vacancies

   The Superintendent shall recommend personnel to the Board for appointment 
and	promotion	based	upon	an	evaluation	of	their	qualifications,	performance,	
and the interview process. In selecting persons for administrative and super-
visory positions when all other factors are recognized by the Superintendent 
as	being	substantially	equal,	preference	shall	be	given	to	qualified	personnel	
who are currently employed by WCPS.
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   In matters pertaining to the employment of personnel, there shall be no 
discrimination based upon race, national origin, color, sex, age, sexual 
orientation,	or	disability,	for	otherwise	qualified	persons.

   1. All administrative and supervisory vacancies, excluding the position of 
Superintendent, but including new administrative and supervisory positions, 
will be posted on the WCPS website. In addition, all WCPS administrators 
and	 supervisors	 will	 receive	 electronic	 notification	 of	 administrative	 and	
supervisory vacancies including new administrative and supervisory 
positions. Vacancies will be posted at least ten (10) work days prior to the 
selection of a successful candidate.

	 	 	 2.	 In	the	posting	of	positions,	qualifications	for	the	position,	including	certification	
requirements, duties, and rate of compensation, will be stated. Any 
subsequent	changes	 in	qualifications,	duties,	and/or	 rate	of	compensation	
shall	require	a	new	posting.	In	filling	such	positions	and	when	all	other	factors	
are substantially equal, length of service with WCPS will be considered. 

   3. The Superintendent will acknowledge receipt of applications submitted in 
compliance with Sections 1 and 2 under Vacancies.
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FOR THE  
BOARD OF EDUCATION

OF WASHINGTON COUNTY

FOR THE WASHINGTON COUNTY
ADMINISTRATORS &  

SUPERVISORS ASSOCIATION

V.  POLICY ADOPTION AND AMENDMENT PROCEDURES

These personnel policies and procedures were adopted by the Washington County 
Board of Education (WCBOE) and the Washington County Administrators and 
Supervisors Association (WCASA) on this 2nd day of June, 2020, and may be amended 
as	the	need	arises	with	notification	to	WCASA.
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