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RULES AND REGULATIONS IN THE APPLICATION OF ADMINISTRATIVE
PERSONNEL POLICIES AND SALARY SCHEDULES

The following rules and regulations will govern the application of personnel policies for administrative
personnel in the Dover public schools.

RECOGNITION:

The Dover School Board recognizes the administrative personnel as including the principals, deans,
(this includes elementary deans, middle school deans, high school deans, dean of the alternative school,
and the assistant director of student services), career technical center director, and athletics and physical
education director, who will be referred to throughout this document as administrative personnel. The
administrative group is professionally responsible for the operation of the school system and is
considered an integral part of the system in its relationship with the Dover School Board.

EVALUATIONS:

It is agreed and understood that prior to July 1 of each year hereafter, the administrator shall have been
evaluated as to his/her professional service by appropriate certified personnel, and be given a copy of
said evaluation that shall contain a provision allowing written comment by the administrator. A
conference shall be held with the administrator to discuss the evaluation, and the administrator shall be
given a full and complete opportunity to correct and improve upon any designated deficiencies within
the next year following the evaluation. Should the administrator not be evaluated as required herein,
the administrator’s efforts and professional services shall be deemed conclusively to be at least
satisfactory in all respects and for all purposes.

ABSENCE REPORTING:

A record of leave will be submitted via Aesop (or other software as dictated by the District) for days
not worked to include non-contract, sick, vacation, and professional leave for all administrative
personnel recognized by this policy.

BENEFITS:

Administrative personnel will receive any and all benefits pertaining to other groups of personnel in
the Dover school system. Administrators hired after July 1 will receive these benefits on a prorated
basis. These benefits include, but are not limited to, the following:

1. Professional Incentive Compensation

Administrative personnel in degree-granting programs will be reimbursed up to the in-state
UNH degree credit tuition costs with a limit of sixteen (16) credits per calendar year, while
maintaining a grade of "B" or better. Administrative personnel enrolled in a course directly
related to the individual's area of administrative responsibility, but who are not enrolled in a



DOVER SCHOOL DISTRICT POLICY CODE: GCBD

DATE OF ADOPTION: NOVEMBER 13, 2017 Page 2 of 11

prescribed curriculum, will be reimbursed up to the UNH tuition costs up to eight (8) credits per
year, while maintaining a grade of "B" or better. Course reimbursement will be paid only if
taken in a New England state authorized program or other nationally accredited college or
university.  Foreign institutions will be evaluated based on credentials supplied to the
superintendent prior to attendance. Any administrator wishing to access this reimbursement
must notify appropriate SAU personnel of his/her intentions by November 1% of the preceding
fiscal year so that proper budgeting can take place.

The Dover School Board will contribute toward the cost of professional dues for administrative
personnel upon presentation of membership to the superintendent and if funds have been
budgeted and are available.

2. Sick Leave

All administrative personnel shall receive eighteen (18) days sick leave with pay for personal
illness for each year of service in the Dover school system cumulative to two hundred seventy-
five (275) days. Individuals may be asked for confirmation of an illness by a physician for
seven (7) or more incidents of sick leave use in any school year.

Up to five (5) sick days per school year may be used by an administrator for the purpose of
caring for a sick child, or upon approval of the Superintendent, for a different member of the
employee’s family who is sick.

Sick Leave Bank

1. Each covered employee under this Agreement may donate up to two (2) days of accumulated sick
leave each year by December 30th. All days donated to the sick leave bank shall be allowed to carry
over from year to year. Any covered employee who contributes to the sick bank may borrow sick days
from this bank based upon the following formula:

a. Zero to one year of service in this system, 15 days additional sick leave; b. one to two years of
service in this system, up to 30 days additional sick leave; c. Two or more years or more of service in
this system, up to 45 days additional sick leave.

2. The basic criteria for applying for and using sick leave from this bank shall be:

a. The covered employee’s accumulated sick and personal leave shall have been exhausted:; b. The
covered employee shall have been involved in a major operation, or a serious and prolonged illness; c.
If the covered employees sick and personal leave have been exhausted, sick bank days may be applied
for to act as a bridge between the date exhausted and June 30" of the same school year; d. The days
borrowed by the covered employee shall be paid back by the borrowing employee at a rate of not less
than six (6) days per year, except that days previously donated by the covered employee would be
subtracted from the days borrowed.

3. Application for use of the Sick Leave Bank shall be made to an Association-designated committee
of three (3) administrators for evaluation and disposition based upon reasonable rules and regulations
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Personal/Emergency Leave

Administrative personnel may request up to a total of five (5) days personal/emergency leave
in a given school year without loss of salary. Such leave shall require the prior approval of the
superintendent. In cases where the reasons are of a highly personal nature, prior notification
shall be given, indicating that the reasons are personal with only such justification as is necessary
to provide the superintendent with adequate cause to grant the request. Non-scheduled
emergency leaves shall be supported in writing as soon after the fact as possible.

Funeral Leave

Pay shall not be deducted for up to five (5) days of absence related to the death of a member of
the administrator's immediate family, defined as spouse, child, parent, or sister or brother
residing in the household. Such leave shall be granted for up to three days for the death of a
sister, brother, sister-in-law, brother-in-law, daughter-in-law, son-in-law, parent-in-law, or of a
relative living in the household. Such leave shall also be granted for one day for the death of a
grandparent, aunt, uncle, or close personal friend if approved by the superintendent.

Military Leave

Military leave shall be granted to any administrator who is inducted or called to active duty in
any branch of the armed forces of the United States. For the period of said call to active duty,
said administrator will be compensated by the District paying the difference between their
school district salary and their annualized military salary. Upon return from such leave, an
administrator will be placed on the salary schedule at the level which the administrator would
have achieved had the administrator remained actively employed in the system during the
period of the absence. Salary scale growth limit is equal to the period of original induction or
period of call to active duty.

Jury Leave

Administrative personnel on jury duty shall be entitled to pay differential and continued benefits
while fulfilling this duty.

Parental Leave

An administrator who is pregnant shall be entitled, without pay or salary schedule growth, upon
request, to a leave to begin at any time between the commencement of her pregnancy and one
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(2) school year after the child is born. Except in cases of emergency the administrator shall give
at least thirty (30) days’ notice prior to the date on which her leave is scheduled to begin. An
administrator who is pregnant may continue in active employment as late into her pregnancy as
she desires, provided she is able to perform her required administrative duties.

A male administrator may be entitled, upon request, to a parental leave to begin at any time
between the birth of his child and one (1) school year thereafter.

An administrator adopting an infant (birth to first birthday) child may be granted a parental leave
at any time after the date of the adoption and may continue the leave for up to one (1) school
year after the adoption. Such leave may commence upon the administrator's receiving de facto
custody of the infant, or up to three (3) months earlier if necessary to fulfill the requirements for
adoption.

Parental leaves will not exceed one year in duration, and an administrator on parental leave must
notify the superintendent in writing of his or her intent to return to work by March 1, preceding
the beginning of the school year.

Extended Leave

Administrators may request an unpaid extended leave of absence which shall be granted at the
discretion of the superintendent and School Board for any of the following reasons:

a. to pursue academic studies
b. to accept a position with the Peace Corps, Vista, or a similar governmental agency

c. for prolonged illness, needed rest, necessities of the home, professional
improvement, or any other activity which would benefit the Dover school system

Upon return from an extended leave of absence administrative personnel shall be assigned to
the same or a substantially equivalent position. All benefits to which the administrator was
entitled at the time of the leave, including accumulated sick leave, shall be restored upon return.

Health Insurance

The School Board shall provide health insurance for administrative personnel during the term
of their employment through the SchoolCare program or another program providing
substantially equivalent or improved coverages or services on the following basis:
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One hundred percent (100%) of the premiums of the School Care Consumer Driven Health
Plan (CDHP).

If an administrator does not subscribe to the School Department of the City of Dover, New
Hampshire, New Hampshire School Health Care Coalition plan, SchoolCare health program,
or to another City of Dover health insurance plan through a family member, he/she will receive
alump sum payment of three thousand dollars ($3,000) on or before December 15" of the school
year.

The School Board agrees to submit or have submitted retired administrators' payments for health
insurance at the School Department group rate.

Life Insurance

The School Board shall provide life insurance coverage for administrative personnel during the
term of their employment in the amount of $100,000 for natural death and $200,000 for
accidental death. Coverage for new personnel will not begin until the first of the month
following the completion of a thirty-(30) day waiting period.

Dental Insurance

The School Board shall provide and pay the premiums for dental insurance through the Delta
Dental Insurance Plan or a substantially equivalent plan for administrative personnel during the
term of their employment. Coverage shall be for individuals or their families, as appropriate,
and coverage for new personnel will not begin until the first of the month following the
completion of a thirty-(30) day waiting period.

Disability Insurance

The School Board shall provide for administrative personnel an income insurance program
which will provide the following coverage: seventy percent (70%) of monthly salary up to
$5,000 maximum to begin after ninety (90) consecutive calendar days or expiration of
accumulated sick leave, whichever is greater. Said insurance will run until age sixty-five (65)
and shall be coordinated with Social Security benefits.

Longevity

Administrative personnel shall receive a longevity benefit for service in the Dover school
system (teaching and administrative) as follows:

Upon completion of ten years $500
Upon completion of fifteen years $55

Upon completion of twenty years $625
Upon completion of twenty-five years $700
Upon completion of thirty years $775
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Upon completion of thirty-five years $850
Severance Pay

Upon retirement or death of an administrator, as well as those leaving who have at least ten (10)
years of service in the Dover School District, the administrator or beneficiary shall receive
severance pay in the amount of forty percent (40%) of their accumulated sick leave at their
current per diem rate. When an employee terminates his/her employment with the Dover School
District for any reason, he/she shall be compensated for accrued vacation time.

Tax-deferred Annuity

The School Board shall allow administrative personnel to take advantage of the federal law
regarding tax-deferred annuities. Any new group must have at least ten (10) members.

Layoffs/Recalls

In the event of a layoff of personnel, the unit member laid off shall be notified in writing on or
before April 15% prior to the contract year in which the layoff becomes effective. The personnel
file of an administrator shall indicate the reason for the layoff (budget cuts, declining enrollment,
need for a different position, etc.).

Layoffs will be determined based on certifications, other relevant qualifications, performance
evaluations and total experience as an administrator. In the event that two (2) or more
administrators are equal in these areas, seniority will be the determining factor. Seniority is
defined as the length of continuous service within the DAA. DTU service will not contribute to
DAA seniority unless it is the result of a previous DAA layoff in which a DAA recall was not
available. An administrator may not bump another administrator.

Administrator(s) affected by a staff reduction will be assigned to a teaching position should a
vacancy for which the administrator is qualified and certified or certifiable by the New
Hampshire Department of Education be available. An administrator may not bump an employee
already in a teaching position in order to obtain that position. The administrator will be given
credit for relevant teaching and administrative experience for purposes of placement on the
teacher salary schedule unless that is in conflict with the terms of the DTU collective bargaining
agreement. This provision is available to all administrators in the DAA, regardless of prior
teaching experience in the Dover School District.

The administrator(s) so affected will be recalled to an administrative vacancy which may
subsequently occur within a period of two (2) years following the layoff or reassignment and
for which the administrator is qualified and certified or certifiable by the New Hampshire
Department of Education. If more than one administrator was laid off, recall will occur in the
opposite order of the layoffs, provided that the administrator is qualified and certified or
certifiable by the New Hampshire Department of Education for the position. The administrator
will have ten (10) calendar days to accept or decline a recall offer. Acceptance of the position
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will return the administrator to the DAA and experience will be calculated based on years of
administrative experience only for purposes of placement on the salary schedule, not to include
any teaching experience resulting from a layoff. Refusal to accept the position will terminate
the District’s obligation to recall.

Grievance Procedure

1. Level One (Informal)

A grievant will first discuss the grievance with the immediate superior, either directly or through
the DAA President, with the objective of resolving the matter informally. Failure to reach a
mutually satisfactory resolution may be cause for the administrator to refer the grievance to
Level Two.

2. Level Two — Superintendent (Formal Written)

A grievant wishing to process a grievance at Level Two will do so in writing to the
Superintendent within eight (8) school days from the conclusion of the discussion of Level One.
The grievance shall be specific in nature and shall state the remedy requested. The
Superintendent shall establish a formal conference on the matter and shall notify the DAA
President. The aggrieved administrator shall be given at least two (2) school days’ notice of said
conference and shall have the right to representation at said conference. The Superintendent
shall respond in writing eight (8) school days from the date the formal grievance is filed unless
both parties agree to an extension in writing. The Superintendent’s decision shall be presented
in writing to both the administrator and the DAA President.

3. Level Three — School Board

If a grievance remains unsettled after having processed through Level Two, the grievant may,
within eight (8) school days from the date the decision is rendered at the previous level, submit
the grievance to the School Board Chair, in which case, the grievance is to be submitted in
writing and shall specify the nature of the complaint and the remedy requested. Copies of the
previous decision are to be included with the grievance. Within eight (8) school days from the
date the grievance is filed at Level Three, the School Board will establish a mutually convenient
date and time for a meeting to discuss the matter. Both parties reserve the right to include
consultants in any such meeting. The School Board shall render its decision in writing together
with supporting reasons to the administrator, DAA President, and Superintendent within twenty
(20) school days from the date the grievance is received unless both parties agree to an extension
in writing.

4. Arbitration
a. Any grievance which remains unsettled after having been fully processed pursuant to the
provision of the grievance procedure as stated herein may be submitted to arbitration by
the DAA by filing with the School Board and the American Arbitration Association a
request for arbitration within twenty (20) school days after the final decision of the School
Board has been given to the administrator and DAA President unless both parties agree to
an extension in writing.
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b. A request for arbitration shall state in reasonable detail the specific nature of the dispute
and the remedy requested. The dispute as stated in the request for arbitration shall constitute
the sole and entire subject matter to be heard by the arbitrator, unless the parties mutually
agree to modify the scope of the hearing. Only one request shall be scheduled for the same
arbitration hearing except by mutual agreement of the parties

c. In the conduct of an arbitration hearing, the applicable provisions of the Voluntary Labor
Arbitration Rules of the American Arbitration Association shall apply.

d. The arbitrator shall issue a decision no later than thirty (30) business days from the date of
the close of the hearings or, if oral hearings have been waived, then from the date of
transmitting the final statements and proofs to the arbitrator. The decision shall be in
writing and shall set forth the arbitrator’s opinion and conclusion on the issue submitted.
The decision of the arbitrator shall be final and binding except that any decision of the
arbitrator which requires the School Board to expend more than one thousand five hundred
dollars ($1,500) shall be advisory to the School Board which shall, in such cases, make a
final decision within twenty (20) school days after receiving the arbitrator’s decision.

e. Both parties agree the arbitrator shall be prohibited from modifying or adding to this
Agreement.

f. Each party will bear the total cost incurred by themselves. The cost of the arbitrator shall
be shared equally by the parties to the dispute.

Holidays

All administrative personnel shall observe the following holidays and any other days as may be
designated from time to time:

New Year's Day

Martin Luther King, Jr., Day
Presidents' Day

Monday of Spring Vacation (Fast Day)
Memorial Day

Fourth of July

Labor Day

Columbus Day

Veterans' Day

Day before Thanksgiving
Thanksgiving Day

Friday following Thanksgiving
Christmas Eve (1/2 Day)

Christmas Day

The Day after Christmas

New Year’s Eve (1/2 Day)

Work day following Christmas, should school be in session on one of the
holidays listed above

Holidays will be prorated for administrators who work fewer than 200 days.
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Work Year Schedule/Leave Days

Administrators’ contracts start on July 1% of each year and end on June 30" of the following
year. Vacation days will be given on July 1% of each year.

All administrative personnel will receive vacation days based on the following schedule:

From zero (0) to five (5) years of service in the district 20 days
At the beginning of six (6) years of service or more 25 days

Administrators shall carry over no more than ten (15) days of vacation leave into the
subsequent school year.

It is permissible and suggested (so that all administrators will not be out at the same time
during the summer months) that some of the administrators’ vacation time be taken during
the school year, at a time convenient for both the administrator and the school system.

The Superintendent’s approval is required for the scheduling and taking of any vacation
days during the school year.

Mileage Allowance

Administrators shall be paid $150.00 on or before December 31 and $150.00 on or before the
close of the school year for in-district travel. They will continue to be able to submit requests
for mileage for out-of-district travel.

| 22. SALARIES:
All current administrative salaries will be grandfathered into this salary matrix. Administrator
salaries  will remain the same or increase based on the  matrix.
dministrators will be
awarded salary adjustments based on steps and changes in educational attainment.

SALARY MATRIX FOR ALL EMPLOYEES UNDER THIS POLICY

Base Salary
2017-2018 $76,500-00
2018-2019 $78,030-60
2019-2020 $79,590.00
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Multiplier
2020-2021 $79,590.00
2021-2022 $81,580.00
2022-2023 $83,620.00
Years of Administrative
Experience
0 0.000
1-2 .018
3-5 .033
6-8 .048
9-11 .063
12-14 .078
15-17 0.103
18-21 0.128
Educational Attainment
BA 0.000
MA .018
MA + 15 .033
MA + 30 .048
MA + 45 .063
MA + 60 .078
CAGS .103
Doctorate .128
Responsibility Factor
High School Principal 0.380
Middle School Principal 0.250
Elementary School
Principal 0.180
High School Deans 0.045
Middle School Deans 0.025
Elementary School Deans 0.000
Elementary Dean for SPED 0.025
Alternative School Dean 0.000
CTC Director 0.125
Athletic Director 0.085

Assistant Director of
Student Services

0.080
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NOTE: Nothing in this document shall preclude administrators receiving additional benefits as may
be granted by the School Board.

232.  Definitions: Formatted: Font: Bold
Contract Days — Days based upon the approved school year calendar

Years of Administrative Experience — Years of supervisory/administrative experience in any
school district or other field relevant to the position.

Year-1—2017-2018 schook year (FY-2018)
Year 2—2018-2019 schook year (FY-2019)
Year 3—2019-2020 school year (F¥2020)



