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Administrative Procedures
I.
Suspensions Without Pay
A.
Notification

Before suspending an employee without pay, the School Board will notify the teacher in writing of:

1.
the reason(s) for the suspension;

2.
the date(s) and duration of the suspension; and

3.
the employee's right to request a hearing before the School Board and to be represented at the hearing.

B.
Review Hearing

1.
The teacher shall be granted a hearing before the School Board, provided the teacher makes a written request for such hearing to the Superintendent within 5 calendar days of receipt of the written notice of suspension.  He/she shall have the right to be represented at the hearing by legal counsel or other representative, present witnesses on his/her behalf, and cross-examine any witness who testifies against him/her.

2.
Upon receipt of a teacher's request for a suspension review hearing, the Board shall promptly schedule a hearing date and give the employee written notification of the time and place of the hearing at least 5 calendar days before the hearing, as determined by the date of the notification letter.  The notification shall set forth the procedure to be followed at the review hearing as stated below.

3.
The Board shall utilize the following procedures at the hearing:

a.
The hearing shall be conducted in closed session.

b.
The teacher may be represented by a person of the employee's choice.

c.
The school officials and then the teacher shall make short opening statements as to their positions on the suspension.

d.
The school officials shall first present their evidence in oral or written form.  

e.
After the school officials conclude their evidentiary presentation, the teacher may present evidence to refute the charges orally or in writing.

f.
Each party shall be afforded an opportunity to cross-examine all witnesses who testify and to examine all written evidence presented.

g.
The Board may receive all relevant oral and written evidence without regard to the legal rules of evidence, but shall consider the weight of the evidence in making a determination.

h.
The school officials and the teacher may make closing statements at the conclusion of the hearing.

i.
The hearing will be recorded by tape.  An opportunity to purchase a copy of the tape will be offered the employee.

C.
Final Decision

The School Board will make a final decision on the suspension. If the teacher is not suspended, his or her personnel record shall be expunged of any notices or material relating to the suspension. 

II.
Suspensions With Pay
The Superintendent or a designee shall inform a teacher of a suspension with pay by written or oral notice, which shall specify the reasons for the suspension.  If the employee is suspended upon oral notice, written confirmation of such oral notice shall be given to the employee as soon as reasonable.  The Superintendent or a designee shall meet with the employee before the suspension to discuss the reasons for the suspension.  If the Superintendent or a designee cannot, for reasonable cause, meet with the teacher before the suspension, the Superintendent or a designee shall attempt to meet with the teacher after the suspension commencement.  Written confirmation of the suspension shall be given to the teacher as soon as is reasonably possible.
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