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ART. 1-1 

ARTICLE ONE 
PREAMBLE 

 
 
This Agreement entered into by The School Board of Broward County, FL 
hereinafter referred to as the “Board” or the “District” and the Broward 
Teachers Union-Technical Support Professionals Supervisory Unit and Non-
Supervisory Unit, hereinafter referred to as the BTU-TSP.  This Agreement has 
as its purpose the promotion of harmonious relations between the Board and 
the BTU-TSP; the establishment of an equitable and peaceful procedure for the 
resolution of differences; and the establishment of wages, hours, and other 
terms and conditions of employment. 
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ARTICLE TWO 
RECOGNITION 

 
 
Exclusive Representation 
 
The Employer recognizes the rights granted to the BTU-TSP in this Agreement 
shall be granted to the BTU-TSP exclusively as the sole and exclusive 
bargaining agent in all matters establishing and pertaining to wages, hours, 
and other terms or conditions of employment for all full and part-time 
employees in the classifications included in the following certifications of the 
Public Employees Relations Commission (PERC), RC-99-028 and RC-2000-075.  
The classifications included in these certifications are listed in Appendices A & 
B.  Any classifications added to either unit shall be added to the appendices as 
though originally included. 
 
The Employer will not negotiate with any other union or employee organization 
on matters pertaining to wages, hours and other terms or conditions of 
employment.  Nor shall the employer permit dues deduction for another 
organization purporting to represent employees on these matters or negotiate 
with employees over wages, hours and other terms and conditions of 
employment. 
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ARTICLE THREE 
DEFINITIONS 

 
 
“Assignment” – The designation of an employee to a specific work location. 
 
“Classification” – The position assigned to a specific pay grade and recognized 
as part of the bargaining unit represented by BTU-TSP. 
 
“Contract” – That document which delineates the items and terms, which were 
mutually agreed to as the result of collective bargaining. 
 
“Days” – Days shall mean calendar days unless otherwise specified herein. 
 
“Department” – An operational unit within a division. 
 
“Employee” – All employees in the unit represented exclusively by the BTU-TSP. 
 
“Fiscal Year” – July 1 of one year through June 30 of the following year, which 
corresponds to the school year. 
 
“Immediate Supervisor/Supervisor” – The individual having immediate 
supervisory authority to evaluate and issue corrective action to the unit 
employee(s) and who may or may not be a member of the bargaining unit. 
 
“Job Description” – The approved, written document describing the duties, 
responsibilities and qualifications of the job. 
 
“Parties” – The School Board of Broward County, Florida, as employer, and the 
Broward Teachers Union-Technical Support Professionals, as the exclusive 
bargaining agent. 
 
“PERC” – The Public Employees Relations Commission created by Florida 
Statutes, Section 447.004. 
 
“Professional Employee” – Any employee engaged in work in any two or more of 
the following categories: 
 

1. Work predominately intellectual and varied in character as 
opposed to routine mental, manual, mechanical, or physical work; 

 
2. Work involving the consistent exercise of discretion and judgment 

in the performance; 
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3. Work of such a character that the output produced or the result 
accomplished cannot be standardized in relation to a given period 
of time; and 

 
4. Work requiring advanced knowledge in a field of science or 

learning customarily acquired by a prolonged course of specialized 
intellectual instruction and study in an institution of higher 
learning or a hospital, as distinguished from a general academic 
education, an apprenticeship, or training in the performance of 
routine mental or physical processes. 

 
“Reorganization” – A change in the reporting structure for supervision of 
classifications represented by the Broward Teachers Union-Technical Support 
Professionals. 
 
“School Board” – The School Board of Broward County, Florida, the duly 
elected board established under the Florida Constitution, Article IX, Section 4 
and Florida Statutes, Section 230.03 (2). The School Board may be referred to 
herein as either the “District” or the “Board”. 
 
“School Board Policies” – The body of policies and rules adopted by the School 
Board of Broward County, Florida. 
 
“Seniority” – Seniority shall be based upon an employee’s date of hire.  Service 
shall not be deemed to be interrupted by any paid leave approved pursuant to 
this Agreement or approved unpaid leave taken pursuant to state and/or 
federal guidelines. (i.e. Family Medical Leave Act or Military Leave Act.)  
Seniority shall cease upon the termination of employment.  Seniority shall be 
frozen at the years of service attained at the beginning of an approved unpaid 
leave of absence.  Such seniority shall resume from the point at which it was 
frozen when the employee returns to their former status as a paid employee. 
 
“Union” – The Broward Teachers Union-Technical Support Professionals, as the 
exclusive bargaining agent representing members of the bargaining unit. 
 
“Workday” – The period of time each day that an employee is to be present and 
performing assigned duties as designated by management. 
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ARTICLE FOUR 
MANAGEMENT RIGHTS 

 
 
A. It is understood and agreed that the District possesses the right and 

responsibility to operate and manage all schools, departments and 
programs and to direct the workforce. 

 
 The rights, powers, authority, and discretion necessary for the District to 

carry out these rights and responsibilities shall be limited only by the 
express terms of this Agreement and shall be exercised in a manner 
consistent with this Agreement and Florida Statutes.  In matters not 
covered by this Agreement, the District shall have the clear right to make 
administrative decisions. 

 
B. Consistent with this Agreement, these management rights shall include, 

but not be limited, to the following: 
 

1. Determine the purpose and mission of the Broward County School 
system and the departments and agencies under its jurisdiction. 

 
2. Set standards of service to be offered to the public. 

 
3. Exercise control and discretion over its organization and establish 

employee job descriptions. 
 

4. Direct its employees and establish standards of performance and 
conduct, including the right to make reasonable rules and 
regulations for the purpose of efficiency, safe practices and 
issuance of corrective action. 

 
5. Take corrective action for just cause. 

 
 6. Relieve employees from duty because of lack of work, lack of funds, 

or for other legitimate reasons. 
 

 

7. Hire, promote, transfer or assign employees. 
 

8. Schedule overtime work.  
 

9. Contract out (subcontract) for services. 
 

10. Introduce new, improved or different methods and techniques of 
operation or work procedure. 
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C. NON-DISCRIMINATION 
 

1. Each employee in the bargaining unit has the right, freely and 
without fear of penalty or reprisal, to join the BTU-TSP or to refrain 
from any such activity. Any employee who exercises his/her rights 
under this Agreement shall not be subjected to corrective action, 
reprimand, warning or reprisal because of such participation. 

 
2. Membership, non-membership, or legitimate activity under 

applicable labor laws or provisions of this Agreement will not 
jeopardize an employee's good standing with the Board or 
opportunity for advancement. 

 
3. The Board and the BTU-TSP agree that they will not discriminate 

against any employee because of gender, race, color, religion, 
disability, age, national origin, sexual orientation or marital status. 

 
4. The Board shall comply with all federal, state, and local laws 

regarding non-discrimination including, but not limited to, Title VII 
of the Civil Rights Act, as amended, the Americans with Disabilities 
Act (ADA) of 1990, as amended, the Age Discrimination in 
Employment Act, as amended, and the Florida Civil Rights Act. 

 
D. Administrative Procedures have been established by Broward County, 

the State of Florida and the United States for the handling and 
processing of claims of unlawful employment discrimination based on 
gender, race, color, religion, disability, age, national origin, sexual 
orientation, or marital status. The BTU-TSP and the Board encourage 
bargaining unit members who believe that they have been victims of 
employment discrimination based on gender, race, color, religion, 
disability, age, national origin, sexual orientation or marital status to file 
such claims with the School Board of Broward County Equal Educational 
Opportunities/ADA Compliance Department, the United States Equal 
Employment Opportunity Commission, the Florida Commission on 
Human Rights, or the Broward County Human Right Section. Claims of 
employment discrimination based on gender, race, color, religion, 
disability, age, national origin, sexual orientation or marital status shall 
not be subject to the grievance procedure. 
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ARTICLE FIVE 
UNION RIGHTS 

 
 
A. Use of Facilities:  The BTU-TSP and its representatives shall have the 

right to use school district buildings at all reasonable hours for meetings, 
in accordance with Board policy and rules. 

 
B. Equipment:  The BTU-TSP and its representatives may, upon approval, 

have the right to use facilities and equipment, including computers, 
email services, printers, faxes, typewriters, mimeographing machines, 
other duplicating and photocopying equipment, calculating and 
computing machines, and audiovisual equipment at reasonable times, 
when such equipment is not otherwise in use.  The BTU-TSP may pay for 
the reasonable cost for such use and for all materials and supplies 
incidental to such use. 

 
C. Posting of Notices:  The Board shall provide bulletin board space in 

each department or office for the posting of union notices and 
newsletters.  The BTU-TSP shall have the right to post notices of 
activities and matters of BTU-TSP concern.  Only official BTU-TSP 
notices shall be posted.  Notices endorsing any national, state or local 
political candidate shall be prohibited. 

 
D. Conduct Business:  Duly authorized representatives of the BTU-TSP and 

its respective affiliates may, with approval, be permitted to transact 
official union business on school district property at all reasonable times, 
provided that this shall not interfere with or disrupt normal school 
district operations.  Approval will not be unreasonably withheld. 

 
E. Information and Reports:  The Board agrees to furnish to the BTU-TSP, 

in response to reasonable request, annual financial reports and state 
audits, periodic financial reports regularly submitted by the 
Superintendent to the Board; Superintendent’s tentative budget and the 
final budget; full Board agendas furnished to Board members and 
minutes of Board meetings; names and addresses of all employees, 
salaries paid thereto, job titles, pay grade placement and work locations; 
pupil enrollment, enrollment projections, membership and attendance 
data; and such other specific information, if available, as will assist the 
BTU-TSP in developing intelligent, accurate, informed and constructive 
programs on behalf of the employees, together with information which 
may be necessary for the BTU-TSP to process any grievance. 

 
 Failure to furnish the above requested information shall not be the basis 

of a grievance unless it can be affirmatively shown that the information 
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sought can be specifically identified and is available in the form sought 
and the information sought, in the form requested, is denied after a 
reasonable time. Unintentional inaccuracies of the information furnished 
and subsequent revisions of data based on revised information shall not 
be the basis of a grievance. 

 
F. Board Agenda:  The BTU-TSP may appear on the Board agenda to 

discuss Board business not in violation of labor laws. 
 
G. Payroll Dues Deduction:  The Board shall, upon written authorization of 

the employee, deduct BTU-TSP dues.  The BTU-TSP shall furnish, 
distribute and process assignment authorization forms, said forms to be 
filed by BTU-TSP with Human Resources & Equity.  Employees who 
desire to become members of the BTU-TSP shall file their assignment 
authorization forms with the BTU-TSP.  Pursuant to such authorization, 
the Board shall deduct such annual sum as authorized in equal 
payments from the employee’s regular salary check, beginning with the 
salary check received by the employee in the month following the date of 
authorization.  Deductions shall be made from those checks designated 
by BTU-TSP during the fiscal year.  Such authorization shall continue in 
effect from month to month thereafter, unless revoked by the employee in 
writing to the BTU-TSP and to Human Resources & Equity, not less than 
thirty (30) days prior to the next payroll cutoff date. 

 
 The deductions shall be remitted not less frequently than monthly to the 

BTU-TSP.  The right to such dues deductions shall be granted exclusively 
to the BTU-TSP and shall not be granted to any other employee 
organization seeking to represent employees in the bargaining unit.  The 
BTU-TSP shall notify the Division of Human Resources & Equity of the 
amount of any change in annual dues to be deducted no later than the 
last workday of the month prior to the month in which such change 
becomes effective.  The BTU-TSP agrees to indemnify and hold harmless 
the Board, each individual Board member, and all administrators against 
any and all claims, costs, suits or other forms of liability and all court 
costs arising out of the application of the provisions of this section. 

 
H. Other Deductions:  Upon appropriate written authorization from the 

employee, the Board shall deduct from the salary of any employee and 
make appropriate remittance for annuities, credit union, savings bonds, 
charitable donations, insurance, BTU-TSP special service programs, or 
any other plans or programs approved by the BTU-TSP and the Board as 
a part of this Agreement. The number of deductions for voluntary 
benefits such as union dues and cancer insurances will be a maximum 
of twenty (20) deductions. The BTU-TSP agrees to indemnify and hold 
harmless the Board, each individual Board member and all 
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administrators against any and all claims, costs, suits or other forms of 
liability, and all court costs arising out of the application of the 
provisions of this section. 

 
I. Worksite Visitation:  The BTU-TSP president, vice-president and/or 

other BTU-TSP representatives may, upon approval of the worksite 
administrator, be allowed to visit school district buildings to investigate 
working conditions, employee complaints, problems, or for other 
purposes relating to BTU-TSP affairs. 

 
J. Membership Identification:  No employee shall be prevented from 

displaying discrete symbols identifying membership in the BTU-TSP or 
its affiliates on their person or in work areas specifically assigned to 
them. 

 
K. Time for Official Duties:  It is agreed to and understood by the parties 

to this Agreement that BTU-TSP stewards and other official 
representatives may, without loss of pay, and with prior approval, attend 
due process meetings, process grievances, participate in collective 
bargaining negotiations and take part in labor-management committee 
meetings and other Board committee meetings which the BTU-TSP is 
invited to attend during their normal working hours.  BTU-TSP 
representatives shall conduct their duties in such a manner as not to 
disrupt normal District business and services.  The supervisor’s approval 
to attend any such meetings shall not be unreasonably denied.  
Employees with official responsibilities during the annual convention of 
the state affiliate of the BTU-TSP, as verified to the Superintendent by 
the BTU president, shall be granted temporary duty leave for the 
convention. 

 
 With prior approval, up to four (4) hours per month may be used by 

stewards to resolve problems between two (2) bargaining unit members 
that negatively affect the operation of the department. 

 
L. Union Leave:  The president and vice-president of the BTU-TSP, the 

president of the state affiliate, and the executive officers of the national 
affiliate shall be granted temporary Union leave for their respective term 
of office.  Also, a bargaining unit member who is hired by the Broward 
Teachers Union-Technical Support Professional as a full-time or part-
time staff representative is eligible for a temporary duty leave for a period 
not to exceed four (4) fiscal years provided that the leave coincides with 
the beginning and ending of a fiscal year. 

 
 Upon return from leave, the employee shall be placed in the same 

position held before such leave, or if such position is not available, to a 
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substantially equivalent position.  Such employee shall have the right to 
continue participation in the retirement system and insurance programs 
of the district, as well as to receive credit for salary increments, all as if 
in actual service to the District.  The BTU-TSP shall reimburse the 
District for the actual cost of such employee’s salary and benefits. 

 
M. Paid Leave Days:  The Board shall provide a pool of paid leave days not 

to exceed one hundred (100) days for every fiscal year thereafter for the 
purpose of conducting certain union business.  The following criteria 
shall govern the use of said leave days: 

 
1. The BTU-TSP president or his/her designee shall notify the Board’s 

Director of Employee & Labor Relations or his/her designee no 
later than five (5) working days in advance of the requested leave 
day.  The purpose and nature of the leave shall also be provided at 
that time. 

 
2. If the supervisor of the employee who is requesting the leave 

decides to hire a substitute/temporary employee, the BTU-TSP 
shall reimburse the Board for the actual cost of the substitute in a 
timely manner. 

 
3. No bargaining unit member may use more than five (5) consecutive 

workdays of leave in a fiscal year.  No bargaining unit member may 
use more than fifteen (15) days from the pool in a school year.  
However, by mutual agreement, this limitation may be extended by 
the parties. 

 
N. Electronic Reporting:  The Board agrees to provide to the BTU-TSP the 

dues deduction information in electronic format, as requested.  BTU-TSP 
agrees to reimburse the Board for the actual additional cost of such 
service. 

 
O. Contract Enforcement:  BTU-TSP officers, stewards and other BTU-TSP 

representatives shall be allowed to engage in activities directly related to 
the administration of the Agreement so long as they do not disrupt the 
normal operations of the school district. 

 
P. Roster for Bargaining Unit:  The Board agrees to furnish the BTU-TSP, 

four (4) times each year, September 15, December 15, March 15 and 
June 15, two (2) full file information rosters of bargaining unit members, 
(one in alphabetical order by location – one in alphabetical order). 

 
Q. Rights of Steward(s):  The official BTU-TSP steward(s) shall not be 

subject to harassment, abusive language, upbraiding, insults or 
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interference by a supervisor in the performance of the steward(s) official 
union duties.  The BTU-TSP shall provide a list to the Superintendent no 
later than September 1st of each year containing the names of the official 
BTU-TSP stewards at each worksite. The BTU-TSP will provide the 
Superintendent with the names of new stewards whenever such action 
occurs. 

 
R. Right to Engage in Activities:  Employees shall have the right to engage 

in concerted activities not prohibited by law.  Employees shall have the 
entire liberty of political action when not engaged in their employment, 
provided such action is within the laws of the United States of America 
and the State of Florida.  Employees shall be entirely free from political 
domination or coercion or the pretended necessity of making political 
contributions of money, other things of value, or engaging in any political 
work or activity against their wishes under the assumption that failure to 
do so will in any way affect their status as employees of the school 
system. 

 
S. New Employees:  The Board shall provide a list of newly hired employees 

to BTU-TSP monthly. 
 
T. Florida Law:  Nothing contained herein shall be construed to deny or 

restrict to any employee rights granted under the Florida School Laws or 
other applicable laws and regulations. 

 
U. Parking:  The School Board shall provide BTU-TSP with parking passes 

that allow parking and personal entry into the Kathleen C. Wright 
Administration Building.  The number of passes shall not exceed five (5).  
The Vice President of BTU-TSP shall provide a written list of BTU-TSP 
Leadership to the Director of Employee and Labor Relations by 
September 1st of each school year, or whenever changes occur. This 
provision does not cover BTU support staff, such as secretaries. 
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ARTICLE SIX 
WORKING CONDITIONS 

 
 
A. The daily standard of working hours for full-time employees shall be no 

longer than eight and one-half (8.5) consecutive hours, including a one 
(1) hour unpaid duty-free meal period, when there is a workweek 
consisting of five (5) consecutive days.  Other employees may be required 
to work a different schedule based upon the operational needs of the 
system. 

 
B. The standard workweek for full-time employees will be thirty-seven and 

one-half (37.5) hours. 
 
C. The workweek shall consist of five (5) consecutive days during the school 

year unless mutually agreed by the employee and his/her supervisor.  
Schedules varying from these provisions, shall not be subject to this 
section.  The District may change the workweek during the summer to 
four (4) consecutive days, in which case the standard daily working 
hours may be longer than eight and one-half (8.5) consecutive hours. The 
standard work week for payroll purposes shall be Monday through 
Sunday. 

 
D. No employee shall be required to work more than twelve (12) hours in a 

workday, except in case of an emergency or operational need of the 
District. 

 
E. Compensatory Time 
 

1.� Professional employees, as defined by Florida Statutes, Section 
447.203, who are exempt from coverage by the Fair Labor 
Standards Act (FLSA) shall receive compensatory time at the ratio 
of 1:1 for pre-approved work in excess of thirty-seven and one-half 
(37.5) hours.  The accumulation and use of compensatory time 
shall be recorded in a standard format established by the Board.  
The accumulation of compensatory time for these employees is 
limited to forty (40) hours or, upon approval of the supervisor, to 
eighty (80) hours.  In special circumstances, the Superintendent or 
his/her designee may extend the limit on the accumulation of 
compensatory time if mutually agreed to by the employee. 

 
2.� Compensatory time shall be scheduled by mutual agreement by 

the employee and his/her supervisor.  If compensatory time is 
denied, arrangements shall be made to schedule another mutually 
agreeable time promptly after such denial.  The employer shall not 
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unreasonably deny a request for compensatory time.  The 
employee shall not be unreasonable in selecting time off.  When an 
exempt employee is requested to work in excess of the standard 
workweek of thirty-seven and one-half (37.5) hours and 
compensatory time cannot be taken because of operational needs 
of the District, the hours shall be paid to the affected employee at 
his/her regular hourly rate at the end of the fiscal year or when 
approved in advance by his/her supervisor. 

 
3.� The Board shall apply FLSA requirements for compensatory time 

and overtime for non-exempt employees to all employees other 
than those cited in subsection 1 above.  Job classifications 
previously considered non-exempt under FLSA shall continue to 
receive the same benefits of overtime pay that they received prior to 
June 1, 2004. 

 
4. Employees who are the immediate supervisors of others whose 

actual scheduled work hours are more than seven and one-half 
(7.5) hours a day and who are required to work on the same 
schedule shall be paid at their hourly rate for time worked beyond 
seven and one-half (7.5) hours a day, including paid leave days 
and paid holidays, where applicable. 

 
5. Non-exempt employees who are required to perform work on an 

emergency basis shall be paid double time for all hours worked—
but not less than four (4) hours—on all District recognized holidays 
on which the School District is closed. 

 
F. On-Call Assignments:  On-call assignments are defined as those 

instances when unit members have been instructed to remain available 
to return to their work location on short notice to perform assigned 
duties during an off-duty period.  Employees shall be paid four (4) hours 
at the appropriate rate of pay on each non-work day they are on call.  If 
the affected employee is assigned work to perform during non-regular 
work hours, the employee shall be paid for all hours worked in excess of 
four (4) hours at the appropriate rate of pay.  In the event the employee is 
required to report to work, the employee shall be paid for mileage 
incurred in reporting to and returning from work.  If the on-call duties 
occur during a week in which the District is closed as the result of a 
recognized holiday, the holiday hours shall count as hours worked for 
the purposes of computing overtime compensation for non-exempt 
personnel pursuant to the provisions of this section.  On–call 
assignments shall be made on a rotation basis for all qualified 
employees. 
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G. Emergency Call-Back: Emergency Call Back is defined as those 
instances when unit members have not been placed on-call, but are 
contacted to return to their work location or to perform work on short 
notice during an off-duty period.  Non-exempt employees shall be paid a 
minimum of four (4) hours at the appropriate rate of pay on each non-
work day they are called back.  Exempt employees shall receive 
compensatory time on an hour-for-hour basis at not less than four (4) 
hours for call back work.  In the event employees are required to report 
to work, both exempt and non-exempt employees shall be paid for 
mileage incurred in reporting to and returning from work for call back 
duties.  If the call-back duties require work in excess of the four (4)-hour 
minimum, the employee shall be compensated at the appropriate rate of 
pay for the actual number of hours worked.  If the call back duties occur 
during a week in which the District is closed as the result of a recognized 
holiday, the holiday hours shall count as hours worked for the purposes 
of computing overtime compensation for non-exempt employees 
pursuant to the provisions of this section. 

 
H. Flexible Hours:  Employees shall be allowed with the approval of their 

supervisor, which approval shall not be unreasonably withheld, to adjust 
their work schedule to allow for medical appointments or personal 
emergencies. 
 
Employees by mutual agreement, may be assigned flexible work 
schedules to support the 24-hour operating schedule; respond to 
emergency/unforeseen requirements; and to adapt to cyclic workload 
requirements.  Regular work schedules for each employee shall be 
established, anticipating, to the extent possible, extra and/or other than 
normal schedule requirements.  When a department deems it necessary 
to institute a second/third/alternate shift, the department shall initially 
solicit volunteers.  If there is an inadequate number of volunteers, those 
employees with the necessary qualifications shall be selected by reverse 
seniority. 
 
Where feasible, an employee shall be granted release time through 
flexible scheduling to attend parent/teacher conferences or other school 
activities involving their children that may occur during the regular 
workday. 

 
I. Abusive Language, Insults, Harassment: School Board employees 

should not be subjected to harassment, abusive language, upbraiding, 
insults or interference by an administrator/supervisor or other persons 
in the performance of the employee’s duties. 
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J. Telecommuting Assignments:  Nothing herein shall preclude a 
supervisor, with agreement from the impacted employee, from providing 
an opportunity for employees to perform regular duties by 
telecommuting. 
 

K. Contract Renewal 
 
1. An employee’s status shall be renewed from year to year unless the 

Board terminates the employee for one of the following reasons:  
just cause, failure to meet job standards, reorganization of the 
workforce or a reduction in the number of employees on a District 
wide basis for financial or operational reasons. 

 
2. In the event the Board terminates an employee, the Board may 

suspend the employee with or without pay.  The employee shall 
receive written notice and shall have the opportunity to formally 
appeal the termination through the grievance procedure. 

 
L. Emergency Working Conditions 

 
In the event that, due to conditions beyond the control of the 
Board, including but not limited to hurricanes, windstorms, floods 
and tornadoes, the Superintendent, or his or her designee, or the 
School Board, or any other public official, declares an emergency 
and directs the School Board to commence emergency operations 
and/or orders the schools, facilities or administrative areas to be 
closed, employees shall be compensated as described below: 

 
1. Any employee regularly scheduled to work during the time of the 

emergency or who is ordered to return home during the emergency 
or prior to the completion of said employee’s work day shall be paid 
for all hours during the emergency period which the employee had 
been scheduled to work. Make up days may be required for those 
instructional days not waived by the State for employers in the 
Transportation Department and School Nurses/LPNs. Other 
employees required to work on those additional instructional days 
shall be compensated subject to emergency call back provisions.   

 
2. Any employee scheduled to be on pre-approved sick leave, annual 

leave, or personal leave during the declared emergency shall suffer 
no loss of pay and no leave time shall be deducted from the 
applicable leave accumulation. 

 
3. Any employee who is assigned or called back by the Board to work 

during the declared emergency shall be compensated at double the 
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employee’s straight time base hourly rate for all hours actually 
worked.  This compensation shall be in addition to any 
compensation which would otherwise be due the employee under 
the provisions of paragraph 1 above. 

 
 
4. Full-time employees who fail to report to work after a call-back 

shall not be compensated for days not worked while schools are 
closed due to the emergency conditions unless on approved leave 
prior to the time of the call-back or on other approved leave 
provided in this Agreement.  

 
M. Continuing Education:  
 

Both parties agree that continuous improvement of employee skills 
benefit both the employee and the School Board in the performance of 
job duties. Therefore, the parties agree to the provision of continuing 
education funding opportunities so that employees may acquire, 
maintain and improve skills at no cost or at a reduced cost. To meet this 
goal, the parties agree to create a fund for BTU-TSP employees who seek 
reimbursement for additional qualifications and/or coursework related to 
skills within their job family. 

 
In order to address this issue and accomplish their common goal, the 
parties agree to the following: 

 
1. Establishing an ongoing committee with equal numbers of no more 

than three (3) participants from each party.  
 
2. The committee has the authority to design and recommend a 

procedure, and create an appropriate application and related 
processes, to be made available to TSP employees by September 
30th of each fiscal year. If an extension is needed, the parties 
mutually agree to extend the deadline for no more than thirty (30) 
days. 

 
3. Designees from the District and BTU-TSP will chair the committee. 
 
4. The committee shall be authorized to establish dates for 

distribution of the funds based on the approved guidelines. 
 
5. The parties have reached agreement regarding the administration 

of the fund: 
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a. Establishing an annual training fund consisting of a minimum 
of $100,000. 

 
b. Employees must have completed eight (8) years of work 

experience, as determined by their most recent date of hire 
with the School Board, in order to be eligible to request the 
funds.  

 
N. Labor Management Meetings:  
 

Upon mutual agreement, three (3) representatives of the Administration 
and three (3) representatives of the BTU-TSP will meet during the regular 
school year on an as-needed basis at times convenient to both parties for 
the purpose of reviewing the administration of the Agreement and to 
resolve matters of mutual concern. 
 
The parties agree that each may invite subject matter experts (“SMEs”) to 
the meeting, as needed, to address agenda items.  The identity of any 
SMEs to appear at a Labor Management meeting will be shared at least 
forty-eight (48) hours before the meeting. Unless mutually agreed upon, 
the Labor Management meeting will not be scheduled for more than one 
and one-half (1½) hours.  The parties agree that these meetings are 
intended to discuss matters of common interest. These meetings are not 
intended for the purpose of collective bargaining or to discuss mattes of 
active grievances, pending arbitrations or disciplinary actions. 
 
Each party will submit to the other at least seventy-two (72) hours prior 
to the meeting, an agenda covering what it wishes to discuss.  Agenda 
items must be mutually agreed upon at least forty-eight (48) hours prior 
to the meeting. The parties will alternate the location of the Labor 
Management meetings. 
 
The Chairperson will jointly rotate between the Administration and the 
Union. The Chairperson will be responsible for conducting the meeting 
and distributing the agenda. Summaries of action plans will be shared 
between both parties.   
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ARTICLE SEVEN 
HEALTH AND SAFETY 

 
 
A. Employees shall not be required to work under unsafe or hazardous 

conditions.  Employees are to be provided a safe work place and are to be 
furnished with safety devices, protective clothing, and such safeguards 
as are necessary to reduce or eliminate accidents and injuries.  
Managers/supervisors are to do everything reasonably necessary to 
protect the life, health and safety of each employee and the public.  
Whenever an unsafe or hazardous condition exists, the employee aware 
of the condition shall report it to the immediate supervisor who shall 
make every effort to take immediate steps to correct the unsafe or 
hazardous condition. If the immediate supervisor cannot correct the 
problem within ten (10) workdays of the date of notification of said 
problem, the affected Chief School Performance & Accountability Officer 
shall be notified for the purpose of investigation and resolution of the 
matter.  This deadline may be extended by mutual agreement between 
the parties. 

 
B. Employees will follow safe practices and operating methods on all jobs 

assigned.  Employees shall be required to wear the safety devices, 
protective clothing or equipment designated by management for 
employee protection.  Safety devices and equipment, when required, will 
be provided by the School Board.  Refusal or failure of an employee to 
use or wear such devices or equipment, or failure to follow safe practice 
and operating methods, shall be grounds for appropriate corrective 
action. 

 
C. In the event an employee is involved in an accident or injury, an accident 

report will be completed and distributed, as prescribed by School Board 
Policies and State Statutes. 

 
D. If an employee complains of indoor air quality problems, the District 

shall follow the IAQ Response Protocol to investigate the root cause and 
determine a course of action to correct the problem, if necessary.  The 
employee initiating the complaint will be provided with information on 
the course of action and the tentative timeline for completion.  The 
District’s IAQ Response Protocol and any amendments to it are hereby 
incorporated into the contract by reference. 

 
E. Bomb/Terrorist Threats:  Employees shall not return to worksites which 

have been evacuated due to bomb or other similar devices until clearance 
for such returns has been given by proper authorities.  Employees shall 
not search for bombs or other similar devices. 
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F. In order to ensure the safety of employees and students, the District 

shall follow the center for disease control protocols when responding to 
infectious diseases.  When receiving a complaint regarding potentially 
hazardous, dangerous, or infectious situations, the administrator/ 
designee shall contact the appropriate District department (i.e., Risk 
Management, Environmental Health & Safety or Physical Plant 
Operations, etc.) or local emergency response providers (local police and 
fire departments) for the purpose of taking appropriate action to resolve 
the situation.  The administrator shall inform the notifying employee of 
the recommendation received and the action taken. 

ȱ
G. Reports of threats of a violent nature made against an employee shall 

immediately be reported to supervisory personnel, who shall immediately 
notify SIU and the affected employee.  The employee shall be given the 
opportunity to immediately notify law enforcement officials, the union 
and other appropriate individuals if the employee so desires. 

ȱ
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ARTICLE EIGHT 
GRIEVANCE PROCEDURE 

 
 
A. Definition:  A grievance is defined as any difference or dispute between 

the Board and the BTU-TSP or any employee affecting terms and/or 
conditions of employment regarding the application or interpretation of 
this Agreement. 

 
B. Purpose:  The Board and the BTU-TSP desire that these grievances be 

settled in an orderly, prompt, and equitable manner so that the efficiency 
of the Board may be maintained and the morale of employees not be 
impaired. Every effort will be made by the Board, employees, and the 
BTU-TSP to settle the grievances at the lowest level of supervision. 

 
C. Exclusive Rights:  The parties agree that the BTU-TSP has the exclusive 

right to process grievances under all steps of this grievance procedure, 
except that any bargaining unit member may process a grievance 
through said procedure if the BTU-TSP expressly waives its right in 
writing to process a grievance because the unit member is not a dues-
paying member of the union.  A copy of the waiver shall be provided to 
the school district's Director of Employee & Labor Relations. The BTU-
TSP accepts its duty of fair representation but retains its right to 
preclude the processing of non-meritorious grievances through the steps 
of this grievance procedure, inclusive of arbitration. 

 
D. Informal Discussion:  In the event that an employee believes there is a 

basis for a grievance, he/she shall first discuss promptly the alleged 
grievance with the immediate supervisor either personally or, if he/she 
prefers, accompanied by a BTU-TSP steward, within fifteen (15) working 
days of the date on which the employee could reasonably have known of 
the occurrence of the event giving rise to the alleged grievance. 

 
E. Formal Grievance:   If, as a result of the informal discussion with the 

immediate supervisor, an alleged grievance still exists, the following 
formal grievance procedure may be invoked within seven (7) working 
days of the informal discussion, on the form set forth in Appendix C, 
signed by the grievant and/or a steward of the BTU-TSP, which form 
shall be available from the administrator or the BTU-TSP steward in each 
work location.  

 
If the grievance involves more than one (1) work location, a group of 
employees, or arises from the action or inaction of the administration 
above the level of the immediate supervisor, it may be initially filed with 
Employee & Labor Relations at Step II and informal discussion may be 
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waived by mutual agreement.  In the event that a BTU-TSP steward has 
not signed the grievance, a copy of the grievance shall be provided to the 
BTU-TSP immediately upon the filing of the grievance. 

 
STEP I 

 
 The grievant may submit to the immediate supervisor a copy of the 

grievance form.  Within seven (7) working days of receipt of the grievance, 
the immediate supervisor shall meet with the grievant and/or the BTU-
TSP in an effort to resolve the grievance.  The immediate supervisor shall 
indicate the disposition of the grievance in writing within seven (7) 
working days after such meeting, and shall furnish a copy thereof to the 
BTU-TSP. 

 
 STEP II 
 
 If the grievant or BTU-TSP is not satisfied with the disposition of the 

grievance, or if no disposition has been made within the specified time 
limit, the grievance shall be submitted to Employee & Labor Relations 
within seven (7) working days of the disposition, or expiration of the time 
limit.  Within twelve (12) working days of receipt of the grievance, 
Employee & Labor Relations shall meet with the grievant and/or the 
BTU-TSP and shall indicate the disposition of the grievance in writing to 
the grievant and/or BTU-TSP within seven (7) days of such a meeting. 

 
 STEP III 
 
 If the grievant is not satisfied with the disposition of the grievance by 

Employee & Labor Relations, or if no disposition has been made within 
the specified time limit, the grievance may be submitted by the BTU-TSP 
to arbitration before an impartial arbitrator within fifteen (15) working 
days of the date of the disposition at Step II, or the expiration of the time 
limit.  If the parties cannot agree as to the arbitrator within seven (7) 
working days from the notification date that arbitration will be pursued, 
the BTU-TSP will contact Employee & Labor Relations one final time for 
the purpose of attempting to reach agreement prior to requesting the 
AAA or FMCS to select an arbitrator in accordance with their rules.  The 
arbitrator shall be selected by the American Arbitration Association or 
the Federal Mediation and Conciliation Service in accordance with their 
rules, which rules must likewise govern the arbitration proceedings. 
 
The arbitrator shall limit his/her decision to the application and 
interpretation of this agreement and shall have no power to amend, 
modify, nullify, alter, add to, or subtract from the terms of this 
Agreement.  Neither party shall be permitted to assert in such arbitration 
proceedings any ground or rely on any evidence not previously disclosed 
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to the other party.  Both parties agree that the award of the arbitrator 
shall be final and binding. 

 
F. Cost of Arbitration:  If the arbitrator sustains the position of the 

grievant, the fees and expenses of the arbitrator, including AAA or FMCS 
filing fees, shall be paid by the Board.  However, if the arbitrator sustains 
the Board's position, all fees and expenses shall be paid by the grievant 
or the BTU-TSP.  If the decision issued by the arbitrator is not the one 
requested by either party, the arbitrator shall determine the distribution 
of his/her fees between the parties.  Each party shall be responsible for 
any other expense it chooses to incur.  Employees required to testify will 
be made available without loss of pay; however, whenever possible, they 
will be placed on call to minimize time lost from work.  Employees who 
have completed their testimony shall return to work unless they are the 
grievant(s).  In group grievances, the group of employees shall be 
represented by the BTU-TSP and one member of the group. 

 
 If the BTU-TSP waives its right to process a grievance to arbitration 

because the affected employee is not a dues-paying member of the BTU-
TSP, the employee may carry the case forward but he/she may be 
responsible for all arbitration costs pursuant to this provision. Under 
such circumstances, the BTU-TSP shall not be responsible for arbitration 
costs associated with the specific grievance. 

 
G. Time Limits:  The time limits provided in this Article shall be strictly 

observed, but may be extended by written agreement of the parties. 
Whenever illness or other incapacity of either party or its representatives 
prevents attendance at a grievance meeting, the time limits shall be 
extended to such time that such person(s) can be present.  When such 
grievance meetings and conferences are held during work hours, all 
employees whose presence is required shall be excused, without loss of 
pay or accumulated leave, for that purpose. 

 
H. Reprisal to Employees:  All employees will be entitled to fair, reasonable 

and equitable treatment in the processing of grievances.  No reprisals of 
any kind will be made by the Board or its representative or any member 
of the administration against any bargaining unit member(s) in the 
grievance procedure by reason of such participation. 

 
I. The grievance response or final grievance disposition will be placed in the 

employee’s personnel file. All other documents related to the grievance 
will be placed in a separate grievance file. 

 
J. School Board Policies:  Access to School Board policies at each work 

location shall be available to BTU-TSP stewards for the purpose of 
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reference and information, as well as for the purpose of expediting the 
provisions of this grievance procedure. 

 
K. Expedited Arbitration:  On a case-by-case basis, the parties may 

mutually agree to utilize an expedited arbitration procedure. The parties 
agree to use the Rules for Expedited Arbitration Procedures and Hearings 
published by the agency conducting the hearing. 
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ARTICLE NINE 
DUE PROCESS & CORRECTIVE ACTION 

                    
 
A. Progressive Discipline: The parties agree to the principles of progressive 

discipline. Corrective action, for the most part, shall be administered in a 
manner to correct behavior that is in violation of policies, procedures and 
established practices. Corrective action shall be administered for just 
cause and not in a manner that is demeaning or degrading. 

 
B. Meetings and Notifications: The District shall notify an employee of any 

allegations or accusations that the employee has engaged in misconduct 
within twenty (20) working days from when the District knew or should 
have known of such allegations or accusations. For any meeting 
scheduled for the purpose of taking corrective action, the department 
shall provide the employee with written notification of the violation and 
schedule a meeting where the circumstances surrounding the violation 
shall be discussed.  This meeting shall be scheduled no sooner than 
three (3) working days after the employee receives such notification.  For 
example, if a supervisor schedules the conference for Friday, the 
employee must be notified on Tuesday. 

 
C. Right to Representation:  Notification sent to an employee pursuant to 

Section B of this Article shall inform the employee of his/her right to 
BTU-TSP representation.  When a request for such representation is 
made, no action shall be taken with respect to the employee within the 
three (3) working days’ notice time period. If a BTU-TSP representative is 
not present at a properly scheduled meeting, the meeting may proceed as 
scheduled without representation, except when either party indicates 
that a personal emergency prevents attendance, in which case the 
meeting shall be rescheduled at the earliest possible time. 

 
D. During the Meeting 
 

1. The due process meeting is intended to provide the employee with 
an explanation of the charges and the basis for the charges.  Any 
relevant questions that the employee asks shall be answered to the 
best of the supervisor’s ability.  The employee shall be given an 
opportunity to respond, including their own explanation of the 
incident or mitigating circumstances, either verbally or in writing. 

 
2. If during the course of a meeting that was not called for the 

purpose of issuing corrective action, the necessity develops for 
issuing one, the supervisor shall notify the employee at that time 
that he/she is entitled to BTU-TSP representation.  When a BTU-
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TSP representation is requested and the employee is to be 
represented by the Union, no action shall be taken with respect to 
the employee until such representative of the BTU-TSP is present.  
It is the employee’s responsibility to have a representative present 
within three (3) working days of said request.  If a BTU-TSP 
representative is not present at the meeting, it will proceed as 
scheduled without such representation. 

 
E. Corrective Action 
 

1. Any corrective action of an employee shall be for just cause.  
Corrective action may be taken in the form of a verbal reprimand, 
written reprimand, suspension, demotion or discharge. 

 
2. No action against an employee shall be taken on the basis of a 

complaint by any individual nor any notice of such action or 
complaint shall be included in the employee’s personnel file, unless 
the matter is first reported to the employee in writing and the 
employee has had the opportunity to discuss the matter with 
his/her supervisor. 

 
3. No investigation of an employee, beyond preliminary inquiry, by 

the Special Investigative Unit may be undertaken without written 
notice to the employee, such notice to include a statement of the 
cause giving rise to the investigation.  Investigations shall be 
conducted in a timely manner in accordance with Florida Statutes. 

 
4. An employee may be relieved of duty pending the completion of an 

investigation or other administrative action for circumstances that 
could lead to the employee’s termination.  The employee may be 
relieved of duty with pay or temporarily reassigned or transferred 
to another position within the department/program, pending 
appropriate administrative action. 

 
5. Any recommendation for dismissal of an employee because of 

incompetent performance, as specified on the employee’s 
assessment form, shall not be made prior to the conclusion of a 
time period as set forth in the assessment form for the purpose of 
correcting such deficiency or deficiencies. 

 
6. Except for extenuating circumstances, as determined by the 

administration, no action shall be taken against an employee on 
the basis of an unverified complaint by a parent, student, or other 
individual(s), or entity(ies) unless the matter is first reported to the 
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employee, and the employee had the opportunity to discuss the 
matter with his/her supervisor. 

 
7. Any conference or hearing with an employee regarding dismissal, 

non-renewal, suspension, demotion or other corrective action shall 
be conducted in a manner so as not to abrogate the employee’s 
rights according to law and the provisions of this contract. 

 
8. An employee’s refusal to sign evaluation forms and any corrective 

action forms that may be required/generated under the provisions 
of this Article, shall not constitute any grounds for insubordination 
or for other action against the employee, when such signature is 
for the purpose of acknowledging that the document has been read 
and does not necessarily indicate agreement with its content.  
However, if the employee does not sign a document acknowledging 
receipt, proper notice of receipt shall be documented by the 
signature of the supervisor and a witness, in which case the issue 
of proper notification shall not be raised by the Union. 
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ARTICLE TEN 
PERSONNEL FILE ACCESS & SECURITY 

 
 
A. Number of Files:  There shall be no more than two (2) personnel files 

(the official file and the site file) maintained for each employee.  The 
official file will be maintained at the Human Resources Support Services 
Department. The site file, shall be kept in the principal’s or director’s 
office at the school or other location where the employee is then 
employed.  Each document placed into either file shall be in accordance 
with Florida Statutes, Section 1012.31. When the employee transfers to 
another school or site within the District, the site file will be transferred 
with the employee.   

 
B. Anonymous Items:  No item from any anonymous source may be placed 

in the personnel file.  
 
C. Investigative File:  The file established by the District as a result of any 

investigation of an employee is not one of the two personnel files listed 
above.  Access to a file dealing with an investigation shall be in 
accordance with the provisions of Florida Statutes, Section 1012.31.  If 
the preliminary investigation is concluded with the finding that there is 
not probable cause to proceed further and with no disciplinary action 
taken or charges filed, a statement to that effect signed by the 
responsible investigating official shall be attached to the complaint. 

 
D. Notification to Employee:  Items may not be placed in an employee's 

official personnel file unless the item has been made known to the 
employee, pursuant to the methodology described in Florida Statutes, 
Section 1012.31.  In addition, items challenged under the provisions of 
the grievance procedure may not be placed in the employee's file until the 
grievance has been resolved pursuant to the grievance procedure of this 
contract.  The employee shall have the right to respond to any item(s) to 
be placed in his/her personnel file and to have the response attached to 
such item.  The employee's signature shall indicate only that he/she has 
read the item and shall not necessarily indicate agreement with its 
contents. 

 
E. Review and Copying of File:  Each employee shall have the right, upon 

request, to review and reproduce any contents of his/her personnel file.  
A representative of BTU-TSP may, at the request of the employee, 
accompany the employee in such reviews and may, upon written 
authorization by the employee, review and reproduce any contents of the 
employee's personnel file.  The review or reproduction of the contents of 
an employee's personnel file shall be made in the presence of the 
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administrator responsible for the safekeeping of such file.  An employee's 
personnel file shall be open to inspection pursuant to the criteria and 
requirements in Florida Statutes, Section 1012.31. 

 
F. Prohibited Materials and Remedy:  Except for materials pertaining to 

work performance or such other matters that may be cause for 
discipline, suspension, or dismissal under laws of this state, no 
derogatory materials relating to an employee’s conduct, service, 
character, or personality shall be placed in the personnel file of such 
employee. An employee has the right to answer in writing any materials 
in a personnel file, and the answers shall be attached to the file copy. An 
employee has the right to request that the Superintendent or the 
Superintendent’s designee make an informal inquiry regarding material 
in the employee’s personnel file which the employee believes to be false. 
The official who makes the inquiry shall append to the material a written 
report of his or her findings. 
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ARTICLE ELEVEN 
COMPENSATION 

 
 
A. Step Assignment:  All BTU-TSP employees shall be paid on a Step in the 

salary schedule (see Appendix D).  Employees shall be paid retroactively 
from the first work day of employment during that fiscal year. 

 
The parties agree that employees shall not advance a step on the Salary 
Schedule unless the Collective Bargaining Agreement specifically calls for 
a step increase for the specific school year in question.  If there is no 
Collective Bargaining Agreement in effect at the start of a school year, 
then step increases shall not be granted unless the subsequent contract 
specifically requires one. 
 

B. Step Increase:  Employees shall move to the next step of the salary 
schedule, only when agreed to specifically by parties in contract 
negotiations.  If a step increase is provided, it shall be granted to those 
employees who receive an overall performance evaluation rating of 
“Effective” or higher.  An employee who receives an overall performance 
evaluation of less than “Effective” shall not be eligible for the Board 
approved step increase; however, if the affected employee receives an 
overall performance evaluation of “Effective” or higher for the succeeding 
year he/she shall be granted the withheld step but not on a retroactive 
basis. 

 
C. General Increase:  If a general increase is provided, it shall be granted to 

those employees who receive an overall performance evaluation rating of 
“Effective” or higher.  An employee who receives an overall performance 
evaluation of less than “Effective” shall not be eligible for the Board 
approved general increase; however, if the affected employee receives an 
overall performance evaluation of “Effective” or higher for the succeeding 
year he/she shall be granted the withheld general increase, but not on a 
retroactive basis. 

 
D. Temporary Assignments:  It may be necessary for employees to assume 

additional responsibilities for a temporary period of time. When the 
added responsibilities fall within the definition of acting or working out of 
classification assignment (as defined below), and upon approval by the 
Superintendent and the Board, the employee shall be eligible for 
additional compensation.  

 
1. Acting Assignments: An acting assignment is the temporary 

appointment of an employee to a vacant position assigned at a 
higher pay grade for which a Board approved job description exists 
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and for which the employee meets the minimum job qualifications.  
Employees appointed to an acting assignment may be relieved of 
their regular job duties and responsibilities for the duration of the 
appointment. 

 
2. Working Out of Classification Assignments:  A working out of 

classification assignment is the temporary appointment of 
additional responsibilities for a specific duty, special project or 
initiative that is distinctly different from the employee’s regularly 
assigned job.  While a Board approved job description is not 
required for a working out of classification assignment, a 
description of the responsibilities associated with the task and 
business rationale for the assignment must be included as part of 
the request. 

 
3. Temporary Assignment Eligibility Criteria and Provisions:  The 

following provisions are applicable to both acting and working out 
of classification assignments: 

 
a. Offers of acting and working out of classification assignments 

shall be placed in writing by the supervisor to the employee on 
the basis of qualifications. 

 
b. Assignments must be approved by the Superintendent and the 

Board. 
 
c. Assignments must be for a minimum of thirty (30) days and 

shall not extend beyond 180 days without approval by the 
Superintendent or designee and reauthorization by the Board. 

 
d. Employees temporarily assigned acting or working out of 

classification duties will receive appropriate orientation and 
training as determined necessary by the assigned department. 

 
e. If an employee is unable to perform satisfactorily while 

assigned acting or working out of classification duties, he/she 
may be returned to their previous position.  Performance in 
the temporary assignment shall not be reflected in their 
evaluation. 

 
f. Employees that are temporarily assigned Board-approved 

acting or working out of classification responsibilities shall 
receive compensation in accordance with the promotional 
language in Article Eleven, Section F of this Agreement. 

 



ART. 11-3 

g. Pay changes associated with acting and working out of 
classification assignments are provisional and are not 
considered part of the employee’s permanent salary.  At the 
conclusion of the temporary assignment, the employee’s pay 
will be reduced to the amount earned prior to the temporary 
assignment. 

 
h. Employees who are temporarily assigned to work in a lower 

classification are ineligible for temporary supplemental pay 
and shall continue to be paid at the rate for their regular 
position. 

 
i. At the termination of the temporary assignment, the employee 

shall revert to his/her former status, unless appointed or 
assigned as a permanent employee in that position. 

 
j. An employee temporarily placed outside of the bargaining unit 

shall be entitled to return to the poition previously held and 
shall accrue benefits and seniority as if they were in the 
bargaining unit during this temporary upgrade.  

 
E. New Appointee Salaries:  New employees will normally enter at the 

minimum step of the appropriate pay grade.  Effective upon ratification 
of this contract, newly hired employees who possess experience beyond 
that required to qualify for the position, which is directly related to the 
position, will be granted initial placement higher than the beginning sep 
within a range indicated below according to the following schedule: 

 
 One (1) to five (5) years – Up to Step 2 
 More than five (5) and up to ten (10) years – Step 3 up to Step 6 
 More than ten (10) and up to fifteen (15) years – Step 7 up to Step 10 
 More than fifteen (15) years – Step 10 or above 
 

There may be times when an individual’s job uniqueness and level of 
skills sought may require a higher initial placement.  In such cases, the 
Superintendent reserves the sole discretion to make such placement 
above the range indicated in the schedule above based on the 
individual’s job uniqueness and level of skills. 

 
Complaints about an employees’ placement on the salary schedule may 
be presented to the employee’s supervisor.  If the supervisor is unable to 
resolve the complaint, the Superintendent of Schools and the President 
of the BTU will meet periodically to discuss the job uniqueness and level 
of skill in order to jointly resolve complaints.  Such resolutions shall be 
final and binding. 
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F. Promotions:  For purposes of this section, a promotion shall be defined 
as an action which awards a current employee a vacant position at a 
higher grade classification that includes significant increases in job 
performance responsibilities beyond the job that the employee currently 
holds.  Promotional opportunities must be advertised and interested 
employees must apply for the position. 

 
 The daily/hourly rate of an employee will be the basis for step placement 

when the promotion results in a salary schedule and/or assigned 
calendar change.  The resulting pay will be no less than the minimum of 
the new pay grade but no more than the maximum salary of the assigned 
pay grade.  Employees on a temporary/acting position in another pay 
grade/schedule shall have their pay raise computed on the basis of the 
regular job they held prior to the temporary/acting position. 

 
Any employee who is promoted from a classification not on the BTU-TSP 
Salary Schedule to a classification on said schedule shall be placed on 
the step of the new pay grade that is the closest step that includes at 
least a 5% pay raise based on the affected employee’s previous grade and 
step/salary.  The employee’s daily, hourly and the annual base salary 
will all be used as a basis for calculating step placement.  If there is an 
difference in the salary step placement resulting from the three 
calculations, the employee shall be placed on whichever salary step is 
greater. 

 
When an employee who is currently on the BTU-TSP Salary Schedule is 
promoted, as a result of a job change or job progression to a higher pay 
grade position, the step placement within the new pay grade shall be 
determined as follows: apply 5% on the salary of the previous 
grade/schedule and step/salary for promotions on one pay grade, and an 
additional 3% for each additional pay grade.  Step placement shall be the 
closest step/range position that includes the new salary in the new pay 
grade/schedule. 

 
G. Demotions:  For purpose of this section, a demotion shall occur when an 

employee is assigned to a position with a lower pay grade on the BTU-
TSP Salary Schedule. 

 
1. Involuntary Demotion:  An employee may be reassigned, to a 

position with a lower pay grade, as a result of a change in the 
Board’s organizational chart or corrective action.  An employee 
shall not be granted a pay increase as a result of being demoted. 

 
As a result of a demotion for non-disciplinary reasons, 
reassignment, or a reclassification to a lower paid position on the 
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BTU-TSP Salary Schedule an affected employee shall not receive a 
decrease in pay for a period of at least ten (10) months from the 
date of demotion.  Employees demoted as a result of corrective 
action shall receive a decrease in pay immediately upon Board 
approval. 

 
At the conclusion of the ten (10) month salary protection period, 
the employee will be placed on a step on the new pay grade based 
on the employee’s assigned step in the previous paygrade.  This 
reduction in salary shall be no less than 3% and no more than 
10% of the employee’s salary in the previous pay grade.  If the 
reduction reflects more than a 10% decrease, the employee will be 
placed on the highest step within a maximum reduction of 10% of 
the previous salary. 

 
 2. Voluntary Demotion:  When an employee, regardless of his/her 

assigned salary schedule, applies for and accepts a position on the 
BTU-TSP Salary Schedule at a lower pay grade, the employee’s 
salary will be adjusted immediately.  The step placement on the 
new pay grade will be based on the employee’s assigned step in the 
previous position.  However, no employee who previously held the 
position at a lower pay grade shall be placed at a lower step than 
one he/she previously held in that position. 

 
H. Errors in Paycheck 
 

1. Underpayment:  In the event of a change, which results in an 
underpayment to an employee, the employee shall be properly 
compensated on or before the next possible paycheck following 
discovery of the error.  Upon request, the District shall provide the 
employee with the specific written explanation for the 
underpayment through the Payroll Contact Person at the 
employee’s location. 

 
2. Overpayment $100 or less:  If an employee has been overpaid by 

$100 or less, a corrective adjustment shall be made automatically 
in the affected employee’s next paycheck and the employee shall be 
notified by their location payroll contact person.  Upon request, the 
District shall provide the employee with the specific written 
explanation for the overpayment through the Payroll Contact 
Person at the employee’s location. 
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3. Overpayment Greater than $100 (except for former 
employees): 

 
a. The School Board may collect overpayments not to exceed 

two (2) years in duration from the date that the 
administration mails the notification of overpayment letter to 
the affected employee.  For example, if an employee was 
overpaid for the last five (5) years, the Board can only recover 
the most recent two (2) years of the overpayment. 

 
b. The Location Payroll Contact shall notify the affected 

employee via a Notice of Salary Adjustment Form that an 
overpayment in excess of $100 has occurred.  The form will 
contain two payback options from which the employee may 
select and return to the Location Payroll Contact within five 
(5) workdays. 

 
c. If necessary, the affected employee may request a meeting 

with the Payroll Department within five (5) workdays of 
receipt of the Notice of Salary Adjustment Form.  The Payroll 
Department shall set-up a meeting with the affected 
employee for the purpose of determining how the 
overpayment will be recouped.  The employee is entitled to be 
accompanied by a representative of his/her choice. 

 
d. Overpayments should be recouped in the calendar year in 

which it was discovered. 
 
e. The number of payments in the pay back scheduled shall 

not be less than the following: 
 
 $1-$100.00 1 Payment 
 $100.01 - $500.00 4 Payments 
 $500.01 - $1,000.00 8 Payments 
 $1,000.01 - $1,800.00 12 Payments 

 
For amounts above $1,800.00, no payment shall exceed 
$200.00 per paycheck. 

 
f. If the affected employee is on an unpaid leave of absence, the 

payback will involve direct payment from the employee to the 
Board. 
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  g. Hardship 
 

If the financial burden in paying back the overpayment 
would create a hardship for the employee, the employee may 
complete an Overpayment Hardship Request for 
consideration.  The employee must be able to provide 
evidence of one of the criteria listed below to qualify for a 
hardship reduction: 
 
- Death of spouse or dependent 
- Legal Separation or Divorce 
- Disability of self, spouse or dependent 
- Change in employment status from full to part time or 

lay-off 
- Change in employment status of a spouse, including 

lay-off or termination 
- Threat of home foreclosure, eviction or bankruptcy 
- Financial Emergency due to District Declared 

Emergency (hurricane, flood, tornado, etc.) 
 
Repayment Reduction Schedule: 
 
$100.01 - $500.00    8 payments 
$500.01 - $1,000.00    16 payments 
$1,000.01 - $1,800.00    24 payments 
 
If approved, the repayment plan may extend into the next 
fiscal/calendar year except for employees who are leaving the 
school system or are on an unpaid leave of absence. 

 
I. Mileage & Travel Reimbursement 
 

1. Any employee traveling on school district business shall be 
reimbursed in accordance with Board policy on travel and per diem 
expenses. 

 
2. Any employee required to use their personal automobile to perform 

assigned school district duties, shall be provided expense 
reimbursement at the rate specified in Board Policy for business 
travel or mileage.  All adjustments approved by the Board shall be 
passed along to employees on the effective date specified by the 
Board.  The Board shall also reimburse the actual cost of tolls and 
parking when on District business.  Every effort will be made to 
reimburse expenses within thirty (30) days of their submission by 
employees. 
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J. Incentives:  The Board and BTU-TSP shall work jointly to establish a 
program to provide incentives to employees for ideas that increase the 
efficiency of the District, improve the quality of service, or create 
economic savings and shall make recommendations to the School Board 
for approval and implementation. 

 
K. Advanced Degree Incentive 
 

1. Employees who possess an advanced degree in a related field that 
is not contained as a requirement in their job description shall be 
eligible to receive an annual supplement of: 

 
 Bachelor’s Degree  = $1000.00 
 Master’s Degree  = $1500.00 
 Doctor’s Degree  = $2000.00 
 
2. BTU-TSP shall be provided an annual accounting of the employees 

receiving supplements contained in subsection 1 above. 
 
3. Employees who possess a license(s) recognized by the state of 

Florida in a related field that is not contained as a requirement in 
their job description and are requested by a supervisor to perform 
duties that cannot be performed without said license shall receive 
$125 for each month in which the duties are performed. 

 
4. The District shall waive increases in requirements for incumbents 

in said job descriptions when possible.  If requirements cannot be 
waived, the District shall reimburse the employee for reasonable 
tuition or training costs to attain the required education or license 
requirement. 

 
L. Shift Differential:  Employees assigned to work shifts whose scheduled 

hours of work begin at or after 1 p.m. shall be entitled to receive a 
differential of $1.00 per hour for all hours worked.  Night shift pay 
differential is not to be construed as part of base pay for purpose of 
payment of compensatory time or leave time upon separation of 
employment with the District. 

 
M. Direct Deposit:  Employees shall be paid by direct deposit to any bank 

or savings and loan institution or credit union accepting such services.  
Direct deposits shall be deposited in no more than five (5) direct deposit 
accounts. The District shall not withdraw funds from any of the above 
institutions on or after the effective date of a paycheck without the 
express written consent of the employee.  (Note: Even though the 
withdrawal will be made prior to the effective date of the paycheck, an 
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employee’s bank statement may reflect such transaction occurring on the 
effective date of the paycheck.)  If funds are withdrawn prior to the 
effective date of the check, the employee will be notified in writing of the 
actual amount of the deposit if the amount is different from that printed 
on the remuneration statement on the effective date of the paycheck.  
The employee will be notified of the reasons for the adjustment within 
three (3) working days of the effective date of the paycheck. 

 
N. Salary Payments 
 

1. The Board and the BTU mutually agree that bargaining unit 
members shall be paid for the number of paid days in a pay period. 
The dollar amount of their first and last paycheck can vary from 
the paycheck received during the remainder of the bargaining unit 
member’s contract year.  

 
Pay dates will be set for every other Friday, except if the first pay 
date of the bargaining unit member’s contract year does not fall on 
the second Friday, a partial paycheck will be cut for the number of 
days worked in the first week on the second Friday. 

 
2. A Paid Day shall be defined as all days from the start date through 

the end date of a bargaining unit member’s contract year, 
excluding weekends (unless they are part of the bargaining unit 
member’s work schedule). 

 
3. Bargaining unit members shall earn their salary at the Equalized 

Daily Rate.  A bargaining unit member’s Equalized Daily Rate of 
Pay shall be calculated based upon dividing the annual salary by 
the number of paid days in the bargaining unit member’s work 
calendar. Upon termination, bargaining unit members shall be 
paid through their last day worked as the Equalized Daily Rate. 

 
4. Bargaining unit members may select the Year-Round Pay Option if 

they want to receive pay during summer months.  
 
5. Each employee on a full-time basis shall receive the four (4) days of 

sick leave as of the first day of employment of each contract year, 
and thereafter, earn one-half (1/2) day of sick leave for each pay 
period of employment until the maximum accrual is met. 

 
6. Employees whose work year is less than the normal 244-day work 

year shall select one (1) of the following three (3) pay options:  
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a. Year-round pay:  The employee’s salary shall be paid in bi-
weekly payments based upon the employee’s base contract 
salary throughout the entire fiscal year (12 months), 
including the summer months.  Employees selecting this 
option shall have an amount deducted from their bi-weekly 
paycheck to cover the summer paychecks.  Employees 
choosing this option shall be paid via direct deposit into the 
employee’s bank, savings and loan institution, or credit 
union account. 

 
OR 

 
b. Contractual pay-No summer paychecks (Default 

Selection):  The employee’s salary shall be paid in bi-weekly 
payments throughout the contractual year (approximately 
one hundred ninety-six (196) days).  Under this plan, the 
employee’s salary will be paid in full by the conclusion of 
his/her calendar and the employee shall not receive summer 
pay checks. 

 
OR 

 
c. Annual Selection Period:  Employees shall be eligible to 

change options once annually during the enrollment period. 
Employees will not be allowed to change options during the 
course of a fiscal year.  Employees hired to work after the 
start of their respective calendar or who fail to select the 
year-round paycheck option shall have the summer savings 
option available at any time throughout the fiscal year. 

 
It is the intent of the parties to make applicable salary 
adjustments for employees within a time period not to exceed 
sixty (60) days from the date of Board approval.  

 
 

O. Perfect/Good Attendance:  Employees who miss no more than a 
maximum of three (3) days during the calendar year for which they work 
will receive a monetary reward at the end of their working calendar year 
in the following manner: 

 
0 days missed  $600.00 
1 day missed  $450.00 
2 days missed  $300.00 
3 days missed  $200.00 
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P. Additional Duties: An employee whose workload is increased by the 
assignment of additional duties due to an employee absence, vacancy or 
the reduction of a position shall receive direction on the priorities to 
accomplish the work and shall not have their evaluation adversely 
affected by failure to accomplish fully the goals of their primary work 
assignment. 
 

Q. Referendum Funds: For the 2019-2020 school year, eligible employees 
of the BTU Technical Support Professionals bargaining unit whose 
effective start date is on or before June 30, 2019, will receive a 
Referendum Supplement equal to 4% of base salary. 

 
 For each of the 2020-2021, 2021-2022, and 2022-2023 school years, 

eligible employees of the BTU Technical Support Professionals bargaining 
unit will receive a Referendum Supplement equal to no less than 4% of 
base salary. 

 
Said Referendum Supplements shall be paid in equal installments per 
pay period of the Employee. Employees who separate from employment 
before the end of the next fiscal year shall receive a pro rata portion of 
the Referendum Supplements commensurate with the portion of the year 
actually worked by the Employee.  
 
The parties intend that these Referendum Supplements will be 
pensionable. Funds collected from the August 29, 2018 Referendum on a 
Question Regarding a Levy of Ad-Valorem Taxes for Essential Operating 
Expenses (“Referendum Funds”) shall continue to be appropriated to 
eligible employees in the BTU Technical Support Professionals bargaining 
unit, accounting for increases or decreases for the Certified School 
Taxable Value, and their distribution shall be negotiated annually by the 
parties until the referendum sunsets or is extended via Board approval 
and community vote. 
 

R. Equity Supplement: In an effort to maintain salary parity, the District 
will give an Equity Supplement to the remaining employees who are 
covered by this Agreement and who are not eligible to receive pay from 
the Referendum Funds.  This Equity Supplement will be an aggregate 
amount equal to two (2%) percent of base salary of those employees, 
inclusive of fringe expenses, starting on July 1, 2019. The Equity 
Supplement for each employee shall be calculated based on the 
employee’s base pay (excluding supplements, additional position 
payments and any other extra payments for work which is not part of the 
employee’s regular work calendar, such as for summer school, in-service, 
attendance, etc. 



ART. 12-1 

ARTICLE TWELVE 
INSURANCE 

 
 
A. Coverage:  The District shall provide, without cost to each employee, 

Group Term Life Insurance equal to one and one-quarter (1 1/4) times 
the employee's annual salary, rounded to the next higher multiple of one 
thousand dollars ($1,000), and subject to a minimum of seven thousand 
dollars ($7,000) and a maximum of fifty thousand dollars ($50,000).  The 
employee shall have the option of purchasing at their own expense 
through payroll deduction, an additional amount of "Group Term" Life 
Insurance ranging from one and one-quarter (1¼) times the employee’s 
annual salary, up to five (5) times the employee’s annual salary or one 
million dollars ($1,000,000), whichever is less (medial underwriting may 
apply above the guarantee issue amounts) in accordance and subject to 
the provisions of the group life insurance policy provided by the District. 

 
B.      Health and Dental Insurance: 
 
 1. The District shall pay the following premiums for individual 

employee’s health and dental insurance. 
 

a. For employees that elect dental insurance, the District shall 
provide a maximum of $10.80 per month towards the elected 
dental insurance in accordance with the term and schedule 
of benefits currently in effect. 

 
b.  The District offers three (3) health insurance plans:  Premier 

Plus Plan, Premier Plan, and Premier Choice Plan. The 
District will pay 100% of the cost of the health insurance 
premium equivalent for employee-only coverage under any of 
the plans until December 31, 2019. Employees will continue 
to pay the cost of the health insurance premium for any 
coverage selected other than employee-only coverage. 

 
For future plan years: 
 

The parties are committed to working through the 
Superintendent’s Insurance and Wellness Advisory 
Committee to implement cost effective improvements to the 
group health insurance program, such as the increased 
usage of: 

 
x� Teladoc 
x� Wellness Programs 
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x� Extended Rx offerings 
x� Urgent Care over Emergency Room visits, when 

feasible 
 

The District shall separately account for costs of group 
insurance program within the General Fund in a manner 
that allows costs and savings to be readily identified. At the 
end of each fiscal year, any savings in the overall cost of the 
insurance programs (defined as the total premium equivalent 
contributions for that year compared to the projected total 
premium contributions for the next year) shall be placed in a 
reserve which may only be used to fund future employee 
supplements, and/or other benefits for employees, prior to 
the end of the next plan year. 

 
 

c. All new employees may elect to enroll in a District-offered 
plan of their choice subject to conditions for enrollment in 
such plan. 

 
d. Benefit levels, plan design, cost containment for the plan 

premium contributions and benefit improvements will be 
reviewed annually by the Superintendent’s Insurance and 
Wellness Advisory Committee. The Superintendent’s 
Insurance and Wellness Advisory Committee will make 
recommendations to the Superintendent about benefit levels, 
plan design, cost containment for the plan and benefit 
improvements.  Nothing herein, however, waives the right of 
either party to negotiate the terms and conditions of 
insurance. Thereafter, either party may demand negotiations 
through the Superintendent or designee to amend benefit 
levels, plan design, cost containment for the plan and benefit 
improvements, or premium contributions. 

 
e. An employee eligible for health insurance may voluntarily 

decline such insurance. An employee declining medial 
insurance shall be required to sign an affidavit indicating 
other medical coverage and provide proof of other medical 
insurance during the open enrollment period each year.  
Employees shall be responsible to maintain proof of 
continuing medical insurance.  Employees choosing not to 
participate in the School Board of Broward County’s medical 
health insurance program shall be reimbursed at a rate of 
seven hundred fifty dollars and no cents ($750.00) per year 
(opt-out dollars) only if such proof is provided.  If an 
employee does not provide proof of other medical insurance, 
then employee will not be reimbursed any opt-out dollars.  
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Said opt-out dollars shall be deposited into the employee’s 
cafeteria plan and those opt-out dollars may be used in a 
manner consistent with the provisions of said plan.   

 
f. During the clearance process, new employees shall be 

informed in writing of the date on which their health 
insurance becomes effective. 

 
C. Disability Insurance:  The District shall provide without cost to each 

employee a core disability plan in accordance and subject to the terms 
and benefits in effect in the insurance policy.  The employee shall have 
the option of purchasing at their own expense through payroll deduction, 
an enhanced disability plan. 

 
D. Liability Insurance:  The District shall provide Liability Insurance at no 

cost to employees in an amount of $300,000 within the self-insured 
retention limits with excess coverage of $700,000, if necessary, for each 
employee in case of a lawsuit arising within the scope of the employee's 
duties. 

 
E. Annuity Programs:  The Board shall make available to all employees 

through payroll deduction, tax deferred annuity programs with 
companies, which qualify and are approved under guidelines and criteria 
established by the Board. 

 
F. Rate Increase:  Written notice of any rate increase in health and dental 

insurance for dependents coverage shall be provided to each employee 
within thirty (30) days of the date the increase is made known to the 
Board. 

 
G. Group Insurance Program/Retirees: Employees covered by the 

District’s insurance plan(s) upon retiring from the District may elect to 
remain in the Group Insurance Program at the rates applicable to the 
entire group. The cost of such insurance shall be borne by the retiree, 
except that the District shall provide without charge for the collection 
and remittance of premiums for such insurance.  Applications must be 
submitted within thirty (30) days of retirement. 

 
H. Cafeteria Insurance Program:  The District agrees to provide a cafeteria 

insurance program to all full-time bargaining unit members including 
those on Board-approved paid leaves with the exception of sick leave or 
disability leave.  Part-time unit members and members on unpaid Board-
approved leave are not eligible to participate in the program.  The 
following criteria shall apply to the granting of cafeteria insurance 
benefits: 
1. The District will provide twenty-five dollars ($25) per month not to 
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exceed three hundred dollars ($300) per employee per fiscal year.  
Employees hired after the commencement of the fiscal year, shall 
receive twenty-five dollars ($25) per month for each full month of 
employment. 

 
2. Employees on a Board-paid leave that provides less than 100 

percent salary shall receive a percentage of the twenty-five dollar 
($25) per month cafeteria payment equal to the percentage of their 
salary while on leave. 

 
3. The specific benefit components of the cafeteria program shall be 

contained in a booklet, which shall be distributed electronically to 
all eligible unit members or maintained on the Benefits website. 

 
I. The parties agree to eliminate enrollment in the fourth-tier dependent 

rate which is identified in insurance documents as the "children (both 
spouses School Board employees employed in the same plan)" effective at 
the conclusion of the open enrollment period (November, 1994) for the 
1995 insurance plan year.  Employees enrolled in the fourth-tier prior to 
the date indicated above may remain in this tier until the time their 
employment with the School Board ends.  Once all of the affected 
employees have left the employment of the District, the fourth-tier shall 
be eliminated. 

 
J. Employee Reimbursement: 
 

1. If employees are attacked or assaulted, victims of theft or 
vandalism in the course of employment, the District will insure or 
otherwise reimburse such employees for any loss, damage or 
destruction of clothing or personal property up to five hundred 
dollars ($500) per employee per school upon verification to the 
supervisor, unless the employee is otherwise reimbursed. 

 
2. If an employee’s vehicle is damaged as a result of vandalism while 

on a work location, the employee will be reimbursed for the 
damage in the amount of their automobile insurance deductible 
not to exceed seven hundred fifty dollars ($750) when there is 
reasonable cause to believe that the act of vandalism was caused 
on such property. 

 
3. Any individual submitting a fraudulent claim under this provision 

shall be subject to disciplinary action up to and including 
termination.   

 
4. The Board’s maximum liability under this section is seven 

thousand dollars ($7,000) annually. 
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ARTICLE THIRTEEN 
ASSIGNMENT, TRANSFER, AND PROMOTION 

 
 
A. Announcement of Vacancies:  The following procedures shall apply for 

the selection of candidates for positions in the bargaining unit through 
transfers, promotions and new employment. 

 
1. A vacancy shall be deemed to have occurred when a full-time 

employee is sought to fill a full-time position. 
 
2. The announcement of vacancies will state job-related qualifications 

for the positions, including certification, education, other 
experiential requirements, supervisory responsibilities, whether the 
position is covered by a collective bargaining agreement and 
whether the position is exempt from FLSA regulations.  These 
announcements will specify the application procedures and shall 
be posted at least seven (7) days before the application deadline.  
These announcements will be distributed to all work locations 
within Broward County Public Schools. 

 
3. No positions will be filled prior to the end of the posting period. 

 
B. Task Assignments:  See details in Article 11D. 
 
C. Lateral Transfers:  Vacancies may be filled by the lateral transfer of a 

unit member providing that: 
 
1. The transfer is requested by the employee or deemed by the 

Superintendent to be in the best interest of the school system. 
 
2. The employee’s position is of the same pay grade as the vacancy. 
 
3. The employee meets the qualifications of the vacant position. 
 
4. If qualifications and skill are substantially equivalent, the 

employee with the greatest seniority shall be assigned to the 
position. 

 
5. Upon approval by the Superintendent, employees may be allowed 

to make a lateral transfer into a higher level of a position that 
involves job progression even though the position was posted at 
the lowest level of job progression (i.e. Accountant III to a Budget 
Analyst III). 
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D. Direct Appointment:  Upon the recommendations of the 
Superintendent, with the approval of the School Board, a vacancy may 
be filled by a direct appointment of an individual who has demonstrated 
the specific qualifications and background applicable to the position.  
Direct appointments may be made when necessary as the result of 
reorganization, in case of an emergency, as a reassignment of personnel 
within areas, or when the Interview Committee advises that it cannot 
make an appropriate selection. 

 
E. Reassignment of Personnel:  The Superintendent may recommend to 

the School Board staff reassignments for the most effective deployment of 
personnel.  Changes in work locations will not be made in an arbitrary or 
capricious manner. 

 
F. Formal Selection Procedures: 
 

1. When a position is posted and the position is not filled through one 
of the above procedures, there shall be an initial screening of 
applicants to determine those applicants whose combination of 
training and experience most closely match the published 
qualification for the position and who will be included in the 
procedures of the Interview Committee.  The screening process 
shall include two (2) qualified individuals from the department who 
is hiring to lend their expertise to help prevent a qualified 
candidate from being overlooked in the initial screening process.  
Talent Acquisition & Operations (Non-Instructional) will be 
responsible for verifying the educational background of candidates.  
Preference shall be given to current employees in the screening 
process. 

 
2. Upon completion of appropriate reference and clearance checks, 

the candidate selected by the Superintendent, or designee, shall be 
recommended to the Board for approval.  Once a candidate has 
been selected for and has accepted a position, those candidates not 
selected shall be notified that another candidate will be 
recommended for employment.  Employment of the successful 
candidate shall not be final until approved by the Board.  The 
resulting salary for a current employee chosen for promotion shall 
follow the provisions of Article 11, Section F.  The Board will make 
every effort to be consistent when assigning salaries to newly hired 
employees. 

 
3. The parties agree to refer the issue of the interview and selection 

process for filling vacancies to a labor/management committee.  
The committee shall be charged with identifying problems and 
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making recommendations to the Superintendent and BTU-TSP 
President for improvements. 

 
The parties agree that: 

 
a. The district shall review with BTU-TSP current procedures 

and methods to monitor adherence to them. 
 

b. BTU-TSP shall have access to information on the results of 
past and current selection procedures. 

 
G. Hardship Transfers 
 

For purposes of this section, a “hardship” shall apply to an employee who 
has completed one (1) year of continuous service with the District.  
“Hardship” shall be defined as: 
 
1. Employee traveling twenty (20) miles or more one-way by the most 

direct route from their residence to the assigned work location.  
The employee shall provide confirmation of eligibility, along with 
the application, using any nationally recognized navigation/route 
finder such as, but not limited to, American Automobile 
Association (AAA); Mapquest.com or other such nationally 
recognized Internet-based program. 

 
 OR 
 
 Has a serious medical condition which can be substantiated by a 

Board selected physician or acceptable written explanations as 
determined by Superintendent and/or designee. 

 
2. An employee who meets the “hardship” definition will be 

guaranteed an interview for a Board-determined vacancy, in the 
same job description, at any of the work locations that the 
employee has selected.  An employee with a “hardship” transfer 
shall be given preference during all phases of the interview 
process.  Specifically, employees requesting a “hardship” transfer 
shall be awarded two (2) additional points to their overall final 
interview score. 

 
3. Employees may request only one hardship transfer within a fiscal 

year.  The Request for Transfer Form, as set forth in Appendix G, 
may be submitted at any time during the fiscal year. 
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4. Hardship transfer applications shall expire at the conclusion of the 
fiscal year in which the application was submitted. 

 
5. An applicant with documented attendance and/or performance 

deficiencies within a twelve (12) month period of the application 
shall be ineligible for a hardship transfer to an existing vacant 
position.  

 
H. Veteran’s Preferences 
 
 Any preferences set forth in this Article do not supersede any Veteran’s 
 preferences required by Florida Statutes 295.07 and 295.08. 
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ARTICLE FOURTEEN 
LAYOFF AND RECALL 

 
 
A. Layoff:  In the event the Board determines that the number of employees 

must be reduced for any reason, such reduction in employees shall be 
based on objective, reasonable and nondiscriminatory standards which 
1) shall not be arbitrary or capricious; 2) shall not deprive employees of 
other rights conferred by this Agreement or laws of Florida and the 
United States; and 3) shall be capable of uniform application.  If a 
reduction in employees is determined to be necessary, the following 
procedure shall be controlling: 

 
1. Layoff is defined as the separation of an employee for lack of work 

or funds as determined by the Board, or due to the reduction in or 
the contracting out of services, without fault or delinquency on the 
employee’s part. 

 
2. Prior to implementing a reduction in personnel, the 

Superintendent or his/her representative (with decision making 
power) will meet with representatives of the BTU-TSP to discuss 
the proposed Board action, including but not limited to the initial 
number and identity of positions being considered for reduction, 
and solicit their suggestions or alternatives to layoffs. 

 
3. The Board shall then determine the net number of positions to be 

reduced and the departments/programs or specific positions in 
which the layoff shall occur. 

 
4. An employee with less than effective overall ratings on performance 

evaluations in the department/program or positions in which the 
layoff shall occur shall be laid off prior to employees with an 
effective overall rating in the department/program or positions in 
which the layoff shall occur regardless of seniority and shall have 
no right to displace other employees.  In no case shall employees 
enrolled with the Florida Retirement System (FRS) prior to July 1, 
2011 and in their sixth year of service or enrolled with FRS on or 
after July 1, 2011 and in their eighth year of credible service be 
laid off if the layoff would result in their failure to vest with the 
FRS.  Such employees shall be retained until they become vested.  
Retained employees must be qualified for their assigned positions. 
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5. ORDER OF LAYOFF 
 

a. When the District has hired outside vendors to fill bargaining 
unit vacancies that could not be filled by any other method 
and a layoff occurs, bargaining unit members who are placed 
on layoff shall have the right to displace such outside 
vendors when the employee is qualified and competent to 
perform the duties of the position that is filled by the outside 
vendor.  Nothing in this section shall be construed to limit 
the District’s right to contract out services, as long as such 
contracting out of services is in compliance with the 
provisions of Article 18. 

 
b. Employees in each affected department/program shall then 

be laid off in the following manner in ascending seniority:   
 

First – Temporary Employees 
Second – Employees with annual overall appraisal ratings 

of less than effective 
Third – Part-Time Employees 
Fourth – Regular Full-Time Employees 
Fifth – A Building Designated Steward or TSP Elected 

Officials 
 

c. In the event that two or more employees being considered for 
layoff have the same seniority date, order of layoff will be 
determined by the tie breakers below in the following order: 

 
1. bargaining unit date. 
2. date of employment in the current job description. 
3. a lot drawing witnessed by a representative of the BTU 

and the Employee & Labor Relations Department. 
 

 A laid-off employee is entitled to one of the following options: 
 

1) to fill a vacant position within his/her current job 
family, or 

2) to return to the job classification within the same job 
family, which the laid-off employee most recently held, 
and displace the employee who has held the position 
for the least amount of time, or 

3) displace the employee with the least amount of time in 
any position within the job family. 
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d. For any option, the laid-off employee must be qualified for 
the position, and the position must be at an equivalent or 
lower pay grade.  For purposes of this section, a job 
classification shall not have been deemed to change because 
of a change in title or reporting structure if its duties have 
remained essentially the same.  If such positions are not 
available or if an employee is displaced from such a position, 
the employee shall be placed on the recall list. 

 
e. If an employee chooses a position at a lower pay grade, 

his/her salary shall not be reduced for a twelve (12) month 
period from the effective date of the layoff. 

 
f. If more than one employee identified for layoff is qualified for 

such positions, then the position shall be offered to the 
employee with the most seniority as defined in this contract.  
Employees who accept positions in a different department or 
position shall be required to demonstrate their proficiency to 
perform the duties of the new position for a period not less 
than thirty (30) days and no more than ninety (90) days.  
Such employees will receive appropriate orientation and 
training as determined necessary by the concerned 
department.  If the employee fails to successfully perform the 
new job duties, he/she shall be placed on the layoff list for 
twelve (12) months starting with the effective date of the 
layoff. 

 
g. If layoffs are to occur, a list of employees, containing their 

seniority, their positions and their current job family shall be 
prepared by the Board and a copy thereof made available to 
BTU-TSP prior to notice of layoff to employees. 

 
h. Laid-off employees shall receive payment for accumulated 

vacation leave, sick leave and compensatory time.  Payment 
for sick leave shall be in accordance with the schedule in 
Article 15, section T. 

 
i. In order to accommodate new and revised job descriptions, 

the parties shall have the authority to modify job families 
upon mutual agreement without submitting the changes to 
ratification by members of the bargaining unit.  The 
authority to incorporate such changes into the contract is 
limited to changes for the purpose of including new job 
descriptions in existing job families. 
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B. IT Displacement Process:  Effective with the 2013-2014 school year, 
both parties agree that continuous improvement of employee skills 
benefits both the employee and the School Board in the performance of 
job duties.  Therefore, the parties agree to address the displacement 
process within the TSP job families for employees whose primary 
function is IT. 

 
 All TSP job families whose primary function is IT (Computer Applications, 

Computer Customer Service, Computer Network Systems Analyst, 
Computer Operations, Computer Programmer, and Telecommunications) 
shall be able to exercise displacement rights, as described in Article 
14(A)(5), across the six (6) families. 

 
 In order to address this issue and accomplish their common goal, the 

parties agree to the following: 
 

1. It is the intent of the District to create additional qualifications for 
job descriptions that are reasonable to attain within a six (6) 
month period.  Both parties will participate in this process. 

 
2. All revised job descriptions relating to the six (6) job families listed 

above must be submitted, and reviewed with the BTU-TSP no later 
than January 31st of each year in order to be used for the 
displacement process during that same school year.  Changes after 
this date shall take effect for the following school year. 

 
3. Displaced employees in the six (6) job families may be subject to 

meeting additional qualifications of a revised job description. 
 
4. Pursuant to Appendix E, employees within the six (6) job families 

will have access to reimbursement funds for acquiring additional 
qualifications and/or pursuing additional coursework to improve 
or maintain skills within their job family. 

 
5. Both parties agree that this provision shall not establish a 

precedent. 
 
C. RECALL:  Employees who have been laid off shall be re-employed in 

seniority order from most senior to least senior.  Employees whose 
positions have been eliminated through layoff or otherwise, shall be 
called first to fill a vacancy within their job family. 

 
1. Prior to other employees being recalled from the recall list, an 

employee who displaced another employee pursuant to provisions 
contained in this article shall have the right to be recalled to a 
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vacant position for which they are qualified.  However, the 
employee who displaces another employee shall not be eligible for a 
position at a higher pay grade than the one he/she originally held 
at the time of layoff.  If the employee who displaced another 
employee fills a vacancy in his/her original department, then the 
employee whom he/she displaced will automatically be recalled 
into the position from which he/she previously held.  After this 
process, other employees will be recalled to fill a vacancy for which 
they are qualified in the same department they were assigned at 
the time of their layoff. 

 
2. Employees may be offered a position outside their 

department/program for which they are qualified.  Employees may 
refuse a position outside their department/program.  Employees 
who refuse such a position a second time shall have no further 
rights to recall. 

 
3. Each employee on layoff shall be required to provide the District 

Personnel Office, in writing, with a current address to which a 
letter of recall may be sent.  Employees being recalled shall be 
notified by “Certified Mail Delivery Confirmation” and shall have 
five (5) working days from the date of the receipt of notice to 
respond to the School Board’s offer and return to work.  The 
School Board reserves the right to temporarily assign an employee 
to the vacancy until the recalled employee reports to work.  If the 
letter is mailed to the address provided by the employee and is 
returned to the School Board because the address is incorrect, the 
School Board has fulfilled the obligation of this sub-section. 

 
If the School Board does not receive an affirmative response, the 
employee will be moved to the bottom of the recall list.  If the recall 
notice is returned in the allotted time, yet not marked 
appropriately by the Human Resources & Equity Department, the 
employee shall retain his/her place on the recall list for the next 
job opening for which he/she is qualified.  However, after the third 
returned notice, the employee’s name will be dropped from the 
recall list and the School Board shall have no further obligation to 
the employee. 

 
4. An employee whose contract is non-renewed due to reorganization 

shall be entitled to recall rights for a layoff period of eighteen (18) 
months.  All other employees shall be entitled to recall rights for a 
layoff period of twelve (12) months. 
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5. The employee laid off pursuant to this Article shall be given the 
opportunity to continue insurance coverages in existing programs 
during the layoff provided that the premium for such insurance 
programs shall be paid by the employee on a monthly basis in 
advance of the month due. 

 
6. No new or substitute appointments may be made while there are 

laid off employees available who are qualified to fill the vacancies, 
except that employees may be hired into positions that have been 
offered and refused by employees on the layoff/recall list. 
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ARTICLE FIFTEEN 
LEAVES 

 
 
A. Earned Annual Leave 
 

1. Permanent part-time employees shall earn a pro rata share of Paid 
Vacation(s) of a full-time employee. 

 
2. Payment of accrued, but unused, vacation time up to the limits 

contained in subsection (a) and (b) below, shall be made upon 
separation from employment provided notice of intention to leave 
has been filed with the designated county level unit administrator 
or if filing intention to leave is clearly impossible, it will be paid 
subsequent to the date that the School Board approved such 
separation. Further, such payment already earned may not 
amount to a sum larger than that provided in the affected 
employee’s annual contract.  Exceptions may be made in cases of 
dismissal or when a change in the individual's work year shall be 
imposed by the Board.  Payment shall be made based on the 
affected employee's daily pay rate at the time of separation. 

 
a. Employees assigned to a vacation-earning calendar may 

receive payment for up to sixty-two point five (62.5) days of 
vacation under section (2) above.  Effective July 1, 1995, 
terminal pay for accrued vacation leave may not exceed a 
maximum of 60 days for employees hired on or after said 
date. 

 
b. All other eligible employees not mentioned in subsection (a) 

above may receive payment for up to fifty (50) days of 
vacation pursuant to the criterion in this policy. 

 
3. All permanent employees on Board assigned vacation earning 

calendars shall be eligible to receive a vacation with pay subject to 
the following provisions: 

 
a. Vacation requests, properly submitted by the employee to 

the appropriate division head and/or department head, shall 
be completed prior to the first day of vacation.  Requests may 
be denied if not submitted in a timely manner. 

 
b. The affected employee's supervisor may reject a vacation 

request for a specific date if he/she feels that the employee's 
absence may disrupt the work of the department/school. 
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c. An individual employed prior to the 15th of the month shall 
be given credit for earned vacation time for that month.  Any 
individual employed for one (1) day more than half of the 
Board approved vacation-earning calendar shall receive a 
year of service toward vacation credit for that calendar year.  
Vacation may be used as earned.  At the end of each fiscal 
year unused vacation shall be carried forward to the 
following year. 

 
d. Employees transferring to a twelve-month position from 

other contract calendar positions shall be given credit for the 
number of full time continuous years of service.  They will 
start earning vacation the first month of twelve-month 
employment. 

 
e. No employee may take in excess of fifteen (15) vacation days 

in any given month without the express written 
authorization of the Superintendent/designee. 

 
f. Each employee on a vacation-earning calendar must take a 

minimum of five (5) consecutive vacation days per year 
providing the employee has accrued five (5) days.  This 
provision may be waived by the Superintendent/designee in 
unusual circumstances. 

 
g. Employees assigned to vacation-earning calendars shall earn 

paid vacation based on the following formula: 
 

1. Five (5) complete years of service or less - 1-1/4 days 
per month. 

 
2. More than five (5) complete years of service but less 

than ten (10) complete years of service - 1-1/2 days 
per month. 

 
3. Ten (10) complete years of service or more - 2 days per 

month. 
 
4. Total accrued vacation may not exceed sixty-two and 

one-half (62.5) days carry-over from one (1) fiscal year 
to the next. 

 
4. For purposes of computing vacation accrual only, employees 

assigned to the BTU-TSP shall be credited with up to ten (10) years 
of work experience from another school district in any state or 
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other employer provided that said experience is directly related to 
the job duties performed by the affected employee at the time 
he/she was hired by the Board. 

 
B. Legal Commitments:  Employees shall be granted leave for legal 

commitments and shall receive their regular salary while serving as 
jurors or witnesses under subpoena in any case, except when appearing 
as a party in a non-job related case. All monies received may be retained 
by the employee. 
 
In the event that an employee has taken legal action against the District, 
said employee will not be granted leave nor be paid by the District when 
attending legal proceedings/meetings regarding the case, except for legal 
actions taken as a result of a grievance of this contract. 

 
C. Professional Leave/Special Grants:  The Board authorizes the 

Superintendent/designee to award special grants to qualified school-
based and county-based employees who are assigned to the TSP salary 
schedule. The purpose of the grants is to enhance the ability of the 
affected employee(s) to carry out their responsibilities in a manner that 
will improve the effectiveness, efficiency, and quality of the Broward 
County Public Schools. 
 
RULES 
 
1. The Superintendent/designee shall develop and submit for Board 

approval the criteria and categories for the awards.  The awards 
may be granted and paid for attendance at workshops, seminars, 
institutes, or to hire consultants to be used in countywide 
workshops.  Awards may also be granted to affected administrators 
for the purpose of visiting outstanding programs in other school 
districts which would benefit the operation of the Broward County 
Public Schools. 

 
2. The Superintendent/designee shall establish a committee to advise 

him/her on categories and criteria and to process grant 
applications.  The Superintendent/designee shall appoint all 
committee members.  A representative of the BTU-TSP will be 
appointed as a member to the committee. 

 
3. Affected employees shall submit application forms by 

predetermined dates as established by the 
Superintendent/designee for the first and second semesters of 
each school year. 

 



ART. 15-4 

4. The Board will determine on an annual basis the funding level of 
the grant program. 

 
5. The time period an employee is away from the District completing 

his/her grant work shall not be considered a break in service and 
shall count as regular service for the purpose of retirement, 
vacation and sick leave accrual, etc. 

 
D. Professional Leave Without Pay:  Professional Leave for employees may 

be approved to pursue professional growth activities that will be 
beneficial to the Broward County Public Schools.  Such leave shall be 
provided one (1) time only for full-time bargaining unit personnel who are 
in an active pay status (not on leave) with an acceptable performance 
evaluation for the preceding school year and a minimum of seven (7) 
years of full-time Broward County Public Schools experience including 
three (3) years of experience in a professional or technical position. 

 
Professional leave recipients shall continue to receive Board paid 
insurance benefits for one (1) year. 
 
Employees returning from Professional Leave will be assigned to a 
position as determined by the Superintendent/designee or placed on a 
recall list if no position is available. 

 
E. Longer Workdays:  Employees whose workday is regularly scheduled for 

more than seven and one-half (7.5) hours per day shall accumulate a day 
of sick leave and vacation leave equal to the number of hours in their 
regularly scheduled work day.  For these employees, the balance for their 
leaves shall be reduced by same number of hours for each day used. 

 
F. Leave of Absence – Employees Elected to a Public State or National 

Elected Office:  A permanent employee elected to serve in a public office 
will receive professional leave with pay when attending official meetings 
of the affected public body. 

 
RULES 
 
1. The affected employee must submit a written leave request and 

attach proof that they have been elected to the specific public 
office. 

 
2. The Superintendent/designee may temporarily assign the affected 

employee in order to maintain a quality level of service to the 
district. 
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3. This article is only for elected public office and does not cover 
clubs, professional organizations, etc. 

 
4. This article shall also apply to an employee who is appointed by 

the Governor/Legislature to complete the term of office of a 
state/national elected public office. 

 
G. Accrual:  During leaves of absence with pay, a bargaining unit member 

shall continue to earn annual leave days except in the case of annual 
leave granted in conjunction with resignation or termination of 
employment.  In such cases, terminal vacation leave for which an 
employee is paid upon termination shall not be used for accrual of 
additional leave days. 

 
H. Family Medical Leave:  The Board will provide family and medical leave 

to qualified employees pursuant to the provisions of the Family and 
Medical Leave Act (FMLA) of 1993.  The rules listed below generally 
outline the procedures for carrying out said leaves.  The Board 
authorizes the Superintendent/designee to create and carry out all 
procedures necessary to implement this policy regarding the Family and 
Medical Leave Act. 

 
1. A leave of absence under this policy shall be granted for a total of 

twelve (12) workweeks during any school year (July-June) for one 
of the following reasons. 

 
a. Birth of a son or daughter of the employee and in order to 

care for such son or daughter. 
 

b. Placement of a son or daughter with the employee for 
adoption or foster care. 

 
c. Care for the spouse, or a son, daughter, or parent, of the 

employee, if such spouse, son, daughter, or parent has a 
serious health condition. 

 
d. A serious health condition that makes the employee unable 

to perform the functions of the position of such employee. 
 
2. For purposes of this policy, an “eligible employee” means an 

employee who has been employed: 
 
 a. for at least twelve (12) months by the Board; and 
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b. for at least 1,250 hours of service with the Board in the 
twelve-(12) month period immediately preceding the 
commencement of the leave. 

 
3. If both a husband and wife are employed by the board, the 

aggregate number of workweeks of leave to which both may be 
entitled is twelve (12) workweeks for: 

 
a. birth of a child or placement of a child for adoption or foster 

care. 
 
b. care for a sick parent(s) 

 
4. Employees who are on a leave granted under this policy who are 

eligible and receive Board provided group health insurance when 
actively working for the Board shall maintain this coverage for the 
duration of such leave. Employees who paid for dependent 
insurance and other types of board offered insurance coverage 
must make arrangements before going on leave to make direct 
premium payments to the Board while on leave. 

 
5. Employees who wish to take family leave as outlined in rule 

number one, subsections (a) and (b) above, must provide the 
employer with not less than thirty (30) calendar days written 
notice, before the date the leave is to begin, except that if the date 
of the birth or placement requires leave to begin in less than thirty 
(30) calendar days, the employee shall provide such notice soon as 
is practicable. 

 
6. Employees who wish to take medical leave as outlined in rule 

number one, subsections (c) and (d) above, shall provide the Board 
with thirty (30) calendar days notice, except that if the date of the 
treatment requires leave to begin in less that in thirty (30) days, 
the employee shall provide such notice as is practicable. 
Employees shall make a reasonable effort to schedule the 
treatment so as not to disrupt unduly the operations of the 
employer. 

 
7. Family Leave as outlined in rule number one (1) above, subsections 

(a) and (b) above shall not be taken intermittently.  Employees 
cannot take leave in separate blocks of time or work on a reduced 
schedule during twelve (12) weeks of leave.  The affected employee 
can take the desired leave time once only during the twelve-(12) 
weeks of leave. 
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8. Medical Leave as outlined in rule number one (1) above, 
subsections (c) and (d) may be taken intermittently when medically 
necessary.  Under such circumstances, the employee must try to 
schedule the leave so as not to unduly disrupt the employer’s 
operations.  Also, the Superintendent/designee may place the 
employee in an alternative position, which better accommodates 
intermittent leave. 

 
9. Leave under the Family & Medical Leave Act is intended to provide 

assistance to employees who do not have other leaves available.  
Therefore, pursuant to the authority granted under said law, 
employees wishing to take family or medical leave must first use 
the following leaves: 

 
a. Employees must substitute any accrued paid vacation and 

personal reasons leave for family leave provided for in rule 
number one, subsections (a) above for any part of the twelve 
(12) week leave period. 

 
b. Employees must substitute any accrued paid vacation, 

personal reasons leave, sick leave, paid medical leave, 
disability leave and workers compensation leave for medical 
leave as described in rule number one (1), subsection (c) and 
(d) above.  (NOTE: employees who do not qualify for disability 
or workers compensation may qualify for medical leave if 
they meet the certification requirement listed in rule number 
fourteen (14) below.) 

 
c. The Board will not count paid leave which was not for a 

family or medical purpose against the employees’ FMLA 
twelve (12) week leave entitlement. 

 
10. The Board shall require a medical certification from eligible 

employees who request medical leave under the FMLA. The form 
will be provided by the Superintendent/designee and the 
completed form must be returned within a time frame determined 
by the Superintendent/designee. 

 
11. Upon return from a FMLA leave, the affected employee is entitled to 

be restored to the same position that the employee held when the 
leave started, or to an equivalent position with equivalent benefits, 
pay and other terms and conditions of employment. 

 



ART. 15-8 

12. The Board authorizes the Superintendent/designee to develop and 
implement procedures to carry out this policy, the FMLA and 
applicable U.S. Department of Labor Regulations. 

 
I. Illness In Line of Duty:  Any permanent bargaining unit employee shall 

be entitled to illness-in-line-of-duty leave with pay when the employee 
has to be absent from his/her duties because of personal injury received 
in the discharge of duty or because of illness from any contagious or 
infectious disease contracted at work.  Such leave shall be in addition to 
any other leave to which the employee may be entitled, and such leave 
shall not be cumulative.  Each employee shall be entitled to at least ten 
(10) days of such leave, but additional leave days may be granted by the 
Board.  Any employee absent on such leave shall reimburse the Board for 
any Workers Compensation payments received for the period.  Paid 
holidays occurring during such leave shall not be included in the 
computation of the number of days with respect to which leave is 
applicable.  A substantiating statement by a physician and a 
corroborating statement by the administrator shall be required prior to 
approval of said leave, except that the corroborating statement of the 
administrator may be subject to the grievance procedure. 
 
1. A unit employee shall be entitled to illness-in-line-of-duty leave 

when absent from their duties because of illness from any 
contagious or infectious disease contracted in the course of their 
employment. 

 
2. Contagious or infectious disease as heretofore described shall 

include but not limited to children diseases (measles, chicken pox, 
diphtheria, rubella), typhoid, meningitis, tuberculosis, hepatitis, 
mononucleosis, ringworm, head lice, when substantial proof is 
provided by a qualified physician and a corroborating statement of 
the immediate supervisor showing that such illness resulted from 
contact with students or other employees. 

 
3. The employee's identity shall remain confidential, except as 

required by law. 
 
4. The Superintendent/designee may, when deemed in the best 

interest of the school system, involuntarily transfer employees with 
contagious or infectious diseases. Before an employee is 
involuntarily transferred, a conference shall be held with the 
departmental supervisor or his/her designee or appropriate 
bureau/office head, except where such transfers are a result of a 
legal order. 
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J. Military Leave 
 
 Leave for military duty shall be granted in accordance with Florida 

Statutes, federal law, and such rules and regulations pertaining thereto 
as shall be approved by the Board. 

 
 Any individual employed by the Broward County Public Schools who is a 

member of the United States Military Reserve or the National Guard shall 
be entitled to leave of absence from his/her respective duties without 
loss of pay when he/she is ordered to active duty by the appropriate 
unit, provided: 

 
1. Leaves granted shall be a matter of legal right and shall not exceed 

seventeen (17) days in any calendar year.  However, the Board may 
grant a fully paid leave of absence for up to thirty (30) days of 
active military leave. 

 
2. Notwithstanding the thirty (30) day leave limitation contained in 

paragraph 1 above, the Board shall grant additional leave for the 
duration of the employee's active military service.  Such leave shall 
normally be without pay.  However, the Board may supplement the 
military pay of its employees who are reservists called to active 
military service in an amount necessary to bring their total salary, 
inclusive of their base military pay, to the level earned at the time 
they were called to active military duty.  For purposes of this 
section, "total salary" shall be defined as the employee's main job 
with the Board, exclusive of all supplements and other extra jobs 
that the employee may have with the Board. 

 
3. Personnel required to report for physical examinations in 

connection with the Selective Service law shall be paid for the time 
required for this obligation. 

 
4. Upon completion of such military duty, the individual shall be re-

employed in compliance with state and federal laws. 
 

K. Hardship Leave:  A unit employee eligible for sick leave may receive 
hardship leave time for his/her own illness up to a maximum of thirty 
(30) additional working days for the same illness per fiscal year, provided 
that: 
 
1. Documentary evidence is presented by a Board approved physician 

to the Board proving that this particular illness necessitated 
confinement, either at home or hospital, which prevented the 
employee from reporting to work.  The employee must be confined 
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for ten (10) consecutive working days or more, without available 
sick leave, in order to receive this benefit. 

 
2. The word “confinement” means medical restriction requiring 

isolation from the work place, not physical enclosure. 
 
3. The time granted for hardship will be on the basis of one (1) day for 

each two (2) days of confinement (thirty (30) working days is the 
maximum allowed any fiscal year for any and all hardship leave). 

 
4. Hardship leave may be granted to an employee while on leave from 

the Board if illness is the same one for which he/she was granted a 
leave of absence. 

 
5. Application for hardship leave must be submitted to immediate 

supervisor no later than one year after the conclusion of the 
confinement period. 

 
L. Personal Leave:  The Board may grant personal leave without pay to any 

employee for justifiable reasons and for a period of time and subject to 
such conditions as it may determine appropriate. 

 
1. Any bargaining unit employee who has been employed 

consecutively for three (3) years may request a Personal Leave for a 
period not to exceed one (1) year.  If the Board grants such leave to 
any bargaining unit employee with one (1) year of service but less 
than three (3) years’ service, the Board shall not assume any 
obligation to reemploy the individual to whom such leave has been 
granted. 

 
2. An employee on Personal Leave must notify, in writing, the Leaves 

Department as to his/her intentions regarding employment for the 
following fiscal year.  This must be done no later than March 1 of 
the fiscal year in which he/she is on leave.  Failure to do so shall 
relieve the Board of any responsibility or contractual obligations. 

 
3. Board action shall not be required when requesting vacation for a 

short period (2-3 days).  A request for Personal Leave Form must 
be filed with the Division of Human Resources & Equity. 

 
4. While on personal leave, employees who elect to maintain 

insurance benefits coverage are responsible for contacting the 
Division of Human Resources & Equity. 
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M. Parental/Maternity Leave:  A unit employee shall be granted a parental 
leave of absence without pay for up to one (1) year for the purpose of 
childbearing and/or parenting as follows: 

 
1. A unit employee who is pregnant shall be entitled upon request to 

a leave to begin at any time between the commencement of her 
pregnancy and one (1) year after a child is born to her. 

 
a. The employee shall notify her immediate supervisor, in 

writing, of her desire to take such leave and, except in a case 
of emergency, shall give such notice at least thirty (30) 
calendar days prior to the date on which her leave is to 
begin.  She shall include with such notice either a health 
care provider’s statement certifying her pregnancy or a copy 
of the birth certificate of her child, whichever is applicable. 

 
b. An employee who is pregnant may continue active 

employment as late in her pregnancy as she desires provided 
she is able to properly perform her required functions as 
certified by a qualified physician. 

 
2. A male employee shall notify his supervisor, in writing, of his 

desire to take parental leave to begin at any time between the birth 
of his child, and one (1) year thereafter.  Except in cases of 
emergency, such notice is to be given at least thirty (30) days prior 
to the day on which the leave is to begin. 

 
3. A unit employee adopting an infant child (i.e., one (1) year of age or 

less) shall be entitled upon request to a leave to commence at any 
time during the first year after receiving de facto custody of said 
infant child, or prior to receiving such custody, if necessary, in 
order to fulfill the requirement of adoption. 

 
4. A unit employee on parental leave may elect to use any accrued 

vacation (annual leave), personal leave with pay, and/or sick leave 
before entering leave-without-pay status. 

 
5. The Board will continue appropriate contributions to the IRS 

Section 125 Cafeteria Plan.  The employee may continue to make 
contributions to those compensation or employment benefit plans, 
which permit continuation of such contributions. 

 
6. Failure of a bargaining unit member to respond to the official 

Personnel Management and Service’s Letter of Intent or failure to 
return to work immediately following the expiration of leave shall 
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constitute willful neglect of duty which shall subject the employee 
to termination. 

 
N. Sick Leave:  A full-time employee who is unable to perform his/her duty 

because of illness, or because of illness or death of father, mother, sister, 
brother, husband, wife, child, other close relative, or member of his/her 
own household and consequently has to be absent from his/her work, 
shall be granted leave of absence for sickness by the 
Superintendent/designee in writing by him/her to do so. The following 
provisions shall govern sick leave: 

 
1. Accrual:  Each employee on a full-time basis shall be entitled to 

four (4) days of sick leave as of the first day of employment of each 
contract year, and shall thereafter earn one (1) day of sick leave for 
each month of employment, which shall be credited to the 
employee at the end of that month, and which shall not be used 
prior to the time it is earned and credited to the employee. 
However, the employee shall be entitled to earn no more than one 
(1) day of sick leave times the number of months of employment 
during the year of employment. When an employee uses a sick 
leave day, it shall be paid at the affected employee's daily rate of 
pay at the time the day is utilized. Also, when an employee uses a 
sick leave day, those days are earned at a lower rate of pay and 
shall be deducted before sick days having a higher value. Such 
leave shall be taken only when necessary because of sickness as 
herein prescribed. Such sick leave shall be cumulative from year to 
year. There shall be no limit on the number of days of sick leave an 
employee may accrue, except that at least one-half (1/2) of this 
cumulative leave must be established within the District. 

 
2. Sick leave accumulated in another Florida district or districts:   

Sick leave that is accumulated in other Florida school district(s) by 
an employee shall be accrued to the employee at a rate equal to the 
number of sick leave days allowed the employee during each year 
of employment in this District until such time as all sick leave 
accumulated in other Florida school district(s) has been 
transferred to the District. 
 
Such transferred sick leave days shall be in addition to sick leave 
days to which the employee is entitled from this school district. 

 
a. An employee absent on sick leave, which has been approved 

by the appropriate administrator, shall receive full 
compensation for the duration of the leave granted, provided 
claim for such compensation, on forms to be supplied by the 
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Superintendent/designee shall have been filed by the end of 
the work month in which the absence occurs.  Any employee 
who finds it necessary to be absent from his/her duties 
because of illness shall notify his/her immediate supervisor, 
if possible, before the beginning of the workday on which 
he/she must be absent, or during that day except for 
emergency reasons recognized by the School Board as valid.  
When requested by the Superintendent/designee, the 
employee will be required to submit a certificate of illness 
from a licensed physician or from the county health officer. 

 
b. The computation of sick leave for employees who have been 

transferred from temporary to permanent status shall begin 
at the date of permanent employment. 

 
c. Permanent, part-time employees shall earn sick leave on a 

pro-rata basis.  In order to receive a full day of sick leave 
credit for the month, the employment period must have 
begun on or before the 15th of the month.  Employees who 
commence work after the 15th of the month shall earn a 
prorate share of sick leave for the month.  However, each 
eligible employee shall be entitled to earn no more than one 
(1) day of sick leave times the number of months of 
employment in the affected employee's assigned work 
calendar.  If the employee terminates his/her employment 
and has not accrued the four (4) sick days available to 
him/her, the School Board shall withhold the average daily 
amount for the sick days utilized but unearned by the 
employee. 

 
d. Upon proper application, an employee, who has been 

employed continuously for three (3) or more years, may be 
granted temporary leave of absence for extended illness, 
without pay, such leave not to exceed one (1) year.  Upon 
return to duty following such absence, the employee shall be 
employed in the same or similar position.  The Board 
assumes no obligation for reassignment at times other than 
the beginning of a school or fiscal year, depending on the 
position previously held. 

 
e. Leave granted for extended illness requires semi-annual 

medical statements (July and January) verifying the illness 
or situation of the individual involved. 
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3. Use of Sick Leave:  An employee shall have the right to use sick 
leave in hourly increments, for the purpose of medical or dental 
appointments. 

 
If an immediate supervisor suspects an abuse of sick leave, he or 
she shall first investigate the matter and discuss the findings with 
the affected employee.  

 
An abuse of sick leave is defined as a pattern or series of absences, 
which occur over an extended period of time, and on a regular and 
predictable basis and without adequate justification. For example a 
regular and predictable basis would be: sick leave being used as 
soon as earned; absence on only Mondays or Fridays; absences 
occurring on the days before or after a holiday period; absences 
occurring on the day after a payday on a regular basis. 

 
If the investigation sustains that a documented pattern of abuse 
does exist the employee may be subject to disciplinary action. 

 
O. Personal Reasons Leave:  Employees shall be granted up to six (6) days 

in each fiscal year for personal reasons.  When used, these days shall be 
charged to available sick leave.  Leave for personal reasons shall not be 
cumulative.  Employees shall not be required to give reasons for these 
days, except that the leave is for “personal reasons”.  Such leave must be 
requested in writing twenty-four (24) hours in advance of the day the 
employee wishes to take off, except in unusual circumstances. 

 
P. Continuing Insurance Coverage While on Leave:  Any employee 

granted a Board-approved leave of absence with or without pay as 
provided in this Article shall be given the opportunity, unless otherwise 
provided, to continue insurance coverage in school programs and, with 
the approval of the retirement system, continue participation in the 
retirement system during the leave, provided that the premiums for such 
insurance programs shall be paid by the employee on a monthly basis in  
advance of the month due. Any such employee may serve as a substitute 
teacher in the District while on leave. 

 
Q. Sick Leave Bank:  Employees shall continue to be eligible to participate 

in the Board’s sick leave bank for non-bargaining unit employees under 
the rules established by the Board. 

 
R. Donation of Sick Leave to a Qualified Family Member:  An employee 

may donate earned and accrued sick leave to a qualified member of 
his/her family who is also a District employee in accordance with the 
following procedures: 
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1. Qualified family member is defined as a spouse, child, parent or 
sibling. 

 
2. Days/time may not be donated until such time as the recipient has 

depleted his/her own sick leave and vacation accrual, excluding 
sick leave from a sick leave pool in which he/she is a participant. 

 
3. Employees shall comply with procedures contained in Board policy 

for the donation of sick leave to a family member regarding the 
exchange of sick leave, the uses and purposes of the leave, the 
calculation of payments, notification requirements, and other 
matters not covered in this section. 

 
4. This section shall not continue in force if the authority under 

Florida Statutes is repealed or expires. 
 
S. Terminal Pay:  Any employee at normal retirement or his/her 

beneficiary if service is terminated by death, shall be provided terminal 
pay.  Such terminal pay shall not exceed an amount determined as 
follows: 

 
 1. During the first three (3) years of service: 
 

a. The affected employee’s daily rate of pay on July 1, 1994, 
multiplied by 35 percent multiplied by the number of unused 
sick leave days held on July 1, 1994. 

 
b. The affected employee’s daily rate of pay at the time sick 

leave is earned times 35 percent times the number of days of 
accumulated sick leave earned after July 1, 1994. 

 
 2. During the fourth (4th) through sixth (6th) years of service: 
 

a. The affected employee’s daily rate of pay on July 1, 1994, 
multiplied by 40 percent multiplied by the number of unused 
sick leave days held on July 1, 1994. 

 
b. The affected employee’s daily rate of pay at the time sick 

leave is earned times 40 percent times the number of days of 
accumulated sick leave earned after July 1, 1994. 

 
3. During the seventh (7th) through ninth (9th) years of service: 
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a. The affected employee’s daily rate of pay on July 1, 1994, 
multiplied by 45 percent multiplied by the number of unused 
sick leave days held on July 1, 1994. 

 
b. The affected employee’s daily rate of pay at the time sick 

leave is earned times 45 percent times the number of days of 
accumulated sick leave earned after July 1, 1994. 

 
 4. During the tenth (10th) through the twelfth (12th) year of service: 
 

a. The affected employee’s daily rate of pay on July 1, 1994, 
multiplied by 50 percent multiplied by the number of unused 
sick leave days held on July 1, 1994. 

 
b. The affected employee’s daily rate of pay at the time sick 

leave is earned times 50 percent times the number of days of 
accumulated sick leave earned after July 1, 1994. 

 
5. During and after the thirteenth (13th) year of service: 
 

a. The affected employee’s daily rate of pay on July 1, 1994, 
multiplied by the number of unused sick leave days held on 
July 1, 1994. 

 
b. The affected employee’s daily rate of pay at the time sick 

leave is earned* multiplied by the number of days of 
accumulated sick leave earned. 

 
6. No employee who meets the eligibility requirements listed above 

may receive any compensation for sick leave payments unless they 
sign and execute the Payment of Sick Leave Upon Retirement 
Agreement provided by the Superintendent.  This Agreement 
requires the retiring Board employee to seek, accept, and cash the 
first retirement benefit check issued by the Florida Retirement 
System. 

 
 The employee must qualify for “normal retirement” which under 

this policy shall mean retirement under plan A, B, C, D, E under 
the Florida Retirement System or any other plan established by the 
Legislature with either full or reduced benefits as provided by law.  
Normal retirement shall not be interpreted to include disability 
retirement. 
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*Note: “At the time sick leave is earned” shall be interpreted to 
mean the value of sick leave at the end of each school year or at 
the time the affected employee retires, whichever comes first. 

 
T. Declared Emergency Paid Leave: 
 

1. A declared emergency is defined as one declared by federal, state, 
or local officials. 

 
2. Employees may receive Declared Emergency Paid Leave when one 

or more of the following conditions exist: 
 

a. The Superintendent or designee is authorized to declare that 
an emergency event exists for which said leave is available. 

 
b. The employee is unable to return to work due to required 

evacuation. 
 
c. The employee sustains personal injury or significant damage 

to their personal residence. 
 
d. The employee is needed to assist a family member with a 

storm related health emergency. 
 
e. The employee is required to participate in relief efforts. 
 
f. The employee’s personal involvement is required for other 

emergency related circumstances. 
 

3. Requests for leave must be recommended by the authorized 
supervisor for approval by the Superintendent or designee. 

 
4. The employee is required to provide documentation of the 

condition(s) in subsection 1 above for which leave is requested. 
 
5. Declared Emergency Paid Leave shall not exceed ten (10) days per 

declared emergency event unless authorized by the 
Superintendent. 

 
6. Declared Emergency Paid Leave shall not be deducted from the 

employee’s accrued leave. 
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U. BEREAVEMENT LEAVE (SICK LEAVE) 
 
 Any employee who suffers the death of an immediate family member 

shall be granted bereavement leave in the following manner: 
 

1. If the funeral is to be held within 250 miles of the employee's home 
– the employee shall be allowed to utilize a maximum of four (4) 
days of sick leave for bereavement purposes. 

 
2. If the funeral is to be held more than 250 miles from the 

employee's home – the employee shall be allowed to utilize a 
maximum of five (5) days of sick leave for bereavement purposes. 

 
3. For the purposes of bereavement leave, an immediate family 

member shall be defined as the spouse, domestic cohabitant, child, 
stepchild, grandchild, mother, father, sister, brother, parents of 
domestic cohabitant, mother-in-law, father-in-law, grandmother, 
grandfather, daughter-in-law, son-in-law, brother-in-law, sister-in-
law, domestic cohabitant’s sibling(s), grandparents of employee's 
spouse, grandparents of employee's domestic cohabitant and any 
other relative residing in the employee's household.  Proof of 
relationship to the deceased may be required. 

 
4. The Board may require proof of death, within thirty (30) days after 

Bereavement Leave is taken.  A copy of the newspaper obituary or 
the funeral card/program for the deceased are examples of 
acceptable proof of death. 

 
5. Bereavement leave as outlined above shall not count against the 

employee's attendance for sick leave buy back and/or good 
attendance purposes.  Nothing in this section shall be construed to 
limit an employee’s right to sick leave under provisions of Section 
O above.  

 
 
V. SICK LEAVE BUY BACK:  To encourage and reward employees who 

maintain good job attendance, the parties agree to the following incentive 
award: 

 
1. Employees who utilize two (2) sick leave days or less each assigned 

school calendar year and year-round employees who utilize three 
(3) sick leave days or less during each assigned school calendar 
year - upon request – shall receive payment for up to eight (8) days 
of sick leave, provided the employee worked the full assigned 
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calendar year.*  The following procedures apply to the payment of 
sick leave under this section. 

 
a. An employee must have a minimum of twenty-five (25) days 

of accumulated sick leave remaining after the payment for 
unused sick leave under this section. 

 
b. The payment of this incentive shall be paid to eligible 

employees no later than October 31st of the school year 
following the school year in which the employee qualified for 
the incentive pay. 

 
c. For purposes of this section, sick leave shall be defined 

pursuant to Florida Statutes Section 1012.61. 
 
d. Days for which such award payment is received shall be 

deducted from the accumulated leave balance. 
 

e. Payment shall be equal to the number of eligible days times 
the affected employees daily rate of base pay times eighty 
percent (80%). 
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ARTICLE SIXTEEN 
EMPLOYEE ASSISTANCE PROGRAM 

 
 
The School Board recognizes that a wide range of problems not directly 
associated with an employee’s job function can have an effect on an employee’s 
job performance.  In most instances, the employee will overcome such personal 
problems independently and the effect on the job performance will be 
negligible.  In other instances, normal supervisory assistance will serve either 
as motivation or guidance by which such problems can be resolved so the 
employee’s job performance will return to an acceptable level.  In some cases, 
however, neither the efforts of the employee nor supervisor have the desired 
effect of resolving the employee’s problems and unsatisfactory job performance 
persists over a period of time, either constantly or intermittently. 
 
The Employee Assistance Program is intended to help employees who are 
suffering from persistent problems, which may tend to jeopardize an employee’s 
health and continued employment.  The School Board shall not assume any 
financial responsibility for treatment of employees in the program. 
 
Objectives: 
 
1. To assist and advise employees who develop behavioral/medical 

problems in an effort to prevent their condition from progressing to a 
degree at which they cannot work effectively. 

 
2. To identify, develop, promote and promulgate sound physical and 

medical health prevention programs in areas such as stress 
management, professional fatigue and employee fitness program. 
 

3. To encourage use of the program through assurance of confidentiality 
except as required by law. 
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ARTICLE SEVENTEEN 
PERFORMANCE PLANNING AND APPRAISAL SYSTEM 

 
 
A. Scope and Purpose:  This section sets forth the rules, regulations, and 

procedures for the establishment, maintenance, and administration of 
the performance planning and appraisal system applicable to employees 
represented by the Broward Teachers Union-Technical Support 
Professionals (BTU-TSP).  Performance planning and appraisal is a 
systematic approach and process which is designed to achieve the 
following: 

 
1. Document competencies and skills necessary for success in the 

employee’s position. 
 
2. Facilitate employee understanding of job responsibilities and 

expectations, priorities, and criteria used to evaluate performance. 
 
3. Establish means to facilitate a comprehensive performance 

appraisal system and establish procedures for the collection, 
retrieval and use of data to provide feedback to an individual, a 
team and the system. 

 
4. Stimulate improved job performance by clarifying position-specific 

performance expectations. 
 
5. Develop the employee’s effectiveness through emphasis on 

feedback, coaching, and professional development activities. 
 
B. Participant Status: 
 

1. Entry Level: this category includes employees in their first year of 
service in any new position, including lateral transfers. 

 
2. Professional: this category includes all employees with more than 

one year of experience in their current assignment. 
 

C. Committee for Continued Development:  The parties agree to form a 
committee to review the application of procedures and to develop 
appropriate criteria in each category of employees represented by BTU-
TSP.  The President of BTU-TSP and the Superintendent shall each 
appoint members to the committee.  The committee shall make 
recommendations to the President of BTU-TSP and the Superintendent 
within an agreed upon period of time. 
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D. Procedural Steps 
 

1. Orientation (First Quarter):  Orientation shall take place during 
the first quarter of the year (August, September, October) or within 
three (3) weeks of hire or appointment to a new position.  The 
supervisor shall orient the employee to the evaluation criteria, 
process and instrument to foster an understanding of the basis 
and procedures for appraisal.  The supervisor shall review with 
employees, either individually or as a group, the evaluation 
system’s rating scale and categories, the District’s Strategic Plan, 
department improvement plans and customer surveys.  The 
supervisor shall discuss the uniqueness of an employee’s work and 
provide written job performance expectations for it.  This 
supervisor shall identify training, coaching, and mentoring 
resources and facilitate those resources needed by the employee. 

 
2. Goal Setting (First Quarter):  Goal setting shall take place during 

the first quarter of the year or within three (3) weeks of hire or 
appointment to a new administrative position.  The appraiser shall 
discuss available data with the employee regarding customer 
surveys, facility audits, etc.  The appraiser shall provide the 
employee with strategic goals tied to a departmental strategic plan 
or request the employee to submit a minimum of three (3) Key 
Goals to the appraiser linked to targets specific to the employee’s 
job.  Based on a review of the data, Key Goals will be 
collaboratively agreed upon.  If agreement cannot be reached, the 
appraiser’s supervisor shall establish the employee’s Key Goals.  
The appraiser shall inform the employee how and when these goals 
will be rated. 

 
3. Optional Mid-Year appraisal (Second Quarter):  A mid-year 

appraisal may take place during the second quarter of the year 
(November, December, January) or within three months of the 
completion of goal setting for a newly hired or appointed employee.  
Specific performance criteria for a category rated as less than 
“Effective” must be identified in writing on a Performance 
Improvement Plan (PIP) if the overall rating is “Ineffective”.  A mid-
year appraisal with an overall rating of “less than effective” and an 
accompanying PIP must be completed no later than January 31.  
The appraiser shall review but not rate the employee’s key goals. 

 
4. Final Appraisal (Fourth Quarter):  A final appraisal using the 

current system evaluation instrument shall be conducted during 
the fourth quarter (April, May, June) and submitted to Supervisor, 
Personnel Records.  A final appraisal with an overall rating of less 
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than “Effective” along with a copy of the PIP must be submitted to 
the Chief of Human Resources & Equity no later than April 30 if an 
individual is being recommended for non-reappointment.  Specific 
performance criteria for a category rated less than “Effective” must 
be identified in writing on a PIP.  The achievement of Key/Strategic 
Goals is also assessed. 

 
5. Conferences (Ongoing):  Required conferences are held first 

quarter for orientation, fourth quarter for the final evaluation, and 
any time an interim evaluation is completed.  Third quarter 
feedback conferences are strongly encouraged for Entry Level 
employees.  Conferences provide for a review of data to determine 
the progress of performance, to adjust individual Key/Strategic 
Goals, and to identify and facilitate training, coaching, mentoring 
and resource needs.  Development feedback may take place at 
anytime during the year but must be included in all evaluation 
conferences.  Developmental feedback focuses on specific 
performance behavior and expectations.  Feedback conferences for 
employees whose performance is ineffective must be conducted 
individually. 

 
E. Failure to Meet Job Standards:  For an employee to receive an overall 

rating of Ineffective that reflects his/her failure to meet job standards, 
the assessment instrument must provide the reasons and supporting 
documentation.  Whenever an employee is so rated, a PIP must be 
developed. 

 
F. Performing Improvement Plan (PIP) 
 

1. Noting Deficiencies:  The appraiser shall outline deficiencies and 
offer assistance to an employee prior to placement on a PIP. 

 
2. Deficiencies Continue:  If deficiencies continue after being noted 

by the appraiser and shared with the employee, the appraiser shall 
conduct an appraisal and develop a PIP if two or more categories 
are rated as not meeting job standards.  The employee will be 
notified of performance deficiencies in writing on the appraisal 
form.  This action may take place at any time.  If only one category 
is rated as Ineffective, the overall rating will be Effective and 
written documentation and recommended strategies for 
improvement must be attached to the instrument. 

 
3. Development of the PIP:  Categories rated as less than “effective” 

must be identified on the PIP.  The PIP must provide written 
strategies for improvement that may include staff development 
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activities.  Appropriate activities/tasks for improvement along with 
a timeline for their completion will be developed collaboratively 
between the appraiser and employee, and must include input from 
Human Resources & Equity. The PIP must identify a date within 
three months when the PIP and progress made will be reviewed.  
Consequences for failure to correct the identified deficiencies must 
be indicated in writing on the PIP. 

 
4. Feedback:  An employee with a PIP will be afforded developmental 

feedback regularly as determined by the appraiser and apprised of 
progress achieved and noted while on the PIP. 

 
5. PIP Close Out:  At the conclusion of the period of time listed on 

the PIP for correcting the performance deficiencies, the appraiser 
will notify the employee in writing as to whether or not the 
performance deficiencies have been corrected.  An employee’s final 
appraisal may be given overall rating of less than “effective” if said 
deficiencies are not corrected.  In such case, the appraiser must, 
prior to the final evaluation conference, meet with the appropriate 
Director and/or Chief to discuss the related documentation, the 
affected individual’s PIP, and final appraisal prior to making a 
recommendation for the subsequent school year’s 
renewal/reappointment. The appropriate supervisor shall meet 
with an employee with a PIP at any time during the evaluation 
process to discuss said evaluation if requested to do so.  The 
employee may attach a statement to the appraisal within ten (10) 
days of its completion.  The evaluation form, documentation and 
PIP must be submitted to Human Resources & Equity by April 30 
for an end-of-year appraisal, which results in recommendation for 
non-renewal/non-reappointment. 
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ARTICLE EIGHTEEN 
MISCELLANEOUS 

 
 
A. Contracting Out:  The District agrees to notify BTU-TSP informally as 

soon as possible and formally, no later than thirty (30) days before 
approval of a request to contract out, except that notification shall not be 
necessary if the District contracts out on a short-term basis of specific 
duration in order to provide supplemental resources not available 
through the use of current employees. The District shall provide such 
notification to BTU-TSP of the extension or renewal of existing 
agreements and of investigations by management to contract out 
baUgaiQiQg XQiW ZRUk fRU Whe SXUSRVe Rf PeeWiQg Whe DiVWUicW·V ecRQRPic 
needs.  Notification shall include the anticipated economic impact on the 
District and the impact on bargaining unit members.  BTU-TSP shall be 
given an opportunity to meet with appropriate management personnel to 
explore ways to lessen the impact on bargaining unit members. 

 
 The District recognizes the integrity of the bargaining unit and BTU-

TSP·V RbligaWiRQ to preserve UegXlaU XQiW ePSlR\ee·V jRbV ZhR aUe 
presently employed. The District reserves the right to contract out 
bargaining unit work as long as it is not for the sole purpose of eroding 
the bargaining unit. 

 
B. Calendar:  The District agrees to consult with the BTU-TSP President or 

his/her designee, prior to adoption of the school year calendar, for the 
purpose of giving input from employees. 

 
C. Liability Protection:  The District shall provide comprehensive liability 

coverage for all employees for legal counsel to defend those covered in 
any suit brought against them even if any of the allegations of the suit 
are groundless, false or fraudulent, provided the employee was acting 
within the scope of his/her duties. Further, if a judgment should be 
rendered against an employee as a result of any suit, the general liability 
carrier shall discharge such obligations up to the limits of the coverage. 
Only compensatory damages (actual damages for medical expenses, 
hospital expenses, loss of service, pain and suffering, etc.) not punitive 
damages (willful and negligent damages) shall be covered under this 
provision. 

 
D. The parties agree to editorially change all references to reflect BTU-TSP 

and steward nomenclatures. 
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E. Job Descriptions  
 
1. Changes in Job Descriptions:  Whenever there is a proposed 

change in the job description or title of a classification within this 
bargaining unit, the Board shall discuss with BTU-TSP the 
proposed change in job descriptions and/or job families prior to 
approval of the change.  The BTU-TSP shall receive a copy of the 
current job description and the proposed job description.  When 
changes result in a request for a reclassification, the parties agree 
to negotiate the impact the changes may have with respect to 
wages.  The parties agree to be guided by the point factor analysis 
appropriate to the relative scale of values set up in a classification. 

 
2. Reclassification:  For the purpose of this section, a 

reclassification shall be defined as a change in any one or more of 
the following:  job titles, responsibilities (including supervision), 
minimum qualifications, or the need to establish or maintain 
internal/external pay equity.  Minimal changes in job titles, 
responsibilities, or minimum qualifications shall not result in a 
requirement to advertise and may or may not result in a higher 
step or pay grade.  A reclassification shall not be used to recognize 
superior performance by an employee. 

 
3. Variations:  The parties agree that the District may assign 

employee tasks and duties which involve minor and occasional 
variation from the present job description as long as the tasks and 
duties assigned fall within the skills, qualifications, and other 
factors common to the classification. 

 
4. Changes in Reporting Structures:  Whenever there is a proposed 

change in the reporting structure for a classification within this 
bargaining unit, BTU-TSP shall be informed prior to its 
implementation. 

 
5. New Job Descriptions:  When new job descriptions are proposed 

for positions that will be paid on the TSP salary schedule, the 
proposed job description shall be provided to BTU-TSP prior to its 
approval.  If a new job description is a successor title to a job 
description covered by this Agreement with no substantial change 
in duties, the new job description shall automatically become a 
classification included in this Agreement. 

 
 If a new classification contains a significant part of the work now 

done by any classification in this bargaining unit or shares a 
community of interest with classifications in the bargaining unit, 
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the BTU-TSP may notify the District that it believes the 
classification should be in the bargaining unit.  The parties shall 
meet to agree upon its inclusion in or exclusion from this 
bargaining unit based upon an examination of the duties assigned 
and the community of interest with other employees.  If the parties 
are not in agreement, the inclusion of bargaining unit position 
shall be in accordance with PERC regulation and shall not be 
subject to the grievance procedure.  If the parties agree to include 
the classification in this bargaining unit, then the parties shall 
agree upon the proper pay grade placement of the classification 
and job family placement. 
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ARTICLE NINETEEN 
NO STRIKE/NO LOCKOUT 

 
 
A. The BTU-TSP, its officers, agents, representatives and employees agree 

that will not strike, as defined by the Public Employees Relations Act and 
agree not to participate in a strike against the Board by inciting or 
supporting, in any positive manner, a strike.  “Strike” means the 
concerted failure of employees to report for duty; the concerted absence 
of employees from their positions; the concerted stoppage of work by 
employees; the concerted submission of resignations by employees; the 
concerted abstinence in whole or in part by any group of employees from 
the full and faithful performance of the duties of employment with the 
public employer for the purpose of inducing, influencing, condoning, or 
coercing a change in the terms and conditions of employment or the 
rights, privileges, or obligations of public employment, or participating in 
a deliberate and concerted course of conduct which adversely affects the 
services of the public employer; the concerted failure of employees to 
report for work after the expiration of a collective bargaining agreement; 
and picketing in furtherance of a work stoppage.  The term “strike” shall 
also mean any overt preparation, including, but not limited to, the 
establishment of strike funds with regard to the above-listed activities. 

 
B. The Board agrees that it will not authorize, cause, or engage in any 

lockout of employees unless a lockout should become necessary for the 
protection of the employer’s property. 

 
 





APPENDIX A 
 

BROWARD TEACHERS UNION-TECHNICAL SUPPORT PROFESSIONAL 
“Supervisory Unit” 

 
CLASS TITLE PAY GRADE  
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Accountant IV (except benefits) 25 Supervisory 
Accountant V 27 Supervisory 
Capital Budget Analyst V 27 Supervisory 
Capital Network System Administrator 27 Supervisory 
Clinical Nursing Supervisor  25 Supervisory 
Coordinator, Dropout Prevention and alternative Ed. 27 Supervisory 
Coordinator, FTE 27 Supervisory 
Facility Project Manager 26 Supervisory 
Manager, Facilities Project (Portables) 26 Supervisory 
Manager I, Customer Support Services 27 Supervisory 
Manager I, Geographic Information System 27 Supervisory 
Manager I, Planning Real State & Environmental Perm. 27 Supervisory 
Manager I Systems & Procedures (Transportation Services) 27 Supervisory 
Manager II, Broadcast & Schools Engineer 28 Supervisory 
Manager II, Production 26 Supervisory 
Operations, Supervisor 24 Supervisory 
Personnel Administrator I (Instructional staffing and 
Staffing/VTAE) 

20 Supervisory 

Personnel Administrator II (Instructional staffing and 
Staffing/VTAE) 

22 Supervisory 

Personnel Administrator III (Instructional staffing and 
Staffing/VTAE) 

23 Supervisory 

Personnel Administrator III (Instructional staffing) 23 Supervisory 
Personnel Administrator III (personnel data and records 
control) 

23 Supervisory 

Property Coordinator 26 Supervisory 
Purchasing Agent V 27 Supervisory 
Senior Supervisor, Building inspector  27 Supervisory 
Senior, Architect 27 Supervisory 
Senior Facility/Project Manager 27 Supervisory 
Supervisor II, Transportation Terminal 23 Supervisory 
Supervisor II, Computer Operations 23 Supervisory 
Supervisor I, Workload Systems 26 Supervisory 
Supervisor, Records Retention 22 Supervisory 
Supervisor, ITV Art/Graphics 26 Supervisory 
Systems Analyst (William Hennessey) 27 Supervisory 
Training Analyst 25 Supervisory 
Training Analyst, Management skills/development 25 Supervisory 

�
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BROWARD TEACHERS UNION-TECHNICAL SUPPORT PROFESSIONAL 
“Non-Supervisory Unit” 

 
CLASS TITLE PAY GRADE UNIT 

 

APX. B-1 

Accountant I 20 N-Supervisory 
Accountant II 22 N-Supervisory 
Accountant III 23 N-Supervisory 
Architect IV 25 N-Supervisory 
Architect V 26 N-Supervisory 
Area/Board Liaison Specialist 27 N-Supervisory 
Area Business Analyst 26 N-Supervisory 
Area Supervisor I, Maintenance 25 N-Supervisory 
Assistant Area Supervisor Maintenance 23 N-Supervisory 
Art/Graphics Specialist 19 N-Supervisory 
Budget Analyst I 20 N-Supervisory 
Budget Analyst II 22 N-Supervisory 
Budget Analyst III 23 N-Supervisory 
Building Control Specialist IV 25 N-Supervisory 
Building (trade) Inspector 25 N-Supervisory 
Building Inspector 25 N-Supervisory 
Capital Budget Analyst III 23 N-Supervisory 
Capital Budget Analyst IV 25 N-Supervisory 
Capital Network System Coordinator 26 N-Supervisory 
Capital Payments Review Supervisor 27 N-Supervisory 
Capital Project Planner 27 N-Supervisory 
Community Service Specialist I 18 N-Supervisory 
Community Service Specialist II 16 N-Supervisory 
Computed Aided Drafting (CAD) 
Draftperson D 

21 N-Supervisory 

Computer Aided Drafting (CAD) 
Draftperson E 

20 N-Supervisory 

Construction Field Manager 25 N-Supervisory 
Coordinator I Partnerships & Parent 
Involvement 

27 N-Supervisory 

Coordinator II, Loss Prevention/Safety 25 N-Supervisory 
Coordinator, Planning Spec. & Prop. 
Assignmt. 

27 N-Supervisory 

Coordinator, Telecom, Wiring & Installation 25 N-Supervisory 
Coordinator, Diversity & Cultural Outreach 27 N-Supervisory 
Cost Accountant 24 N-Supervisory 
Courts Liaison 25 N-Supervisory 
Curator, Old Dillard Museum 25 N-Supervisory 
Customer Service Analyst I 20 N-Supervisory 
Customer Service Analyst II 22 N-Supervisory 
Customer Service Analyst III 24 N-Supervisory 
Customer Service Analyst 24 N-Supervisory 
Database Researcher IV 24 N-Supervisory 
Database Researcher 21 N-Supervisory 
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“Non-Supervisory Unit” 

 
CLASS TITLE PAY GRADE UNIT 

 

APX. B-2 

Designer I, Architectural 20 N-Supervisory 
Designer III, Architectural 23 N-Supervisory 
Designer III, Engineering 23 N-Supervisory 
District Networking, Coordinator  27 N-Supervisory 
Document Specialist 14 N-Supervisory 
Educational Specialist I/ESOL/foreign 
language 

25 N-Supervisory 

Facilities Engineer IV 25 N-Supervisory 
Facilities Manager, Maintenance 26 N-Supervisory 
Financial System Integrator 24 N-Supervisory 
Furniture and Equipment Coordinator 25 N-Supervisory 
Gang Liaison 25 N-Supervisory 
Gang Prevention Coordinator 25 N-Supervisory 
General Education Development Tester 23 N-Supervisory 
Internal Accounts Instructor 22 N-Supervisory 
Licensed Practical Nurse I 14 N-Supervisory 
Licensed Practical Nurse II 14 N-Supervisory 
Local Area Network Coordinator 26 N-Supervisory 
Magnet Communications/Broadcast Arts 
Engineer 

22 N-Supervisory 

Manager I, Quality Assurance Services 27 N-Supervisory 
Manager I, Systems and Procedures 
(treasury department) 

27 N-Supervisory 

Minority/Women Business Enterprise 
Specialist I 

20 N-Supervisory 

Minority/Women Business Enterprise 
Specialist II 

22 N-Supervisory 

Minority/Women Business Enterprise 
Specialist III 

23 N-Supervisory 

Minority/Women Business Enterprise 
Contract Ad. I 

20 N-Supervisory 

Minority/Women Business Enterprise 
Contract Ad. II 

22 N-Supervisory 

Minority/Women Business Enterprise 
Contract Ad. III 

23 N-Supervisory 

Network Analyst III 21 N-Supervisory 
Network Analyst IV 23 N-Supervisory 
Occupational Therapy Assistant 17 N-Supervisory 
Personnel Administrator I (certification & 
incentive) 

23 N-Supervisory 

Personnel Administrator II (certification & 
incentive 

22 N-Supervisory 
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APX. B-3 

Personnel Administrator III (certification & 
incentive 

23 N-Supervisory 

Personnel Specialist Instructor I 18 N-Supervisory 
Personnel Specialist Instructor II 20 N-Supervisory 
Personnel Specialist Instructor III 22 N-Supervisory 
Physical Therapy Assistant 17 N-Supervisory 
Planner, Grants 27 N-Supervisory 
Planner, School Boundaries & student 
assignment 

25 N-Supervisory 

Planning Analyst 23 N-Supervisory 
Programmer I 20 N-Supervisory 
Programmer II 22 N-Supervisory 
Programmer III 23 N-Supervisory 
Programmer IV (except Paul Wire) 24 N-Supervisory 
Project Manager 25 N-Supervisory 
Project Manager (environmental 
coordination) 

26 N-Supervisory 

Projects Coordinator, Maintenance 23 N-Supervisory 
Purchasing Agent I 20 N-Supervisory 
Purchasing Agent II 22 N-Supervisory 
Purchasing Agent III / (School Food Service) 23 N-Supervisory 
Purchasing Agent III 23 N-Supervisory 
Purchasing Agent IV 25 N-Supervisory 
Research Specialist 27 N-Supervisory 
School Nurse 20 N-Supervisory 
Senior Capital Project Planner 26 N-Supervisory 
Senior Data Warehouse Analyst 27 N-Supervisory 
Senior Document Specialist 16 N-Supervisory 
Senior Engineer 27 N-Supervisory 
Senior RAD Analyst 27 N-Supervisory 
Senior Webmaster/Project Planner 25 N-Supervisory 
Shift Supervisor III, Transportation Terminal 20 N-Supervisory 
Specialist (ESEA Title I) Basic Parent 
Involvement Program 

25 N-Supervisory 

Specialist (ESEA Title I) Basic Schoolwide 
Project and Program Development 

25 N-Supervisory 

Specialist (Title I) Non-Public, Neglected and 
Delinquent 

25 N-Supervisory 

Specialist (Title I) Secondary 25 N-Supervisory 
Specialist, Carl Perkins Curriculum 
Developer 

25 N-Supervisory 

Specialist, Community Relations Magnet 
Programs 

25 N-Supervisory 

Specialist, Family School Partnership 25 N-Supervisory 
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Program 
Specialist, Grants 25 N-Supervisory 
Specialist, Health Outreach 25 N-Supervisory 
Specialist, Media 25 N-Supervisory 
Specialist, Parent Involvement 25 N-Supervisory 
Specialist, Public Affairs & Community 
Relations 

25 N-Supervisory 

Specialist, Testing 25 N-Supervisory 
Staff Assistant  23 N-Supervisory 
Staff Developer, Transportation Training 
Operations 

20 N-Supervisory 

Supervisor I Construction Environmental 
Coordinator 

25 N-Supervisory 

Supervisor I, Electrical 25 N-Supervisory 
Supervisor I, Electronics 25 N-Supervisory 
Supervisor I, Grounds 25 N-Supervisory 
Supervisor I, Health, Safety and Sanitation 25 N-Supervisory 
Supervisor I, Heating, Ventilating and Air 
Conditioning 

25 N-Supervisory 

Supervisor I, Mechanical Equipment 25 N-Supervisory 
Supervisor I, Minor Capital Outlay 25 N-Supervisory 
Supervisor I, Painting 25 N-Supervisory 
Supervisor I, Portables 25 N-Supervisory 
Supervisor I, Roofing 25 N-Supervisory 
Supervisor I, UBCI Inspector 25 N-Supervisory 
Supervisor I, Printing Services 26 N-Supervisory 
Supervisor, Training Operations 23 N-Supervisory 
Supervisor II, Training Operations 23 N-Supervisory 
Supervisor II, Vehicle Maintenance, Parts 
Room 

23 N-Supervisory 

Supervisor III, Custodial 20 N-Supervisory 
Supervisor III, Custodial (Administrative Site 
Operations 

20 N-Supervisory 

Supervisor III, Exceptional Student 
Education (ESE) Transportation 

20 N-Supervisory 

Supervisor III, Office Operations/Data Entry 20 N-Supervisory 
Supervisor III, Operations 20 N-Supervisory 
Supervisor III, Transportation Operations 20 N-Supervisory 
Supervisor III, Transportation Staffing 
Operations 

20 N-Supervisory 

Supervisor, Computer Operations 22 N-Supervisory 
Supervisor, Purchasing 22 N-Supervisory 
Supervisor, Maintenance Stockroom & 
Warehouse 

22 N-Supervisory 
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Supervisor, Volunteer Services 26 N-Supervisory 
Systems Analyst I 20 N-Supervisory 
Systems Analyst II 22 N-Supervisory 
Systems Analyst III 24 N-Supervisory 
Systems Analyst IV (except Arlene Barbas) 26 N-Supervisory 
Systems Analyst (except William Hennesey) 27 N-Supervisory 
Systems Integrator 26 N-Supervisory 
Systems Programmer 27 N-Supervisory 
Systems Programmer II 24 N-Supervisory 
Systems Support Specialist 23 N-Supervisory 
Telecommunications Analyst IV 25 N-Supervisory 
Textbook Analyst 26 N-Supervisory 
Transportation Route Analyst 23 N-Supervisory 
Training Specialist, Management 
Skill/Development 

27 N-Supervisory 

Treasury Analyst III 23 N-Supervisory 
TV Art/Graphic Specialist 19 N-Supervisory 
TV Audio Production Specialist 20 N-Supervisory 
TV Broadcast Engineer I 20 N-Supervisory 
TV Broadcast Engineer II 18 N-Supervisory 
TV Broadcast Maintenance Engineer 22 N-Supervisory 
TV Producer/Director 22 N-Supervisory 
TV Production Assistant 19 N-Supervisory 
TV Studio Crew Chief 20 N-Supervisory 
TV Studio Technical Advisor 22 N-Supervisory 
TV Traffic Specialist 17 N-Supervisory 
Wellness Coordinator 24 N-Supervisory 
Wide Area Network (WAN) Coordinator 26 N-Supervisory 
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APX. C-1 

Grievance #    
 

OFFICIAL GRIEVANCE FORM 
 
Name         
Job Title        
Work Location       
Work Address       
 
Home Address       
Home Phone        
 

STEP I 
 
A. Date cause of Grievance occurred:     
 
B. Article(s) and Section(s) alleged to have been violated: 
 
C. State Grievance: 
 
D. State Relief Sought: 
 
E. Disposition of Immediate Supervisor: 
              
              
              
              
 
 
             
  Immediate Supervisor    Date 
 

STEP II 
 

F. Date submitted to Superintendent:        
 
 
              
Signature of Grievant Signature of BTU-TSP 

Representative 
 

Date Filed 
Copies to: (1) Immediate Supervisor, (2) BTU-TSP, (3) Grievant 



APPENDIX D

A 95,012 97,672 100,406 103,217 106,108 109,079 112,133 115,273 118,500 121,818 125,229 128,735 132,340 136,046
H 51.91895 53.37268 54.86692 56.40300 57.98228 59.60609 61.27513 62.99073 64.75425 66.56704 68.43113 70.34716 72.31721 74.34211
A 88,730 91,215 93,769 96,395 99,094 101,869 104,721 107,653 110,667 113,766 116,951 120,226 123,592 127,053
H 48.48638 49.84429 51.23999 52.67484 54.14950 55.66601 57.22436 58.82657 60.47401 62.16734 63.90792 65.69710 67.53687 69.42790
A 83,513 85,851 88,255 90,726 93,266 95,877 98,563 101,322 104,159 107,075 110,072 113,154 116,322 119,579
H 45.63559 46.91318 48.22655 49.57703 50.96530 52.39205 53.85929 55.36702 56.91727 58.51073 60.14872 61.83259 63.56372 65.34350
A 77,827 80,006 82,246 84,549 86,917 89,350 91,852 94,424 97,068 99,786 102,580 105,453 108,406 111,441
H 42.52834 43.71887 44.94315 46.20184 47.49563 48.82519 50.19254 51.59769 53.04265 54.52812 56.05475 57.62458 59.23827 60.89695
A 72,526 74,556 76,644 78,790 80,996 83,264 85,595 87,993 90,457 92,990 95,593 98,270 101,022 103,850
H 39.63166 40.74120 41.88178 43.05477 44.26015 45.49926 46.77348 48.08346 49.42991 50.81412 52.23683 53.69934 55.20301 56.74870
A 67,584 69,477 71,422 73,421 75,478 77,591 79,763 81,996 84,292 86,653 89,078 91,572 94,136 96,772
H 36.93137 37.96532 39.02829 40.12097 41.24468 42.39944 43.58659 44.80681 46.06147 47.35120 48.67670 50.03934 51.44044 52.88078
A 62,978 64,741 66,554 68,418 70,334 72,304 74,328 76,409 78,548 80,748 83,009 85,334 87,724 90,180
H 34.41397 35.37775 36.36851 37.38694 38.43371 39.51017 40.61634 41.75356 42.92250 44.12450 45.36025 46.63040 47.93634 49.27856
A 58,692 60,336 62,025 63,762 65,548 67,383 69,270 71,209 73,203 75,253 77,360 79,526 81,753 84,042
H 32.07207 32.97036 33.89363 34.84255 35.81845 36.82136 37.85262 38.91221 40.00150 41.12184 42.27322 43.45700 44.67387 45.92473
A 54,701 56,233 57,808 59,427 61,090 62,801 64,560 66,368 68,227 70,137 72,101 74,120 76,195 78,329
H 29.89147 30.72834 31.58883 32.47364 33.38273 34.31747 35.27853 36.26658 37.28233 38.32639 39.39949 40.50296 41.63679 42.80262
A 50,968 52,394 53,862 55,370 56,920 58,513 60,152 61,836 63,568 65,348 67,177 69,058 70,992 72,980
H 27.85122 28.63074 29.43252 30.25657 31.10359 31.97420 32.86980 33.79038 34.73659 35.70912 36.70867 37.73653 38.79344 39.87966
A 47,497 48,827 50,195 51,600 53,045 54,531 56,057 57,627 59,240 60,899 62,605 64,357 66,159 68,012
H 25.95474 26.68162 27.42874 28.19677 28.98642 29.79832 30.63250 31.49031 32.37173 33.27812 34.21017 35.16785 36.15253 37.16480
A 44,264 45,503 46,777 48,086 49,433 50,817 52,240 53,702 55,205 56,752 58,341 59,975 61,655 63,381
H 24.18785 24.86478 25.56128 26.27668 27.01232 27.76889 28.54637 29.34546 30.16682 31.01179 31.88039 32.77329 33.69117 34.63452
A 41,254 42,409 43,596 44,816 46,071 47,360 48,687 50,050 51,452 52,892 54,373 55,896 57,461 59,069
H 22.54312 23.17415 23.82273 24.48953 25.17524 25.87984 26.60468 27.34977 28.11578 28.90273 29.71193 30.54409 31.39919 32.27836
A 38,438 39,514 40,620 41,758 42,927 44,129 45,364 46,634 47,939 49,282 50,661 52,081 53,539 55,038
H 21.00433 21.59216 22.19689 22.81847 23.45761 24.11429 24.78919 25.48299 26.19636 26.92998 27.68385 28.45931 29.25638 30.07555
A 35,818 36,821 37,853 38,912 40,002 41,122 42,273 43,456 44,673 45,924 47,209 48,531 49,890 51,286
H 19.57286 20.12088 20.68443 21.26350 21.85876 22.47090 23.09990 23.74647 24.41126 25.09492 25.79750 26.51965 27.26203 28.02537
A 33,524 34,462 35,427 36,419 37,439 38,487 39,566 40,673 41,812 42,983 44,186 45,423 46,696 48,003
H 18.31889 18.83182 19.35892 19.90086 20.45834 21.03134 21.62051 22.22590 22.84817 23.48798 24.14533 24.82158 25.51674 26.23120

THIS SCHEDULE IS BASED ON A 244 DAY CALENDAR AND A 7 1/2 HOUR WORKDAY. 

2019-2020 Salary Program: All rates on the BTU-TSP Salary Schedule and employee salaries subject to it shall increase by 2.0% effective July 1, 2019.
Employees who are employed as of the date of Board approval of this Agreement will receive the increase retroactive to July 1, 2019.

As of the 2016-2017 school year, BTU-TSP employees with fifteen (15) to twenty (20) years of employment tenure with the District as of June 30, 2016 shall receive a recurring payment of $1,000 annually. 
As of the 2016-2017 school year, BTU-TSP employees with greater than twenty (20) years of employment tenure with the District as of June 30, 2016 shall receive a recurring payment of $1,400 annually.

Advanced Degree Incentives and Amounts of Incentives: Bachelors - $1,000, Masters - $1,500 and Doctorate - $2,000.

For the 2020-2021 school year, bargaining unit employees who were in an active status on the first day of their work calendar and are in an active status as of the date of full ratification, will receive a one-time bonus (non-recurring, non-FRS 
eligible) equal to $1500.

Broward Teachers Union - Technical Support Professionals
SALARY SCHEDULE
2019-2020 2020-2021
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BTU-TSP JOB DESCRIPTIONS/JOB FAMILIIES

APPENDIX E

CODE POSITION TITLE TSP JOB FAMILY

WW-006.1 Accountant I Finance
WW-006.2 Accountant II Finance
WW-006.3 Accountant III Finance
WW-004 Accountant IV (Except Financial Reporting) Finance
W-007 Accountant V (Except Benefits) Finance
ZZ-032 Accountant, BEF Finance
DD-116 Analyst, Energy Conservation Facilities & Maintenance
SS-040 Architect IV Facilities & Maintenance
SS-028 Architect V Facilities & Maintenance
BB-001 Area Business Analyst Finance
DD-009 Area Supervisor I, Maintenance Facilities & Maintenance
DD-039 Assistant Area Supervisor, Maintenance Facilities & Maintenance
S-012 Assistant Chief Building Official, Inspections Facilities & Maintenance
R-051 Basis Administrator Computer-NW/Sys Analyst
RR-073 BECON - Traffic Supervisor Production/Eng & Art.Graphics
RR-038 Becon Engineering Manager Production/Eng & Art.Graphics
R-020 Becon Station Manager Production/Eng & Art.Graphics
WW-014.1 Budget Analyst I Finance
WW-014.2 Budget Analyst II Finance
WW-014.3 Budget Analyst III Finance
WW-017 Budget Specialist/FTE Specialist Computer - Cust Svc
RR-032 Building Control Specialist IV Facilities & Maintenance
W-032 Business Warehouse Administrator Computer-NW/Sys Analyst
WW-010.1 Capital Budget Analyst I Finance
WW-10.2 Capital Budget Analyst II Finance
WW-010.3 Capital Budget Analyst III Finance
WW-005 Capital Budget Analyst IV Finance
W-009 Capital Budget Analyst V Finance
W-003 Capital Network Syst Administrator Computer - Applications
WW-001 Capital Network Syst Coordinator Computer - Applications
W-004 Capital Payment Review Supervisor Finance
RR-058 CATV Technician Apprentice Production/Eng & Art.Graphics
EE-138 Clinical Nurse, Health Ed Services Nursing
EE-125

Clinical Nursing Supervisor - Exceptional Centers, ESE Clusters, Head Start, Full 
Service School Programs Sites with Medically Complex Students Nursing

RR-056 Community Relations Assistant Public Affairs

RR-054 Community Resource Specialist, Volunteer Services Public Affairs

KK-106 Community Service Specialist I Public Affairs

EE-006 Community Service Specialist II Public Affairs
SS-046.1 Computer Aided Drafting (CAD) Draftsperson A Facilities & Maintenance
SS-046.2 Computer Aided Drafting (CAD) Draftsperson B Facilities & Maintenance
SS-046.3 Computer Aided Drafting (CAD) Draftsperson C Facilities & Maintenance
SS-046.4 Computer Aided Drafting (CAD) Draftsperson D Facilities & Maintenance
DD-098 Computer Training Instructor, Food Service Customer Service
SS-084 Construction Purchasing Agent Purchasing
DD-105 Coordinator II, Loss Prevention & Safety Facilities & Maintenance
RR-061 Coordinator, BECON Public Relations & Fund Raising Public Affairs

E-134 Coordinator, Behavior Ed Pgms/Curriculum

B-020 Coordinator, Charter Schools Ed Pgms/Curriculum
E-129 Coordinator, Diversity & Cultural Outreach Ed Pgms/Curriculum
SS-094 Coordinator, Environmental Resource Mgmt Facilities & Maintenance
S-031 Coordinator, Facility Planning & Educational Programming Facilities & Maintenance

Z-026 Coordinator, Governmental Affairs Public Affairs
S-014 Coordinator, Management Systems Computer - Applications
E-028 Coordinator, Medicaid Finance

C-036 Coordinator, Non-Instructional Development HR/Staff Dev
R-012 Coordinator, Parents, Business & Community Partnerships Public Affairs

R-002 Coordinator, Partners in Education Public Affairs

C-043 Coordinator, Quality Support HR/Staff Dev
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CODE POSITION TITLE TSP JOB FAMILY

DD-109 Coordinator, Supplier Diversity and Outreach Program Purchasing

C-040 Coordinator, Teacher Support Ed Pgms/Curriculum
SS-069 Coordinator, Telecommunications, Wiring & Installation Telecommunications

C-042 Coordinator, Training HR/Staff Dev

RR-053 Coordinator, Volunteer Services Public Affairs
WW-008 Cost Accountant Finance

SS-086 Cost Estimator / Scheduler Facilities & Maintenance

EE-135 Courts Liaison Ed Pgms/Curriculum

KK-025 CTACE Business Analyst - Career, Technical, and Adult/Community Education Finance
EE-128 CTACE Grant Administrator Finance

ZZ-027 Curator, Old Dillard Museum Public Affairs

EE-137 Curriculum Support Specialist, Military Science Ed Pgms/Curriculum
WW-013.1 Customer Service Analyst I Computer - Cust Svc
WW-013.2 Customer Service Analyst II Computer - Cust Svc
WW-013.3 Customer Service Analyst III Computer - Cust Svc

RR-050.1 Database Researcher I Research/Evaluation

RR-050.2 Database Researcher II Research/Evaluation

RR-050.3 Database Researcher III Research/Evaluation

RR-050.4 Database Researcher IV Research/Evaluation
RR-072 Demographer Analyst Facilities & Maintenance
SS-066 Designer I, II, III, Architectural Facilities & Maintenance
SS-042 Designer III, Architectural Facilities & Maintenance
SS-043 Designer III, Engineering Facilities & Maintenance
RR-070 Digital Broadcast Engineer Production/Eng & Art.Graphics
SS-075 Director, Design & Construction Contracts Facilities & Maintenance
S-010.1 Director, Plan/Designs Facilities & Maintenance
RR-071 Distance Learning Outreach Specialist Computer - Applications
R-022 District Network Coordinator Computer - Applications
SS-093 District Space Planner Facilities & Maintenance
RR-066 District Webmaster Computer - Applications
SS-056 Document Specialist Facilities & Maintenance
SS-058 Draftsperson E Facilities & Maintenance
SS-044 Draftsperson, Senior Facilities & Maintenance

EE-090
Educational Specialist I, English for Speakers of Other Languages (ESOL)/Foreign 
Language Ed Pgms/Curriculum

CC-055 Employee Health Testing Specialist HR/Staff Dev

RR-051 Evaluation Administrator Research/Evaluation
RR-060 Executive Producer - BECON Production/Eng & Art.Graphics
SS-041 Facilities Engineer V Facilities & Maintenance
R-049 Finance Manager, ETS Finance
WW-012 Financial Reporting Analyst Finance
WW-016 Financial Systems Integrator Computer-NW/Sys Analyst
SS-027 Furniture & Equipment Coordinator Purchasing

ZZ-026 Gang Prevention Coordinator Ed Pgms/Curriculum

EE-047 General Education Development Tester Ed Pgms/Curriculum
ZZ-034 Grants Administrative Specialist Ed Pgms/Curriculum
DD-020 Grounds Manager Facilities & Maintenance
JJ-083 Licensed Practical Nurse I, II, III/Medically Complex Exceptional Students Nursing
RR-041 Local Area Network Coordinator Computer - Applications
EE-023 Magnet - Communications/Broadcast Arts Engineer Production/Eng & Art.Graphics
D-021 Manager Energy Conservation Utility Management (Previously R-021) Facilities & Maintenance
R-030 Manager I, Customer Support Services Computer - Cust Svc
W-015 Manager I, Systems & Procedures Finance
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D-048 Manager I, Systems & Procedures - Physical Plant Operations Computer-NW/Sys Analyst
RR-028 Manager II, Production Production/Eng & Art.Graphics
RR-062 Manager of Graphics, Print Products Production/Eng & Art.Graphics
RR-027 Manager of Graphics, Video Products Production/Eng & Art.Graphics
D-033 Manager Purchasing Operations Purchasing
R-045 Manager, Conferencing Services Computer - Applications
W-029 Manager, ERP-Budget Finance
W-029 Manager, ERP-Finance & Integration Finance
W-029 Manager, ERP-HR HR/Staff Dev
W-029 Manager, ERP-Operations Purchasing
W-029 Manager, ERP-Payroll Finance
W-029 Manager, ERP-Programming Computer-Programmer
D-050 Manager, Food & Nutrition Services Finance
EE-136 Manager, SSS/ESE Electronic Management System (EMS) Ed Pgms/Curriculum
DD-090 Manager, Training HR/Staff Dev
DD-081 Manager, Transportation Terminal Transportation
RR-074 Marketing Specialist, BECON Public Affairs

DD-111
Minority/women Business Enterprise (M/WBE) Contract Compliance Administrator I, 
II, III Purchasing

DD-110 Minority/Women Business Enterprise (M/WBE) Specialist I, II, III Purchasing
RR-011 Network Analyst III Computer-NW/Sys Analyst
RR-004 Network Analyst IV Computer-NW/Sys Analyst
JJ-050 Occupational Therapy Assistant Nursing
DD-119 Operational Analyst, Physical Plant Operations Facilities & Maintenance

EE-130
Operations and Logistics Specialist, Junior Reserve Officers Training Corps (JROTC) 
and Principal's Leadership Development Corps (PLDC) Ed Pgms/Curriculum

RR-050 Operations Service Specialist Computer - Operations
RR-045 Operations Specialist Computer - Operations
RR-002 Operations Supervisor Computer - Operations
CC-012.1 Personnel Administrator I HR/Staff Dev
CC-012.2 Personnel Administrator II HR/Staff Dev
CC-012.3 Personnel Administrator III HR/Staff Dev
C-011 Personnel Specialist/Instructor I, II, III HR/Staff Dev
JJ-051 Physical Therapy Assistant Nursing
Z-027 Planner, Grants Ed Pgms/Curriculum
S-033 Planner, Growth Management Impact Facilities & Maintenance

S-035 Planner, Growth Management Monitoring Facilities & Maintenance
RR-064 Planner, School Boundaries Facilities & Maintenance
SS-053 Planning Analyst Facilities & Maintenance

SS-089 Plans Examiner (Specialties:  Building , Civil, Structural, HVAC, Plumbing, Electrical) Facilities & Maintenance
SS-014.1 Plans Examiner / Inspector - Building Facilities & Maintenance
SS-014.4 Plans Examiner / Inspector - Electrical Facilities & Maintenance
SS-014.6 Plans Examiner / Inspector - Fire Safety Facilities & Maintenance
SS-014.3 Plans Examiner / Inspector - Mechanical Facilities & Maintenance
SS-014.2 Plans Examiner / Inspector - Plumbing Facilities & Maintenance
SS-014.5 Plans Examiner / Inspector - Roofing Facilities & Maintenance
W-034 Portal Administrator Computer-NW/Sys Analyst
W-031 Process Analyst -  Personnel Dev HR/Staff Dev
W-031 Process Analyst - Accounts Payable Finance
W-031 Process Analyst - Benefits HR/Staff Dev
W-031 Process Analyst - Bus Warehouse Computer-NW/Sys Analyst

W-031 Process Analyst - Change Management Computer - Cust Svc
W-031 Process Analyst - Chg Mgmt-Web Computer - Applications
W-031 Process Analyst - Controlling Finance
W-031 Process Analyst - E-Recruitment HR/Staff Dev
W-031 Process Analyst - Funds Management Finance
W-031 Process Analyst - Grants Management Finance
W-031 Process Analyst - Learning Solutions HR/Staff Dev
W-031 Process Analyst - Mat/Inv Mgmt Purchasing
W-031 Process Analyst - Org Management HR/Staff Dev
W-031 Process Analyst - Payroll Finance
W-031 Process Analyst - Personnel Admin HR/Staff Dev
W-031 Process Analyst - Plant Maint Facilities & Maintenance
W-031 Process Analyst - Purchasing Purchasing
W-031 Process Analyst - Time Management HR/Staff Dev
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W-031 Process Analyst - Transportation Transportation
W-031 Process Analyst - Treasury Finance

DD-075 Program Manager, Nutrition Education and Training HR/Staff Dev
EE-139 Program Supervisor, BASCC Ed Pgms/Curriculum
RR-012.1 Programmer I Computer-Programmer
RR-012.2 Programmer II Computer-Programmer
RR-012.3 Programmer III Computer-Programmer
RR-001 Programmer IV Computer-Programmer
ZZ-031 Programs Coordinator III, Broward Education Foundation Public Affairs
CC-022 Project Manager - Occupational Health/Environmental Control Facilities & Maintenance
SS-019 Project Manager I Facilities & Maintenance
SS-039 Project Manager I Facilities & Maintenance
SS-054 Project Manager I Facilities & Maintenance
SS-060 Project Manager I Facilities & Maintenance
SS-080 Project Manager II Facilities & Maintenance
SS-081.1 Project Manager II Facilities & Maintenance
SS-079 Project Manager II (Warranty Administrator) Facilities & Maintenance
D-054 Project Manager II, Energy Conservation & Utility Management Facilities & Maintenance
S-017 Project Manager III - Facilities & Construction Facilities & Maintenance
R-048 Project Manager, Tech and Instruction Computer-NW/Sys Analyst
R-016 Project Manager, Technology, Project Management Office Computer-NW/Sys Analyst
DD-089 Projects Coordinator, Physical Plant Facilities & Maintenance
SS-057 Property Coordinator Facilities & Maintenance
DD-086-1 Purchasing Agent I Purchasing
DD-094-1 Purchasing Agent I, School Food Service Purchasing
DD-086-2 Purchasing Agent II Purchasing
DD-094-2 Purchasing Agent II, School Food Service Purchasing
DD-086-3 Purchasing Agent III Purchasing
DD-078 Purchasing Agent IV Purchasing
DD-093 Purchasing Agent, Food Service Equipment & Supplies Purchasing
DD-103 Purchasing Card Coordinator Purchasing
SS-018 Real Property Analyst Facilities & Maintenance

R-033 Research Specialist Research/Evaluation
DD-085 Route Planner Transportation
DD-107 Safety Specialist I Facilities & Maintenance
DD-106 Safety Specialist II Facilities & Maintenance
DD-118 Scheduler, Physical Plant Operations Facilities & Maintenance

KK-136 School Age Child Care Supervisor Ed Pgms/Curriculum

JJ-049
School Nurse - Exceptional Student Centers or Schools with ESE Clusters, Head Start, 
Full Service Schools Programs Nursing

S-002 Senior Architect Facilities & Maintenance
SS-020 Senior Capital Project Planner Computer-NW/Sys Analyst
R-026 Senior Data Warehouse (DHW) Analyst Computer-NW/Sys Analyst
SS-045 Senior Document Specialist Facilities & Maintenance
S-020 Senior Engineer Facilities & Maintenance

SS-090 Senior Plan Examiner (Specialties:  Building, Civil, Structural, Mechanical, Electrical) Facilities & Maintenance
S-010.2 Senior Project Manager / Construction Phase Facilities & Maintenance
R-025 Senior Rapid Application Development (RAD) Analyst Computer-NW/Sys Analyst
SS-087 Senior Webmaster / Project Planner Computer - Applications
DD-082 Shift Supervisor, Transportation Terminal Transportation

EE-008 Specialist (ESEA Title I) Basic Parent Involvement Program Ed Pgms/Curriculum
EE-112 Specialist , Innovative Programs Public Affairs
CC-059 Specialist Workers - Compensation HR/Staff Dev

EE-126 Specialist, (Bilingual - title VII) Parent Outreach Program Public Affairs

EE-007 Specialist, (ESEA Title I) Basic School-Wide Project and Program Improvement Ed Pgms/Curriculum

EE-003 Specialist, *Title I) Non-Public, Neglected and Delinquent Ed Pgms/Curriculum
SS-092 Specialist, American with Disabilities Act (ADA) Accessibility Projects Facilities & Maintenance
RR-065 Specialist, Demographer / Statistician Facilities & Maintenance

EE-009 Specialist, Family-School Partnership Programs Public Affairs

APX. E-4



BTU-TSP JOB DESCRIPTIONS/JOB FAMILIIES

APPENDIX E

CODE POSITION TITLE TSP JOB FAMILY

SS-088 Specialist, Florida Inventory of School Houses (FISH) Facilities & Maintenance
ZZ-028 Specialist, Grants Ed Pgms/Curriculum

EE-129 Specialist, Media & Instructional Material Ed Pgms/Curriculum

RR-055 Specialist, Parents, Business, & Community Partnerships Public Affairs

RR-052 Specialist, Public Affairs & Community Relations Public Affairs
DD-113 Specialist, QA - Custodial Facilities & Maintenance

EE-132 Specialist, Technical, Adult and Community Education Ed Pgms/Curriculum
RR-030 Specialist, Testing Ed Pgms/Curriculum

EE-005 Specialist, Title I, Elementary Ed Pgms/Curriculum

EE-004 Specialist, Title I, Secondary Ed Pgms/Curriculum
SS-085 Specification Writer Facilities & Maintenance
CC-053 Staff Assistant HR/Staff Dev
DD-038 Staff Developer, Transportation Training Operations HR/Staff Dev
RR-057 Supervisor I, Customer Support Services Computer - Cust Svc
DD-022 Supervisor I, Electrical Facilities & Maintenance
DD-003 Supervisor I, Heating, Ventilating and Air Conditioning Facilities & Maintenance
DD-023 Supervisor I, Mechanical Equipment Facilities & Maintenance
DD-026 Supervisor I, Minor Capital Outlay Facilities & Maintenance
DD-002 Supervisor I, Painting Facilities & Maintenance
RR-063 Supervisor I, Printing Services Production/Eng & Art.Graphics
DD-008 Supervisor I, Roofing Facilities & Maintenance
RR-005 Supervisor II, Computer Operations Computer - Operations
DD-114 Supervisor II, Custodial Facilities & Maintenance
DD-115 Supervisor II, Grounds Facilities & Maintenance
DD-037 Supervisor II, Transportation Staffing Transportation
DD-087 Supervisor II, Vehicle Maintenance, Parts Transportation
DD-007 Supervisor III, Mail Service Facilities & Maintenance
DD-088 Supervisor III, Office Operations/Data Entry Computer - Applications
CC-052 Supervisor III, Operations Facilities & Maintenance
WW-015 Supervisor Internal Accounts Support Finance
DD-034 Supervisor Physical Plan Operations (PPO) Stockroom Facilities & Maintenance
CC-030 Supervisor Risk Management Facilities & Maintenance
DD-079 Supervisor Training Operations HR/Staff Dev
WW-007 Supervisor, Accounts Payable Finance
DD-019 Supervisor, Capital Projects Facilities & Maintenance
RR-006 Supervisor, Computer Operations Computer - Operations
WW-009 Supervisor, Data Entry (Accounting) Computer - Applications
ZZ-035 Supervisor, Kids in Need Resource Center (KINRC) Public Affairs
DD-120 Supervisor, Logistics & Relocation Services Facilities & Maintenance
DD-091 Supervisor, Planning & Scheduling Facilities & Maintenance
RR-010 Supervisor, Records Retention Computer - Cust Svc
DD-035 Supervisor, Special Needs Trans Transportation
DD-036 Supervisor, Transportation Operations Transportation
DD-117 Supervisor, Vehicle Maintenance Transportation
DD-021 Supervisor, Work Order/Work Flow Facilities & Maintenance
DD-010 Supervisor, Workflow/Labor Utilization Facilities & Maintenance
R-018 Systems Analyst Computer-NW/Sys Analyst
RR-025.1 Systems Analyst I Computer-NW/Sys Analyst
RR-025.2 Systems Analyst II Computer-NW/Sys Analyst
RR-025.3 Systems Analyst III Computer-NW/Sys Analyst
RR-035 Systems Analyst IV Computer-NW/Sys Analyst
RR-039 Systems Integrator Computer-NW/Sys Analyst
R-019 Systems Programmer Computer-Programmer
RR-044 Systems Programmer I Computer-Programmer
RR-003 Systems Programmer II Computer-Programmer
SS-082 Systems Support Specialist Computer - Cust Svc
DD-108 Technical Services Supervisor, Food Service Computer-NW/Sys Analyst
DD-104 Technology/Telecommunications Standard Specialist - Purchasing Telecommunications
RR-033 Telecommunications Analyst IV Telecommunications

EE-084 Textbook Analyst Ed Pgms/Curriculum
RR-036 Training Analyst HR/Staff Dev
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CC-051 Training Specialist, Management Skills Development HR/Staff Dev
E-138 Transition Services Specialist Ed Pgms/Curriculum
DD-074 Transportation Route Analyst Transportation
WW-011. 1.2.3 Treasury Analyst I, II, III Finance
W-025 Treasury Manager Finance
RR-020 TV Art/Graphics Specialist Production/Eng & Art.Graphics
RR-019 TV Audio Production Specialist Production/Eng & Art.Graphics
RR-017 TV Broadcast Engineer I Production/Eng & Art.Graphics
RR-022 TV Broadcast Engineer II Production/Eng & Art.Graphics
RR-014 TV Broadcast Maintenance Engineer Production/Eng & Art.Graphics
RR-024 TV Graphics Assistant Production/Eng & Art.Graphics
RR-015 TV Producer/Director Production/Eng & Art.Graphics
RR-042 TV Production Apprentice Production/Eng & Art.Graphics
RR-021 TV Production Assistant Production/Eng & Art.Graphics
RR-018 TV Production Crew Chief Production/Eng & Art.Graphics
RR-016 TV Studio Technical Advisor Production/Eng & Art.Graphics
RR-023 TV Traffic Specialist Production/Eng & Art.Graphics
CC-029 Wellness Coordinator HR/Staff Dev
RR-040 Wide Area Network Coordinator Computer - Applications

EE-131 World Refugee Recruiter/Employability Skills Job Developer (Grant Funded) Ed Pgms/Curriculum
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APX F-1 

THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 
REQUEST FOR HARDSHIP TRANSFER (BTU-TSP) 

 
Hardship Transfer is defined as an employee traveling 20 miles or more one way to work or 
having a serious medical condition (must be documented). 
 
EMPLOYEE NAME:   REQUEST 

DATE: 
 

EMPLOYEE 
ADDRESS: 

  PERSONNEL 
NO. 

 

 
CURRENT 
SCHOOL/DEPARTMENT: 

 

PRESENT CLASSIFICATION:  
 
I REQUEST A TRANSFER TO THE FOLLOWING LOCATION(S) IN DESCENDING ORDER OF 
PREFERENCE: 
 
 LOCATION NUMBER LOCATION NAME 
1.   
2.   
3.   
4.   
5.   
 
REASON FOR REQUEST: 
 
 
 
 
 
 
An employee who meets the “hardship” definition will be guaranteed an 
interview for a Board-determined vacancy at any of the work locations that the 
employee has selected.   
 
 
 
    
 Employee’s Signature  Date 
 
 
DISTRIBUTION: 
 
Original to (Talent Acquisition & Operations (Non-Instructional) 
Copy to Administrator (Optional) 
Copy to be retained by Employee 
 
Form #4075 
NEW – Employee & Labor Relations 
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THEȱSCHOOLȱBOARDȱOFȱBROWARDȱCOUNTY,ȱFLORIDAȱ
NONȬINSTRUCTIONALȱSTAFFINGȱ

ȱ
Telephone:ȱ754Ȭ321Ȭ1815ȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱFacsimile:ȱ754Ȭ321Ȭ2448ȱ

 
3(56211(/�'$7$�)250�

�
-RE�)DPLO\���BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�

�
� � � � � � � �
1DPH� � � � � � � � 3HUVRQQHO�1XPEHU�
�
� � � � � � � � BBBBBBBBBBBBBBBBBBBBBBBBBBB�
&XUUHQW�-RE�7LWOH� � � � � � � &XUUHQW�3D\�*UDGH�
�
������&ROOHJH�'HJUHH�����BBB�<HV� BBB�1R����� 'HJUHH�V��	�0DMRU�V�����BBBBBBBBBBBBBBBBBBBBBB�
�
(QFORVHG�LV�D�OLVWLQJ�RI�DOO�SRVLWLRQ�WLWOHV�LQ�\RXU�MRE�IDPLO\�WKDW�DUH�HTXDO�WR�RU�ORZHU�WKDQ�\RXU�FXUUHQW�
SD\�JUDGH��DQG�WKDW�DUH�KHOG�E\�HPSOR\HHV�ZLWK�OHVV�VHQLRULW\�WKDQ�\RX��DV�ZHOO�DV�DOO�YDFDQW�SRVLWLRQV�LQ�
\RXU�MRE�IDPLO\��
�
-RE� GHVFULSWLRQV� DUH� RQOLQH� DW�� � KWWS���ZZZ�EURZDUG�N���IO�XV�&RPSHQVDWLRQ�-'3')�MGVHDUFK��DVS�� � -RE�
GHVFULSWLRQV�LQFOXGH�TXDOLILFDWLRQV�DQG�SHUIRUPDQFH�UHVSRQVLELOLWLHV�IRU�HDFK�SRVLWLRQ��
�
7KURXJKRXW�WKLV�SURFHVV��³VHQLRULW\�³VKDOO�EH�EDVHG�XSRQ�HPSOR\HH¶V�GDWH�RI�KLUH�SXUVXDQW�WR�$UWLFOH���RI�
WKH� %78�763� &ROOHFWLYH� %DUJDLQLQJ� $JUHHPHQW�� � 3XUVXDQW� WR� $UWLFOH� ��� RI� WKH� %78�763� &ROOHFWLYH�
%DUJDLQLQJ�$JUHHPHQW��³)RU�DQ\�RSWLRQ��WKH�ODLG�RII�HPSOR\HH�PXVW�EH�TXDOLILHG�IRU�WKH�SRVLWLRQ�DQG�WKH�
SRVLWLRQ�PXVW�EH�DW�DQ�HTXLYDOHQW�RU�ORZHU�SD\�JUDGH�´�
�
�
)DLOXUH�WR�VHOHFW�RQH�RI�WKH�IROORZLQJ�RSWLRQV�ZLOO�UHVXOW�LQ�WKH�'LVWULFW�GHWHUPLQLQJ�\RXU�
SODFHPHQW��
�
6HFWLRQ�,��
�
3ODFH�DQ�³;´�QH[W�WR�21(�RI�WKH�IROORZLQJ�RSWLRQV��
�
� � BBBBB� )LOO�D�YDFDQW�SRVLWLRQ�ZLWKLQ�KLV�KHU�FXUUHQW�MRE�IDPLO\��
� 1RWH�� � ,I� WKHUH� LV� DQ� ³1�$´� QH[W� WR� WKH� RSWLRQ� DERYH�� WKHUH� DUH� QR� YDFDQW�

SRVLWLRQV�ZLWKLQ�\RXU�MRE�IDPLO\��
RU�

BBBBB� 5HWXUQ� WR� WKH� MRE� FODVVLILFDWLRQ�ZLWKLQ� WKH� VDPH� MRE� IDPLO\�� ZKLFK� WKH� ODLG�RII�
HPSOR\HH�PRVW�UHFHQWO\�KHOG��DQG�GLVSODFH�WKH�HPSOR\HH�ZLWK�WKH�OHDVW�VHQLRULW\��

RU�
BBBBB� 'LVSODFH� WKH� HPSOR\HH� ZLWK� WKH� OHDVW� VHQLRULW\� LQ� DQ\� SRVLWLRQ� ZLWKLQ� WKH� MRE�

IDPLO\��
�

$OO�DIIHFWHG�HPSOR\HHV�PXVW�FRPSOHWH�6HFWLRQ�,,�RQ�WKH�VHFRQG�SDJH�RI�WKLV�IRUP��



APX G-2 

3/($6(�68%0,7�7+(�)2//2:,1*�'2&80(176�:,7+�7+,6�)250��
x� &XUUHQW�5HVXPH�
x� &RS\�RI�&ROOHJH�'LSORPD�V��
x� &RS\�RI�DQ\�SURIHVVLRQDO�OLFHQVHV�
�
6HFWLRQ�,,��
�
%DVHG�XSRQ�\RXU�VHOHFWHG�RSWLRQ�LQ�6HFWLRQ�,��LGHQWLI\�D�MRE�FKRLFH�DQG�DQ�DOWHUQDWH�MRE�FKRLFH���,I�\RXU�
FKRLFH�LV�QRW�DYDLODEOH��\RX�ZLOO�EH�SODFHG�LQWR�WKH�DOWHUQDWH�SRVLWLRQ�\RX�VHOHFWHG��LI�DYDLODEOH���<RX�ZLOO�
EH�QRWLILHG�YLD�HPDLO�LI�\RXU�VHOHFWHG�RU�DOWHUQDWH�MRE�LV�QRW�DYDLODEOH��
�
)RU�DQ\�RSWLRQ��WKH�ODLG�RII�HPSOR\HH�PXVW�EH�TXDOLILHG�IRU�WKH�SRVLWLRQ�DQG�WKH�SRVLWLRQ�PXVW�EH�DW�
DQ�HTXLYDOHQW�RU�ORZHU�SD\�JUDGH��
�

-RE�7LWOH�
-RE�&KRLFH�
$OWHUQDWH�&KRLFH�
�
/LVW�DQ\�/LFHQVHV�&HUWLILFDWLRQV�WKDW�\RX�KDYH��
�

/LFHQVHV�&HUWLILFDWLRQV� ([SLUDWLRQ�'DWH�
�
�
�
�
�
/LVW�DQ\�/LFHQVHV�&HUWLILFDWLRQV�WKDW�\RX�DUH�(/,*,%/(�IRU���
�
�
�
�
�
�
�
3OHDVH�FRPSOHWH�DQG�UHWXUQ�IRUPV�WR�9LFWRULD�.��.DXIPDQ��'LUHFWRU��1RQ�,QVWUXFWLRQDO�6WDIILQJ��.&:��UG�
)ORRU��E\�BBBBBBBBBBBBBB��
 
6HFWLRQ�,,,�
�
&KHFN�+HUH���BBBBBBB�LI�\RX�DUH�FODLPLQJ�9HWHUDQV¶�3UHIHUHQFH�DQG�VXEPLW�WKH�IROORZLQJ�GRFXPHQWV��
�
o� 9(7(5$16¶�35()(5(1&(�&/$,0�)250�
o� &23<�2)�<285�''�����
o� 3522)�2)�)/25,'$�5(6,'(1&<�
�
�
Employee Signature:  _______________________________         Date:  ____________________ 
 
Form #4072 
NEW 
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2ULHQWDWLRQ�DQG�7UDLQLQJ�*XLGHOLQHV��
7UDQVIHUUHG�763�(PSOR\HHV�
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�

2ULHQWDWLRQ�DQG�7UDLQLQJ�*XLGHOLQHV�IRU�7UDQVIHUUHG�

763�(PSOR\HHV�

3ULRU�WR�)LUVW�'D\�

¾� 6HQG�(PDLO�WR�$OO�&RZRUNHUV�$QQRXQFLQJ�7UDQVIHUUHG�(PSOR\HH�
�

6DPSOH�(PDLO�

�

�

�

�

�

�
¾� (PDLO�:HOFRPH�/HWWHU�WR�WKH�1HZ�(PSOR\HH�

6DPSOH�/HWWHU�
�

�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�

)LUVW�'D\�&KHFNOLVW�

�
'HDU�1DPH���
�
,�DP�SOHDVHG�WR�ZHOFRPH�\RX�WR�\RXU�QHZ�SRVLWLRQ��
�3RVLWLRQ� 7LWOH��� � 7KH� WHDP� LV� ORRNLQJ� IRUZDUG� WR�
ZRUNLQJ�ZLWK�\RX��
�
2Q� \RXU� ILUVW� GD\�� ,� ZLOO� PHHW� ZLWK� \RX� WR� UHYLHZ�
\RXU� ZRUN� DUHD�� GHSDUWPHQWDO� SURFHGXUHV�� MRE�
GHVFULSWLRQ� LQFOXGLQJ� VSHFLILF� UHVSRQVLELOLWLHV��
H[SHFWDWLRQV��DQG�SURJUHVV�PRQLWRULQJ�SURFHVVHV�� �,W�
LV� P\� JRDO� WR� KHOS� \RX� EHFRPH� FRPIRUWDEOH� DQG�
SURGXFWLYH� LQ� \RXU� QHZ� SRVLWLRQ� DV� TXLFNO\� DV�
SRVVLEOH��
�
3OHDVH� DFFHSW� P\� SHUVRQDO� ZHOFRPH� WR� WKH�
�'HSDUWPHQW�� RI� WKH� 6FKRRO� %RDUG� RI� %URZDUG�
&RXQW\��
�
6LQFHUHO\��
6XSHUYLVRU�

2Q�00�''�<<�ZH�DUH�ZHOFRPLQJ��1DPH��LQWR�RXU�
GHSDUWPHQW� DV� D� �-RE� 7LWOH��� 3OHDVH� GR� HYHU\WKLQJ�
\RX� FDQ� WR� PDNH� �)LUVW� 1DPH�� IHHO� ZHOFRPH��
,QLWLDOO\�� �1DPH�� ZLOO� EH� DVVLJQHG� DV� D� EXGG\� WR�
�1DPH��WR�DVVLVW��1DPH��ZLWK�KLV�KHU�WUDQVLWLRQ�LQWR�
RXU�GHSDUWPHQW��
�
3OHDVH�PDNH�D�SRLQW�RI�ZHOFRPLQJ��1DPH��GXULQJ�
KLV�KHU�ILUVW�GD\�RQ�WKH�MRE��
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¾� ,QWURGXFH�HPSOR\HH�WR�DOO�WHDP�PHPEHUV�LQFOXGLQJ�FOHULFDO�VWDII����,Q�RQH�

VHWWLQJ�LI�SRVVLEOH����'XULQJ�LQWURGXFWLRQV��UHYLHZ�HYHU\RQH¶V�IXQFWLRQ�ZLWKLQ�
WKH�GHSDUWPHQW��
�

¾� (VFRUW�HPSOR\HH�WR�KLV�KHU�ZRUN�DUHD��
�

¾� ,QWURGXFH�DQG�H[SODLQ�GHSDUWPHQWDO�SROLFLHV�DQG�SURFHGXUHV��
�

¾� 3URYLGH�DQ�RSSRUWXQLW\�WR�FRPSOHWH�DQ\�QHFHVVDU\�SDSHUZRUN���
�

¾�*R�RYHU�HPSOR\HH¶V�ZRUN�VFKHGXOH�DQG�KRXUV�RI�DFFHVV�WR�EXLOGLQJ��
�

¾� &RQGXFW�D�EULHI�WRXU�RI�WKH�IDFLOLW\��
�

¾� ,I�HPSOR\HH�ZLOO�EH�VXSHUYLVLQJ�RWKHUV��QRWLI\�DIIHFWHG�HPSOR\HHV��
�

¾� 3URYLGH�HPSOR\HH�D�OLVW�RI�LPSRUWDQW�SKRQH�QXPEHUV�WR�NQRZ��
�

¾�$QVZHU�HPSOR\HH�TXHVWLRQV���
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)LUVW�:HHN�&KHFNOLVW�
�
�
6WDII�0HPEHU¶V�1DPH��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB7LWOH��BBBBBBBBBBBBBBBBBBBBBBBBBB�
�
'HSDUWPHQW��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB&RPSOHWHG�E\��BBBBBBBBBBBBBBBBBBBBBBB�
�
6XSHUYLVRU¶V� ,QVWUXFWLRQV��3OHDVH� FRPSOHWH� WKLV� FKHFNOLVW�ZLWK� QHZ� VWDII�PHPEHU� DW� WKH� DSSURSULDWH� WLPHV��
%RWK� SDUWLHV� VKRXOG� LQLWLDO� LWHPV� DV� WKH\� DUH� FRPSOHWHG� DQG� WKHQ� VLJQ� DQG� GDWH� WKH� IRUP� DFNQRZOHGJLQJ� LWV�
FRPSOHWLRQ��
�
6XSHUYLVRU¶V�,QLWLDOV���6WDII�0HPEHU¶V�,QLWLDOV��
�
���BBBB�BBBB�5HYLHZ�WKH�SURJUHVV�PRQLWRULQJ�SURFHVV���
�
���BBBB�BBBB�5HYLHZ�DSSOLFDEOH�DQG�DSSURSULDWH�VWDII�FRPSHQVDWLRQ�SURFHVVHV��LQFOXGLQJ��

�� &RPS�WLPH�3D\UROO�7LPH�5HSRUWLQJ�3URFHVVHV�
�� 9DFDWLRQ�VFKHGXOLQJ��

�
���BBBB�BBBB�5HYLHZ�FRPSXWHU�V\VWHP��LQFOXGLQJ���

�� &RPSXWHU�QHWZRUN�DFFHVV�SDVVZRUGV�
�� 6HWWLQJ�XS�DQG�XVH�
�� 2IILFH�VRIWZDUH�SURJUDPV�
�� (PDLO�DFFRXQWV�

�
���BBBB�BBBB�5HYLHZ�WKH�VWUXFWXUH�DQG�SURFHGXUHV�RI�KLV�KHU�GHSDUWPHQW�LQFOXGLQJ���

�� 'HSDUWPHQW�RUJDQL]DWLRQ�FKDUW�±�KLJKOLJKW�WKH�QDPHV�DQG�GXWLHV�RI�NH\�SHUVRQQHO�DQG�ZKR�
WR�FRQWDFW�LI�WKH�VXSHUYLVRU�LVQ¶W�DYDLODEOH�

�� 2UGHULQJ�2EWDLQLQJ�VXSSOLHV�
�� 6HYHUH�ZHDWKHU�FDOORXW�SURFHGXUH�
�� :RUN�WUDYHO�RU�WULSV��SROLF\�	�SURFHGXUH��

�
���BBBB�BBBB�5HYLHZ�DSSOLFDEOH�MRE�GHVFULSWLRQ�DQG�VSHFLILF�UHVSRQVLELOLWLHV�DVVRFLDWHG�ZLWK�WKH�SRVLWLRQ�

�� 7DVNV�WR�EH�FRPSOHWHG��
�� 'HDGOLQHV�WR�EH�PHW��
�� )UHTXHQF\�RI�FRPSOHWLRQ��GDLO\��TXDUWHUO\��DQQXDOO\��HWF���
�� 5HTXLUHG�PHHWLQJV�
�� ([SHFWDWLRQ�IRU�SURILFLHQF\�

�
���BBBB�BBBB�'LVFXVV�DSSURSULDWH�VWDII�GHYHORSPHQW�RSSRUWXQLWLHV�DQG�UHTXLUHPHQWV���

�� 7UDLQLQJ�DQG�'HYHORSPHQW�UHTXLUHPHQWV��FRPSOHWH�ZLWKLQ����GD\V�LI�SRVVLEOH��
�� 2ULHQW�HPSOR\HH�WR�HYDOXDWLRQ�LQVWUXPHQW�ZLWKLQ�WKUHH�����ZHHNV�RI�UHDVVLJQPHQW�GDWH��
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