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STAFFING, REASSIGNMENT AND HIRING

FOR SCHOOL YEAR 2012-2013

This memorandum outlines important dates and procedures regarding the staffing of schools for the 2012-2013 school year, including transfers, excessing and reassignments, layoffs, returns from leave, requests for additional program areas and the hiring of new staff.  The dates and deadlines in this memorandum pertain to headmasters, principals, teachers (permanent and provisional), paraprofessionals and other administrators.

It is critical that all deadlines be met so that we can staff schools as efficiently as possible and with the highest caliber of qualified personnel. 

This memorandum contains the following information:

I. Leaves of Absence 

II. Qualifications For Additional Program Areas

III. Requests for Reassignment for Teachers and Paraprofessionals

IV. Reasonable Assurance of Provisional Teachers

V. Permanent Appointment of Provisional Teachers

VI. Transfer Process

VII. Open Posting of Teaching Positions

VIII. Hiring of International Teachers

IX. Job Sharing for Permanent Teachers and Paraprofessionals

Attachment 1:  Application for Additional Program Areas

Attachment 2:  Application for Reassignment

Attachment 3:  Reasonable Assurance Sign-off Form

Attachment 4:   Staffing and Hiring Calendar (December 2011-June 2012)

I. Leaves of Absence
How to Apply for a Leave or to Extend a Leave of Absence

School-based employees (except custodians, itinerants, cafeteria workers) must submit a request for leave electronically via The Hub.  

Once the leave request is submitted electronically, it is automatically sent to the employee’s supervisor for notification and to the Office of Human Resources for review. Employees and supervisors will automatically be notified whether the leave was approved, denied or is pending due to documentation, through their BPS email. To request a leave:  

· Login to The Hub 

· Click on My Benefits 

· Select “BPS Leave of Absence form” 

· Read through the instructions 

· Scroll down and click “Go” at the bottom right to proceed to the request form

Planning to Take a Leave of Absence in 2012-2013

Due Date: January 15, 2012

For teachers who are not currently on leave but who are planning to take a Leave of Absence during the upcoming school year, please submit your leave application via the Hub. Supporting Medical Documentation must be sent or faxed to the Office of Human Resources separately.

Currently On Leave of Absence in this School Year

Due Date: January 15, 2012

For teachers who are currently on leave, please submit the letter you received which states your intent to remain on leave or return from leave.  Supporting Medical Documentation must be sent or faxed to the Office of Human Resources separately.

For those unsure of whether or not a leave will continue into the following year please submit a written explanation by January 15, 2012 as to why a definitive answer is not possible. They must send a response, postmarked no later than May 1, 2012 as to whether or not they will return in September.  If they fail to respond by this date, they shall forfeit their rights to the position that they left and, if they return, shall be assigned by the Office of Human Resources.

Teachers on a Leave of Absence who fail to notify their Headmaster or Principal in writing by January 15, 2012 whether or not they will be returning from leave shall forfeit their rights to the position which they left and shall be placed in the reassignment/excess pool.

Types of Leave and Documentation Required*

Maternity (paid or unpaid) - Physician’s certification on letterhead, signed by the doctor only, indicating expected due date and dates the employee is expected to be unable to work.

 

Personal Illness (paid or unpaid)- Physician's certification on letterhead, signed by the doctor only, including a statement indicating an understanding of the requirements of the employee's position and confirmation the employee is unable to perform those duties. This statement must clearly indicate the anticipated dates the employee will be out of work.

 

Family Illness (paid or unpaid)- Physician’s certification on letterhead, signed by the doctor only, including a statement regarding the relationship of the individual to the employee and the anticipated dates the employee will be on leave.

 

Personal Reasons (unpaid) - Employee must include a brief statement outlining the purpose and duration of the leave.

 

Education/Study (unpaid) - Original document from Registrars office verifying acceptance into full time program of study.

  

Eligible teachers will not lose or accrue sick or personal days while on leave, but may continue their health insurance under the City of Boston’s Health Insurance Program.  The employee will be responsible for the entire cost of insurance while on leave.

Individuals should understand that, if approved, this leave will be granted for the school year and dates cannot be amended.

*School Committee policy precludes individuals from taking a leave of absence to seek/secure employment elsewhere.  If it is determined that an employee on an approved leave of absence is working elsewhere, it is grounds for termination.

II. Qualifications For Additional Program Areas 

Permanent Teachers may apply for Additional Program Area(s) in order to identify non-primary subject area(s) in which he or she holds a license(s) in the subject area. 

In order to be deemed qualified in program areas other than the "primary" subject area in which a teacher is currently teaching, a teacher must hold license in the subject area. The Massachusetts State license cannot be more than five (5) years old.  Documentation of the license must be provided from the Massa​chusetts Department of Education stating the date the license was granted in the area being claimed under this provision.  Re-licensure does not meet this criterion.

Additionally, the employee must satisfy either criteria (a) or (b) or (c):and supply appropriate documentation. 

a. Fifteen (15) course credits, graduate or undergraduate, approved as relevant to the program area qualification. All coursework must have been completed within the past five (5) years.  Original transcripts are required if claiming an area under this provision. When submitting transcripts please indicate the Fifteen (15) course credits relevant to the program area qualification. If transcripts are not attached the application may be denied. 

b. Two (2) years of teaching experience within Boston Public Schools in the subject area in the last ten (10) years.  A creditable year is one in which at least 50% of the weekly schedule is in the subject area.  A let​ter from the Headmaster or Principal, stating that you taught at least 50% of the weekly schedule in that area and designation of the specific year(s) will be required in the area you are claiming under this provision. If a letter is not attached the application may be denied. 

c. A mean score on the National Teachers Examination, not more than ten (10) years old.

Permanent teachers wishing to apply for additional program areas must complete “Attachment 1” and forward it with the necessary documentation to the Office of Human Resources.  All applications must be received by January 15, 2012.
III. Reassignment Requests

A. Teachers

If there is a reduction in the number of teaching positions within a school for the following school year, it will be nec​essary to reassign teachers within the affected program area.  When a reduction of a position occurs, the teacher with the least seniority within the program area in a given school will be reassigned unless:

a. 
a teacher with more seniority voluntarily requests to be reassigned, or


b. 
the reassignment of the least junior teacher would prohibit compliance with U.S. 



District Court Orders.

Senior permanent teachers who wish to invoke this seniority privilege and request reassignment through the teacher reassignment/excess pool should complete “Attachment 2” and submit it to their Headmaster/Principal.

If there isn’t any reduction in the number of teaching positions within a school for the following year, it will not be necessary to reassign teachers within the affected program area and therefore applicants will be denied.

If in the 2011 excess pools a permanent teacher did not receive 3 choices or received their third choice may request reassignment for the coming academic year.

If a vacancy occurs within the applicant's program area in the applicant's current school, after the applicant's reassignment, then the appli​cant teacher must return to his or her former position.  Applica​tions for voluntary reassignment must be submitted by January 15, 2012.  

Permanent Teachers at pilot, in-district charter, innovation and Level 4 schools who would like to request reassignment should also complete Attachment 2.  Deadline February 1, 2012.
B. Paraprofessionals

Paraprofessional looking to request reassignment must also complete “Attachment 2” and submit it to their Headmaster or Principal by January 15, 2012.

IV. Reasonable Assurance of Provisional Teachers
Provisional teachers can be recommended by their Principal/Headmaster to receive a provisional teaching contract for the following school year. This is called “Reasonable Assurance.” BTU building representatives will indicate approval by initialing beside the names of any candidates approved for non-posting and signing Attachment 3. The Principal/Headmaster should bring the completed Attachment 3 to the scheduled Probable Organization meeting.

Note:  If a “prov 3” is given Reasonable Assurance, he or she will become permanent as of 9/1/2012. 

In addition to budgetary concerns, one of the major factors that determine whether or not a provisional teacher receives reasonable assurance is the teacher’s performance.  School Administrators must ensure that the provisional teacher has received a “meets standards” performance evaluation. Another important factor to be considered before the BPS issues a Reasonable Assurance contract is licensure.  All BPS teachers must be licensed in the subject area in which they are teaching or a Reasonable Assurance contract will not be granted. No exceptions will be made. 

V. Permanent Appointment of Provisional Teachers
Only provisional teachers in their third year at BPS may be recommended for permanent appointment. Requests for permanent appointment for Provisional 2 and Provisional 3 will not be granted.  If a “prov 3” is given Reasonable Assurance, he or she will become permanent as of 9/1/2012.  However, you may recommend an early appointment, in which he or she will receive a permanent appointment date of March 2012, which may positively affect the teacher’s seniority.

In order to recommend a provisional teacher for Permanent Appointment, Principal/Headmaster must note in FutureForce and certify on the Permanent Appointment letter that they have personally seen that provisional teacher demonstrate successful teaching practice.  All BPS teachers must be licensed in the subject area in which they are teaching or a Permanent Appointment letter will not be granted. No exceptions will be made. 

VI. Transfer Process

All permanent teachers who will have served in their present position for at least one (1) year by June 2012, who wish to apply for a transfer position effective September 1, 2012, must apply for transfer postings online through the BPS Career Center during the “Transfer Posting Period”. Permanent teachers can apply to no more than five transfer positions.   

Following the Transfer posting period, Principals/Headmasters and School Site Council Personnel Subcommittees should interview transfer applicants and recommend their selected candidate through the BPS Career Center no later than May 4, 2012.

All approved assignments will become effective on September 1, 2012. Any individual who accepts a position through one of the following is not eligible to apply for any additional posting for teaching jobs for the 2012-2013 school year.

· Transfer Posting

· Voluntary Reassignment/Excess Process

· Reasonable Assurance Process or

· Permanent Appointment Process 

VII. Open Posting of Teaching Positions
A “transfer posted” position is any position that will be included in the transfer process in which only current permanent teachers may apply. An “open posted” position can be posted to both internal and external candidates with no such restriction. School Administrators must provide verification (through FutureForce) of the rationale for the open posting of a vacancy as well as a minimum stipend amount of $1250. 

Or

The School Site Council has determined and at least 60% of the faculty has agreed by vote to authorize the listed position(s) to be advertised for open posting as those requiring specialized skills. The Principal/Headmaster must agree to provide HR via the BPS Career Center with a description of the unique requirements for the position(s). No stipend is necessary for Open Posting position(s) using this criterion.  If you are using this option, you must notify your staffing manager at probable org.

IX. Hiring of International Teachers and Employees
International teachers are not legally allowed to work or to be paid without proof of official United States Citizenship & Immigration Services (USCIS) work authorization.
The rules and regulations from the federal government regarding the hiring of candidates who do not have proper authorization to work in the United States can be complex and outside of the control of the Boston Public Schools.  The Office of Human Resources must be contacted and consulted on these matters.

H-1B Visas

Candidates not currently authorized to work in the United States:

Requirements: In order for a Massachusetts-licensed international candidate to be able to file for an H-1B Visa application to petition for an H-1B Visa, the candidate must first secure an offer from the hiring Principal/Headmaster or RC Manager.  

United States Citizenship & Immigration Services filing fee:  The school that has recommended an H-1B Visa teacher candidate for hire is responsible for covering their candidate’s USCIS filing fee of $825.00 (subject to change).  In addition, Federal Regulations prohibit the candidate from paying for the filing fee and requires that the employer pay the filing fee as well as the legal fee for the employer’s representation ($1,500-$2,000).  The payment source may be audited by the U.S. Department of Labor. 

Attorney Services:  In the H1B visa process, the attorney routinely represents both the employer and the candidate.   While the employer is responsible for paying USCIS filing and legal fee pertaining to its representation, the candidate may be required to pay legal fees pertaining to his or her representation (usually about $500).   BPS requires that a licensed and qualified immigration attorney complete the paperwork on behalf of the candidate.  OHR can recommend an attorney with whom we work regularly.

Candidates with authorization to work in the United States:

Candidates who currently possess H-1B status can apply to transfer the status from their current employer to be effective for the Boston Public Schools.  Candidates are responsible for securing their own immigration attorney services to assist with the H-1B transfer.  The school that has recommended a candidate for hire who already possesses H-1B status is responsible for covering their candidate’s United States Citizenship & Immigration Services filing fee of $825 and pertinent legal fee.  

H-1B Expiration

H-1B Visas are usually effective for three (3) years for licensed teachers and usually up to one (1) year for those on license waivers.  Employees are eligible to apply for up to a three year extension depending upon how many years of remaining eligibility.  Employees are eligible for a maximum total of six (6) years with H-1B Visa status unless a green card process has been initiated by the 5th year in H-1B status.  Employees are responsible for securing an immigration attorney services to assist with the extension.   There is a $325 USCIS filing fee for extensions paid by the employer and the pertinent legal fee.
In the fourth year of H-1B Visa possession, employees should begin the application process for their Permanent Resident Status/Green Card in order to ensure that the process will be complete prior to the expiration of their maximum six (6) year limit.  However, employees who apply for Permanent Residency/Green Card at least 365 days prior to the sixth year expiration date of their H-1B Visa may be eligible for additional extensions in one (1) year increments subject to a $325 filing fee and pertinent legal fees paid by the employer. Please refer to section on Permanent Resident/Green Card for more information on this application process.

Permanent Resident / Green Card

There are 4 steps for an employee to acquire their Permanent Residency/Green Card:

1. Development of Case Strategy

2. Complete application for Alien Labor Certification

3. File Immigrant Petition for Alien Worker

4. Apply to register for US Permanent Residence Status

Effective July 16, 2007, the United States Department of Labor amended existing regulation with regard to Permanent Resident (Green Card) applications.  Previously, employees were allowed to pay expenses associated with obtaining Alien Labor Certification (Step 2).  Employers are now required to pay the costs of preparing, filing, and obtaining certification, and are prohibited from transferring those costs to the beneficiary.   Any employee who is currently in their final three year H-1B extension should contact OHR in order to initiate the Permanent Resident/Green Card process.  

	Permanent Resident / 

Green Card Steps
	Cost*
	Responsibility

	1. Case Strategy Work: Preparation and Attorney fees
	$2000
	Employee

	2. Alien Labor Certification:  Preparation, filing, obtaining certification
	$2000


	Employer/School



	3. Immigrant Petition for Alien Worker

· Legal/Attorney Fees

· USCIS Filing Fee
	$2000

$580
	Employee

Employee

	4. Apply to register for US Permanent Residence Status

· Legal/Attorney Fees

· USCIS Filing Fee
	$2000** 

$1070
	Employee

Employee


*Costs are estimated based on market averages.  Actual legal/attorney costs may vary depending on the provider.  Fees are also subject to change.

**Cost is for principal applicant plus up to 1 dependent, $500 per additional family member

Principals/Headmasters or RC Managers should make it a common practice to inquire about the work authorization status of all of their potential new hires.

IX. Job Sharing

Permanent teachers or paraprofessionals who wish to indicate their interest in job sharing should submit the attached Appendix A: ”Application for Job Sharing”. This submission of the application is an indication of interest only and is not binding. The application should be sent to the Office of Human Resources, 26 Court Street, Boston, MA 02108, no later than 5:00 pm, April 2, 2012.

For more information about this circular, contact:

	Name:
	Ann H. Chan

	Department:
	Office of Human Resources

	Mailing Address:
	26 Court St., Boston, MA 02108   3rd Floor

	Phone:
	617-635-8313

	Fax:
	617-635-9672

	E-mail:
	achan3@boston.k12.ma.us


Or

	Staffing Manager
	Level
	Phone
	E-mail Address

	Cindy Lowe
	Elementary A Schools
	617-635-1685
	clowe@boston.k12.ma.us

	Diane Daniels
	Elementary B Schools
	617-635-9088
	adaniels2@boston.k12.ma.us

	Tomeka Cribb-Jones
	Middle K-8 Schools
	617-635-6582
	tcribb@boston.k12.ma.us

	Lauren McLean-Britt
	High Schools
	617-635-9646
	lmclean@boston.k12.ma.us

	Sarah Daniels 
	Turnaround Schools
	617-635-9610
	sdaniels@boston.k12.ma.us

	Fax:
	617-635-9672
	
	


Superintendent Carol Johnson

ATTACHMENT 1

APPLICATION FOR ADDITIONAL PROGRAM AREA(S)

BOSTON PUBLIC SCHOOLS

_____________________________________________________________________

(Last Name)
(First Name)
    (Initial)  
  (Employee I.D. #)

CURRENT ASSIGNMENT: 

____________________________________________________

(Primary Program Area)                   (School)

Under Article IVC17 of the Contract between the Boston School Com​mittee and the Boston Teachers Union, I am making application to be deemed qualified in the following additional program area(s) (as listed in Appendix A of the Contract):


 1. ________________________________________


 2. ________________________________________


 3. ________________________________________

I have attached the necessary documentation as required by Superintendent’s Circular HRS-7, to support each program area for which I am making a claim. 




____________________________




(Signature)




_____________________________




(Date)

This application, along with all necessary documentation, must be filed with the Office of Human Resources no later than January 15, 2012. 

Please mail, fax or email this form to:

Rose Santos

26 Court Street, 3rd Floor

Boston, MA 02108

Fax:  617-635-9672

Phone:  617-635-9647

Email:  rsantos@boston.k12.ma.us 

ATTACHMENT 2

REASSIGNMENT REQUEST

TEACHERS AND PARAPROFESSIONALS
SCHOOL: ____________________________________________________________

NAME OF PERMANENT TEACHER OR PARAPROFESSIONAL:

_____________________________________________________________________

(Last Name)    (First Name)   (Initial)                (Maiden Name)           (Employee I.D. #)
  

SELECT ONE:                      Teacher            or        Paraprofessional

THIS SECTION TO BE COMPLETED BY TEACHERS ONLY:

I am requesting reassignment for the coming 2012-2013 academic year, because (please check one)

_   There is a reduction in my program area. My program area is_____________________and my seniority date is _____________.

_   I am a permanent pilot school teacher.

_   I am a permanent turnaround school teacher.

_   I am a permanent in district charter teacher.


__ I am a permanent innovation school teacher.

_   I was in the 2011 excess pool and did not receive 3 choices or received my third choice.

I understand that with this declaration this decision cannot be rescinded after February 16, 2012, and that I will be reassigned in the com​ing school year in accordance with the provisions of the Boston Teachers Union Contract.  




       

______________________________________      __________________                                
(Signature)
                                       (Date)

PLEASE RETURN this form to your Headmaster or Principal.

HEADMASTERS, PRINCIPALS AND OTHER ADMINISTRATIVE HEADS MUST FORWARD THIS APPLICATION TO OHR NO LATER THAN JANUARY 15, 2012. 

Please mail, fax or email this form to:

Rose Santos

26 Court Street, 3rd Floor

Boston, MA 02108

Fax:  617-635-9672

Phone:  617-635-9647

Email:  rsantos@boston.k12.ma.us
ATTACHMENT 3: 

REASONABLE ASSURANCE SIGN-OFF FORM

Positions to be authorized for Reasonable Assurance Teacher status must meet the criteria set forth by the No Child Left Behind Act, the Office of Human Resources and the State Department of Education. Signatures are required for each category. Please note that proof of licensure is required in the subject area in which the teacher is assigned.

SCHOOL: ____________________________________________________
Please use one line for each teaching position and copy this chart if additional space is needed. Make sure that your BTU Rep initials each line in the column on the left. Bring the completed form(s) to the Probable Organization meeting.

	BTU Rep will initial each RA candidate approved for non-posting

*
	Position Control Number of Vacant Position
	Title / Subject of the Vacant Position
	Name of Teacher recommended for Reasonable Assurance (RA)

	
	000
	
	

	
	000
	
	

	
	000
	
	

	
	000
	
	

	
	000
	
	

	
	000
	
	

	
	000
	
	

	
	000
	
	

	
	000
	
	

	
	000
	
	


* BTU Building Representative must initial each line for which an RA candidate is approved for non posting and sign the signature line below.
BTU Building Rep. Signature______________________________ Date: ____________

Principal Signature ______________________________________Date: ____________   

	DECEMBER 2011
	

	December 15
	Preferred date for teachers or paraprofessionals to submit reassignment requests due to reduction in program area (Voluntary Excess)
Preferred date for teachers to submit Alternate Program Area requests to OHR
Preferred date for teachers to submit Leave of Absence intent letters to OHR

	JANUARY 2012
	

	January 4
	Deadline for Teachers to  submit application for Early Notification Incentive of  Termination to receive $1,500

	January 15
	Deadline for teachers or paraprofessionals to submit reassignment requests due to reduction in program area (Voluntary Excess)

Deadline for teachers to submit Alternate Program Area requests to OHR
Deadline for teachers to submit Leave of Absence intent letters to OHR
Deadline for Level 4 Schools per the Joint Resolution Agreement (JRC) refer to the agreement or your staffing manager.

	January 17 - 31
	Probable Org

Deadline for principals to complete Reasonable Assurance Sign-Off Forms and return to OHR

	FEBRUARY 2012
	

	February 1
	Deadline for Pilot, In-District Charter, Innovation Schools and Level 4 Teachers to excess themselves
OHR mails excess letters to permanent teachers without positions in Level 4 and Pilot Schools

	February 20 - 24
	February Recess

	MARCH 2012
	

	March 30
	OHR Sends excess notices to Permanent Teachers

	APRIL 2012
	

	April 2
	Deadline for job share applications 

	April 15
	Deadline to notify Permanent Teacher Excess
Deadline Teacher Reasonable Assurance Letters

	April 16 - April 20
	Spring Recess

	April 18 
	“Open-posted” teaching positions (for eligible positions)

	April 18 – May 4
	Permanent teacher transfer process



	April 20
	OHR sends excess notices to Paraprofessionals

	April 23
	OHR sends layoff notices to Paraprofessionals

	April 24
	Excess notification to Guild members

	April 30 - May 10
	Paraprofessional transfer process


FY2013 Staffing Calendar

	MAY 2012
	

	May 1
	Deadline for applications for Career Transition Leave (Pending Approval)

	May 7 – 11
	Personnel Sub-Committees interview transfer applicants

	May 8
	OHR completes review permanent teacher eligibility for transfer postings

	May 10
	End date paraprofessional transfer process

	May 11
	BASAS excess pool

	May 14
	Deadline for recommended Teacher transfer applicant decisions to the Career Center

Deadline for recommended Paraprofessional transfer applicant decisions to the Career Center

	May 15
	Deadline Guild and BASAS Layoff
Teacher Excess Pool participant and position lists available on MyBPS

	May 18
	OHR sends assignment letters for teacher transfers 

	May 21
	Paraprofessional Excess Pool participant and position lists available on MyBPS 



	May 28
	Memorial Day

	May 29, 30 & 31
	Permanent Teacher Excess Pools

	JUNE 2012
	

	June 1
	Deadline Permanent Teacher Layoff Notices 

	June 1
	Management Layoff Notice 

	June 6
	Deadline for principals to submit teacher excess pool rankings to OHR

	June 7
	Paraprofessional excess pool

	June 11
	OHR finalizes teachers excess assignment

	June 14
	Deadline for principals to submit paraprofessional excess pool rankings to OHR

	June 12
	GUILD Excess Pool  (Tentative)  



	June 15
	Deadline Provisional Non-Renewal notices

	June 19
	OHR finalizes paraprofessional excess assignment

	June 30
	Staffing Deadline for hiring

	
	· Contractual Dates in Red

· Other dates subject to change
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APPLICATION FOR JOB SHARING
School Year 2012 - 2013

 FORMCHECKBOX 
 TEACHER        FORMCHECKBOX 
PARA   

EMPLOYEE ID: _________________

Name: _______________________________________________________________

                Last



First 


          Middle Initial

Home Address: _______________________________________________________

Home Phone Number:  ___________________________________________

School/Work Location/s:  ____________________________________________

Program Area/s:  _____________________________________________________
I UNDERSTAND THAT THIS IS ONLY A SURVEY AND IS NOT BINDIDNG

___________________

_________________________________________

         Date





Signature

THIS FORM MUST BE ON FILE IN THE OFFICE OF HUMAN RESOURCES BY THE CLOSE OF BUSINESS, April 2, 2012

Appendix B

Boston Public Schools

JOB SHARING PROGRAM

PARTICIPANT AGREEMENT


This agreement shall serve to confirm the participation of the undersigned individuals in the Boston Public Schools Job-Sharing Program for the 2012-2013 school year.


We have read and agreed to the terms and conditions of participation as described in Superintendent’s Circular HRS-HS2

Teacher/Para:   ________________________________________________________

Signature: _____________________________________________________________

Current Assignment: ____________________________________________________

BPS Employee ID: ______________________________________________________

Teacher/Para:    ________________________________________________________

Signature: _____________________________________________________________

Current Assignment: ____________________________________________________

BPS Employee ID: ______________________________________________________

Approved:      _________________________________________________________

                       Headmaster/Principal Signature

Date  _______________________________________________________________

School 

Name: _______________________________________________________________

RC Number: __________________________________________________________

Position number: (Required)_____________________________________________
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