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SECTION |
Introduction

A. A CAPITAL COMMITMENT
Better Schools for All Students by 2017

The years 2012 to 2017 will be a time of dramatic progress for the District of Columbia Public
Schools. With this strategic plan, we recommit DCPS to providing every student with a safe,
academically challenging, and inspiring learning experience.

DCPS’ five-year strategic plan, A Capital Commitment, provides a roadmap for building DCPS into
a high-quality, vibrant school district that earns the confidence of our community. The plan
defines an overarching purpose as well as five goals that will guide DCPS’ work through 2017.
Our stakeholder commitments reflect our promises to the community and underscore our
dedication to improving the quality of education in the District.

OUR PURPOSE is to ensure that every DCPS school provides a world-class education that
prepares ALL of our students, regardless of background or circumstance, for success in college,
career, and life.

OUR GOALS are ambitious. Based on the hopes and dreams of DCPS stakeholders, these goals
will help us align our resources and measure our success.

GOAL 1: Improve Achievement Rates

At least 70% of our students will be proficient in reading and math, and we will double the
number of advanced students in the district.

In 2011-12, DCPS launched a new, rigorous academic plan aligned to the Common Core State
Standards. This plan is designed to prepare all students for success and accelerate student
achievement. To improve achievement rates, DCPS will:

¢ Continue to invest in high-quality instruction by rewarding our highly effective teachers
and principals.

¢ Provide professional development driven by student performance data and teacher needs.

¢ Increase investments to improve In-Seat Attendance (ISA), decrease tardiness and truancy,
reduce bullying, and improve student wellness.

¢ Invest in new gifted and talented programs and continued expansion of International
Baccalaureate and Advanced Placement programs.

GOAL 2: Invest in Struggling Schools

Our 40 lowest-performing schools will increase proficiency rates by 40 percentage points.
DCPS is committed to investing in our 40 lowest-performing schools, which serve large
populations of students who need extra support, including low-income students, English
language learners, and students with special needs. To help accelerate achievement, DCPS will:
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¢ Offer the Proving What’s Possible grant to low-performing schools that are improving
instruction, extending learning time, and making targeted technology investments.

¢ Invest in the teachers, principals, and staff who interact with students every day. We will
continue to recruit and retain highly effective educators with a focus on placing these
educators in our 40 lowest-performing schools.

GOAL 3: Increase Graduation Rate
At least 75% of entering 9th graders will graduate from high school in four years. To ensure
that more students graduate on time, DCPS will leverage technology and provide targeted
support to secondary schools. For example, through an electronic portfolio, students in grades
6—12 will discover their interests, set goals, and create a thoughtful plan for high school and
beyond. DCPS will also:
¢ Provide targeted resources to schools with low promotion rates for first-time 9th graders,
including an intensive summer bridge program.

¢ Invest in an Early Warning Intervention system so we can identify students who need
support to graduate on time.

¢ Explore new ways to make the high school experience vibrant and relevant.

GOAL 4: Improve Satisfaction

90% of students will say they like their school.

Academic achievement begins with engagement. DCPS is committed to ensuring that our
students enjoy school and treasure their educational experiences. Our schools will:

¢ Employ dedicated staff who make meaningful connections with students.

¢ Provide a rich and varied educational experience that includes art, music, and physical
education.

» Offer safe and modern facilities, quality meals, and current technology.

¢ Welcome families and encourage them to participate in their children’s education.

GOAL 5: Increase Enroliment

DCPS will increase its enrollment over five years.

As enrollment increases, DCPS will be able to expand the range of courses and experiences
offered at each school to make DCPS the system of choice for more residents. To expand
enrollment in the coming years, DCPS will:

* Prepare to serve all students, including special education students who are returning to
DCPS from non-public placements.

¢ Continue to use targeted recruitment to raise the profile of high-performing schools. As
part of this effort, DCPS will continue to make school performance data easily accessible for
families.

¢ Continually improve the quality of education at every school to attract new families to
DCPS.
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B. DCPS OFFICE OF SPECIALIZED INSTRUCTION (OSI) STRATEGIC PLAN

In the spring of 2011, the DC Public Schools (DCPS) Office of Specialized Instruction (OSI)
embarked on a strategic planning process—a process that was at times challenging, other times
revealing, but mostly reinvigorating. | believe that we are more focused than ever and have
emerged with a results-driven plan that ensures we are making the best decisions for our
students.

Foremost to our strategic plan is our vision: to be the district of choice for students with
disabilities. We will achieve this vision by focusing on building the capacity of our schools to
ensure that they have the systems, supports, tools, and well-trained staff to address the needs
of our students with disabilities, allowing them to access education in their neighborhood
schools alongside their typically developing peers. We must also collaborate with our partners
within DCPS and throughout the District to develop clear policies and processes for delivering
high-quality instruction and supports to improve the academic achievement of our students
with disabilities.

OFFICE OF SPECIALIZED INSTRUCTION (OSI) CORE BELIEFS

e We believe that all children, regardless of background or circumstance, can achieve at
the highest levels.

o We believe that achievement is a function of effort, not innate ability.

e We believe that we have the power and the responsibility to close the achievement gap.

o We believe that our schools must be caring and supportive environments.

e We believe that it is critical to engage our students’ families and communities as valued
partners.

e We believe that our decisions at all levels must be guided by data.

DCPS CORE Initiatives
The following are the core initiatives of DCPS:

. Build neighborhood School Capacity

. Manage Non-Public Enroliment and Costs
. Expand Early identification

. Provide Effective Student Supports

° Prioritize Academic Achievement

. Create a Culture of Inclusiveness
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C. OSl’s STRATEGIC GOALS

By setting these goals, we are making a commitment to improve the ways and means that we
support our special needs students, and we are holding ourselves accountable for that
improvement. We have identified four strategic goals for the next four years on the path to

realizing our vision:

Goal 1:
Reduce non-public
enrollment by 50%

Goal 3:
Increase % of students
with disabilities in
general education
classes to exceed the
national average

Goal 2:
Reduce special
education enrollment
to 15%

Goal 4:
Demonstrate 3
consecutive years of
improved performance
for students with IEPs;
Graduation rates, DC
CAS Reading, DC CAS
Math, DC CAS Alt

Reduce non-public enroliment by 50%.

DCPS believes that students with disabilities will be
better served in their neighborhood schools, closer to
home, where they will have more opportunities to
interact with their typically developing peers.

Reduce special education enroliment to 15%.

DCPS believes that early identification and intervention
will ensure that students with disabilities have the tools
and resources to overcome barriers to academic
achievement when given the appropriate level of
services at the appropriate time in the appropriate
setting.

Increase % of students with disabilities in
general education classes to exceed the national
average.

Students with disabilities should receive supports and
services that will help them to success alongside their
peers in a general education classroom whenever
possible, as data shows that all students in inclusive
settings better educational and social outcomes.

Demonstrate 3 consecutive years of improved
performance for students with IEPs; Graduation

rates, DC CAS Reading, DC CAS Math, DC CAS Alt.

Prioritizing academic achievement fosters independence
and ensures that students with disabilities will have
access to greater opportunities in their postsecondary
careers comparable to their typically developing peers.
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D._RELATED SERVICES TEAM VISION

To increase the independence of every student in our schools by giving them the strategies and
skills they need to be successful in the classroom and their community. We collaborate with
parents, students, schools and other stakeholders to provide services that are timely and
tailored to the unique needs of each student and are provided in conjunction with classroom
instruction.

RELATED SERVICES TEAM GOALS AND RELATIONSHIP WITH THE OFFICE OF SPECIALIZED
INSTRUCtION (OSI) STRATEGIC GOALS
The related services team has three goals to achieve over the next three years:
« 90% of providers achieve score of 3.0 on assessment quality section of IMPACT in three
(3) years
o OSl Strategic Goals: 1, 2, 3 and 4
+ Increase delivered services from 45% to 90% by showing evidence of due diligence
efforts.
o OSlI Strategic Goals: 1,3 and 4
¢ 100% of RSPs are trained and implementing evidence based interventions (RTI,
inclusionary practices, pilots, consultation)
o OSl Strategic Goals: 1, 2,3 and 4
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E. SPEECH AND LANGUAGE PATHOLOGY MISSION

The mission for DCPS Speech and Language Pathologists is to identify and provide therapeutic
intervention for students with communication disorders so the students can participate as fully
as possible in their academic setting.

CONTACT NUMBERS FOR SPEECH AND LANGUAGE PATHOLOGY DEPARTMENT

Office of Special of Education
1200 First Street, NE
9" Floor
Washington, DC 20002
(202) 442-4800

Speech, Language & Hearing Department Office
Wilkinson Elementary School
2320 Pomeroy Road, SE
Room 253 (Kenyetta)
Room 218 (Tiffany)
Washington, DC 20020
(202) 673-8363

Kenyetta M. Singleton, M.S., CCC-SLP Tiffany A. White, M.Ed., CCC-SLP
Program Manager Program Manager
Cell (202) 907-7682 Cell (202) 505-0756
fax (202) 654-6099 fax (202)535-1391
Office Hours: Fridays, by Appointment Office Hours: Mondays, 12 PM — 4 PM
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SECTION I

General Guidelines and Procedures
PURPOSE
To guide the provision of Speech and Language Pathology services in order to support the
educational goals of eligible students with disabilities in the District of Columbia Public Schools
(DCPS). It is designed with the purpose of assuring that all Speech-Language Pathologists (SLPs)
in the District of Columbia Public Schools (DCPS) operate from the same premise, utilize the
same procedures and guidelines and are uniform in presentation.

This guidebook is written for special education administrators, school personnel responsible for
504 Plans, Individualized Service Plans (ISPs), and providers of speech and language services. In
addition, it may benefit parents, teachers, and other professionals. The elements contained
within this guidebook are designed to provide optimal school-based interventions as part of a
Free Appropriate Public Education (FAPE) in the Least Restrictive Environment (LRE), following
IDEA 2004; while simultaneously maximizing equal access to Speech-Language Pathologists for
all of the District of Columbia Public Schools students. Implicit within this document are the
following core principles:

® The criteria for eligibility must include both the presence of a composite depressed
score and documented impact on the student’s access to the academic curriculum

® Services should not be instituted until accommodations have been implemented and
given a chance to work

® The intensity and modalities of interventions should dwindle over time

® The default delivery service need not be 1:1, unless otherwise required and justified, as
applicable, by the clinician

® Discharge from services should be stated at the first IEP meeting as a desirable and
celebrated outcome and not a denial of services; discharge may, and should, occur at
any time in the process.

DCPS regulates the practice of Speech-Language Pathology services to the students in public
schools of the District of Columbia while the Department of Health, Board of Audiology and
Speech-Language Pathology regulates the practice of speech language pathologists. In this
guidebook, providers will find guidelines, procedures, suggestions and ideas that should be used
on a daily basis to guide them in assuring a high level of professional services for all students and
invested stakeholders.

This guidebook is structured according to the Table of Contents above. Appendices are attached
with additional useful resources.

This guidebook replaces any guidebook introduced previously. Providers should expect to

receive supplemental policy and procedure documents and training throughout the 2014-2015
school year.
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A. DUTIES & RESPONSIBILITES

Each week, Speech Language Pathologists are expected to complete activities such as
attending meetings (including but not limited to Student Support Team (SST), Student
Evaluation Plan (SEP), Multidisciplinary Team (MDT), school-wide, staff, case
conference, professional development), providing assessment and intervention services,
completing student observations, consulting with others (including but not limited to
staff, parents, other service providers, etc...), writing assessment reports, making phone
calls to parents, completing “EasylEP” duties, and various other activities that are
necessary to perform as a speech language pathologist. (Please see DCPS OSI job
descriptions on the subsequent pages for specific details.)

ET-11 Speech Language Pathologist Job Description

INTRODUCTION

This position is located in the District of Columbia Public Schools Office of Specialized
Instruction.

TOUR OF DUTY

Tour of duty is from 8:00 am until 4:30 pm for a 12-month timeline. An extended tour
of duty may be inclusive of central office assignments, summer school assessments,
compensatory education services, extended school year services, non-public assessment
completions, HOD/SA specifications and extra duty cases which extend beyond the
regular school day hours.

DUTIES AND RESPONSIBILIIES

The below statements are intended to describe the general nature and scope of work
being performed by this position. This is not a complete listing of all responsibilities,
duties, and/or skills required. Other duties may be assigned.

e The incumbent provides direct and indirect clinical services to students who have been
diagnosed with an academically based communication disorder in areas of articulation,
language, voice and/or fluency.

e The incumbent completes diagnostic assessments as a means of determining the
presence/absence of a specific communication disorder, which adversely impacts on

academic progress.

e Serves as a resource to school staff members in the development of a balanced program
for oral communication and speech, language and literacy development.

e Provides direct/indirect service to students diagnosed with a swallowing disorder as it
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relates to the educational environment.

e Provides an implemented therapeutic program to meet individual needs of students
with a diagnosed communication impairment.

e Assists and guides teachers in observing, describing and referring suspected and
identified speech and language impairments.

e Assists in proper referrals of students to agencies and specialists in the community as
appropriate.

e Provides appropriate individualized programs of therapy to meet individual students’
needs and correct existing speech or language impairments.

e Provides a comprehensive assessment and diagnosis of speech, voice, and language
impairments.

e Keeps thorough records for each student receiving therapy or other school-provided
speech-language services.

e Compiles case history data on those cases where additional family history, health
history, and early developmental history are deemed appropriate.

e Conducts speech, language and hearing screenings.

e Coordinates assistive technology support services.

e Participates/lends to child study committees.

e Supervises support personnel/ Speech-Language Pathology Clinical Fellows

e Monitoring guidelines, timelines, and completion of student assessments, evaluations,
IEP development and renewals according to federal, state, and district guidelines for
students with Speech only on IEPs

e Reviewing Hearing Officer Decision/Settlement Agreements requirements, determines
assessment needs, and ensures compliance by deadline and standards guidelines for

students with Speech only on IEPs

e Monitoring student’s records for accuracy and compliance guidelines for students with
IEPs with only speech and language goals/objectives
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MINIMUM QUALIFICATIONS

e Master's degree (M.A./M.S.) in Communication Sciences and Disorders or
Speech-Language Pathology.

e Eligible for ASHA Certificate of Clinical Competence in Speech-Language
Pathology

e District of Columbia Certification as a School Speech-Language Pathologist,
which must be maintained throughout employment with DC Public Schools.

KNOWLEDGE REQUIRED BY THE POSITION

e Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or government regulations.

e Ability to write reports, business correspondence, and procedural manuals.

e Ability to effectively present information and respond to questions from groups
of managers, clients, customers, and the general public.

e Ability to apply concepts such as percentages, ratios, confidence intervals and
proportions to practical situations.

e Ability to solve practical problems and deal with a variety of concrete variables
in situations where only limited standardization exists.

e Ability to interpret a variety of instructions furnished in written, oral, diagram,
or schedule form.

e Ability to write reports and correspondence and enter and extract data in
electronic form.

e Ability to work well in a team environment.

e Knowledge of the procedures and the operations of District of Columbia Public
Schools and other agencies of the District of Columbia government.

SUPERVISORY CONTROLS

The incumbent works under the broad general direction and guidance of the Director
for Related Services and Non-School Based Programs and specifically under the direction
and guidance of the Program Managers of Speech Language Programs. The incumbent
consults with the Program Managers of Speech Language Program services on critical
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problems relative to DCPS divisions and departments, and their compliance with the
Individuals with Disabilities Education Act of 2004 and any and all future
reauthorizations of the Individuals with Disabilities Education Act.

GUIDELINES

Guidelines include but are not limited to the following: Codes of Federal Regulations,
the District of Columbia Board Rules, and District of Columbia Public Schools Guidelines.

The incumbent exercises judgment in determining what guidelines are applicable, in
interpreting these, guidelines and in deciding what matters to discuss with the Program
Managers of Speech and Language Programs.

COMPLEXITY

The nature of assignments is complex; therefore, the incumbent is expected to identify
the area of difficulty and suggest/discuss means and methods to overcome those
complexities. The incumbent is expected to use originality and ingenuity in overcoming
problem areas.

SCOPE AND EFFECT

The purpose of this position is to eliminate, reduce and/or provide compensatory
strategies in the area of speech and language development. The speech language
pathologist will support the student’s ability to derive full benefit from the District’s
educational program. The impact of such a position is felt throughout the Office of
Specialized Instruction Reform in the District.

PERSONAL CONTACTS

Contacts are with employees throughout DCPS, other District government agencies and
offices, parents, constituency groups, advocates, attorneys, vendors and other related
agencies.

PURPOSE OF CONTACTS

The purpose of the contacts is to encourage support and understanding of DCPS work
regarding Special Education as it relates to Speech-Language Pathology, to serve as a
link between DCPS and the parent/guardian to coordinate work activities, to exchange
and clarify information and resolve special education problems and concerns.
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PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions. While performing the duties of this job, the employee is frequently
required to stand, walk, sit, talk and/or listen. The employee must occasionally lift
and/or move up to 10 pounds. Specific vision abilities required by this job include close
vision, distance vision, color vision, peripheral vision, depth perception, and ability to
adjust focus. Specific listening abilities required by this job include acute perceptual and
physical listening skills.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions. The noise level in the work environment is usually moderate.

ET-15 Speech-Language Pathologist Position Description

INTRODUCTION

This position is located in the District of Columbia Public Schools Office of Specialized
Instruction, Department of School Support.

TOUR OF DUTY
Tour of duty is from 8:00 am until 3:30 pm for a 10-month timeline. An extended tour
of duty may be inclusive of extra duty team assignments, which extend beyond the

regular school day.

DUTIES AND RESPONSIBLITIES

The below statements are intended to describe the general nature and scope of work
being performed by this position. This is not a complete listing of all responsibilities,
duties, and/or skills required. Other duties may be assigned.

e The incumbent provides direct and indirect clinical services to students who have been
diagnosed with an academically based communication disorder in areas of articulation,
language, voice and/or fluency.

e The incumbent completes diagnostic assessments as a means of determining the
presence/absence of a specific communication disorder, which adversely impacts on
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academic progress.

e Serves as a resource to school staff members in the development of a balanced program
for oral communication and speech, language and literacy development.

e Provides direct/indirect service to students diagnosed with a swallowing disorder as it
relates to the educational environment.

e Provides an implemented therapeutic program to meet individual needs of students
with a diagnosed communication impairment.

e Assists and guides teachers in observing, describing and referring suspected and
identified speech and language impairments.

e Assists in proper referrals of students to agencies and specialists in the community as
appropriate.

e Provides appropriate individualized programs of therapy to meet individual students’
needs and correct existing speech or language impairments.

e Provides a comprehensive assessment and diagnosis of speech, voice, and language
impairments.

e Keeps thorough records for each student receiving therapy or other school-provided
speech-language services.

e Compiles case history data on those cases where additional family history, health
history, and early developmental history are deemed appropriate.

e Conducts speech, language and hearing screenings.

e Coordinates assistive technology support services.

e Participates/lends to child study committees.

e Supervises support personnel/ Speech-Language Pathology Clinical Fellows

e Monitoring guidelines, timelines, and completion of student assessments, evaluations,
IEP development and renewals according to federal, state, and district guidelines for
students with Speech only on IEPs

e Reviewing Hearing Officer Decision/Settlement Agreements requirements, determines

assessment needs, and ensures compliance by deadline and standards guidelines for
students with Speech only on IEPs
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e Monitoring student’s records for accuracy and compliance guidelines for students with
IEPs that only have speech and language goals/objectives

MINIMUM QUALIFICATIONS

e Master's degree (M.A./M.S.) in Communication Sciences and Disorders or
Speech-Language Pathology.

e Eligible for AHSA Certificate of Clinical Competence in Speech-Language
Pathology.

KNOWLEDGE REQUIRED BY THE POSITION

e Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or government regulations.

e Ability to write reports, business correspondence, and procedural manuals.

e Ability to effectively present information and respond to questions from groups
of managers, clients, customers, and the general public.

e Ability to work with mathematical concepts, such as probability and statistical
inference, and fundamentals of plane and solid geometry and trigonometry.

e Ability to apply concepts, such as fractions, percentages, ratios, and proportions
to practical situations.

e Ability to solve practical problems and deal with a variety of concrete variables
in situations where only limited standardization exists.

e Ability to interpret a variety of instructions furnished in written, oral, diagram,
or schedule form.

e Ability to write reports, correspondence, enter and extract data in electronic
form.

e Ability to work well in a multi-disciplinary team environment.

e Knowledge of the procedures and the operations of District of Columbia Public
Schools and other agencies of the District of Columbia government.
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SUPERVISORY CONTROLS

The incumbent works under the direction and guidance of the Program Managers of
Speech Language Pathology Services. The incumbent consults with the Program
Managers of Speech and Language Services on critical problems relative to DCPS
divisions and departments, and their compliance with state and federal mandates as
they relate to the provision of Speech-Language services. The incumbent receives
annual performance assessment reviews ensuring that best practices are regularly
implemented.

GUIDELINES

Guidelines include but are not limited to the following: Codes of Federal Regulations (34
CFR Parts 300, 301 and 304), the District of Columbia Board Rules related to the
provision of related services, District of Columbia Public Schools Guidelines and the
DCPS Speech-Language Eligibility and Dismissal Criteria Standards)

The incumbent exercises judgment in determining what guidelines are applicable, in
interpreting these guidelines and in deciding what matters to discuss with the
Supervisor of Speech and Language Services.

COMPLEXITY

The nature of assignments is complex; therefore, the incumbent is expected to identify
the area of difficulty and suggest/discuss means and methods to overcome those
complexities. The incumbent is expected to use originality and ingenuity in overcoming
problem areas.

SCOPE AND EFFECT

The purpose of this position is to eliminate, reduce and/or provide compensatory
strategies in the area of speech and language development. The speech language
pathologist will support the student’s ability to derive full benefit from the District’s
educational program. The impact of such a position is felt throughout the Office of
Specialized Instruction in the District.

PERSONAL CONTACTS

Contacts are with employees throughout DCPS, other District government agencies and
offices, parents, constituency groups, advocates, attorneys, vendors and other related
agencies.
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PURPOSE OF CONTACTS

The purpose of the contacts is to encourage support and understanding of DCPS work
regarding Special Education as it relates to Speech-Language Pathology, to serve as a
link between DCPS and the parent/guardian to coordinate work activities, to exchange
and clarify information and resolve Special Education problems and concerns.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions. While performing the duties of this job, the employee is frequently
required to stand, walk, sit, talk and/or listen. The employee must occasionally lift
and/or move up to 10 pounds. Specific vision abilities required by this job include close
vision, distance vision, color vision, peripheral vision, depth perception, and ability to
adjust focus. Specific listening abilities required by this job include acute perceptual and
physical listening skills.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions. The noise level in the work environment is usually moderate.

B. CERTIFICATION & LICENSURE
(The minimum requirements for certification/qualification as a Speech-Language Pathologist
are:)

e Current Office of the State Superintendent of Education (OSSE) Certification as a
Speech —Language Pathologist
=  For application information (initial and renewal), refer to link:
http://osse.dc.gov/seo/cwp/view,a,1224,Q,563615,PM,1.asp

e Master’s degree in Speech Language Pathology or Communication Sciences and
Disorders

e Eligibility for the American Speech Language Hearing Association’s Certification
of Clinical Competence

o Effective December 2009, all Speech Language Pathologists providing services in

the District of Columbia must have a DC Board of Audiology and Speech
Language Pathology license. The Board notes that the Audiology and Speech-
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Language Pathology Amendment Act of 2006, as codified at D.C. Official Code
S5 3-1201.02(2B)(B) and (19)(D), exempts from licensure, school audiologists
and school speech-language pathologists working in accordance with the
regulations of the District of Columbia Board of Education. Contract providers
who are employed by agencies but who serve students in DCPS must be
licensed. It is the Board's opinion that independent contractors do not fall
within the exception because they are not employed by DCPS. Thus, these
contractors must be licensed.

C. WORK HOURS
Tours of Duty
ET-11

Speech Language Pathologists are to report to their schools for an eight and one-half (8.5)
workday inclusive of a duty-free lunch period. Staff members should arrive at their assigned
schools no later than the time of arrival expected for all school staff.

Arrival Time — 8:00am
Departure Time — 4:30pm

ET-15*

Service providers are to report to their schools for a seven and one-half (7.5) workday
inclusive of a duty-free lunch period. Staff members should arrive at their assigned schools
no later than the time of arrival expected for all school staff.

Arrival Time — 8:00am
Departure Time — 3:30pm

Signing In and Out
a. Immediately upon his/her arrival, each service provider shall record in the
school business office of his/her immediate supervisor the time of
his/her arrival, and he/she shall report to his/her classroom or place
of duty at least thirty-five (35) minutes before the start of the
official school day for students.
b. Itinerant service providers shall immediately upon their arrival at each
school assigned, record in the school business office their time of
arrival.
c.  Service providers shall record in the school business office or in the office of their
immediate supervisor the time of their departure at the end of the school day.
d. Service providers shall not be required to use time clocks.
*As stated in the WTU contract
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D. TIME AND ATTENDANCE PROCEDURES

A memorandum from the Deputy Chancellor for Special Education stated that:

“It is vital that time and attendance is accurately reported by all personnel. The erroneous
reporting of time is against DCPS policy and grounds for disciplinary action against the
employee, his/her supervisor or his/her timekeeper.”

“Effective immediately, all staff must sign-in and sign-out on a daily basis”. If an employee
does not submit leave slips, sign-in/sign-out sheets or any other required documentation to
verify time and attendance, then time and attendance WILL NOT be” approved in
“PeopleSoft for that employee with NO EXCEPTIONS.”

SCHOOL BASED & ITINERANT OSI STAFF:

=

All sign-in/sign-out sheets must be signed by you on a daily basis.
2. All leave slips must be submitted thru PeopleSoft and approved by your Program
Manager (annual, sick, compensatory time, overtime, administrative, etc...).

3. All annual leave must be approved prior to the leave period.

4. All administrative leave requests for seminars, conferences and official travel must be
accompanied by appropriate documentation (registration, receipt, etc.).

5. All requests for leave for over two weeks must be approved by your Program Manager
and the Director of Related Services.

6. Leave without pay must be APPROVED by the Deputy Chancellor for Special Education.

7. Staff should not plan to request leave during the two weeks prior to the start of the new
school year. Emergencies will require APPROVAL by the Deputy Chancellor for Special
Education.

8. “Use or lose” leave must be exhausted prior to the use of annual leave.

9. All compensatory time or overtime must be approved by the Deputy Chancellor for

Special Education prior to the work being performed and provide a copy to your
supervisor.
10. 12 month employees may not take extended leave during Extended School Year.

ENTERING TIME IN PEOPLESOFT

How do | enter my own time?
1. Loginto the PeopleSoft online system.
e Inside of DC Network: https://pshcm.dc.gov
e Outside of DC Network: https://ess.dc.gov
e Login: Your DCPS email address without @dc.gov (generally firstname.lastname)
e Use the “Forgot Your Password?” link if you do not know your password.
Click on “Self Service” in the blue box on the left side of the page.
Click on “Report Time” under the Time Reporting heading.
Click on “Timesheet” under the Report Time heading.
Enter the appropriate number of hours for each day of the current week.
e You may need to change the Date field if you are entering time late.

vk wnN
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e After changing the date, click “Refresh” to enter time for a previous time period.
6. Select a Time Reporting Code from drop down menu. The most frequently used codes
are:
e Regular Pay — REG
Annual Leave Taken — ALT
Sick Leave Taken —SLT
e Holiday Pay — HOL
e Administrative Closing Pay — ACP
7. Click the “+” at the far right of the line if you will be entering more than one type of

time.
e  Ex: 2lines would be needed if you worked Monday-Thursday, but you were sick
Friday.
° Ex: 3 lines would be needed if the above were true except that Monday was a
holiday.

8.  Click “Submit.”
e  Submitted time can be changed (prior to the end of the pay period) if needed.
e  Saved time cannot be approved. Please do not use the “Save for Later” button.
e  Only enter time for the current week, except prior to winter and spring breaks.

When do | need to enter my time?

All ET-11 and ET-15 Speech-Language Pathologists are required to enter time into People Soft
Weekly (Thursday). Each SLP must submit all supporting documents via fax, email, route mail
or hand deliver to their assigned Program Manager prior to taking leave.

How do | submit a leave request in PeopleSoft?
1. Loginto the PeopleSoft online system.
Click on “Self Service” in the blue box on the left side of the page.
Click on the “Time Reporting” heading.
Click on “Absence Request” under the Report Time heading.
Populate all of the fields on the page (leave may only be taken in 1 hour increments).
Click “Submit.” Do not use the “Save for Later” button.

ok WwN

You will receive an email once your leave is approved. Follow up with your manager directly if
you do not receive this confirmation at least 48 hours prior to the start of your leave.
What if | need help?

Click here to view online tutorials on how to enter time and absence requests. For more
information, refer to the Human Resources page of the DCPS website or call the PeopleSoft
Helpdesk (202.727.8700).

Please check your leave balances prior to submitting requests for leave in PeopleSoft. Leave
balance information can be obtained by logging into PeopleSoft.

In DCPS network: http://pshcm.dc.gov
Outside DCPS network: https://ess.dc.gov
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ET- 15 (Refer to WTC Contract for detailed information)

LEAVE
1. Sick and Emergency Leave

a. For the purposes of accruing and using sick leave, a day of leave is defined as eight (8)
hours, regardless of the tour of duty. For leave purposes, one-half of the tour of duty is
calculated as four hours. Twelve (12) days (96 hours) of sick leave are posted at the
beginning of each school year for ten (10) month service providers. Four (4) sick leave
days may be used for general leave and one (1) additional sick leave day may be used
for “personal business leave” during each school year. General leave and personal
business leave shall not be cumulative. Unused sick leave shall be carried forward from
year to year.

b. Fifteen days (15) days (120 hours) of sick leave are posted at the beginning of each
school year for twelve (12) month teachers (ET 15/12). Three (3) sick leave days may be
used for general leave and one (1) additional sick leave day may be used for “personal
business leave” during each school year. General leave and personal business leave
shall not be cumulative. Unused sick leave shall be carried forward from year to year.

c. A service provider who becomes sick or disabled to the point that he/she is unable to
do his/her job, or has a scheduled medical or dental appointment, shall be permitted to
use his/her accumulated leave in accordance with the Rules of the Board. Leave
requests for medical or dental appointments must be made by the service provider to
his/her immediate supervisor as soon as the appointment is known to the employee.
If a service provider cannot report for work due to illness, he/she shall notify the
supervisor or designee as soon as possible, but in no case later than the first fifteen
(15) minutes of the service provider’s workday.

d. A service provider may be required to submit a doctor’s certificate after three (3) or
more consecutive days of absence due to illness, provided, however, that a service
provider may be required to submit such a certificate in support of sick leave for any
lesser period if the supervisor has reason to believe that the use of such leave has been
abused.

e. In cases of emergencies, service providers may be required to submit appropriate
documentation in support of such absences.

f. Service providers may be excused immediately from duties, with charge to leave, for
pressing, urgent emergencies at any time upon oral explanation and notification to the
supervisor or his/her designee. For the purpose of this Article, emergency shall be
defined as any situation requiring immediate attention over which the employee has no
control.
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g. Leave (sick and emergency), not to exceed thirty (30) days may be advanced to
permanent and probationary service providers in cases of personal serious disability,
illness or an emergency, which requires the service provider’s personal attention.
Service providers in a temporary status may be advanced sick leave in amounts equal to
anticipated sick leave accruals during their temporary appointments. A request for
advanced leave must be submitted and approved in writing at least five (5) days prior to
the absence.

h. A service provider may elect to return to the Board one half (1/2) of the sick leave
days accrued but not taken during the current year at the current daily rate of pay. Un-
purchased sick leave shall be credited each year to the service provider’s sick leave
balance and shall not be subject to the Sick Leave Buy-Back Plan.

i. An employee sick leave bank shall be operated under the guidelines approved by the
Board and the Union.

j. An employee maternity/paternity leave bank may be established annually at the
option of the Union. If established, it shall operate under the guidelines developed and
approved by the Board and the Union.

k. One day of "individual professional development leave" shall be posted at the
beginning of each school year for all bargaining unit members. Such leave shall be
cumulative and unused "individual professional development leave" shall be carried
over from year to year as part of the cumulative sick leave. The Chancellor and the
President of the WTU shall mutually agree on the parameters associated with the use of
"individual professional development leave".

2. General and Annual Leave

a. Twelve (12) month service providers (EG09) shall receive annual leave with pay for
each calendar year, exclusive of Saturdays, Sundays and holidays as follows:

(a) Service providers with less than three (3) years service shall receive thirteen (13) days;
(b) Service providers with three (3) but less than fifteen (15) years of service shall receive
twenty (20) days; and,
(c) Service providers with fifteen (15) or more years of service shall earn
twenty-six (26) days.

b. A request for the use of general or annual leave (Application for Leave) shall be given
to the supervisor or his/her designee at least one (1) day prior to the expected
absence. The unavailability of the application form at the school shall not be a
reason for denial of leave.
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3. Funeral/Bereavement Leave

a. Four (4) additional days of leave will be granted without loss of pay and benefits for
the death of an employee’s or his/her spouse's/domestic partner's parent, legal
guardian, child, sibling, or such persons designated in writing to the building
supervisor prior to the beginning of each school year.

b. This does not preclude the use of accrued sick leave if additional days are needed for
the purpose of bereavement or attending a funeral.

c. Funeral/Bereavement leave shall not be cumulative.
4. Administrative Leave

a. Administrative leave shall be granted to a teacher when it is necessary for the
teacher, in a major hardship case, to use time during the school day to seek redress
under the terms of this Agreement.

b. Service providers who are authorized by the Board to attend appropriate job-related
technical, scientific and professional conferences, conventions, meetings, seminars,
symposiums, approved training courses, workshops and to visit industry and other
schools during regular duty hours are considered to be in an administrative leave
status.

c. Service providers shall be carried in a leave without loss of pay status when
summoned to serve as a juror on a petit or grand panel, or to appear in court as a
subpoenaed witness in their official capacity, or on behalf of federal, state, or
municipal governments. The service provider shall furnish his/her supervisor with a
copy of the summons within twenty-four (24) hours of his/her receipt of the
summons. If a service provider is excused from jury duty for a day or a substantial
portion thereof, he/she shall report to the place of his/her employment and perform
the duties assigned for that day or portion thereof. Any pay received for service as a
witness or juror, other than expenses, shall be handled in accordance with applicable
policy or law.

d. When a service provider is injured in the performance of his/her duties, he/she shall
be considered in a duty status during the time required for initial examination,

emergency treatment, or treatment during duty hours.

e. A service provider shall be granted a reasonable amount of time to present appeals in
connection with adverse actions, grievances and discrimination complaints.

f. Leave shall not be charged when schools are closed to service providers for
emergency reasons.
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g. Service providers who are injured on the job and are unable to work shall be entitled
to compensation as provided for in Section 1-624.2 of the D.C. Code. Upon
notification that a service provider has been hurt on the job, the building supervisor
shall immediately notify the Office of Risk Management and submit all appropriate
documentation in a timely manner. Copies of workmen’s compensation forms shall be
available at the work site.

5. Extended Leaves of Absence

a. Extended leaves of absence with or without pay for periods in excess of thirty (30)
days and not to exceed two (2) years may be granted by the Board to permanent or
probationary service providers. Among the reasons, but not limited to, for which
such leaves of absence may be used are the following:

Educational leave without pay
Military service leave

(1) Personalillness leave

(2) Family care leave

(3) Maternity leave

(4) Paternity leave

(5) Adoption leave

(6) Educational leave with pay
)
)

b. A service provider who is granted an extended leave of absence for
maternity/paternity purposes may elect to use her accrued sick leave at the time
she begins the extended leave of absence from duty.

c. A service provider returning from maternity/paternity, adoption or educational
leave shall have the right to return to his/her former or comparable position.

d. A service provider shall be permitted to return from maternity/paternity, adoption,
or educational leave upon a thirty (30) day written notice of intent to return to work
prior to the end of a semester. This shall not preclude a teacher from an earlier
return at the discretion of the Board.

e. Upon proper application, permanent teachers may be granted a leave of absence
without pay for one (1) school year to serve as a full time employee of the Union. A
service provider granted such leave of absence shall retain all rights of
reinstatement in accordance with the Rules of the Board.
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6. Educational Leave With Pay

1. A permanent teacher may be granted a leave of absence with one-half (1/2) of his/her
salary after six (6) continuous years of service in the Public Schools of the District of
Columbia to pursue full-time graduate study in a program approved by the Board.

2. Such leave as granted in paragraph 1 above may be terminated at any time if the
teacher fails to pursue in a satisfactory manner the purpose for which said leave of
absence was granted.

7. Family and Medical Leave

Bargaining unit employees shall receive benefits as provided in the Family and Medical
Leave Act of 1993, as amended, and as provided in the District of Columbia Family and
Medical Leave Act of 1990.

ET-11 (Refer to CSO contract agreement for detailed information.)
LEAVE
1. Annual

a. Service providers shall earn leave with pay in any one calendar year, exclusive of
authorized leave for educational purposes and assignments and exclusive of Saturdays,
Sundays and holidays as follows:

1. Less than three (3) years service, thirteen (13) days per year;

2. Three (3) years service, but less than fifteen (15) years service,
twenty (20) days per year; or

3. Fifteen (15) or more years service twenty-six (26) days per year.

b. Officers may accumulate annual leave for later use up to a maximum of thirty (30)
days.

c. Each supervisor in conjunction with the officer staff shall develop a tentative leave
schedule for the use of annual leave, which shall be developed early in the leave year,
which provides for vacations on a staggered basis throughout the year. On the basis of
mutual agreement between employees and their supervisors, vacation periods should
be scheduled in such a manner as to provide the least interruption to the work unit.
These schedules may, of coarse, be revised from time to time. Employees should be
given the opportunity for a planned period of extended vacation leave.

Annual leave may be used as the service provider chooses, provided that the leave has

been requested by the related service provider and approved by the related service
provider’s immediate supervisor in advance of the utilization of the leave and in
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accordance with established leave policies.* However, if and when exigencies of the
service provider’s area(s) of responsibility occur, then the officer’'s immediate supervisor
may rescind the approval of the leave request. In the event an officer’s approved annual
leave request is rescinded, the immediate supervisor should provide priority
consideration to the service provider’s future request for annul leave.

*PLEASE NOTE: Guidelines indicate that “in advance” requires that you submit your
request for leave at least three (3) days prior to the start date of your leave requested.]

d. Service providers may exceed the thirty (30) day accumulation of annual leave under
the following conditions:

1. Administrative error where such error causes the loss of annual leave;

2. Exigencies of the public business when the leave was scheduled in advance
and the exigencies caused the cancellation of the leave; or

3. lliness or injury when leave was scheduled in advance and cancelled because
of illness or injury.

The term “scheduled in advance” means before the start of the third bi-weekly pay
period prior to the end of the leave year.

e. Restoration of Leave
1. The Board is responsible for notifying the membership of, and providing the
required form(s) for, the process to be followed in the restoration of annual
leave in accordance with the annual “use or lose” leave protocol.
2. The Board will provide the process for recording and utilization of restored
annual leave to the membership and all responsible supervisors —in accordance
with paragraph 6 below.
3. If the Board fails to properly notify officers of the process to be followed and
the forms to fill out for the restoration of annual leave, the restored leave the
service provider would have been entitled to shall not be subject to the “use or
lose” leave protocol timeline and will be restored.

f. Requests to restore leave lost due to any of the three (3) conditions listed above
should be submitted to the Department of Human Resources in writing and include the
service provider’s name and social security number, organizational code, amount of
hours to be restored, reason(s) the scheduled leave could not be used and the date(s)
the leave was scheduled for use, supported by documentation. Requests for restoration
of leave must be submitted within thirty (30) days of the end of the leave year in which
the leave was lost.

g. Upon separation from service, an officer shall receive a lump-sum payment, at the

rate of salary on the effective date of separation, for accumulated or restored annual
leave.
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2. Sick Leave

a. Service providers shall earn thirteen (13) days sick leave, with pay, in any one
calendar year.

b. Sick leave, which is not used during the year it is earned, shall accumulate and be
available for use in accordance with Board Rules.

c. Upon arrival by the Board, an officer may use accumulated sick leave in addition to
the maximum useable accumulation provide in 5 DCMR §1200.9 of the Board Rules.

d. Permanent or probationary service providers may be advanced up to thirty (30) days
leave by the Chancellor. Every application for advances leave shall by supported by a
certificate signed by a registered practicing physician or other licensed practitioner
certifying that the service provider is unable to perform regular duties. Any advance
leave is paid back. Sick leave may be advanced irrespective of whether the officer has
annual leave credit. If the employee voluntarily or involuntarily terminates their
employment prior to the repayment of the advance sick leave, the employee will be
required to repay, at their then current rate of pay, the amount remaining.

3. Court & Jury Leave

a. Service providers shall be entitled to a leave of absence with pay when they are
required to report for jury duty or to appear in court as a subpoenaed witness, other
than as a litigant, or to respond to an official subpoena from duty authorized
government agencies. Service providers shall provide a copy of the documentation, in
the form of the subpoena or jury duty notice, to the supervisors. Any pay received for
service as a witness or juror, other than expenses, must be submitted to the D. C. Public
Schools, Department of Human Resources.

b. If a service provider is excused from jury duty for a day or a substantial portion
thereof the service provider shall report to their place of employment and perform the
duties assigned for that day or portion thereof.

4. Family & Medical Leave
In accordance with D.C. Official Code §32-501, et seq., the Board acknowledges that an
eligible employee who is employed for one year without a break in service except for
regular holidays and worked at least 1,000 hours during a 12-month period shall be
entitled to a total of 16 work weeks of family leave during any twenty-four (24) month

period for:

a. The birth of a child of the employee:
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b. The placement of a child with the employee for adoption or foster care;

c. The placement of a child with the employee for whom the employee permanently

assumes and discharges parental responsibility; or

d. The care of a family member of the employee who has a serious health

condition. D.C. Official Code §32-502(a).

e. Family member means:
i. A person to whom the employee is related by blood, legal custody, or
marriage;
ii. A child who lives with an employee and for whom the employee permanently
assumes and discharges parental responsibility; or
iii. A person with whom the employee shares or has shared, within the last
year, a mutual residence and with whom the employee maintains a committed
relationship. D.C. Official Code §32-501 (4).

An employee who is unable to perform the functions of the employee’s position
because of a serious health condition shall be entitled to medical leave for as
long as the employee is unable to perform the functions, except that the
medical leave shall not exceed sixteen (16) work weeks during any twenty-four
(24) month period. D.C. Official Code §32-503 (a).

The Board shall provide and implement Family and Medical Leave consistent
with D.C. Law. The provision and implementation of Family and Medical Leave
is based on D.C. Law.

5. Administrative Leave

a. Each service provider, upon request and approval, shall be allowed three (3) days
of leave with pay per year for visits to schools, industry and participation in
conferences, seminars and workshops which are beneficial to the school system
subject to the educational program and/or the service provider’'s work
assignments during the period of leave request. Such leave must be requested
by the service provider fifteen (15) days in advance.

b. At the initial of the Board, leave with pay to attend conferences, workshops,
conventions and seminars, which are beneficial to the school system, may be
granted to the service provider.

6. Educational/Sabbatical Leave of Absence
a. Educational/Sabbatical leave for academic study/professional improvement may be
granted at the Chancellor’s discretion and approval for academic study, research or

other purposes that will increase or further the officer’s professional growth and
development and will contribute to the improvement of the school system.
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b. An outline of a planned program must be submitted with the application for leave,
including what the officer intends to accomplish during the period of leave, how the
leave would enhance the service provider’s performance/career and benefit the school
system, and a plan for monitoring progress during the term of leave. In addition, the
service provider must obtain approval of the Chancellor or his/her designee who will
monitor the plan, review progress reports submitted by the officer, and approve the
documented completion of the approved program.

1. Standard: The total number of service providers granted sabbatical leave at the
Chancellor’s discretion in any leave year will not exceed one (1) percent of the total
number of service providers.

2. Eligibility: A service provider becomes eligible for sabbatical leave, for a
minimum period of a full semester, up to a maximum of one full year after five (5)
consecutive years of employment with the District of Columbia Public Schools,
excluding periods of Family and Medical leave, military or exchange leave. Eligibility
is reestablished seven years after the first sabbatical leave is completed.

3. Salary Allowance: A service provider granted sabbatical leave shall receive a
maximum of fifty (50) percent of his/her salary for the period of the sabbatical leave
minus all required and/or elected deductions. Should the sabbatical leave be for
participation in a program for which the officer is to receive remuneration, the total
remuneration (DCPS salary and program assistance/compensation) shall not exceed
the service provider’s annual DCPS salary. In cases where the combined
remuneration exceeds the service provider’s annual DCPS salary, the service
provider’s DCPS salary shall be reduced accordingly.

Benefits during Sabbatical Leave

1. A service provider on sabbatical leave shall for all purposes be viewed as a full-time
employee. The service provider’s rights and privileges, length of service, and the
right to receive salary increments as provided by the policies of the Board or this
contract will be the same as if the service provider had remained in the position
from which he/she took leave. However, annual or sick leave may not be used or
earned while on sabbatical leave.

2. During the period of sabbatical leave, the officer’'s contributions to his/her
retirement plan will be continued.

3. The service provider shall retain membership in the employee benefit plans, for

which he/she shall be made for the period of leave; and the Board shall continue to
make its contributions thereto.
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Contractual Agreement for Sabbatical Leave

A service provider accepting sabbatical leave shall enter into a separate, written
contract whereby he/she agrees to return to service in the District of Columbia Public
Schools for a minimum two-year period immediately following the sabbatical leave. If
the service provider fails to return and remain for the specified time, he/she shall be
required to refund all monies paid to or for him/her or on his/her behalf by the Board,
along with interest at the rate of six (6) cent per annum, prorated to account for any
time served out of the two-year period. DCPS may deduct any amount owed from the
Officer’s termination pay upon agreement with the Officer.

Non-completion of program: If the service provider cannot complete the planned
program for which sabbatical leave was granted, it is his/her responsibility to notify the
Chancellor. The leave may then be rescinded by the Chancellor and the service provider
is placed on the appropriate employment status. Salary allowances and benefits shall
be adjusted accordingly. The service provider must repay any monies paid him/her or
on his/her behalf for which he/she may be liable as a result of the change in leave
status.

Satisfactory service as a probationary or permanent employee in the DC Public Schools
shall be credited in determining eligibility for leaves of absence for educational purposes
with or without pay.

7. Leave for Council Business

a. Service providers elected to full time Council positions may be granted a leave of
absence without pay for a period of one (1) year. Service providers granted leave of
absence shall retain all rights to reinstatement and shall continue to accrue
seniority.

b. Service providers who are granted leave without pay for Council business may elect
to receive retirement credit for such period of leave in accordance with the DC
Official Code §38-2021.01 (a).

8. Return from Leave

A service provider returning from Family and Medical leave or educational/sabbatical
leave of absence shall have the right to return to his/her former position or to an
equivalent position and the same salary class. Excluding returns from Family and
Medical leave, the returning service provider will be returned to his/her former or
equivalent position if he/she has maintained appropriate/requisite
certification/licensure and is considered to be in good standing at the time of scheduled
return from leave.
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9. Special Leave

Service providers required by the Chancellor to serve as administrators or supervisors of
the regular summer school program during the entire period of the program shall be
entitled to ten (10) days of special leave. The additional leave resulting from this
provision must be used prior to the service provider’s next administration of the regular
summer school program. If the service provider has been denied requested utilization
of earned Special Leave, due to exigencies of their position or responsibilities, prior to
retirement, termination or non-reappointment, the service provider will receive a lump
sum payment for the number of days not utilized at their rate of pay on the effective
date of the payout.

10. Sick Leave Bank

A sick leave bank for service providers shall be established and operated under the
guidelines approved by the Board and Council.

11. Funeral/Bereavement Leave

a. Four (4) additional days of leave without loss of pay and benefits will be granted
annually for the occasion of the death of an employee’s spouse/domestic partner, child,
parent or sibling (whether adopted, natural, step, foster or in-law).

b. The employee may be required to submit to the immediate supervisor a written
statement specifying the date of funeral.

c. This provision does not preclude the use of accrued sick leave if additional days are
needed for the purpose of bereavement or attending a funeral.

d. Funeral/bereavement leave shall not be cumulative and if not used during the school
year, will not be carried over into the subsequent school year.

12. Note

Any officer (i.e., service provider) other than principals and assistant principals, who is
not authorized or assigned administrative functions shall be granted liberal leave when
schools are closed for emergencies for students or teachers.

F. Dress Expectations
It is the provider’s responsibility to find out the dress code requirements for their
assigned school site and to wear the appropriate attire. Providers must be in
compliance with the dress code for the school. Cleanliness and professionalism are the

primary considerations. The following is a non-exhaustive list of expectations:

a. All clothing should be clean, and neat. Clothing should not contain any suggestive or
offensive pictures or messages.
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b. Tops should be of opaque fabric (not see-through), fit appropriately, not too low
cut, tight or loose, and long enough to remain tucked in with movement (i.e., no
bare midriffs). Showing of cleavage is not appropriate. Tops should allow for rising
of hands above head without exposing skin. T-shirts that convey a casual
appearance are not to be worn. For men, collared shirts and ties may be
appropriate in many settings.

c. Pants should fit appropriately, loose enough to allow for mobility but not to present
a safety hazard by getting caught in equipment.

d. Skirts or skorts may be worn, but should be no shorter than 2” above the knee and
have no slits above the knee.

e. Piercing- other than ears- should not be visible while working with students. All
tongue jewelry must be removed.

G. Performance Evaluations
Each RSP is evaluated twice per school year using IMPACT: The DCPS Effectiveness
Assessment System for School-Based Personnel or IMPACT. The primary purpose of
IMPACT is to help the employee become more effective in your work. Our commitment
to continuous learning applies not only to our students but to the employee as
well. IMPACT supports the employee’s growth by:

e Clarifying Expectations - IMPACT outlines clear performance expectations for all
school-based employees. Over the past year, we have worked to ensure that the
performance metrics and supporting rubrics are clearer and more aligned to your
specific responsibilities.

e Providing Feedback - Quality feedback is a key element of the improvement
process. This is why, during each assessment cycle, you will have a conference to
discuss your strengths as well as your growth areas. You can also view written
comments about your performance by logging into your IMPACT account at
http://impactdcps.dc.gov.

e Facilitating Collaboration - By providing a common language to discuss
performance, IMPACT helps support the collaborative process. This is essential, as
we know that communication and teamwork create the foundation for student
success.

e Driving Professional Development - The information provided by IMPACT helps
DCPS make strategic decisions about how to use our resources to best support you.
We can also use this information to differentiate our support programs by cluster,
school, grade, job type, or any other category.

e Retaining Great People - Having highly effective teachers and staff members in our

schools helps everyone improve. By mentoring and by serving as informal role
models, these individuals provide a concrete picture of excellence that motivates
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and inspires us all. IMPACT helps retain these individuals by providing significant
recognition for outstanding performance.

All related service providers are in Group 12. There are four IMPACT components for the
members of Group 12. Those components include:

e Related Service Provider Standards (RSP)

e Assessment Timeliness (AT)

e Core Professionalism (CP)

e Individual Education Plan Timeliness (IEPT)

Please refer to your Group 12 IMPACT book for additional information. You may also contact
the IMPACT office at (202) 719-6553 or impactdcps@dc.gov.

H. INCLEMENT WEATHER POLICY

As you know, inclement weather has the potential to impact our school schedule
(delayed openings or school closings). As in the past, the decision made and
announced will be one of the following:

Inclement Weather Options
e Option 1: All schools and district administrative offices are closed. Only essential
personnel report to work.
e Option 2: Schools are closed. District administrative offices are open.
e Option 3: Schools open for students and teachers two hours late. District
administrative offices open on time.
e Option 4: Schools and district administrative offices open two hours late.

Notification Options:

When poor weather requires changing school schedules, DCPS works closely with radio,
TV and other news outlets to notify the community. During these situations, it is
important that related service providers monitor one of the stations listed below or
check this page. Look for updates (i.e. delayed openings or complete closures) on the
radio and TV stations below. DCPS aims to work with stations to post closings by
approximately 5:30 am.

e AM Radio
WMAL (630), WOL (1450), Radio America, Spanish (1540), WTOP (1500)

e FM Radio
WAMU (88.5), WTOP (103.5), WHUR (96.3)

e Television

District of Columbia Public Schools | School Year 2014-2015 Page 36 of 250


file:///C:/Users/Users/reginagrimmett/Library/Caches/TemporaryItems/Library/Caches/TemporaryItems/Outlook%20Temp/impactdcps@dc.gov

Speech and Language Program Guidebook

Channels 4, 5, 7, and 9 and Cable Channels 8, 16 and 28

e Website
www.dc.gov/closures
www.dcps.dc.gov

e Telephone
(202) 442-5885 or dial 311 for DC’s Citywide Call Center

I. COMMUNICATIONS

E-mail. Each service provider has a DCPS e-mail address. This is our primary means of
communication. Messages should be checked daily and returned promptly. Failure to
receive notification of job related information due to a lack of timely checking of one’s e-
mail is not an acceptable excuse for non-compliance to work responsibilities. Related
service providers are required to use their dc.gov email address — no other email address
should be used.

When the service provider is out of the office, the “Out Of Office” reply option should be
utilized. Your message should include a greeting, dates you will be out of the office,
scheduled return date and contact information during your absence.

Program Managers, Special Education Coordinators, Principals, teachers and parents often
send email messages to related service providers. Please ensure the LEA has the correct
email address to ensure proper communication.

Email communication is maintained by the District of Columbia’s Office of the Chief of
Technology Officer. The help desk number for email difficulties is (202) 442-5715.

SLP Weekly Notice. SLPs will receive weekly notices on Monday morning to all Speech
Pathologists. It will include SLP timeliness rates for assessments and Random Moment In
Time Study timeliness, documentation percentages, tasks due for the week, reminders on
upcoming important dates or events in OSI and DCPS. This information will be received via
the Provider Management Application 2.0, where the clinician will have that information on
their dashboard.

Related Services Portal. OSI maintains an educational portal on DCPS’ website for related
service providers. The portal will include discipline guidebooks, SLP eligibility / dismissal
forms, independent review form, impact presentations, OSI notices, and etc. The portal
accessible at: https://www.educatorportalplus.com/web/edportal/login

Mailbox. Service providers are encouraged to check with school staff regarding
correspondence.
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Route-Mail Service. A DCPS mail service is available for sending documents to DCPS work
locations. Envelopes may be available at your school’s main office. An area for all outgoing
route mail is designated at each school and work location. Provide the sender’s name and
school address on the route mail envelope.

Provider Management Application (PMA). RSPs will be able to review their caseload,
assigned assessments, document Tier Il interventions, Student Service Alignment Plan, and
review weekly email communication. The Provider’s Management Application 2.0 is
accessible through quickbase by accessing the following website:
https://www.octo.quickbase.com

J. TEST KITS/COMPUTERS (CHANGE TO EQUIPMENT)

Assessment Test Materials are assigned to each provider on a permanent basis. Other
instruments may be shared between speech language pathologists and infrequently used
tests are available on a temporary loan basis. It is important to return loaned items
promptly since other speech language pathologists may be waiting for them. Additionally,
speech language pathologists are asked to inform your program manager of any problems
found with these tests, e.g., missing or broken items.

Laptop Computers are assigned to all service providers for the purpose of scoring tests,
writing reports and maintaining progress notes in the Special Education Data System (SEDS).
Laptops are the responsibility of each service provider and should be appropriately
maintained and secured at all times.

Laptop Computer Repairs Policy- For providers who are issued Macs, all repairs should be
handled through your local Apple store. All computer technology issues should be directly
referred to the DCPS IT Support department using one of the following options:

e Phone: 202-442-5715
e https://itremote.dc.gov
e http://dcforms.dc.gov/webform/it-servus-request-form

The DCPS IT support department will provide a ticket number for your technology
request. Please retain of copy of this ticket number for your records. In the event your laptop or
computer becomes inoperable, this information will be required.

Stolen Computer / Laptop

In the event your laptop or computer is stolen, please inform your school security officer and the
DC Police Department (DCPD). You are required to file a report with the DCPD. If you are school
based providers, please submit the police report to your school administration. For centrally
funded staff, please submit the police report to your manager.

PLEASE NOTE: Testing equipment & testing materials are on loan for work purposes
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only. Therefore, upon your resignation, retirement, or termination your materials must be
returned in good condition to the Program Managers prior to your separation date. Failure
to return property will result in garnishing of wages.

K. NATIONAL PROVIDER IDENTIFIER (NPI) Number

As a result of the Affordable Care Act, the Centers for Medicare and Medicaid (CMS) issued a
final rule (42 CFR Parts 424 and 431) on April 12, 2012 requiring all providers of medical services
to obtain a National Provider Identifier (NPI). The NPI acts as a unique provider identifier for
Medicaid claims submitted to the Medicaid Agency. In order to conduct Medicaid claiming, all
providers are rendering services on behalf of DCPS must obtain an NPI. Refer to the document
"OSI Provider NPl Requirement for New Employees" in the appendix.

All providers rendering services on behalf of DCPS must obtain a National Provider Identifier
(NPI). DCPS must have record of your NPl before November 1, 2013. Individuals are eligible to
receive one NPI regardless of the number of specialties pract