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July, 20 11 

 

Dear CVUSD Employees, 

 

         On the behalf of the Chino Valley School Board members and all of us in the District 

office, we welcome you to our school system. We are excited to have  all of  you as part of 

our team and are confiden t that together , we will provide an environment that enhances the 

talents of each child and supports their journey to excellence. This is our third  year as 

I.C.E. people; innovate~connect~educate! We will continue to strive to meet our goals this 

year and we will all work together as a District to make them our priority . Our goal to  

educate students for the 21st century is moving forward  and we are taking major steps  to 

incorporate  state standards and district essential learning for  all students.   

 

We have engaged the community as an active partner in the life of the school district to 

achieve a sense of shared ownership for results. We have encouraged two -way 

communication and begun to strengthen partnerships with our entire community including 

parents, re sidents, businesses, community agencies, neighboring school districts and private 

schools by improving our communication processes.  

 

Finally , we have establish ed an ongoing professional development program  that integrate s 

21st century skills into the instr uctional practices of the staff that is research based and is 

aligned with state standards and the District's adopted curriculum program.  

 

This  CVSD Employee Handbook is designed to provide you with comprehensive information 

about the Districtõs policies, procedures and benefits as outlined in Board policy. Should 

there be a discrepancy as to language in this handbook and the Board Policy Manual, The 

Policy Manual shall prevail.  Please use it as a reference manual, and if you need additional 

clarification , we strongly suggest you contact the Superintendent Office . 

 

Please note the Electronic Information Services Users Agreement on page 26 and 27. 

 

Once again, welcome to Chino Valley Unified School District. We are happy to have you as an 

employee and look forward to working with you.  

Sincerely,  

  

D. Duane Noggle 

Superintendent  
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CHINO  VALLEY UNIFIED  SCHOOL DISTRICT  MISSION  STATEMENT  

 

 

 

 

 

 

 

 

 

 

CHINO VALLEY GOVERNING BOAR D 

 
Peter Atonna, Dr. Jo Kelleher, Travis Bard, Penny Hubble, Bob Kaecker  

  

  

All meetings of the Governing Board are open to the public. Employees are encouraged to attend.   

 

Regular school board meetings are held on the second Monday of each calendar mon th beginning at 6:00 p.m. 

If the regular meeting date falls on a legal holiday, the meeting will be held on the following day. Special 

meetings may be called whenever deemed necessary by the Governing Board with at least twenty -four hours 

prior public noti ce. Unless otherwise posted, all meetings are held at the District Governing Boardroom 

located at the North East corner of Center Street and Highway 89.  

 

The Governing Board welcomes public input at their meetings. To have an item placed on the agenda, fil l out a 

form and a submit it with any appropriate back -up material to the office of the Superintendent at least six 

(6) working days prior to the next meeting date . Forms are available at any school office or the Chino 

Valley District office.  

 

Meeting age ndas will be regularly posted at all schools, and a complete packet will be available for review at 

the District Office.  

Mission Statement:    

Chino Valley Unified School District innovatively provides for the learning 
needs of all students, families, staff and community  
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SUMMARY OF CALENDAR OF EVENTS FOR 2011- 201 2 SY 

 

 

 

 

Instructional Days     144 days  

First day of classes    August 9, 2011 

Last day of classes    May 24, 2012 

 

New Teacher Contract Hours    1470 hours  

  

Returning Teacher Contract Hours   1450 hours  

 

New Teacher Pre - Service    20 Hours  

July 27  & 28 , 2011 

 

All Teacher Orientation    10 Hours  

August 3rd , 2011 

  

               

  Holidays      12 days 

   Independence Day           July 4, 2011 

   Labor Day               September 5, 2011 

   Veteranõs Day            November 10, 2011 

   Thanksgiving   November 2 3-24, 2011 

   Christmas    December 2 2 & 26 , 2011 

   New Yearõs   December 29, 2011 and Jan 2, 2012 

   Martin Luther King Day  January 16, 2012 

   Presidentõs Day   February 20, 2012 

   Memorial Day    May 28, 2012 

    

  Snow Days      -  None ð  

 

  Intercession Dates  

    

   Fall Break    October 10 -13, 2011 

Spring   Break   March 19 ð 22, 2012 

   

 

40 th  Day ð October 2 5, 20 11 100th  Day ð March 1, 201 2 

 

 



Chino Valley Unified School District # 51  

 P.O. Box 225 È  650 East Center Street  È  Chino Valley, AZ  86323 -0225  7 

 Phone (928) 636 -2458   È   FAX (928) 636 -1434   È   www.cvsd.k12.az.us 

 
KEY POLICIES  TO REVIEW*  

 

POLICY TITLE            POLICY CODE 

 

Sexual Harassment   ACA 

School- Based Management   CFD/R 

School & Personal Property Replacement/Restitution   ECAD 

Student Transportation In Pr ivate Vehicles   EEAG 

Accident Reports   EBBB 

Staff Ethics   GBEA 

Drug Free Workplace   GBEC 

Smoking by Staff Members   GBED 

Staff Conduct with Students   GBEEB 

Staff Participation In Political Activities   GBI  

Board Communications with Staff Members   BHC 

Staff Grievances  GBK/R 

Professional/Support Staff Leave   GCCA 

Prof./ Support Staff Leave of Absence Without Pay   GCCC 

Prof. Staff Voluntary Transfer of Accrued Sick Leave   GCCG 

Teaching About Drugs, Alcohol and Tobacco   IHAMA  

Field Trips   IJOA/R  

Instructional R esources and Materials   IJ  

School Volunteers   IJOC  

Technological Resources (Movies/Videos)   IJND/R  

Use of Technological Resources in Instruction   IJNDB/R/E  

Homework  IKB  

Teaching About Controversial/Sensitive Issues   IMB  

Student Absences and Excuses   JH  

Open/Closed Campus  JHCA  

Student Conduct   JIC  

Weapons In School   JICI  

Hazing  JICFA  

Student Fund Raising Activities   JJE/R  

Extracurricular Activity Eligibility   JJJ  

Corporal Punishment   JKA  

Reporting Child Abuse   JLF  

Student Safety   JLI  

Student Dismissal Pre cautions   JLIB/R  

Student Records   JR/R  

Public Concerns/Complaints About Personnel                            KEB/R 

 

 

* Employees are responsible for knowing and following all District policies.  
Policy manuals can be accessed at  http://lp.ctspublish.com/asba  

 

http://lp.ctspublish.com/asba
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PHONE DIRECTORY 

(Revised 7/20/11)          LOCATION EXT PHONE EXT FAX 

SUPERINTENDENT'S OFFICE 636-2458  636-1434

DUANE NOGGLE - SUPERINTENDENT 5402

KATIE MUIR - ADMINISTRATIVE ASSISTANT 5403

CINDY DANIELS - ASSISTANT SUPERINTENDENT 5415

KAREN HIXON - ADMINISTRATIVE ASSISTANT 5416

HUMAN RESOURCES 636-2458  636-3861

SHARON DROSTE - ADMINISTRATIVE ASSISTANT 5421

SPECIAL SERVICES 636-0363  636-7462

JO COOMER - DIRECTOR OF SPECIAL SERVICES 5404

JOANN WISTE - ASSISTANT SPECIAL SERVICES DIRECTOR 5412

                                   - PSYCHOLOGIST 5413

BUSINESS OFFICE 636-4438 636-3897

JOHN SCHOLL - DIRECTOR OF SUPPORT SERVICES 5406

VALERIE WALTERS - BUSINESS MANAGER 5405

CANDA MATHEWS - PAYROLL COORDINATOR 5407

TONI PAXTON - PAYROLL/DEDUCTIONS 5408

REBEKKA BARTELS  - ACCOUNTS PAYABLE          5410

JINNY HARNER - FOOD SERVICE LIASON 5409

FAMILY SERVICES / SAIS COORDINATOR 636-2458  636-1434

RICH SPENCER - SAIS COORDINATOR 5420

TECHNOLOGY SERVICES 636-5618 636-0729

LARRY FULLMER - NETWORK ADMINISTRATOR 5426

FOOD SERVICES 636-7461 636-1148

RICK REICHERT- FOOD SERVICE DIRECTOR 5431

 5432

TRANSPORTATION 636-2305  636-3019

JEFF LAMBERT - TRANSPORTATION DIRECTOR 5417

KRISS WALTON - ADMINISTRATIVE ASSISTANT 5418

PAM VENNELL - ADMINISTRATIVE ASSISTANT 5419

JEREMY DIMAIO - MECHANIC 5424

DEL RIO 636-4414  636-6215

SUSAN CLARK - PRINCIPAL 414

TERESA LAY - ADMINISTRATIVE ASSISTANT 415

TERRITORIAL 636-3842 636-0267

CAROLYN REEDER - PRINCIPAL UL# 636-3844 590

ELANNA JACKSON - ADMINISTRATIVE ASSISTANT  598

HERITAGE 636-4464  636-6214

SCOTT MUIR - PRINCIPAL UL# 636-4311 220

                      - TEACHER ON ASSIGNMENT 212

MARY BAILEY - ADMINISTRATIVE ASSISTANT  213

CVHS 636-2298 636-6219

WES BROWNFIELD - INTERIM PRINCIPAL  262

JULIE BRYCE - ASSISTANT PRINCIPAL  261

SUZANNE DODDS- ADMINISTRATIVE ASSISTANT  260 636-3879

COUNSELOR - IVETTE D'ANGELO 202

COUNSELOR - ELLEN ROSFELD 203

PRESCHOOL 5435 636-2458636-2458

CTE OFFICE - HEIDI WOLF 296

CTE OFFICE - KATHLEEN LITTLE 293 636-6219

OTHER DISTRICT NUMBERS

DONNA MCBROOM - DISTRICT NURSE 636-3842 596 636-0267

CASA (Chino After-School Advantage) 636-2245636-4414 422

WAREHOUSE 5428 636-2245

DISTRICT PHONE LIST
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CERTIFIED SALARY SCHEDULE  
 

2011-2012 School Year  

REV B 

BA BA+12 BA+24

BA+36          

MA

BA+48 

MA+12

BA+60 

MA+24

BA+72 

MA+36  

ED.S

MA+48    

ED.S +12

MA+60   

ED.D

MA+72  

ED.D+12

New Hire Minimum - 

No Experience
27,052.78$ 27,593.84$ 28,145.71$ 28,781.81$ 29,432.27$ 30,097.44$ 30,777.65$ 31,473.22$ 32,184.52$ 32,911.89$ 

1 year experience 27,729.10$ 28,283.68$ 28,849.36$ 29,501.35$ 30,168.08$ 30,849.88$ 31,547.09$ 32,260.05$ 32,989.13$ 33,734.68$ 

2 Years Experience 28,405.42$ 28,973.53$ 29,553.00$ 30,220.90$ 30,903.89$ 31,602.32$ 32,316.53$ 33,046.88$ 33,793.74$ 34,557.48$ 

3 Years Experience 29,081.74$ 29,663.37$ 30,256.64$ 30,940.44$ 31,639.69$ 32,354.75$ 33,085.97$ 33,833.71$ 34,598.35$ 35,380.28$ 

4 Years Experience 29,758.06$ 30,353.22$ 30,960.28$ 31,659.99$ 32,375.50$ 33,107.19$ 33,855.41$ 34,620.54$ 35,402.97$ 36,203.07$ 

5 Years Experience 30,434.38$ 31,043.07$ 31,663.93$ 32,379.53$ 33,111.31$ 33,859.62$ 34,624.85$ 35,407.37$ 36,207.58$ 37,025.87$ 

6 Years Experience 31,110.70$ 31,732.91$ 32,367.57$ 33,099.08$ 33,847.12$ 34,612.06$ 35,394.29$ 36,194.20$ 37,012.19$ 37,848.67$ 

7 Years Experience 31,787.02$ 32,422.76$ 33,071.21$ 33,818.62$ 34,582.92$ 35,364.50$ 36,163.73$ 36,981.03$ 37,816.81$ 38,671.47$ 

8 Years Experience 32,463.34$ 33,112.60$ 33,774.85$ 34,538.17$ 35,318.73$ 36,116.93$ 36,933.18$ 37,767.86$ 38,621.42$ 39,494.26$ 

9 Years Experience 33,139.66$ 33,802.45$ 34,478.50$ 35,257.71$ 36,054.54$ 36,869.37$ 37,702.62$ 38,554.70$ 39,426.03$ 40,317.06$ 

10 Years Experience 33,815.98$ 34,492.29$ 35,182.14$ 35,977.26$ 36,790.34$ 37,621.80$ 38,472.06$ 39,341.53$ 40,230.64$ 41,139.86$  
Salary Schedule Honors Experience At 2.5% Increase Per Year U p To 8 Years  

Salary Schedule Reflects 1450  Contract Hours (4- day work week)  

 

Additional Stipends  

 

Scheduled Advancements  

 

Additional Opportunities to Increase Salary  

 

Extra Duty Coaching Opportunities  

Proposition 301 - Pay for Performance  

Tutoring Intersess ions and summer school 

 

Additional Benefits  

 

100% PPO medical, dental, vision, life insurance paid for employee ( $5,2 91.40 per employee)  

Arizona State Retirement Contribution Matching ð 9.87% and Employee Share 11.13% 

Arizona State Retirement Long Term Dis ability Insurance - .26% 

 80 hours  Undifferentiated (Personal/Medical ) Leave added to your account at t he beginning of the school 

year  
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11- 12 CLASSIFIED JOB AND SALARY SCHEDULE  
 

Title

Facilities Maintenance

New 

Entry

1 Year 

Exp

2 Year 

Exp

3 Year 

Exp

4 Year 

Exp

5 Year 

Exp

6 Year 

Exp

7 Year 

Exp

8 Year 

Exp

9 Year 

Exp

Site Facility Manager 12.12$  12.36$   12.61$  12.86$  13.12$   13.38$   13.65$   13.92$  14.20$    14.48$    

Maintenance 9.85$    10.04$   10.25$  10.45$  10.66$   10.87$   11.09$   11.31$  11.54$    11.77$    

Lead Custodian 9.09$    9.27$     9.46$    9.65$    9.84$    10.04$   10.24$   10.44$  10.65$    10.86$    

Custodians 8.33$    8.50$     8.67$    8.84$    9.02$    9.20$     9.38$    9.57$    9.76$     9.96$     

Security 8.33$    8.50$     8.67$    8.84$    9.02$    9.20$     9.38$    9.57$    9.76$     9.96$     

Transportation        

Mechanic Supervisor 15.15$  15.45$   15.76$  16.08$  16.40$   16.73$   17.06$   17.40$  17.75$    18.11$    

Mechanic 12.63$  12.88$   13.14$  13.40$  13.67$   13.94$   14.22$   14.50$  14.79$    15.09$    

Bus Driver (not Certified) 9.09$    9.27$     9.46$    9.65$    9.84$    10.04$   10.24$   10.44$  10.65$    10.86$    

Bus Driver (with Route) 10.65$  10.86$   11.08$  11.30$  11.52$   11.75$   11.99$   12.23$  12.47$    12.72$    

Food Service

Cafeteria Manager 10.10$  10.30$   10.51$  10.72$  10.93$   11.15$   11.37$   11.60$  11.83$    12.07$    

Lunch Clerk/ Food Prep 7.58$    7.73$     7.88$    8.04$    8.20$    8.36$     8.53$    8.70$    8.88$     9.05$     

Food Service Aide/Monitor 7.35$    7.50$     7.65$    7.80$    7.96$    8.11$     8.28$    8.44$    8.61$     8.78$     

Business

Accountant 10.10$  10.30$   10.51$  10.72$  10.93$   11.15$   11.37$   11.60$  11.83$    12.07$    

SAIS Coordinator 12.93$  13.19$   13.45$  13.72$  14.00$   14.28$   14.56$   14.85$  15.15$    15.45$    

Bookkeeper 10.10$  10.30$   10.51$  10.72$  10.93$   11.15$   11.37$   11.60$  11.83$    12.07$    

Shipping/Receiving Manager 10.10$  10.30$   10.51$  10.72$  10.93$   11.15$   11.37$   11.60$  11.83$    12.07$    

Clerk 7.35$    7.50$     7.65$    7.80$    7.96$    8.11$     8.28$    8.44$    8.61$     8.78$     

Warehouse/Inventory Worker 8.08$    8.24$     8.41$    8.57$    8.75$    8.92$     9.10$    9.28$    9.47$     9.66$     

Payroll Coordinator 11.11$  11.33$   11.56$  11.79$  12.03$   12.27$   12.51$   12.76$  13.02$    13.28$    

Purchasing Agent 13.84$  14.12$   14.40$  14.69$  14.98$   15.28$   15.59$   15.90$  16.22$    16.54$    

Administrative Services

Administrative Assistants 10.40$  10.61$   10.82$  11.04$  11.26$   11.49$   11.72$   11.95$  12.19$    12.43$    

Secretary II 9.34$    9.53$     9.72$    9.91$    10.11$   10.31$   10.52$   10.73$  10.95$    11.17$    

Secretary I 8.59$    8.76$     8.93$    9.11$    9.29$    9.48$     9.67$    9.86$    10.06$    10.26$    

Student Worker 7.35$    7.50$     7.65$    7.80$    7.96$    8.11$     8.28$    8.44$    8.61$     8.78$     

Technology

Network Administrator 15.66$  15.97$   16.29$  16.61$  16.95$   17.28$   17.63$   17.98$  18.34$    18.71$    

Technician 13.13$  13.39$   13.66$  13.93$  14.21$   14.50$   14.79$   15.08$  15.38$    15.69$    

Health Services

RN (AS) 13.13$  13.39$   13.66$  13.93$  14.21$   14.50$   14.79$   15.08$  15.38$    15.69$    

Health Aide 9.09$    9.27$     9.46$    9.65$    9.84$    10.04$   10.24$   10.44$  10.65$    10.86$    

Instructional Services

Para-Educators* 9.60$    9.79$     9.98$    10.18$  10.39$   10.59$   10.81$   11.02$  11.24$    11.47$    

Para-Professional 8.33$    8.50$     8.67$    8.84$    9.02$    9.20$     9.38$    9.57$    9.76$     9.96$     

**** $1.00 Stipend for A.A. Degree or  60+ Credit Hours (anyone) (Automatically included in RN, Accountant and Para-Educators)

Entry Level credit is given for up to 9 years of experience at an increment of 2% per year

* Para-Educators = Associates Degree, 60+ Credit Hours or Greater 
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EMPLOYEE INSURANCE  BENEFITS  

 

The health, life, AD&D and d ental insurance coverage is paid by the district for contract employees who 

work thirty (30) or more hours per week.  ASBAIT (Arizona School Boards Association Insurance Trust) 

provides life and dental coverage.  Medical coverage is also provided by ASBAIT  and administered through 

Administrative Enterprises, Inc., which will process all claims. Questions concerning insurance coverage 

should be directed to the Business Office .  

 

MAJOR  MEDICAL  BENEFITS  

 

ASBAIT offers two plans for 20 11-2012:  Schedule B (Dist rict Coverage) has a $25.00 co -pay for office 

visits with $ 350  individual and $ 1050 family deductible per calendar year if using In -Network providers.  

Schedule B ( BUY-UP) has a $15.00 co -pay for office visits with a $ 300 individual/$ 900 family deductible per 

calendar year for major medical claims only if using In -Network providers.  After the deductible has been 

met, major medical claims will be paid according to the schedule adopted July 1 st , 20 11   All In -Network 

providers are listed in the white BCBS Pr ovider Directory or on -line at 

http://www.bcbs.com/healthtravel/finder.html  

  

If using a provider Out -Of -Network for Schedule B, please refer to schedule.  

 

If employees wish to cover their famil ies, the rate per month is:  

 

Schedule B $25 Co -Pay Family coverage                $ 539.00 

 

Schedule B $15 Co-Pay (Buy-Up) Family coverage $ 562 .00 

 

There is a $ 20.00 monthly fee for employees who choose the employee Buy -Up option.  

These rates are for the en tire medical/dental/life monthly insurance coverage.  

 

 

Open Enrollment is in May/June for a July 1 st  effective date.  

 

Chiropractic Care  

 

Schedule B (District Coverage) has a $25.00 co -pay.  Benefits payable are limited to one thousand, two 

hundred dollars ($1200) per calendar year. (In -Network only)  

 

Pharmaceutical Card System (PCS) 

 

Eligible employees will be issued a Prescription Drug Program Card from ASBAIT using the Walgreenõs 

Health Initiatives Program and should be presented when purchasing prescript ion items from participating 

pharmacies.  The Rx card requires  that generic drugs  be dispensed whenever there is a generic available.  If 

a brand name drug is dispensed when a generic is available, the Covered Person will be responsible to pay the 

brand name co-pay plus the difference in the cost of the generic drug and the brand name drug. A 90 -Day 

prescription option for ongoing prescription needs through the mail is also available.  

 

http://www.bcbs.com/healthtravel/finder.html
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Vision Plan  

 

Vision care through ASBAIT pays up to $60.00 per exam and  $45.00 to $120 for lenses or contacts and up 

to $70.00 on frames.  A complete vision exam is available each 12 consecutive months, lenses each 12 

consecutive months and frames each 24 consecutive months. The ophthalmologists or optometrists in the 

Provider Directory must be used for the exam.  However, any eyewear provider may be used for lenses or 

frame.  See page 36 for a complete guide to vision care.  

 

Other Insurance  

 

The following section is a brief outline of the group insurance benefits provided by ASBAIT .  Employees 70 

or older have a reduced benefit.  

 

Life Insurance      Amount  

All employees      $ 20,000  

Dependents (if dependent coverage in force)  

  Spouse    $   10 ,000  

  Less than 6 months   $   5 ,000  

  6 months ð 19 years  $   5 ,000  

 

Accidental Dea th and Dismemberment Insurance  

 

Benefits paid up to 100% of losses that result from accidental death. Please refer to the plan document for 

other details.  

 

DENTAL  PLAN (Eligible employees will use their medical card issued by ASBAIT ) 

 

See Schedule of Dent al Benefits attached to Handbook.  

 

 

Long- Term Disability  

 

Long-term disability (LTD) insurance is provided for all eligible employees who are participants in the Arizona 

State Retirement System. This LTD program will provide payment of 66.67% of monthly co mpensation for 

employees disabled by accidental bodily injury or sickness.  

 

Benefits may commence on the day following a waiting period during which you have been totally disabled for 

six (6) consecutive months.  The district or the State Retirement System provides no short -term disability 

insurance. 

 

Please visit Human Resources for all applicable forms and information.  

 

ACCIDENTS  ð INDUSTRIAL  INJURIES  

 

All employees have a responsibility to maintain a safe condition in their work area. If an unsafe conditi on 

exists which you cannot correct, it must be reported to your principal/supervisor immediately. If an accident 

occurs while you are on duty, you are protected under Workmenõs Compensation Insurance. You may not be 
covered if the accident or injury is not  reported within 24 hours.  In the event of an injury, the supervisor, 

nurse or health aide fills in the òSupervisors Report of Industrial Injuryó and sends the white copy to the 
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Director of Human Resources at the District Office within  24 hours .  If the wor ker needs to visit the 

Doctor, the supervisor, nurse or health aide calls for an appointment with a doctor in the tri -city area 

approved to treat Workersõ Compensation injuries, and sends the appropriate paperwork with the injured 

employee (òCanary copyó of Supervisors Report of Industrial Injuryó).  Chino Valley Medical Center is 

CVUSDõs provider of choice. 

 

Please do not  pay any provider for a Workers Comp injury.  

 

PAYROLL PROCEDURES AND  OPTIONS  

 

At the beginning of each school year or beginning employmen t, new employees will complete all necessary 

payroll forms. If an employeeõs family status (marriage, divorce, additional children) changes, it is the 

responsibility of the employee to notify Human Resources  and complete new applicable forms. It is also 

th e responsibility of the employee to notify the H.R., in writing,  of any address and/or phone number 

changes.  Please see Change of Address Forms in H.R or on the web at www.cvsd.k12.az.us located in the 

employee corner.  

 

School district employees are required to have a social security number.  

 

Certified and classified contract or work agreement  employees who are working the usual ten (10 1/2) 

month school year may elect to be paid under any of these three (3) optio ns: 

A. Bi-weekly installments (Payment during the school year only)  

B. Bi-Weekly installments with balance of contract paid at the conclusion of the school year 

(Balloon Payment) 

C. Bi-weekly installments paid over a twelve (12) month period.  

 

PAYROLL, TAXES,  DONAT IONS  AND  DIRECT DEPOSIT  

 

Gross wages earned in the year 20 11, up to a maximum, are subject to social security taxation of 4.2%. All 

wages are subject to the Medicare tax of 1.45%. Contract employees will have 11.39% of their gross wages 

withheld for retire ment ð 11.13% going into the Arizona State Retirement System and . 26% to Long-Term 

Disability during the fiscal year 20 11-2012. The district will match your retirement withholding each pay 

period. Employees who work 20 hours or more per week for 20 or more  weeks in a fiscal year are required  to 

be members of the Arizona State Retirement System . 

 

Contract  employees may authorize voluntary deductions for credit union savings/loan payments, insurance for 

your dependents  (on a pre-tax basis or not), tax shelter ed annuities, AEA/NEA dues (Policy DKB), state 

extracurricular tax credit program, professional dues and donations to 501C3õs.  Contract employees may 

authorize Direct Deposit to any banking institution(s). For information, contact Canda or Toni in the Bus iness 

Office a t Ext. 5407 or 54 08. 

 

PAYROLL PROCEDURES AND OPTIONS (CONTINUED)  

 

Employees working under a time sheet agreement or who work overtime must have their time sheets to 

payroll by 3:00 p.m. on Thursday at the end of the pay period in order to be processed for the following 

pay date (refer to the payroll calendar).  

 

http://www.cvsd.k12.az.us/
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Period Pay Period Date Timesheets Due Pay Date

1 7/1 - 7/9/11 7/7/2011 7/14/2011

2 7/10 - 7/23/11 7/21/2011 7/28/2011

3 7/24 - 8/6/11 8/4/2011        8/11/2011

4 8/7 - 8/20/11 8/18/2011       8/25/2011

5 8/21 - 9/3/11 9/1/2011 9/8/2011

6 9/4 - 9/17/11 9/15/2011 9/22/2011

7 9/18- 10/1/11 9/29/2011 10/6/2011

301 Pay 8/1-10/13/2011 301-1st Quarter pay - for Teachers 10/13/2011

8 10/2 - 10/15/11 10/13/2011 10/20/2011

9 10/16 - 10/29/11 10/27/2011 11/3/2011

10 10/30 - 11/12/11 11/10/2011 11/17/2011

301 Pay 8/8 - 11/22/2011  Performance Pay - for Teachers 11/23/2011

11 11/13 - 11/26/11 11/24/2011 12/1/2011

12 11/27 - 12/10/11 12/8/2011 12/15/2011

13 12/11 - 12/24/11 12/21/2011     *12/28/2011

301 Pay 10/17/11 - 12/29/11 301-2nd Quarter pay - for Teachers 1/5/2012

14 12/25 - 1/7/12 1/5/2012 1/12/2012

15 1/8 - 1/21/12 1/19/2012 1/26/2012

16 1/22 - 2/4/12 2/2/2012 2/9/2012

17 2/5 - 2/18/12 2/16/2012 2/23/2012

18 2/19 - 3/3/12 3/1/2012 3/8/2012

301 Pay 1/3-3/15/12 301-3rd Quarter pay - for Teachers 3/15/2012

19 3/4 - 3/17/12 3/15/2012 3/22/2012

20 3/18 - 3/31/12 3/29/2012 4/5/2012

21 4/1 - 4/14/12 4/12/2012 4/19/2012

22 4/15 - 4/28/12 4/26/2012 5/3/2012

23 4/29 - 5/12/12 5/10/2012 5/17/2012

301 Pay 3/19-5/24/12 301-4th Quarter pay - for Teachers 5/24/2012

24 5/13 - 5/26/12 5/24/2012 5/31/2012

301 Pay 11/28/11 - 5/24/12  Performance Pay - for Teachers 6/7/2012

25 5/27 - 6/9/12 6/7/2012 6/14/2012

26 6/10 - 6/23/12                                                             **6/18/2012 6/28/2012

27 6/24 -6/30/12                                                             **6/18/2012 6/30/2012

* Early because of Holiday

**End of Fiscal Year processing

2011-2012 Payroll Calendar

 
     

All questions regarding payroll should be directed to Canda and Toni in the Business Office (636 -4438, ext. 

5407 or 5408).  
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TEACHING  CERTIFICATION  

 

All teachers must  have and maintain certification throughout the year. Your Arizona Teaching Certificate 

must also be recorded at the Yavapai County School Superintendent's office , and a copy showing the stamp, 

furnished to Human Resources. No warrant may be drawn in payment of a te acher's salary unless the teacher 

is the holder of a legal certification in force for the full term for which payment is demanded. Please be 

sure to take care of this before the first day you report to duty. (NOTE: ALL TEACHERS MUST  HAVE 

OFFICIAL TRANSCRIP TS ON  FILE IN THE DISTRICT OFFICE).  

 

RENEWAL OF TEACHING  CERTIFICATION  AND  FINGERPRINTS  

 

Certified employees are responsible for maintaining a current, valid Arizona credential and fingerprints. 

Human Resources will notify an employee of renewal deadlines.   

 

FINGERPRINTING  

Beginning October 1 st , 2003, Arizona State Statue A.R.S. § 15 -534 (B) requires that a certificate holder who 

applies for a renewal or any other certification service must either (1) have a valid fingerprint clearance card 

or (2) prove tha t he or she submitted an application for a fingerprint clearance card.  Human Resources can 

now process all of your fingerprint requirements at the District Office . **Please contact Mari Ann Thorley 

at (928) 636 -2458 Ext 121 for an appointment.  

 

HORIZONTAL  MOVES ON CERTIFIED  SALARY SCHEDULE 

 

Any staff member planning to move horizontally on the salary schedule must provide official transcripts to 

Human Resources.  Official transcripts or other written proof must substantiate completion of approved 

units.   Such verification must be filed in the Human Resource office prior to Governing Board submittal.   

Once official transcripts are verified and the personnel report approved by the Governing Board, a new 

contract will be generated and pay will be adjusted to t he new amount at the quarter.   Example:  if a staff 

member in July completes a class or classes that would allow a horizontal move, the increase in pay would 

begin October . Quarters start as follows:  January;  April;  July; and  October.   

 

ADVANCEMENT  ON CLASSIFIED  SALARY SCHEDULE 

 

Classified employees who have earned a degree or have completed two years in an approved bachelor's 

program will be placed at an advanced range of the classified salary schedule when proof of such is furnished 

to Human Resources by the beginning of their work agreement  employees obtaining a degree during a 

contract will be advanced on their next contract.  

 

Most questions concerning teacher certifications, transcripts, degrees, etc. may be addressed with the 

Superintendentõs Office.  
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EQUAL  OPPORTUNITY  

 

The Chino Valley School District is committed to the fundamental policy of providing equal opportunity in all 

areas of recruitment, selection, retention, promotion and affirms that there shall be no discrimination 

against any persons because of race, creed, age, color, sex, physical handicap, religion or national origin.  

 

The district shall seek the best -qualified applicants for each vacant position, regardless of race, color, 

national origin or sex. Title IX Coordinator for the dist rict is Duane Noggle, Superintendent.  

 

CERTIFIED  EVALUATIONS  Procedural  Steps:  

 

· At the beginning of the school year, the principal shall meet with the school's faculty for the purpose of 

orienting the teachers to the total evaluation plan.  This shall incl ude whether the evaluation is used as a 

criterion for establishing a teacher's compensation.  

· Self -evaluation for the teacher shall be urged.  An observation(s) in the classroom shall be completed.  

· An opportunity for a conference shall follow each formal ob servation -visitation.  

· A written record shall be made of each formal observation, with a copy to the observed.  

· The official evaluation shall be reduced to writing and signed by both the teacher and the evaluator.   The 

teacher's signature shall not mean conc urrence.   The teacher shall be allowed ten (10) days to write and 

submit any comments, which shall be attached to the evaluation. 

· A copy of the written evaluation shall be transmitted to the teacher within five (5) days after 

completion of the evaluation, and a copy shall be retained for the principal's file.   A third copy shall be 

placed in the teacher's personnel file and made available to authorized District officers and employees.  

· All evaluations shall remain confidential as is provided in A.R.S. 15-537 . 

 

A written evaluation for all continuing (have received their fourth contract or more) teachers must be 

completed no later than December 15. The first evaluation for all non -continuing (in contract years one 

through three) teachers shall be completed by November 15 with the second evaluation for all non -continuing 

teachers completed by Janua ry 16.  

 

CLASSIFIED  EVALUATIONS  Procedural  Steps:  

 

Classified personnel will be evaluated at least once during the introductory period of employment (90 days) 

with said evaluation occurring at least 10 working days prior to the conclusion of the probationar y period. 

Evaluations of permanent employees who have completed their probationary period will be conducted at least 

once annually and not later than January 30th. Additional evaluations may be completed for anyone at any 

time  at the discretion of the supe rvisor.  

 

Classified personnel shall be allowed ten (10) days to write and submit any comments, which shall be attached 

to the evaluation. 

 

No employee will be placed in any position wherein direct evaluative or supervisory authority is exercised by 

a close relative.   (Close relative  is defined as a father, mother, brother, sister, spouse, son, daughter, son -in-

law, daughter -in-law, sister -in-law, or brother -in-law.) 

   

Exceptions to the above paragraph may be granted by the Board when it is deemed to be in the best interest 

of the District.   The current assignment of close relatives, although such may be in conflict with this policy 

at the time of its adoption, may be continued if deemed in the best interest of the District.  

 

http://lp.ctspublish.com/asba/public/lpext.dll?f=FifLink&t=document-frame.htm&l=jump&iid=Title15.nfo&d=15-537&sid=7a4124f7.5688a704.0.0#JD_15-537
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UNDIFFERENTIATED  LEAVE 

 

The form ula to be applied for computing Undifferentiated Leave shall be: Scheduled hours worked, not 

including overtime, during a biweekly pay period multiplied by a factor of five one -hundredths (.05) equals 

hours credited to employeeõs accrued leave. Fraction of  an hour will be rounded up or down to the nearest 

quarter (1/4) hour, i.e. ¼, ½, ¾, or 00. Total hours earned on a monthly basis shall not exceed eight (8) hours.  

Reference  policy GCCA 

 

 

MEDICAL  LEAVE ASSISTANCE  PROGRAM 

 

Contract employees who have deple ted their accrued leave (leave earned under board policy GCCA and 

earned vacation, if applicable), as a result of a serious illness or injury to themselves, spouse or child(ren), 

may request to participate in the Medical Leave Assistance Program. A written  request must be submitted to 

Human Resources, asking to receive donations of sick leave from the sick bank so they may receive income 

during their period of absence. Only an employee who has twenty (20) or more days of accumulated 

undifferentiated leave m ay donate sick  leave to the sick bank . Please refer to Policy GCCG for further 

information and procedures to follow or contact the Human Resources Department at the District Office.  

 

UNDIFFERENTIATED  LEAVE BUYBACK  

 

Except in cases when an employee has bee n dismissed for cause, or the employee does not follow District 

policy for proper notice and completion of contractual obligations, an eligible staff member who satisfies one 

of the following conditions shall be compensated for unused accumulated undiffere ntiated leave at the 

hourly  rate of two-one hundredths  of one percent (0. 02%) of the employee's current annualized  rate of pay 

multiplied by the number of unused accumulated undifferentiated  leave hours. Reference  Policy GCCA 

 

Eligibility for reimbursement  begins:  

 

 When the employee:  

 Terminates employment with the District  or  

 Exceeds the maximum amount of allowable accrued hours of nine-hundred sixty  (960 ), or  

 Is deceased while in the employ of the District (paid to the estate of the deceased as soon as 

possible) or  

 The employee officially retires under the rules of the Arizona State Retirement System.  

 

LEAVES AND  ABSENCES (Absent  Without  Leave) 

 

Newly Added to Policy GCC  

 An employee shall be deemed òabsent without leaveó when absent from work because of:  

o Failure to complete an appropriate leave form for any leave, i.e., sick, personal, vacation , 

emergency, legal, professional, etc., within forty -eight (48) hours of the employees return to 

work.  

No leave is considered to be officially approved until a leav e form has been submitted to the employeeõs 

immediate supervisor .  (See policy  GCC for  details)
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DIRECTIONS  FOR REPORTING ABSENCE 

 

All employees  must report if they leave work or will not be able to report to their job.  

 

Teachers login to www.aesopeducation.com or call 1 -800 -942 -3767.  Login to Aesop and create an 

absence>choose dates>select a reason>change times>next>add notes to sub or admin if needed and save.  

Calling the Aesop line follow the prompt to create  an absence. 

 

All other employees, not on Aesop, need to call their site and report their absence to the Administrative 

Assistant or their immediate supervisor.  

 

 

VACATION  Policy GDD 

All full - time personnel employed on 12 -month contracts will be entitled t o annual vacation with full pay, in 

accord with the provisions following:  

 Twelve (12) Month Employees beginning service will have forty  (40) hours of vacation.   A Twelve (12)-

Month employee with between six (6) and twelve (12) months of continuous contract  service will earn 

an additional day s worth of hours  of vacation  per month, not to exceed  forty (40) hours (depending 

on the number of hours worked per day) . 

 Employees with uninterrupted contract service of one (1) year and up to and including four (4) yea rs 

on their anniversary date  will have eighty  (80) hours of vacation.  

 Employees with uninterrupted contract service of five (5)  years or more on their anniversary date  

will have one-hundred twenty  (120) hours of vacation.  

 Employees with ten (10) years or m ore of uninterrupted contract service on their anniversary date  

will have one-hundred sixty  (160) hours of vacation.  

Scheduling of vacation days must be in advance and will take into account service requirements of the school 

system.  Employees will take v acations when, in the judgment of the supervisor of the department, the work 

permits.   All vacation requests must be approved by the supervisor and submitted to the District office for 

verification of vacation days due.  

An employee may carry over a maximum  of eighty  (80) hours of earned vacation each year.  

If, before receiving the vacation to which entitled, an employee is dismissed (except for reason of 

misconduct  or failure to provide proper notice in accordance with Board Policy ), laid off, resigns, reti res, or 

deceases while under contract, the employee will be paid in lieu of vacation; provided, however, that in the 

case of resignation of an employee with less than one year of service, vacation pay allowance will be prorated 

(Policy GDD). 

 

http://www.aesopeducation.com/
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CIVIC/LEGAL  LEAVE 

 

Employees shall be granted civic leave when summoned to jury duty or other mandatory government summons. 

Only an employee on jury duty may receive the regular salary. It is the responsibility of the employee to 

reimburse the District for jury duty pay (not including mileage) when such payment is made directly to the 

employee. Failure to reimburse the District at the completion of the jury duty service will result in a full 

deduction equal to the number of contract days missed. An employee excused fr om jury duty shall report to 

their regular duties as soon as possible. Failure to report for duty will result in a deduction equal to that 

portion of a contract day missed [A.R.S. 21 -236].  

 

The employee must fill out a leave request form AND  furnish the Di strict Office with a copy of the òNotice 

of Jury Duty" PRIOR to the date of said duty if notified by mail. If notified by phone, the employee MUST  

fill out a leave request form AND  furnish proof of duty from the court. If the employee does not receive 

compensation for the first day of jury duty, verification of attendance from the court MUST  be furnished 

to the District Office.  

If an employee is a defendant or litigant in court proceedings, (s)he must apply for  personal leave . 

 

SNOW  DAY PROCEDURES 

 

In the e vent of extreme weather conditions, the Superintendent may choose to close or delay the opening of 

school. Classes will not be held, buses will not run or both may be delayed for two (2) hours depending upon 

road conditions and predicted weather. Although employees will be contacted through the Districtõs 

staff/parent notification system in the event of school closure, employees should listen to local radio 

stations for announcements or check the district web site, www.cvsd.k12.az.us . Twelve-month employees 

should report to work at regular time, or as soon thereafter as possible, if school is delayed or cance lled. 

Any twelve - month employee unable to report to work due to weather must use personal leave or 

vacation.  Nine and ten month employees should report to work as soon as possible on delayed schedule  days, 

but only if directed by their supervisor when school is cance lled altogether.  

 

SABBATICAL  LEAVE 

 

Sabbatical leaves of absence may be authorized by the Board o f Governors to teaching personnel when it 

deems such leave to be reasonable and for good cause and not detrimental to education within the school 

district. Sabbatical leaves may not exceed a period of one year and up to one -half salary may be granted to 

t hose taking such approved leaves. Please refer to Board Policy for complete details.  

 

 

FAMILY  AND  MEDICAL  LEAVE ACT OF 1993  

 

The FMLA requires covered employers to provide up to 12 weeks of unpaid, job -protected leave to òeligible" 

employees for certain fa mily and medical reasons. Employees who have been employed by the District at 

least twelve (12) months, or one (1) contract year and who have completed at least one thousand two 

hundred fifty (1250) hours of service immediately prior to the time the leave is to commence shall be 

eligible for FMLA leave.  

 

 

 

 

http://www.cvsd.k12.az.us/
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Unpaid leave must be granted for any of the following reasons:  

 

 to care for the employeeõs child after birth or placement for adoption or foster care 

 to care for the employee's spouse, child or parent who has a serious health condition;  

 or, for a serious health condition that makes the employee unable to perform the employee's 

job  

 

The employee may be required to provide advance leave notice and medical certification. The employee 

ordinarily must provid e 30 days notice when the leave is "foreseeable.ó An employer may require medical 

certification to support a request for leave because of a serious health condition and may require a fitness 

for duty report to return to work.  

 

Certain job benefits are prot ected and most employees will be restored to their original or equivalent 

position with equivalent pay and benefits.  

 

Per policy GCCC; The District shall require the repayment of any health care premiums paid by the 

District for continuing coverage during the period of the FMLA leave if the employee fails to return to 

work after the FMLA leave expires and the failure to return is not due to circumstances beyond the 

employeeõs control. 

 

Notices, explaining the Act's provisions, are posted at each school, in the district office, food service and 

maintenance/transportation departments. Additional information may be obtained by contacting the nearest 

office of the Wage and Hour Division, listed in most telephone directories under U.S. Government, 

Department of L abor. A sample letter for request of a FMLA leave of absence is provided on the next page.  

 

If you are planning on using FMLA or requesting a leave of absence, please come by Human Resources for a 

planning packet and authorization forms.  
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SAMPLE 

 

Medical Leave of Absence / Disability 
Coordination Agreement 

 
Date:       

I,      , am requesting a    -week leave of absence (LOA) without pay.  My absence will begin on       and I 

will return to work on      . 

I understand that I must notify Human Resources in writing should I return to work sooner than anticipated OR if I 

cannot return to work on the afore mentioned return date.  I also understand that a doctorôs release should be filed 

with Human Resources on my first day back to work. 

Type of Leave (Please check appropriate reason) 
 
Family Medical Leave (FMLA):   Non-Medical Leaves (LOA): 

  Own serious health condition (not work related)           Family 

  Care for newborn/placed child            Jury Duty 

       Maternity Leave           Personal 

  Care for parent/spouse/child w/serious health condition    Military 
 
Last Day Worked:           First Day of Leave:        
 
Expected Return to Work:        Actual Return to Work Date:       
 
Last Day of Paid Leave:       
 
Continued Benefits Coverage 

 
Benefits are automatically continued for any employee going on a Family Medical Leave (FMLA) status up to 12 weeks. If 
applicable, employees will be expected to make any dependent premium payment(s). This will be handled as usual through 
payroll deductions. If employees are not receiving a paycheck, they will need to make arrangements for premium payment while 
out on leave. Employees will stop accruing leave time if their leave lasts longer than thirty (30) days. If the Leave lasts longer 
than three (3) months, Governing Board approval must be acquired and the employee may elect benefits continuation at their 
own expense. The employee must notify the H.R. Representative at that point. 
 
Agreement 
 
My signature on this document signifies that I have received copies of all applicable forms and understand the effect of my leave 
on my benefits. I understand that, if possible, I am expected to contact my H.R. Representative to confirm my availability at least 
one (1) week prior to my expected return date or by March 1

st
, whichever occurs first. If I do not contact my H.R. Representative 

on or before the above return date I am considered to have voluntarily resigned on the scheduled last day of the leave. I 
understand that maternity leave, and medical/disability leave is automatically applied towards that allowed by the Federal Family 
Medical Leave Act and any other state act. A request for an extension of my Leave of Absence must be received prior to the 
expiration of the original LOA. Any extension must be approved by my H.R. Representative. An extension of a Medical LOA 
must be accompanied by a written statement by my attending physician (GCCC-EA). 
 
Per policy GCCC; The District shall require the repayment of any health care premiums paid by the District for continuing 
coverage during the period of the FMLA leave if the employee fails to return to work after the FMLA leave expires and the failure 
to return is not due to circumstances beyond the employeeôs control. 
 
I have read and understand the above information. 

 
 
 ___________________________________________   ________________________________  
 Employee Signature  Date 
 
 ___________________________________________   ________________________________  
H.R. Director Signature  Date 

 

 

Superintendent 
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TRANSFERS 

 

The district encourages the upward mobility of all personnel and will provide information about available job 

openings that may provide promotions or jobs of greater satisfaction for interested personnel. A district 

transfer request form can be found at www.cvsd.k12.az.us. This does not preclude the Superintendent from 

exercising his/her prerogative  of moving staff within the confines of their building for purposes of 

curriculum and/or instructional impr ovement. 

    

WORK SCHEDULES 

 

All staff started four -day work weeks on July 1 , 2009. Classroom teachers' work hours shall be established 

by each building principal. Lunch shall be taken at the time students are released as the individual school 

duty schedul e allows. Anytime it is necessary to leave or arrive at times other than those designated, prior 

arrangements must be made with the principal.  

Full- time -classified employees work 32 or 40 hour weeks. Supervisors, as required by the individual job 

needs, will establish reporting times. Part -time employees' work schedules will be established at the time of 

hire.  

 

TIME  CLOCK 

 

For the 201 1-2012 School Year CVUSD has all classified staff using an electronic time clock . Please see your 

supervisor for details.  

 

VERIFICATION  OF EMPLOYMENT 

 

Human Resources will give start dates, salary, current working status and rehire eligibility over the phone. 

All detailed requests for verification of employment or salary must be submitted to the Business Office , in 

writing. The employee's signature authorizing verification of employment must be present on such requests.  

 

USE OF PERSONAL VEHICLE  

 

The school district has district vehicles for business use. Employees should call the Transportation 

Department to schedule a vehicle wh en at all possible.  

Staff member responsibilities regarding  transport of students  in a personal vehicle are detailed in Policy 

EEAG and IJOA.  

 

REIMBURSEMENT  OF TRAVEL EXPENSES 

 

Employees must submit a School Expense Travel Claim in order to receive reimbu rsement for mileage, lodging 

and meal expenses. Mileage will be reimbursed at the standard rate set by the Arizona Department of 

Revenue, currently 44.5 cents per mile for privately owned motor vehicles. Lodging and meal reimbursement 

rates are based on th e Federal Per Diem Rates. The current default rate for lodging is $60.00 and $34.00 

per day for meals. For travel to Flagstaff, Grand Canyon, Kayenta, Phoenix Scottsdale, Sedona, Sierra Vista, 

Tucson and Yuma the rates are breakfast $8.00, lunch $11.00 and  dinner $20.00 all other cities in Arizona 

are breakfast $7.00, lunch $10.00 and dinner $17.00. See Business Office for details. Receipts are 

required for lodging reimbursements . Lodging for conferences will be limited to the cost of the conference 

facilit y. Contact the Business Office in advance of travel for restrictions. (Reference USFR Memorandum 

No. 210.) 

If reimbursement is requested for less than a 24 hour period, IRS rules it is taxable income.  

http://www.cvsd.k12.az.us/
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BLACKBOARD CONNECT 

 

In 2008 we initialized Blackboard Connect® The Blackboard Connect ® service is helping educators improve 

communication via streamlined, efficient, automated communication leveraging the power of the Blackboard 
Connect® hosted, time -sensitive mass notification engine.  The Blackboard Connect ® service enables school 

administrators to record, schedule, send, and track personalized voice and e -mail messages to thousands of 

students, parents, and staff in minutes.  

 
The Blackboard Connect ® service offers a bundled set of emergency communication, survey, and community 

outreach notification tools designed to help schools at all levels improve awareness, increase involvement, and 

audit communication on a regul ar basis.  

 

Blackboard Connect ® service may be used on a limited basis by classroom teachers. See you building 

principal for details.  

 

TECHNOLOGY 

 

The Tec hnology Department is located on the Chino Valley High School campus .  

 

All Technology requisitions, pr ice comparisons, leasing and brand names are reviewed by the Technology 

Department. The Chino Valley School District only purchases iMacs (or Apple products) and Dell Computers. 

Hewlett Packard printers are the only printers to be ordered.  

 

All computer r elated repairs should go through the ITS Department before sending out of the District for 

repair. Parts purchased by the Technology Department will be charged to the Site for which the repairs 

were completed.  

 

It is against District Policy to install soft ware on your individual computer.  All District computers must 

have only licensed software installed on them. If you have a software program that you want to install on 

your local client, you may donate it to the District, and the licensing will be kept on file at the Information 

Technology office.  

 

RECEIVING  YOUR E- MAIL  OFFSITE  

 

Employees are required to use the FirstClass® email system for all school related communication , your  e-mail 

address is in the following format:  

 

 Username@cvsdstaff .us 

 
Accessing Y our Account: Easy as 1 - 2- 3  

 
1. If:   You are a CVUSD Employee or Board Member:  

                Click or type in this URL==> http://cvsd.k12.az.us  

                   Click on FirstClass ® Login   

 

2. Enter your Username in the User ID field  

3. Enter your Pa ssword in the Password field and click the Login button. THAT'S IT!  
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FirstClass®  

 

The FirstClass ® client is available to you to have your home computer look like your work computer when it 

comes to e-mail, calendar s etc. Go to FirstClass ® òImportant Infoó to see how.  

 

ALWAYS LOG OFF!  

Log off at the end of your session. This is important to the system. Click on the Logoff button.  
 

All computer and computer related donations must be routed through the Technology Department.  

 

Questions concerning technology po licies and procedures should be directed to the Director of Support 

Services at 636 -1458 Extension 106 .  

 

2010- 2011 Technology Staff  

Larry Fullmer   Network Administrator  636 -5618 x  5426 All sites  

Doug Harcrow   Technician    636 -2298 x 20 5 CVHS 

Steve Owings   Technician    636 -4464 x 211 HMS 

Reuben Hernandez Technician    636 -4414 x  205  DRS 

Richard Brown   Technician    636 -3842 x 592  TES  

 

 

ELECTRONIC INFORMATION  SERVICES USER AGREEMENT 

(Appropriate Use of Electronic Information Services)  

 

Acceptable use of the e lectronic information services (EIS) requires that the use of the resources support 

education, research, and educational goals of the district. The user must:  

 

 Use the EIS for educational purposes only.  

 Agree not to knowingly submit, publish, display, or r etrieve any defamatory, inaccurate, abusive, 

obscene, profane, sexually oriented, threatening, racially inaccurate, or illegal material.  

 Abide by all copyright regulations. The use of all software must be in compliance with State and 

Federal law and CVUSDõs software licenses. *Violating United States copyright lay by illegal 
reproduction of software can be subject to civil damages of as much as $100,000.00 and criminal 
penalties, including fines and imprisonment.  

 Have software and hardware products installe d or run on CVUSD client computers approved by the 

IT Department.  
 Understand that many services and products available for a fee and assume the responsibility for any 

expenses incurred without District authorization.  
 Acknowledge that the school district sp ecifically denies any responsibility for the accuracy of the 

information. While the district will make an effort to ensure access to proper materials, the user has 

the ultimate responsibility for how the electronic information service (EIS) is used and bea rs the 

risk or reliance on the information obtained.  
 Not reveal the home addresses or personal phone numbers.  
 Understand that electronic mail or direct electronic communication is not private. CVUSD reserves 

the right to monitor electronic communications.  
 Not use EIS for commercial purposes.  
 Follow the Districtõs code of conduct. 
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 Not attempt to harm, modify, or destroy software or hardware or interfere with system security 

and district servers. Servers on the CVUSD network are the sole responsibility of the  Information 

Technology Department (IT). Any additions or changes made to software or hardware must be 

submitted to the District Information Technology Department.  
 
 

In addition, acceptable use for Employees is extended to include requirements to:  

 

 Maintai n supervision of students using EIS. Understand that students are responsible for complying 

with their own EIS User agreement.  

 Agree to directly log on and supervise the account activity when allowing others to use a personal 

account. 

 Take responsibility f or personal accounts, including password protection.  

 Protect the confidentiality of all passwords, the filtration override password (where applicable) user 

IDõs, and personal identification numbers (PINõs) assigned to or created by employee, to prevent the 

use of personal accounts by unauthorized persons.  

 

Each user when signing the ACKNOWLEDGEMENT at the end of the Employee Manual shall agree to the 
terms and conditions of this EIS User Agreement. A user who violates the provisions of the terms and 
conditi ons may be denied access to the information services and may be subject to disciplinary action. 
Accounts may be closed and files deleted at any time.  The District is not responsible for any service 

interruptions, data loss, changes or consequences.  

**Please note that this contract is valid and enforceable for the entire time the employee is working for 

CVUSD.**  

All employees must read Policy EGAEA & Policy EGD regarding the regulation and use of email and technology 

services.  

 

DISPOSAL  AND  TRANSFER OF INVEN TORY  

 

An Inventory Transfer and Disposal Form  (see next page) must be completed for any inventory items, which 

are unusable or broken and need to be removed from inventory. Required information includes:  

- School 

- Department/Teacher/Room  

- Tag Number  

- Reason for Disposition  

- Signature/Date  

For equipment transfers, use the same form and include transfer information.  

 

Contact the Business Office to schedule pick up of inventory items for auction, disposal or transfer.  
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INVENTORY TRANSFER AND DISPOSAL FORM  
 

 

 

Tag# ____________   Description ________________________ Ser.# ____________________  

 

Requester ______________________________________________      Date _______________  

 

TRANSFER:  Moved from:  _____________   ______________   ____________  ________  

     School                 Dept.                       Bldg.#                Room#  

 

  Moved to:  _____________   ______________   ____________  ________  

     School                 Dept.                       Bldg.#                Room#  

 

  Moved by:  _______________   _ _________   _____________   _________  

Name                     Date                 Computer Entry     Date  

 

All equipment etc., listed on the inventory for your room, that is moved to another location, i.e. 

another room, building or school, MUST have a Tr ansfer Form completed (including repairs to 

Technology).  

 DISPOSAL:  

    

____________  ________   _______  ______________  _____________________  

         School             Bldg #         Rm #         Date Disposed          Disposed by (Name)  

 

Circle why/ho w:  Sold  Traded   Junked    Lost   Returned   Stolen  Other  

 

(Describe) 

___________________________________________________________________________  

___________________________________________________________________________  

 

                                               

 

 

 

__________________________________                   ______________  

School supervisor sign to approve disposal                                  Date  

                           

___________________________________                 _______ _______                          

Computer entry by                                                                      Date  

 

If more than one item is to be transferred or disposed of, please list on back of this page.  
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WOMENõS HEALTH  & CANCER RIGHTS  ACT OF 1998  REQUIRED ANNUAL  NOTICE   

Your ASBAIT plan, as required by the Womenõs Health and Cancer Rights Act of 1998, provides benefits for 

mastectomy -related services including all stages of reconstruction and surgery to achieve symmetry between 

the breas ts, prostheses, and complications resulting from a mastectomy, including lymphadenitis.  Call 

Administrative Enterprises, Inc., at 1 -800 -762 -2234 for more information. (AEI is our healthcareõs third 

party administrator)  

MANDATORY  REPORTING OF FIREARMS/WEAP ONS  ON CAMPUS 

 

The 41st Arizona Legislature passed H.B. 2131 in 1994. This new law increased the penalty for selling or 

giving a firearm or ammunition to a minor and a legal duty for all school personnel to report all violations of 

the weapons law, which occur on school premises. Such report must be to a peace officer who is required to 

report the violation to DPS. Additionally, a report should immediately be made to school administrators of 

any knowledge of firearms/weapons on school grounds. A copy of the  complete new law is on file at each 

school office.  

 

MANDATORY  REPORTING OF CHILD  ABUSE/NEGLECT  

 

A.R.S. 13-3620 requires:  òAnyénurseéteacherécounselor or other employees of the School District or any 

other person having responsibility for the care or trea tment of children whose observation or examination of 

any minor discloses reasonable grounds to believe that a minor is or has been the victim of injury, sexual 

abuse pursuant to section 13 -1406é.[this includes an extensive listing of possible signs of abuse & 

neglect]é.shall immediately report or cause reports to be made of this information to a peace officer or to 

child protective services in the Department of Economic Securityé.Reports shall be made forthwith by 

telephone or in person forthwith and shall  be followed by a written report within seventy -two hoursé.The law 

continues to define in length requirements of reporting.ó 

 

The full text of A.R.S. 13 -3620 can be reviewed at the following website: www.azleg.state.az.us/ars .  All 

school personnel should be aware of this requirement for reporting suspected abuse and/or neglect. 

Principals in each school and Directors will have a procedure for employees to follow when reporting.  

 

REHABILITATION  ACT (SECTION  504)  

 

Section 504 is an Act, which prohibits discrimination against persons with a disability in any program 

receiving Federal financial assistance. The Act defines a person with a disability as anyone who:  

 

Å has a mental or physical impairment that subst antially limits one or more major life activity 

(major life activities include activities such as caring for one's self, performing manual tasks, walking, seeing, 

hearing, speaking, breathing, learning and working),  

Å has a record of such impairment; or,  

Å is regarded as having such impairment.  

 

In order to fulfill its  obligation under Section 504, CVUSD #51 recognizes a responsibility to avoid 

discrimination in policies and practices regarding its personnel and students. No discrimination against any 

person with a disability will knowingly be permitted in any of the programs and practices in the school 

system.  

 

http://www.azleg.state.az.us/ars
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The school district has specific responsibilities under the Act, which include the responsibility to identify, 

evaluate and if the child is determin ed to be eligible under Section 504, to afford access to appropriate 

educational services.  

 

If the parent or guardian disagrees with the determination made by the professional staff of the school 

district, he/she has a right to a hearing with an impartial hearing officer.  

 

The Family Educational Rights and Privacy Act (FERPA) also specifies rights related to educational records. 

This act gives the parent or guardian the right to:  

 

Á inspect and review his/her child's educational records;  

Á make copies of these records;  

Á receive a list of all individuals having access to those records;  

Á ask for an explanation of any item in the records; and,  

Á a hearing on the issue if the school refuses to make the amendment  

 

If you have questions regarding the Rehabilitation Act, p lease feel free to contact Jo Coomer, the Section 

504 coordinator for Chino Valley Unified School District.  

 

COMPLAINT/GRIEVANCE  PROCEDURE 

 

It is the policy of the district that all complaints and grievances of its employees be solved as expeditiously 

and fairly as possible and at the lowest possible level of mediation. It is to be understood by all that 

complaints and grievances are to be considered as a normal happening in any functioning organization and that 

in no case should an individual feel threaten ed or be intimidated by having considered that one should be so 

filed.  

 

Before filing a formal written grievance, the grievant must attempt to resolve the matter by one (1) or more 

informal conferences with the immediate supervisor.  The first of these inf ormal conferences must be 

conducted within ten (10) days after the employee knew, or should have known, of the act or omission giving 

rise to the grievance.  A second or any subsequent conference must occur within five (5) days after the 

initial informal c onference, or any subsequent conference.  

 

An expedient procedure shall be used when grievances are presented. A grievance shall mean a complaint by 

the employee that there has been a misrepresentation or misapplication of personnel policies, which directly  

affects the employee. A grievance must be initiated within thirty -days from the time the employee knew or 

should have known of its occurrence.  

 

The grievance procedure shall be as follows:  

 

     Level I:  Within fifteen (15) days after the employee knew, o r should have known, of the act or 

omission giving rise to the grievance, the grievant must present the grievance in writing to the immediate 

supervisor.  The grievance shall be a clear, concise statement of the circumstances giving rise to the 

grievance, a citation of the specific article, section, and paragraph of the policy or regulation that directly 

and specifically governs the employeeõs terms and conditions of employment that are alleged to have been 

violated, the decision rendered at the informal co nference, and the specific remedy sought.  

 

The immediate supervisor shall communicate a decision to the employee in writing within five (5) days after 

receiving the grievance.  
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Within the above time limits either party may request a personal conference to attempt to 

resolve the matter.  

 

Level II:   In the event the grievant is not satisfied with the decision at Level I, the decision may be 

appealed to the Superintendent within five (5) days after receipt of the decision.  

 

 The appeal shall include a copy of the original grievance, the decision rendered, and a clear, 

concise statement of the reasons for the appeal. The Superintendent shall communicate a 

decision within five (5) days after receiving the appeal.  Either the grievant or the 

Superintendent may req uest a personal conference within the above time limits.  

 

   Level III:  If the grievant is not satisfied with the decision at Level II, the grievant may, within five (5) 

days, submit an appeal in writing to the Superintendent for consideration by the Gover ning Board 

 

For more details, see Board Policy GSK and Regulation GBK -R 

 

PURCHASING POLICIES  

 

The district Governing Board adopts a policy conforming to state law regarding the purchasing procedures. 

Following is a summary of purchasing policies of Chino V alley Unified School District #51. The Governing 

Board must approve all expenditures.  

 

If an employee plans to use District funds to purchase supplies, equipment or services, this is the procedure 

that must  be followed:  

 

1) Ask for a Requisition for the item or service to be purchased. The building Principal, Director or 

his/her designee (usually the School Secretary or Administrative Assistant) will authorize the 

Requisition. It is to be submitted electronically to the Purchasing Agent. Requisitions need to i nclude 

item descriptions as well as catalogue numbers. An official Purchase Order will be generated from 

the Requisition.  

 

****NOTE: PURCHASES WITHOUT  PRIOR REQUISITIONS AND APP ROVED PURCHASE ORDERS 

WILL  NOT BE PAID FOR BY THE D ISTRICT .****  

 

2) State law has established procedures that must be followed when purchasing items that cost $5000 

or above. 

 

A. Expenditures of more than $5,000 or totaling $5000 for one vendor or item type District -

wide, require three (3) telephone or verbal quotations. Quotation informat ion should be 

attached to the respective requisition. This policy applies to all types of goods or services 

unless the Governing Board has identified the vendor as a sole source.  

 

B. Expenditures of more than $ 25,000 or totaling $ 25,000 for one vendor or item  type District 

wide, require a minimum of three (3) written quotations on the vendorõs letterhead. This 

policy applies to all types of goods or services unless the Governing Board has identified the 

vendor as a sole source.  
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C. Procurement of construction or other items costing more than $ 50,000  or totaling $ 50,000  

for one vendor or item type District wide, require sealed bid procedures. The district will 

comply with all Arizona statutes relating to labor, equipment, supplies or services purchased, 

leased or c ontracted. All sealed bids and requests for proposals are issued by the Business 

Office.  

D. All goods must be shipped to the ordering site, who  checks shipments against purchase 

orders for accuracy.  

 

3) The Business Office  issues Purchase Orders . Purchase orders  are required for all expenditures 

except exempted items, such as salaries and related costs. No material may be ordered òon 

approvaló without a purchase order. If an employee orders material without  a purchase order, 

this will be deemed a personal expendi ture and the employee will be liable  for payment!  Blanket 

purchase orders may be used for items of a recurring nature, but should indicate the period of time 

covered and a specified expenditure limit. If an employee exceeds the expenditure limit on a blank et 

purchase order the purchase order will be closed.  

 

5) A purchase order will be faxed , mailed or emailed  with an authorized district signature. The purchase 

order number must appear on all correspondence, invoices and freight bills. The cost of freight may 

be added to the invoice but all items must be shipped prepaid.  

 

6) District employees who receive goods and/or services directly (e.g., pick up orders) must verify the 

quantity and item descriptions for all items received and date the receiving report (pink c opy of 

purchase order) for the date the merchandise was actually received or the date the services 

were actually completed.   Return the completed receiving report with packing slips attached to the 

Business Office.  

 

7) After the receipt of goods and/or servic es, only an authorized signer may approve invoices for 

payment. Expenditures will only be processed for payment after written authorization has been 

received by the Business Office.  

 

8) The business office submits expenditure vouchers to the County School Sup erintendentõs Office 

where they are checked and the expense warrants are drawn. The warrant is returned to the 

Business Office where it is mailed to the vendor.  

 

9) If it becomes necessary to cancel an order or items that have been back ordered, the Business 

Office must be notified of the cancellation . If other items will be ordered as replacement, a new 

purchase order must be issued for the replacement items.  

 

Questions regarding purchases should be directed to Rebekka Bartels  (583 -5410) in the Business Offic e.  

Questions regarding RFP or Bidõs should be directed to John or Valerie. 
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PO BOX 225, CHINO VALLEY, AZ 86323  

 

 
To: All Chino Valley Unified School District #51 Employees  
 
The District wants to conduct business in a proper and legal fashion. School Districts in general 
are under the microscope for their purchasing activities and the District wants to maintain, 
support and promote legal purchasing practices.  
 
Our District wants to eliminate ñAfter the Fact Procurement .ò An ñafter the Fact 
Procurementò occurs when the District receives materials, services or construction prior to a 
purchase order being issued by the Procurement/Purchasing Department. ñAfter the Fact 
Procurementò violates the Arizona Revised Statutes, Article 10 of the Arizona Administrative 
Code (School District Procurement Rules) and the CVUSD Governing Board Policy.  
 
The penalties for ñAfter the Fact Procurementsò can be severe. The party responsible for an 
ñAfter the Fact Procurementò is subject to a criminal conviction and personal responsibility for 
payment of all costs associated with the purchase.  
 
Attached is a copy explaining what an ñAfter the Fact Purchaseò is. Please read and sign proof 
of notification below and return to the Business Office.  
 
Sincerely,  
 
 
 
John Scholl  
Director of Support Services  
CVUSD #51 Business Office  
 
I, ____________________________ (Print Name), have read and understand the policies and 
procedures as described in the ñAfter the Factò statement and understand I may be personally 
responsible for any purchases made by me that are not authorized by the District in advance.  
 
____________________________________________________________________________ 

Employee Signature     School Site     Date
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ñAFTER THE FACT PURCHASE ORDERSò 
 

What is it? 
 
An ñAfter the Fact Purchase Orderò is any one of the following: 
 

a) A purchase order that is issued after an item has been received or picked up. 
b) A purchase order that is issued after a service has begun or been completed. 
c) A preview item that is delivered wi thout a purchase order and is then purchased. 
d) Calling in the order to the vendor prior to receiving a copy of the purchase order or at a 

minimum, an authorized purchase order number. 
e) Sending the purchase requisition to the vendor in advance of the purchase order. 
f)  Making reservations or scheduling services without a purchase order. 

 
Why is an ñAfter the Fact Purchase Orderò so bad? 
 

a) A purchase order is the only legal commitment to spend district funds.  
b) A purchase order insures that procurement rules have been followed for the purchase 

and that budget funds have been properly approved.  
c) Phoning or faxing your order in with a requisition leads to double shipments that may 

have to be charged to the school site. 
d) Our auditors will note an ñAfter the Fact Purchaseò as a violation of the procurement 

rules. 
 
What can we do? 
 

a) Wait until you have your purchase order in hand before ordering any goods or allowing 
any services to begin. 

b) Submit ñservicesò and ñregistrationsò requisitions at least two weeks prior to start of 
services and list actual start date of contract or the actual conference dates.  

c) Contact the Business Office if you need any help expediting your order. 
d) If you are not sure about a particular purchase, contact the Business Office.  

 
What should we not do? 
 

a) Do not phone or fax in purchase requisitions.  
b) Do not list start date on contract as the date you signed the consultant contract.  
c) Do not allow a consultant to begin working without a purchase order.  
d) Do not order a preview item without a purchase order.  
e) Do not make any reservations without a purchase order.  
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CHINO VALLEY UNIFIED SCHOOL DISTRICT #51 
 

AFTER THE FACT PURCHASE DOCUMENTATION REQUEST 
 

An ñAfter the Fact Procurementò occurs when an associate of Chino Valley Unified School 
District orders materials and/or services prior to a purchase order being issued by the 
Procurement/Purchasing Department. 
 
The Procurement/Purchasing Department recently received your school or departments 
requisition (or invoice) #___________ for process of this ñAfter the Fact Procurementò. 
 
Since an ñAfter the Fact Procurementò violates the Arizona Revised Statutes, Article 10 of the 
Arizona Administrative Code (School District Procurement Rules), the Uniform System of 
Financial Records (USFR), and District policy, the following Questions must be answered before 
your requisition (or invoice) will be considered for processing.  
 
Name: ______________________________   Date: ________________ 
 
Site/Department: _________________________ Vendor: ____________________ 
 
Why is this requisition óAfter the Factò? 
 
 
 
 
 
If the ñAfter the Factò could not have been prevented, why? (A lack of planning does not justify an 
ñAfter the Factò) 

 
 

 

 
 

What specific steps will be taken to insure that a similar situation doesnôt happen again? 
 
 
 
 

 

Employeeôs Signature         Date 
 

Administratorôs Signature        Date 
 

Director of Support Services Signature       Date 
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SAIS  & SCHOOLMASTER 

 

The Arizona Department of Education requires Districts to submit student -level data to ensure òprecise 

student counts, a ccurate tracking of mobility and dropouts, and accurate measurement of student progress.ó 

This information is used to determine the amount of money a school district receives to operate its schools. 

Chino Valley Unified School District #51 purchased the Sc hoolMaster software program to enable teachers 

and administrators to provide ADE with crucial data for the Student Accountability Information System 

(SAIS) Student Detail system.  

 

Accurate accounting of student data using SchoolMaster is extremely importan t to the District. Every 

certified employee and some classified personnel will be required to know and use SchoolMaster for 

data reporting to ADE. It is mandatory that employees required to use SchoolMaster receive appropriate 

training to ensure that the D istrictõs reports are accurate and timely. For employees new to the system, 

learning SchoolMaster is mandatory ð and one of the first work assignments. Each Principal will have 

information about the best source of professional development for employees in the school. The Network 

Administrator, Larry Fullmer, will arrange for training as needed. For questions about SchoolMaster, call 

Larry Fulmer (numbers listed in Directory).  

 

SAIS questions be directed to  Rich Spencer  at 636 -2458 Ext. 5420 . 

 

40 th  Day ð Oct ober 2 5, 20 11  

 

100th  Day ð March 1, 201 2 
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 ASBAIT 
 

 

2011/2012  
  

PRESENTS  
  

ñHIGHLIGHTS OF YOUR   
ASBAIT BENEFIT PLANò  

  
  
  

  
  
  
  

   
  

(ASBAIT)  
The Arizona School Board Association  

Insurance Trust  
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QUICK REFERENCE INFORMATION 
 

Group Number AEI 4566 
 

Plan Sponsor Arizona School Boards Association 
 

Claims Administrator Administrative Enterprises, Inc. (AEI) 
(Claims & Benefit Information) 5810 W. Beverly Lane 

Glendale, Arizona 85306-1800 
(602) 789-1170 (800) 762-2234 

www.aeitpa.com 
 

Eligibility & Benefit Descriptions Administrative Enterprises, Inc. 
Fax (602) 789-9369 

www.aeitpa.com 
 

Medical Review American Health Group (AHG) 
(Pre-certification, Second Opinions) 2152 South Vineyard #103 

Mesa, Arizona 85210 
(602) 265-3800 (800) 847-7605 

www.amhealthgroup.com 
 

Preferred Provider Organization BlueCross BlueShield of Arizona 
(Names of Physicians & Hospitals P.O. Box 13466 

in the PPO Network) Phoenix, AZ 85002 
(800) 232-2345 

www.bcbsaz.com 
 

Prescription Drug Program Walgreens Health Initiatives, Inc. (WHI) 
(800) 207-2568 

www.mywhi.com 
 

Employee Assistance Program Alliance Work Partners 
(Telephonic Crisis Intervention & (800) 343-3822 

Outpatient Mental Health Care) www.alliancewp.com 
 

24 Hour Nurse Hot-Line (800) 343-3822 
(Medical Questions & Concerns) 
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 Customer Service  
  

Our Customer Service Representatives are available to answer employee questions 
concerning benefits, coverage, and claim issues.  AEI is compliant with HIPAA privacy 
regulations enacted to guard the privacy of medical information. An authorization will have to be 
agreed upon and signed prior to the release of any information on any adult plan member whom 
is calling our customer service department regarding anyone other than themselves.  A copy of 
this authorization may be obtained by calling our office.  

  
The goal of our Customer Service Department is to ensure that school employees understand 
their plan features and receive immediate assistance regarding claims issues from a highly 
qualified and trained staff member.  

(602) 789 - 1170          (800) 762 - 2234  

Our Plan # is ASB456  
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Your PPO Provider Network is BCBS of Arizona  

The Arizona School Boards Association Insurance Trust (ASBAIT) Plan contracts with Blue 
Cross Blue Shield of Arizona to use their PPO Network. This Medical Benefits Plan is 
provided exclusively by ASBAIT and the member school district with claims being paid by 
Administrative Enterprises, Inc. Blue Cross Blue Shield of Arizona is not the name of this 
Plan nor is it the insurance carrier.  

 
ƷBy receiving your care and services from a provider in the Blue Cross/Blue Shield of Arizona Network, 
you will receive a higher level of benefits (In-Network), and therefore have less out-of-pocket expense.  If 
the provider is In-Network (BCBS PPO or Par), you will only be responsible for the co-pay or coinsurance 
noted.  

  
 "Preferred Care" providers are listed in the white pages of the Blue Cross/Blue Shield Directory 
and has its own index of providers at the end of the white page section.  
  
 "Participating Only" providers are in the gray section of the Blue Cross/Blue Shield Directory and 
has its own index at the end of the gray section.  

  
  
ƷThe Blue Cross Blue Shield of Arizona Preferred and Participating Provider Directory should be 
given to each covered employee.   Provider directories are published in January of each year. Updated 
provider information is also available on the Blue Cross / Blue Shield of Arizona web site at 
www.bcbsaz.com .  
  

ƷIf the need for emergency medical care occurs when traveling outside the Plan's network, 
benefits will be paid as In-Network benefits if medical attention was required due to an accident 
or illness which was serious enough to constitute an "emergency" as defined in the Plan 
Document  
   

Ʒ"Out-of-Network" is any provider that is not a Blue Cross / Blue Shield of Arizona provider.  
Services received from a non-Blue Cross/Blue Shield of Arizona provider may result in a 
higher out-of-pocket expense to the Insured.  Benefits will be paid according to the schedule 
percentage, after the deductible is met.  

  
The Plan/PPO network does not require the selection of a Primary Care Physician (PCP), nor are 
referrals required in order to receive medical services.  
 Direct access to all physicians is allowed.  
 

PRE-CERTIFICATION  
  

PROVIDER NETWORK 

http://www.bcbsaz.com/
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 "AHG" may be reached at:   (602) 265-3800 or (800) 847-7605  
      
American Health Group  
2152 South Vineyard #103  
Mesa, Arizona 85210   
  
This Plan has contracted with American Health Group (AHG) to provide medical review and pre-
certification of selected services.  AHG will review proposed medical services to determine their medical 
necessity and appropriateness.      
  
IMPORTANT:  Pre-certification of a procedure does not guarantee benefits.  All benefit payments 
are determined by Administrative Enterprises, Inc. in accordance with the provisions of this Plan.   
  
This program is designed as a cost containment program to maximize the Plan benefits and reduce 
unnecessary hospitalizations, surgical procedures and other diagnostic services.  Once a pre-certification 
has been received, it is valid for a period of ninety (90) days.  Failure to comply with the pre-
certification requirements may result in a fifty percent (50%) reduction in benefits (up to a 
maximum of $2,500), or may disqualify the Covered Person for benefits.   
(Note: Pre-certification penalties do not count towards any co-insurance maximums)  

  
1) Pre-certification is required on the following:  

a) Diagnostic tests and surgical procedures over one thousand dollars ($1,000)  
b) All non-emergency Hospital admissions   
c) Maternity admissions that exceed forty-eight (48) hours,  
d) (96 hours for Cesarean Section) 
  

2) Procedure for obtaining pre-certification: 
 

a. For non-emergency procedures and Hospital admissions, the Covered Person or his/her 
Physician must contact AHG prior to the admission or in advance of the procedure.  AHG 
will review the request for services and contact the Physician for any records or additional 
information necessary for AHG to thoroughly evaluate the need for services.   

 
b. For emergency procedures or hospital admissions the Covered Person, his/her Physician, 

the hospital admissions clerk, or anyone associated with the Covered Person's treatment 
must notify AHG by telephone within forty-eight (48) hours of the procedure or the 
admission.  

  
   

PLEASE REMEMBER! 

 Pre-certification does not guarantee benefits.  All benefit payments are determined by 
AEI in accordance with the provisions and limitations of the ASBAIT Plan.  
 

 

 

 
  

   

PRE- CERTIFICATION  
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You will receive a plastic Medical /Prescription ID card.  Use this card for all identification purposes when 
obtaining services from a Physician, Lab, or Hospital or Pharmacy for Prescription Medication.  This card 
will tell providers where to call for a description of benefits and who to contact for pre- certification. It will 
also indicate the Plan uses the BlueCross BlueShield Network of Arizona.  

  

         
 Walgreen's Health Initiatives: Pharmacy Help Desk / Customer Service: (800) 207-2568  
  

ƷPrescription drugs may be obtained through the Walgreen's Health Initiatives (WHI) system. Your 

personalized ASBAIT Medical/Walgreen's Health Initiatives
 

Prescription Card can be used at your 
local Pharmacy or by mail order.   
  

Always present your ASBAIT Medical/Walgreen's Health Initiatives Prescription Card to the 
pharmacist to obtain a prescription.  If you are ever without your Rx card... just make sure the pharmacist 
has the Insured's Name & Social Security Number and calls the Walgreen's Health Initiatives Network.   

  

Retail Pharmacies (Retail - maximum 30 day supply per prescription with one co-pay):  

   
Mandatory Generic              $15 co-pay  
Preferred Brand (when no Generic available)        20% co-pay (Minimum $20 - Maximum $75)  
Non-Preferred Brand (when no Generic is available)   30% co-pay  (Minimum $20 - Maximum $75) 
  
Mail Order: 
   
Mandatory Generic  (90 Day Supply)               $30 co-pay  
Preferred Brand (when no Generic available)                20% co-pay (Minimum $40 - Maximum $150)  
Non-Preferred Brand (when no Generic is available)     30% (Minimum $70 - Maximum $200)  
  
  

Ʒ  If the pharmacist tells the member that a medication is not covered under their plan or 
requires a prior authorization, the member should first call Walgreen's Health Initiatives 
Customer Service at (800) 207-2568 (same phone number as the Pharmacy Help Desk).  If the 
memberôs problem is not resolved then the member should call AEI during normal business 
hours and speak with Pharmacy Services at (602) 789-1170 or (800) 762-2234  for final resolution.  
*There are approximately 8 categories of medications that require pre-authorization.  
 

 

 

ASBAIT  MEDICAL  /  PRESCRIPTION CARD 
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Vision Schedule      
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B $25  Plan 
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B $15  Plan (Buy- Up) 




