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ARTICLE 1 

RECOGNITION 

 

A. The Board of Directors of Portland Public Schools recognizes the Portland Association of 
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C. 
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Withdrawing the authorization for payroll deduction for such dues may be accomplished by 

writing to the Office of the Association and to the District Payroll Office. Written notifications 

received prior to October 1 shall be effective October 1 of the same year. 

Otherwise they shall be effective October of the ensuing year. 

 

 
B. The District shall deduct an amount(s) established by the Association not to exceed usual 

and customary dues for substitutes, each pay month from the pay of each substitute who actually 

works that month and who is not a member of the Association. Such an amount shall represent 

compensation to the Association for any purpose authorized by law for use of fair share fees. 

 

 
C. By the 5th working day of each month the District shall provide a check with the sum of 

all such deductions for the previous month's paycheck along with a list of names of those 

substitutes from whom deductions have been made. 

 

 
D. Upon appropriate written request from the substitute, the District shall deduct from the 

salary of the substitute and make appropriate remittance for the following approved deductions 

within five (5) working days following the end of the calendar month in which the payroll check 

has been issued: 

 

 
• 403(b) Roth and Traditional Options 

• Approved Financial Institutions 

• District Approved Charitable Organizations 

• Flexible Spending Accounts (IRS Section 125) 

 

 
The District, upon appropriate authorization of the unit member, shall deduct from the salary of 

the unit member and make proper remittance for any other plans or programs jointly approved by 

the Association and the Board. 

E. The Association covenants and warrants that its present Bylaws provides for and agrees to 

indemnify, defend and hold the District harmless for the foregoing fair share deductions and dues 

deductions authorizations and withdrawals procedures. In the event the District invokes this 

paragraph, then the Association will provide the attorney and the parties will fully cooperate in 

any litigation. In the event the District wishes to use its own attorney, then the District will pay 

the cost of said attorney. 
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F. Each month, the District shall provide the Association a list of all substitutes who are 
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ARTICLE 6 

DISCIPLINE PROCEDURE 

 

A. Respectful Work Environment 

All comments related to substitute behavior shall be made privately. Materials relating to 

disciplinary action shall be placed in the personnel file. 

No substitute shall be disciplined without just cause. 

 

 
B. Personnel File 

 

 
1 A substitute shall be provided a copy of any materials relating to his/her work performance 

if such materials are to be placed in that substitute teacher's personnel file. 

 

 
2. Materials related to an incident, other than a complaint processed according to E.2 of this 

Article, must be placed in the file within thirty (30) days of knowledge of the incident by the 

Human Resources Department. A substitute shall have the right to review the contents of his/her 

personnel file retained by the District. A representative of the Association may, at the request of 

the substitute, accompany the substitute in this review or be authorized by the substitute, in 

writing, to make the review. A substitute may attach a s3[Th8 rrizsponse(a)4(ttt)n(e)4(d b)-ititutm  witents o4 his/her 
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D. Classroom Restriction 

A request that a substitute not return to a particular classroom shall be honored if the teacher has 

made a good faith effort to contact the substitute prior to the request. Notice of such a request, 

including the reason stated by the classroom teacher, shall be given to the substitute. The 

substitute shall have the right to request a meeting with such teacher. A classroom restriction 

shall not be considered discipline. 

 

 
E. Complaints 

 

 
1 "Complaint" means an allegation made against the substitute teacher brought by a parent, 

other citizen, a non-supervisory third party or a supervisor. This includes allegations that lead a 

supervisor to seek a meeting with a substitute, a Letter of Expectation, a written reprimand or a 

building restriction. Complaints shall not be placed in the personnel file unless they result in a 

Letter of Expectation or a/disciplinary action. 

 

 
2. A supervisor may choose to meet directly with the substitute to discuss an incident and 

advise the substitute how to handle similar situations in the future. If an incident is handled in 
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lead to discipline unless the incident is of a nature that termination (level 4) is the required form 

of discipline. 

 

 
5. A substitute teacher shall have the right to have a representative present at any 

meeting with an administrator regarding a complaint. 

 

 
6. The supervisor shall describe the specifics of the complaint, including but not limited to, 

the time, place and type of action complained of, if known, at the meeting. If the complaint is 

used to support any disciplinary action, the name of the complainant shall be given. 

 

 
F. Employee Discipline 

1. Supervisors and HR are encouraged to seek and impose the lowest appropriate form of 

response (disciplinary or nondisciplinary). 

 

 
2. A written reprimand is a written form of discipline for actions by a substitute that 

clearly violate the district's rules or policies and where the substitute knew or should have 

known would lead to discipline. A written reprimand shall contain the exact rule violated by 

the substitute and summarize the evidence that supports the accusation. A supervisor must 

notify human resources within the timelines specified in 6.E.3. 

 

 
3. A building restriction is a form of discipline. A building restriction is a period of time in 

which a substitute may not work at a particular building. The length of a building restriction 

shall depend on the circumstances, but shall not be greater than ten school months from the 

date of original issue. 

 

 
4. A request by a supervisor for disciplinary action shall be honored as long as there was a 

substantive reason and such reason was within the control and responsibility of the substitute. 

Prior to such a determination by the Human Resources Department, a meeting of the substitute, 

an Association representative, if requested, the supervisor or designee, and a Human Resources 

Department representative will be held. 
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5. If it is determined that discipline is justified, disciplinary action may consist of a 
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ARTICLE 7 

SUBSTITUTE RIGHTS 

 

 

 

 

A. Physical Examinations. 

 

 
Physical examinations of substitutes shall not be required. However, the District may require that 

the substitute provide medical documentation that s/he is medically and physically able to 

perform the job duties of a substitute teacher. 

 

 
B. Nondiscrimination. 

 

 
In matters of wages, hours and employment relations, or any other matter covered by this 

Agreement, the District agrees to follow a policy of not discriminating against any substitute on 
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4. It is the intention of the parties that the interpretation given to this Article shall be 

consistent with the proper interpretation of the provisions of the Oregon Fair Employment 

Practices law contained in ORS 659.028 and 659.030. 

 

 
C. Nonreprisal for Grievances. 

 

 
A reprisal shall not be taken against a substitute in response to that substitute's right to file a 

grievance as provided in this Agreement. 

 

 

 

 

 
D. Academic Freedom. 

 

 
A substitute teacher while 
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2. Any student making a serious or menacing threat of harm to the person, property or 

family members of a substitute teacher shall be immediately subject to appropriate discipline in 

accordance with the Students' Rights and Responsibilities Handbook. 

 

 
3. Student behavioral records shall be accessible to the receiving unit member. School 

officials will set up procedures so that information about students with records of violence 

including weapon violations will be available, in accordance with the law, to members who 

"need to know" as a result of an assignment to teach or supervise the student. 

 

 
4. Any student found to have committed assault or battery upon a unit member shall be 

immediately subject to appropriate discipline in accordance with the Students' Rights and 
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J. Keys. 

 

 
Whenever possible, substitutes shall have access to keys necessary for their assignment in a 

building and shall be accountable for safeguarding keys in accordance with District regulations. 

 

 
K. Substitute Teacher Report Form. 

 

 
The District and the Association shall use a mutually agreed upon electronic Site Report Form 

for use by substitute teachers to identify those buildings which do not provide building 

information, up-to-date attendance lists, secure locations for personal belongings, and/or other 

information or tools necessary to the substitute teaching assignment. 

 

 
The Substitute Office shall review submitted Site Report Forms and promptly work with the site 

administrators to insure that substitute teachers are provided with the needed materials and 

information. The Substitute Office shall provide this information upon request to PAT at 

regularly scheduled meetings with PAT. 

 

 

 

 

 
ARTICLE 8 

SUBSTITUTE LISTS 

 

A. The District shall maintain two (2) lists of substitutes as follows: 

 

A.
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2. Restricted Substitute List 

 

 
This list shall be those substitutes who have indicated their desire to limit their assignments to 

particular subject matters, locations, or times. Substitutes on the restricted list, however, may be 

called for other assignments when requirements for substitutes cannot be adequately filled with 

substitutes from the master listing. 

Eligibility for the restricted list is open to substitutes with a hire date prior to January 1, 1995, to 

a substitute who has worked as a substitute for the district for 15 years or more and has retired 
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D. The substitute lists (and monthly updates of those lists) shall be emailed to teachers and 

substitute teachers in care of their District email addresses. 

 

 

 

E. A substitute on the master substitute list who does not work a minimum of twenty (20) 

days per school year may be removed from the list, providing there was adequate work available 

during that school year. Of the twenty (20) days at least five (5) days must be worked from the 

first day of school through January 31st, and at least five (5) days from February 1st through the 

last day of school. If a substitute does not meet the five (5) day minimum in either half of the 

year they may be removed from the list. A substitute on the restricted substitute list who does 

not work a minimum of five (5) days in a school year may be removed from the list, providing 

there was adequate work available in the District during the school year. However, a substitute 

on either list may remove himself/herself from further assignment during a period of a lawful 

work stoppage by regular teachers by notifying the District in writing. 
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ARTICLE 9 

WORK HOURS 

 

A. The work day for full-day substitutes shall start fifteen (15) minutes before the student 

day and end fifteen (15) minutes after the last regular student period, but not less than seven 

(7) hours. 

 

 
B. Substitutes will be called for work at least one-half (1/2) day at a time. Three hours and 

forty-five minutes (3 hours and 45 minutes) shall constitute one-half (1/2) day. 

 

 
C. After working ten (10) consecutive days in the same assignment, the workday and 

schedule for full-day substitutes shall be the same as that for regular teachers. 

 

 
D. If a substitute is called for an assignment in error by the Substitute Office and reports, or 

if the substitute is not needed after reporting to work, the substitute shall be paid for a half- day 

but shall be subject to assignment by the building principal or supervisor. If another need for a 

substitute opens in that building during the day, the substitute may be placed in that assignment, 

if the substitute declines the assignment they will not be paid. 

 

 
E. The general times adhered to shall be outlined in the Portland Public Schools Schedule of 

School Starting/Ending Times (Substitute Teacher Work Day Schedule). These times shall 

coincide with the contractual workday for substitute teachers. A non-standard assignment (e.g. a 

half-day long, midday assignment) shall count as a full-day assignment for purposes of 

determining insurance eligibility per Article 1O.C 

 

 
F. The building principal shall ensure that arrangements are made for restroom breaks for 

unit members in the same manner as such breaks are provided to the teachers for whom they are 

substituting. 

 

 

 

G. Substitute teaching in regularly scheduled night school (Benson, Grant and Marshall) and 

year-round school shall be counted as half-day or full-day as outlined in Article 8.A and B for 

the purpose of calculating benefits eligibility. 
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H. The parties agree that orientation/professional development for substitute teachers is a 

desired operational goal. When funds are available, the District will provide a one-half day paid 

orientation/professional development for substitute teachers. The Contract Administration 

committee shall coordinate the elements of the program and its implementation. 

 

 
I. The District may provide trainings to limited numbers of substitutes in the substitute 

pool to improve those substitutes' abilities to succeed in particular areas or programs. 

Substitutes shall be paid for such trainings at their hourly rate based on a 7.5- hour day. 

The District shall announce opportunities for such trainings, and the criteria by which 
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Article 10 

Sick Leave 

 

A. Effective July 1, 2016, substitutes will accrue paid sick leave at a rate of one (1) day per 

seventeen and seven tenths (17.7) days paid. 

 

 
B. There is no limit on the amount of sick leave they may accrue. 

 

 
C. All sick leave absences must be taken in half-day or full-day increments. 

 

 
D. A Substitute who has accumulated sick leave during employment in another Oregon 

school district shall be entitled to transfer any accumulated sick leave from such district upon 

proper verification, but only if the Substitute agrees to substitute only for Portland Public 

Schools. The transfer of sick leave accumulated with another Oregon district shall be effective 

when the professional educator has completed thirty (30) working days in the District. A 

Substitute may only use up to 75 days of sick leave accumulated in another district. 

 

 
E. 

https://goo.gl/forms/RFRaGS0RSsEni5TD3
https://goo.gl/forms/RFRaGS0RSsEni5TD3
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G. If a Substitute cancels an assignment within 2 hours of the start of the assignment due 

to unforeseen circumstances, they may use sick leave if they: 

1. Notify the Substitute Office prior to the start time of the 

assignment with a cancellation request via the online Job 

Cancellation/Sick Leave Request Form; and 

2. Cancel the job in Aesop, or if unable to cancel the job in 

Aesop, call the Substitute Office. 

 

 
H. The online Job Cancellation/Sick Leave Request Form at 

https://goo.gl/forms/RFRaGS0RSsEni5TD3 shall include: 

1. Job confirmation number, 

2. Date of the assignment, 

3. School of assignment, and 

4. Amount of sick leave being used (half day or full day). 

 

 
ARTICLE11 

GRIEVANCE PROCEDURE 

 

SECTION A - DEFINITIONS, TIMELINES 

 

 
1. A "grievance" is a complaint that this Agreement has been violated. 

2. An "employee grievance" is a complaint by one or more substitutes that the District 

violated provisions of this Agreement and that such violation directly affected the substitute(s). 

3. An "Association grievance" is a complaint by the Association that its rights under this 

Agreement have been violated or that named substitute(s) rights under this Agreement have been 

violated. 

4. A "party in interest" is the grievant(s) and any person(s) who might be required to take 

action to resolve the dispute. 

5. A "day" is defined as a regular student school day. 

https://goo.gl/forms/RFRaGS0RSsEni5TD3
https://goo.gl/forms/RFRaGS0RSsEni5TD3
https://goo.gl/forms/RFRaGS0RSsEni5TD3
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6. Grievances must be filed within thirty (30) days after the first knowledge by the grievant 

of the occurrence constituting the basis of the grievance. 

 

 
SECTION B - GENERAL PROCEDURES 

 

 
1. A substitute who initiates a grievance may elect to be represented by the Association or 

may elect to represent himself/herself at Levels I and II. A substitute representing himself/herself 

shall so indicate in writing and shall include a statement that the substitute assumes responsibility 

for all costs which the substitute may incur associated with processing of the grievance. 

 

 
2. A substitute is entitled to have an Association representative present at any meeting or 

hearing held under this procedure. 

 

 
3. A substitute may file and process a grievance up to the step of arbitration and have said 

grievance adjusted without the intervention of the Association if: 

 

 
(a) the adjustment is consistent with the terms of this Agreement, and 

 

 
(b) the Association office has been notified in advance and given opportunity to be 

present at all meetings pursuant to the grievance. A copy of any decision shall be 

forwarded to the Association office. 

 

 
An individual may not proceed to arbitration without the written consent of the Association. 

 

 
4. Time extensions shall be consented to in writing and with the mutual consent of the 

grievant, or the Association on behalf of the grievant, and the District. 

 

 
5. Failure at any step of this procedure to communicate the decision in writing in a 

grievance within the specified time limit shall permit the grievance to proceed to the next step. 

Failure at any step of this procedure to appeal the decision to the next step within the specified 

time limit shall be deemed to be acceptance of the decision rendered at that step. 
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6. All parties shall cooperate in the investigation of a grievance and promptly supply any 

readily available relevant information or documents to the other party. 

 

 

 

7. Except as otherwise provided by law, this grievance procedure shall constitute the 

exclusive remedy of substitutes and the Association. 

 

 
8. The written grievance filed at any level shall contain the specific Agreement article, 

section and paragraph that has allegedly been violated (e.g. Article 6.C.), a short statement of the 

facts giving rise to the violation and the relief sought. The written response shall include the 

decision and the rationale for such decision. 

 

 
9. All documents, communications and records dealing with the processing of a grievance 

shall be filed in a separate grievance file which shall constitute a "personnel file" within the 

meaning of the confidentiality provisions of ORS 342.850. Access to those files shall be limited 

to those directly involved in the case. 

 

 
10. Except as otherwise provided by law or by agreement of the parties,ess to thu(c)4(eth t)-3(he)4cords those files shall be limited 



22  

 

STEP 2 

If the matter is not resolved at Step 1, the grievant shall file a written statement of the grievance 

with the administrator.  Such filing shall be within seven (7) days of the Step 1 conference. 

 

 
STEP3 

Within seven (7) days of the receipt of the grievance filed at Step 2, the administrator shall set 

forth in writing his/her decision. 

LEVEL II (Superintendent or Superintendent's Designee) STEP 1 

An appeal of a grievance from Level I shall be filed with the Superintendent or Superintendent's 

Designee within seven (7) days following receipt of the Level I, Step 3 decision. 

 

STEP 2 

Within ten (10) days of receipt of the appeal, the Superintendent or Superintendent's Designee 

shall conduct a grievance hearing at a mutually acceptable time. Within seven (7) days following 

completion of the hearing, a written decision shall be provided to the parties. 

 

 
STEP 3 

Within seven (7) days following receipt of the Level II, Step 2 decision, the grievant shall notify 

the Superintendent or Superintendent's Designee as to whether or not the decision is acceptable. 

If it is not acceptable, the decision shall be submitted to the Superintendent for recommendation 

to the Board of Education. Board action shall ordinarily take place at the next scheduled Board 

meeting provided the next scheduled meeting is beyond seven (7) days from the date of the 

receipt of the notice that the Superintendent or Superintendent's Designee's decision is not 

acceptable. 

 

 
SECTION D - ARBITRATION 

 

 
If the decision of the Board is not acceptable, the grievance may be pursued through arbitration. 

The grievant must notify the District within ten (10) days of the receipt of the Board decision of 

his/her intent to proceed to arbitration. Only the District and the Association, in its behalf or on 

behalf of a substitute(s), shall be parties to arbitration. 
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1. Requesting an Arbitrator. 

 

 
Within seven (7) days of the receipt of a final Level II response or decision, the Association may 

request a list of seven (7) Oregon or Washington arbitrators from the Oregon State Conciliation 

Service who are members of the American Arbitration 

Association Labor Panel. A copy of the request shall simultaneously be filed with the District. 

Each 
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5. Communication with Arbitrator. 

 

 
Except as expressly authorized herein, there shall be no communication between the parties and 

the arbitrator other than at oral hearings and those necessary to accomplish the filing of evidence, 

briefs and papers, to arrange the order of proceedings and to provide notice. Prior to contacting 

an arbitrator, the opposing party shall be given notice by the initiator. 

 

 
6. Conflict of Interest. 

 

 
No person shall serve as arbitrator in any arbitration in which he or she has any financial or 

personal interest in the result of the arbitration, unless the parties, in writing, waive such 

disqualifications. Prior to accepting the appointment or immediately upon receiving notice of this 

rule, whichever is later, the prospective arbitrator shall disclose to the parties any circumstances 

likely to create a presumption of bias or which might disqualify him or her. If either party 

declines to waive the presumptive disqualification, the vacancy shall be filled in accordance with 

the procedures described below. 

 

 
7. Substitute Arbitrator. 

 

 
If any arbitrator shall resign, die, withdraw, refuse or be unable or disqualified to perform the 

duties of the office, it shall be vacant and the matter may be reheard by a new arbitrator. A party 

desiring to fill such vacancy and continue arbitration must give notice thereof to the other party 

and the Oregon Employment Relations Board within five (5) days of the date of receipt of 

knowledge of the vr100912 0 612 792 re
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towards the cost of the plan shall not increase above that being paid as of June 30, 2016. Eligible 

substitutes may cover their spouses and/or dependent children in the medical insurance plan on a 

fully self-paid basis. Insurance coverage shall cease if the substitute is terminated or fails to 

remain on the substitute list. 

 

 
B. The District shall contribute thirty-two dollars ($32.00) per month in 2016-17 towards the 

purchase of employee dental insurance for eligible substitutes, and for all subsequent years, the 

District agrees to increase this contribution by two dollars ($2.00) per month per school year. 

 

 
C. Eligibility for full year insurance coverage (October through September) shall be established 

as follows: 

 

 
1. A substitute must have worked the equivalent of seventy (70) full work days in the 

preceding school year. 

 

 
2. If a substitute who has worked at least the equivalent of seventy (70) days during seven 

(7) of the last ten (10) years, works the equivalent of fifty (50) or more, but less than the seventy 

(70) full work days in a school year·, that substitute shall be considered eligible for insurance for 

the following school year, provided the substitute was generally available to work as a substitute 

teacher. Eligibility must be reestablished once this option has been exercised. 

 

 
3. If a substitute accepts an offer to fill a temporary position, days worked in the temporary 

position shall count towards the qualifying requirement for insurance eligibility. If a substitute 

takes a temporary position, the District and the Trust will coordinate the substitute's enrollment 

between substitute insurance and temporary insurance. 

 

 
4. Substitutes must be fully available to work as a substitute teacher during the current 

school year and must enroll when eligible in the medical/dental plan. 

 

 

 

B. 
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ARTICLE 13 
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which schools would have incentive pay and will provide the list to PAT. It is up to the 

District’s discretion to determine what schools would receive incentive pay. 

 

 

 

ARTICLE 14 

DURATION 

 

A. Except as otherwise provided elsewhere in this Agreement or in this Article, this 

Agreement shall become effective the day following ratification by the parties and shall remain 

in effect through June 30, 2019. The wage rates for all employees and sick leave accruals (for 

those employees still employed with the District) in this agreement shall be retroactive to July 

1, 2016. 

 

 
B. The District agrees to print sufficient number of copies of this Agreement to be delivered 

to the Association to provide to all substitute teachers. A copy of the Agreement shall also be 

provided to any newly hired substitute. 

 

 
C. This Agreement shall take precedence over any District policy, rule or regulation, which 

may be inconsistent with the Agreement. 

 

 
D. During its duration, the Agreement may only be modified by the mutual consent of the 

Association and the District. In addition, because of the passage of Ballot Measure #5 on 

November 6, 1990 and given a change in financial resources available to the District which 

would demonstrably and drastically reduce the District's revenue, the parties would agree to meet 

to analyze the impact and resulting status and to mutually make modifications that may be 

judged to be necessary and in the best interest of the parties including reopening economic or 

other sections of this Agreement
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MEMORANDUM OF AGREEMENT 

Bargaining Process 

The District and Association agree to meet to discuss a short-term extension of the collective 

bargaining agreement prior to November 1, 2018. If no extension is reached, the parties will 

meet to discuss the bargaining process by January 15, 2019. 
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