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Introduction

The purpose of this handbook is to provide information that will help with questions and pave
the way for a successful year. Not all district policies and procedures are included. ahase th

have been summarized. Suggestions for additions and improvements to this handbook are
welcome and may be sentAomnanda Reed, Accounting Specialist/Human Resources located at
Central Office.

This handbook is neither a contract nor a substitutéhiopofficial district policy manual. Nor is

it intended to alter the -atill status of noncontract employees in any way. Rather, it is a guide to
and a brief explanation of district policies and procedures related to employment. These policies
and procedwgs can change at any time; these changes shall supersede any handbook provisions
that are not compatible with the change. For more information, employees may refer to the
policy codes that are associated with handbook topics, confer with their supesvisal, the
appropriate district office. GISD policies can be accessed on line at www.gonzales.txed.net.



Employee Handbook Receipt

Name

CampudDepartment

I hereby acknowledge receipt of a copy of the Gonzales ISD Employedétdad agree to v the
handbook and abide by the standards, policies, and procedures defined or referenced in this document.

Employees have the option of receiving the handbook in electronic format or hard copy. Please indicate
your choice by checking the appropriate bakow:
| I choose to receive the employee handbook
accessing the handbookwwgonzaks.tredl.aet es | SD6és webs

I I choose bpyoftheanployeechandbodk.ar d ¢

The information in this handbook is subject to change. | understand that changéscinpdicies may
supersede, modify, or render obsolete the information summarized in this booklet. As the district provides
updated paty information, | accept responsibility for reading and abiding by the changes.

I understand that no modifications to contractual relationships or alterationswialf employment
relationships are intended by this handbook.

| understand that | have abligation to inform my supervisor or department head of any changes in
personal information, such as phone number, address, etc. | also accept responsibility for contacting my
supervisor or the human resources department if | have questions or concered further explanation.

Signature Date
Agreement for Acceptable Use of Electronic Communication System

| understand that my computer use is not private and that the District may namtiidy to include but
limited to email, home directories, and electronic resources, on any GISD computer system to which |
may have access.

I have read the Districtdés electronic communicat.
Incons deration for the privilege of using the Dis
consideration for having access to the Internet, | hereby release the District, its operators, and any
institutions with which they are affiliated from any andadims and damages of any nature arising from

my use of, or inability to use the system, including without limitation, the type of damages identified in
the Districtdés policy and administration regul ati

Signature Date

Note You have been given two cepiof this form. Please sign, date and keep one. Sign and date tharmtf@ward it to Human Resources at
Central Office.


http://www.gonzales.txed.net/

This page left blank intentionally.



Employee Handbook Receipt

Name

Campus/Department

I hereby acknowledge receipt of a copy of the Gonzales ISD Employedétdnd agree to read the
handbook and abide by the standards, policies, and procedures defined or referemcdddnrtent.

Employees have the option of receiving the handbook in electronic format or hard copy. Please indicate
your choice by checking the appropriate box below:
| I choose to receive the employee handbook
accessing the handbookwwgonzaks.tredlaet es | SD6és webs

I I choose to r ecgoyeebandbookhar d copy of the

The information in this handbook is subject to change. | understand that changéscinpdicies may
supersede, modify, or render obsolete the information summarized in this booklet. As the district provides
updated policy informtion, | accept responsibility for reading and abiding by the changes.

I understand that no modifications to contractual relationships or alterationswialf employment
relationships are intended by this handbook.

| understand that | have an obligatitco inform my supervisor or department head of any changes in
personal information, such as phone number, address, etc. | also accept responsibility for contacting my
supervisor or the human resources department if | have questions or concerns otmereekjplanation.

Signature Date
Agreement for Acceptable Use of Electronic Communication System

| understand that my computer use is not private and that the District may monitor actinithutle but
limited to email, home directories, and electronic resources, on any GISD computer system to which |
may have access.

I have read the Districtdés electronic communicat.
In considerationf o r the privilege of using the Districto
consideration for having access to the Internet, | hereby release the District, its operators, and any
institutions with which they are affiliated from any and all claims @ahages of any nature arising from

my use of, or inability to use the system, including without limitation, the type of damages identified in
the Districtdés policy and administration regul ati

Signature Date

Note You have been given two cepiof this form. Please sign, date and keep one. Sign and date tharmtf@ward it to Human Resources at
Central Office.


http://www.gonzales.txed.net/

When accessing the GISD Employee Handbook electronidakdy,school calesar does not
appear. The calendar is available on the GISD websitey.gonzales.txed.ngbr at Central
Office located at 926 St. Lawrence.
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When accessing the GISD Employee Handbook electronithéydistrict map does not appear.
The map is available at Central Office located at 926 St. Lawrence.
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District Informatpn

Mission statement,goals, and objectives
Policy AE

The Mission of the Gonzales Independent School District, a community unified by the spirit of
independence and excellence, is to guarantee that each student fully realizes his or her individual
potental, through an education system characterized by:

High expectations for all students

A highly qualified and caring team of educators and staff

A strong community of citizens, schools and students

An atmosphere conducive to learning

Challenging curriculaesigned to meet the unique needs of each student
Optimal use of technology, seamlessly integrated

Safe, healthy, and modern facilities that enhance learning

Board of trustees
Policies BA, BB, BD, and BE series

Texas law grants the board of trusteespgbeer to govern and oversee the management of the

di strictbés school s-makiighbedy twithia thd distrist and has overalll i c y
responsibility for the curriculum, school taxes, annual budget, employment of the superintendent
and other profesonal staff, and facilities. The board has complete and final control over school
matters within limits established by state and federal law and regulations.

The board of trustees is elected by the citizens of the district to represent thercommy 6 s
commi t ment to a strong educational program fo
conmpensation, must be registered voters, and must reside in the district.

Current board members include:
Glenn Menking President
Tom Lester, Jr- Vice President
Gloria Torres Secretary
Josie Smith Wright
Tena Roaches
Sue Gottwald
Ross Hendershot

The board usually meets the second Monday of the month at the Gonzales Junior High School
Library. Special meetings may be called winecgessary. A written notice of regular and special
meetings will be posted at the Central Office and faxed to the local radio station and newspaper
at least 72 hours before the scheduled meeting time. The written notice will show the date, time,
place, ad subjects of each meeting. In emergencies, a meeting may be held witkhautwo
notice.
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All meetings are open to the public. In certain circumstances, Texas law permits the board to go

into a closed session from which the public and others are exclOttesttd session may occur
for such things as discussing prospective gifts or donationspraadrty acquisition, certain

personnel matters including employee complaints, securittersatstudent discipline, or
consulting with attorneys regarding pemgliitigation.

Board meeting schedule fo2009i 2010

August D, 200
Septembef4, 20
October 2, 20®
November9, 200
December4, 20
Januaryll, 2010
Februaryg, 2010
March8, 2010
April 12, 2010
May 10, 2010
Junel4, 2010
July 12, 2010

2009-2010Administration

Superintendent éééééecéeéeeéeéeéeéééccececdeedldaeé&sSal azar
Deputy Superintendent éééééeéééééééeé éléacréréye eéWeéh d e
Director of Secondary Curricul umRonalsd rBircag
Director of Elementaryé&auéédéé&cdd @am. Rehnser Gecawv
District Programs Coordinator Te’elsctnmgllandemegrur
Director of TechnologyéééééeééécécéRépréécEareéhi
Principals

Gonzales High School éééééééeéécéeééeééeceée. éé. .

GonzalesJuniadi gh School ééeééééééééecéeee. .. éééééeéeeée. . Ter
Gonzales North Avenue I ntermedi ateeéééeéeéeéceé
Gonzales Elementaryéééééééééceeeceéeéeééééeeceeee G
Gonzales East Avenue Primaryéééeéééecéeééeceééeéeée
Gonzales Alternate Ca mpus f or Edu céadtéiécdreéa&é&éeé Gene Kridler

Assistant Principals

Gonzales High School ééééééééécéceeeéeéeééeéeeée. ée. . .
Gonzales Junior High School éééeeeéeéééééeee. .. eé
Gonzales North Avenue I nter medi.altinda@Anéwdrthé é . . é é
Gonzales Elementaryéeéecéééeééeéeéeéeéeéeée. . écéé
Gonzal es East Avenue Primaryéééeéeéeééééééceeceeceeé

12



Employment

Equal employment opportunity
Policies DAA, DIA

The GonzalesISD does not discriminate against anypéoyee or applicant for employment
because of race, color, religion, sex, national origin, age, disability, military status, genetic
information, or on any other basis prohibited by law. Employment decisions will be made on the
basi s of e aledualifecatigns, expeaieande,Gand apilibies

Employees with questions or concerns about discrimination on the basis of race, color, religion,
sex, national origin, age, or military status should contact the superintenddahcy Denise

Graves the distrc t 0 s Titl e I X coordinator .cenEagodtoyees
discrimination on the basis of a disability should conRaamald Bragg

Job vacancy announcements
Policy DC

Announcements of job vacancieg osition and location are difbuted ona regular basis and
posted at the centraladnent r at i on buil ding, campus offices,

Employment after retirement

Individuals receiving retirement benefits from the Teacher Retirement System (TRS) may be
employed inlimited circumstances on a fulbr parttime basis without affecting their benefits,
according to TRS rules and state law. Detailed information about employment after retirement is
available in the TRS publicatiddmployment After RetiremerEmployees can conta€RS for
additional information by calling 862238778 or 512542-6400. Information is also available

on the TRS Web SitevMyw.trs.state.tx.us

Contract and noncontract employment
Policies DC, DCA, DCB, DC@CD, DCE

State law requires the district to employ all fiithe professional employees in positions
requiring a certificate from State Board for Educator Certification (SBEC) and nurses under
probationary, term, or continuing contracts. Employees imtakr positions are employed at

will or by a contract that is not subject to the procedures for nonrenewal or termination under
Chapter 21 of the Texas Education Code. The paragraphs that follow provide a general
description of the employment arrangemarssd by the district.

Probationary contracts. Nurses and fultime professional employees new to the district and
employed in positions requiring SBEC certification must receive a probationainacoduring

their first year of employment. Former empd@g who are hired after at least a-year lapse in

district employment also may be employed by probationary contract. Probationary contracts are
oneyear contracts. The probationary period for those who have been employed as a teacher in
public educatiorfor at least five of the eight years preceding employment with the district may
not exceed one school year. For those with less exes] the probationary period will be three

13
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school years (i.e., three ogear contracts) with an optional fourth scheelar if the board
determines it is doubtful whether a term or continuing contract should be given.

Term and continuing contracts Full-time professionals employed in positions requiring
certification and nurses will be employed by term or continuing raots after they have
successfully completed the probationary period. The terms and conditions of employment are
detailed in the contract and employment policies.

Noncertified professional and administrative employeesEmployees in professional and
adminstrative positions that do not require SBEC certification (such as nonitsiraic
administrators) are employed by a erear contract that is not subject to the prhees for
nonrenewal or termination under the Texas Education Code.

Paraprofessional and Auxiliary Employees. All paraprofessional and auxiliary employees,
regardless of certification, are employed at will and not by contract. Employment is not for any
specified term and may be terminated at any time by either the employee or the district

Personnel employed on anwaill basis include but are not limited to employees in the following
categories:instructional aides, tdoology assistantsclerical, transportation, maintenance,
grounds, custodial, and food service employe&swill employees may be dismissed at any time

for any reason not prohibited by law or for no reason, as determined by the needs of the District.
At-will employees who are dismissed shall receive pay througbarntth@f the last day worked

Searches and alcohol and drug testing
Policy DHE

Noni nvestigatory searches in the workplace,
cabinets, or work area to obtain information needed for usual business purposes magheocu

an employee is unavailable. Therefore, employees are hereby notified that they have no
legitimate expectation of privacy in those places. In addition, the district reserves the right to
conduct searches when there is reasonable cause to beliexela w#l uncover evidence of
work-related misconduct. Such an investigatory search may include drug and alcohol testing if
the suspected violation relates to drug or alcohol use. The district may search the employee, the
empl oyeeds per sasnircluding distriebwned canoputérs, lackers, and private
vehicles parked on district premises or work sites or used in district business.

Empl oyees required to have. Ay emoploysenwhoseidaties dr i
requi re a c osrcaese (CEDLais sulgectitowdig aid alcohol testing. This includes

all drivers who operate a motor vehicle designed to transport 16 or more people, counting the
driver; drivers of large vehicles; or drivers of vehicles used in the transportation ofidwza
materials. Teachers, coaches, or other employees who primarily perform duties other than
driving are subject to testing requirements when their duties include driving.

Drug testing will be conducted before an individual assumes driving resporesbificohol

and drug tests will be conducted if reasonable suspicion exists, at random, when an employee
returns to duty after engaging in prohibited conduct, and as a fallomeasure. Testing may be

14



conducted following accidents. Retumduty and folow-up testing will be conducted if an
employee who has violated the prohibited alcohol conduct standards or tested positive for
alcohol or drugs is allowed to return to duty.

All employees required to have a CDL who are subject to alcohol and drung tedtireceive a
copy of the districtdés policy, the testing r e
drug abuse and the availability of assistance programs.

Health safety training
Policies DBADMA

A District employee who serves as heackclior of a school marching band, head coach, or
chief sponsor of an extracicular athletic activity (including cheerleading) that is sponsored or
sanctioned by the District or Ulimust maintain and submit to the district proof of current
certification @ training in first aid, cardiopulmonary resuscitation (CPR), the use of an
automated external defibrillator (AED), and extracurricular athletic activity safety. Certification
or documentation of training must be issued by the American Red Cross, thec@mideart
Association, University Interscholastic League, or another organization that provides equivalent
training and certificationEmployees subject to this requiment must submit their certification

or documentatioto Central Office.

Each school wrse, assistant school nurse, athletic coach onsgpp physical education
instructor, marching band director, cHeading coach, and any other employee specified by the
Commssioner must receive and maintain certification in the use of an AED fromrtieziédan
Heart Association, the American Red Cross, or a similar nationally recognizecaties
Education Code 22.908See DMA|]

Reassignments and transfers
Policy DK

All personnel are subject to assignment and reassignment by the superintendesig@ed

when the superintendent or designee determines that the assignment or reassignment is in the
best interest of the district. Reassignment is a transfer to another position, department, or facility
that does not necessitate a change in the empldycoatract. Campus reassignments must be
approved by the principal at the receiving campus except when reassignments are due to
enrollment shifts or program changes. Extracurricular or supplemental duty assignments may be
reassigned at any time unless atracurricular or supplemental duty assignment is part of a
dualassignment contract. Employees who object to a reamsiginmay follow the district
process for employee complaints as outlined in this awikdand district policy DGBA (Local).

An employee with the required qualifications for a position may request a transfer to another
campus or department. A written request for transfer must be completed and signed by the
empl oyee and the employeeds superviganmpus A t e
before the school year begins must subinsitor herrequest beforéhe posted position date ends.
Requests for transfer during the school year will be considered only when the change will not
adversely affect students and after a replacement é&xs found. All transfer requests will be
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coordinated by the Office of Human Resources and must be approved by the receiving
supervisor.

Workload and work schedules
Policies DEA, DL

Professional employeesProfessional employeesd academic administragosire exempt from
overtime pay and are employed on a,10l-, or 12month basis, according to the work
schedules set by the distrioh school calendar is adopted each year designating the work
schedule for teachers and all school holidays. Notice of weitkdules including required days

of service and scheduled holidays will be distributed each school year.

Classroom teachers will have planning periods for instructional preparation, including
conferences. The schedule of planning periods is set aatimeus level but must provide at least
450 minutes within each twweek period in blocks not less than 45 minutaghin the
instructional day Teachers and librarians are entitled to a -diigg lunch period of at least 30
minutes. The district may requiteachers to supervise students during lunch one day a week
when no other personnel are available.

Paraprofessional and auxiliary employeesSupportemployees are employed at will and will

be notified of the required duty days, holidays, and hours of feortheir posiion on an annual

basis. Paraprofessional and auxiliary employees are not exempt from overtime and are not
authorized to work in excess of their assigned schedule without prior approval from their
supervisor.

Notification to parents regardng qualifications
Policies DK, DBA

In schools receiving Title | funds, the district is required by the No Child Left Behind Act
(NCLB) to notify parents at the beginning of each school year that they may request information
regarding the professionalqua f i cati ons of their childds teac
be notified if their child has been assigned, or taught for four or more consecutive weeks by, a
teacher who is not highly qualified.

Texas law also requires that parents be notifiethdfr child is assigned for more than 30
consecutive instructional days to a teacher who does not hold an appropriate teaching certificate.
This notice is not required if parental notification under NCLB is sent. Inappropriateliyecerti

or uncertified teachers include individualsn an emergency permit (including individuals
waiting to takea certificationexam) or individuals who do not hold any certificate or permit.
Information relating to teacher certification will be made available to the puldit igouest.

Employees who have questions about their certification status can call the CemteglKffnan
Resources Department at 8302-9551.

Outside employment and tutoring
Policy DBD
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Employees are required to disclose in writing to their immed®ipervisor any outside
employment that may create a potential conflict of interest with their assigned duties and
responsibilities or the best interest of the district. Supervisors will consider outside employment
on a casdéy-case basis and determineetirer it should be prohibited because of a conflict of
interest.

Performance evaluation
Policies DN, DNA, DNB

Evaluati on of an empl oyeeos j ob perfor mance
i mprovement . Perf or mance e s askignedtjab duties arsl otliea s e d
job-related criteria. All employees will participate in the evaluation process with their assigned
supervisor at least annually. Written evaluations will be completed on forms approved by the
district. Reports, correspondencand memoranda also can be used to document performance
information. All employees will receive a copy of their written evaluation, have a performance
conference with their supervisor, and get the opportunity to respond to the evaluation.

Employee invdvement
Policies BQA, BQB

At both the campus and district levels, Gonzales ISD offers opportunities for input in matters that
affect employees and influence the instructional effectiveness of the district. As part of the
di strictoés pl -aaking progessaamployees are eectedrio serve on district
campuslevel advisory committees. Plans and detailed information about the shared decision
making process are available in each campus office or from the Director of Curriculum and
Instruction.

Staff development
Policy DMA

Staff development activities are organized to meet the needs of employees and the district.
Staff development for instructional personnel is predominantly caingsed, related to
achieving campus performance objectiveddressed in the campus improeat plan, and
approved by a campdsvel advisory committee. Staff development for noninstructional
personnel is designed to meet specific licensing requirements (e.g., bus drivers) and continued
employee skill developnme.

Individuals holding renewable SBEC -certificates are responsible for obtaining the required
training hours and maintaining appropriate documentation.

17



Compensation andBenefits

Salaries, wages, and stipends
Policy DEA

Employees are paid in accordaneith administrative guidelines and a pay structure established
for each position. The districtds pay plans
adjusted as needed. All district positions are classified as exempt orengoteaccording to

federal law. Professional employeasd academic administratoese generally classified as
exempt and are paid monthly salaries. They are not entitled to overtingesation. Other
employees are generally classified as nonexempt and are paid an howlyomwsaglary and

receive compensatory time or overtime pay for each overtime hour worked beyond 40 in a
workweek.

All employees will receive written notice of their pay and work schedules before the start of each
school year. Classroom teachers,-futie librarians, fulltime nurses, and futime counselors

will be paid no less than the mmum state salary schedule. Contract employees who perform
extracurricular or suppheental duties may be paid a stipend in addition to their salary according
tothed i st r i -dutyfoay sobheddler a

Employees should conta@entral Office, Payroll Departmefdr more information about the
districtds pay schedules or their own pay.

Annualized compensation
Policy DEA

The district pays all salaried employees ov2rmonths regardless of the number of months
employed during the school year. Salaried employees will be paid in equal monthly payments,
beginning with the first pay period of the school year. Employees that separate after the last day
of instruction will ®ntinue to receive paychecks through the end of the summer.

Paychecks

All employees are paid monthly. Paychecks will not be released to any person other than the
district employee named on the check witht t he empl oyeedbds written

a

An empbyeebs payr ol | statement contains det ai

withholding information, and the amount of leave accumulated.

The schedule of pay dates for the @010 school year follows:

18



PAYROLL PAY PERIODS FOR 2009-20010

PAY PERIOD BEGINS
July 6, 2009

August 3, 2009
September 7, 2009
October 5, 2009
November 9, 2009
December 7, 2009
January 4, 2010
February 8, 2010
March 8, 2010
April 5, 2010
May 10, 2010
June 7, 2010
July 5, 2010

PAY PERIOD ENDS
August 7, 2009

September 4, 2009
October 2, 2009
November 6, 2009
December 4, 2009
January 1, 2010
February 5, 2010
March 5, 2010
April 2, 2010
May 7, 2010
June 4, 2010
July 2, 2010
August 6, 2010

DUE TO PAYROLL
August 12, 2009

September 9, 2009
October 7, 2009
November 11, 2009
December 9, 2009
January 6, 2010
February 10, 2010
March 10, 2010
April 7, 2010
May 12, 2010
June 9,2010
July 7, 2010
August 11, 2010

PAYROLL PAY PERIODS MAY CHANGE DUE TO UNFORESEEN CIRCUMSTANCES.

CAMPUSES WILL BE NOTIFIED. ALL EXTRA DUTY PAYS MUST BE TURNED INTO
PAYROLL DEPARTMENT COMPLETE WITH ALL INFORMATION AND APPROVAL
SIGNATURES ON OR BEFORE DUE DATE. OTHERWISE EXTRA DUTY WILL BE PAID

IN FOLLOWING MONTH.

*NOTE: ADDITIONAL PAY FOR SPECIAL FEDERAL PROGRAMS ENDING IN JUNE SHOULD BE
TURNED IN PRIOR TO FINAL JUNE PAYROLL.

MONTH

DIRECT DEPOSIT
DAY

PAYDAY

AUGUST, 2009

AUGUST 24, 2009

AUGUST 26, 2009

SEPTEMBER, 2009

SEPTEMBER 24, 2009

SEPTEMBER 28, 2009

OCTOBER, 2009 OCTOBER 22, 2009 OCTOBER 26, 2009

NOVEMBER, 2009 NOVEMBER 23,2009 NOVEMBER 25, 2009 (ER)

DECEMBER, 2009 DECEMBER 16, 2009 DECEMBER 18, 2009 (ER)

JANUARY, 2010 JANUARY 22, 2010 JANUARY 26, 2010

FEBRUARY, 2010 FEBRUARY 24, 2010 FEBRUARY 26, 2010

MARCH, 2010 MARCH 24, 2010 MARCH 26, 2010
APRIL, 2010 APRIL 22, 2010 APRIL 26, 2010
MAY, 2010 MAY 24, 2010 MAY 26, 2010
JUNE, 2010 JUNE 24, 2010 JUNE 28, 2010
JULY, 2010 JULY 22, 2010 JULY 26, 2010

AUGUST, 2010 AUGUST 24, 2010 AUGUST 26, 2010

JUST AREMINDER TO ALL EMPLOYEES. YOUR PAY WILL SHOW THE DAY OF PAY DAY NOT
THE DAY OF DIRECT DEPOSIT.

il MPORTANT | NFOo I f any changes to personal
accounts) Pl ease notify Depolattrmmedi at
t han monthly cut off date. o6 DUE TO PAY
AS INDICATED ABOVE.
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Automatic payroll deposit. Employees can have their paychecks electronically deposited into a
designated account. A notification period of 30 days is necessary to activateuics. S&ontact
Central Office, Payroll Departmemdr more information about the automatic payroll deposit
service or if ther@areany changes made to a designated account.

Payroll deductions

Policy CFEA
The Districtshall make the following periodicdedc t i ons from i ts empl oyee
or shal/l r e d u cages or wagles e raqrordance veits giatedasv lor salary reduction

agreementasexecuted between the District and its employees:

Income Tax The amount of income tax requiredite withheld by federal lan26 U.S.C. 3401
3402

Medicare Tax The amount of Medicare tax required by law (only thaspleyees hired after
March31, 1986).26 U.S.C. 3121(u)

Teacher Retirement Systemof Texas (TRS). The required contribution to the Teach
Retirement System of Texas in accordance with applicable law and @G@s. Code Title 8;
34TAC 25

Retired School Employee Group The required contribution to the retired school employees
group insurance fund in accordance with applicable law alied.rinsurance Code 1575

Child Support Payments The amount specified in an order or writ of withholding issued under
Family Code Chapter 158 for child support payments. The amount withheld shall be remitted to
the person or office named in the ordereaich regular due date or pay datamily Code 158

The District may deduct an administrative f e
disposable earnings in addition to the amount withheld as child supaortly Code 158.204

Spousal Maintenance The amount specified in an order or writ of withholding issued under
Family Code Chapter 8 for spousal maintenance. The amount withheld shall be remitted
to the person or office named in the order or writ on each regular pay éaeily Code 8

The District may deduct an administrative f ¢
disposable earnings in addition to the amount withheld as spousal maintefamiy Code
8.204

Professional Dues The amount designated by an employee for paynoénprofessional
organization membership fees or dues. Tinpleyee shall file a written request identifying the
organization, specifying the number of pay periods per year the deduction shall be made, and
informing the District, eithepersonally or bydirecting the organization to do so, of the total
amount of dues or fees for each year. Deductions shall be made in equal amounts per pay period
for the number of pay periodpecified by the employee until the employee requests in writing
that the dductions be discontinued.

The District may charge an administrative fee for making the deduction, which shall not exceed
the actual administrative cost or the lowest fee the District charges for similar salary deductions,
whichever is lessEducation Cod@2.001
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Social Security The amount of social security tax required by federal law (only designated
employees)26 U.S.C. 31013102, 3121(b)(7); 2€FR 31.3121(b)(72

Federal Education Loans The amount directed in a withholding order issued by the Texas
Guaranteed Student Loan Corporation or any other guaranty agency for federal education loans
to recover delinquent federal education loan payments. The amount withheld shall be paid to the
Texas Guaranteed Student Loan Corporation or the guaranty agefitsyagent issuing the

order. 20U.S.C. 1095a(a)(6)

Prepaid Higher Education Tuition Program. Amounts designated by employees to prepay the
tuition and required fees for a beneficiary to attend an institution of higher educatanation
Code 54.626

Higher Education Savings PlanAmounts designated by employees as contributions to a higher
education savings trust account established under the higher education savind&dplzation
Code 54.708

Assignments The amount authorized by any employee whe hede a valid assignment,
transfer, or pledge of his or her salary or wages as security for indebtedithgsation Code
22.002; Atty. Gen. Op-8474 (1941)

Insurance. Contributions for participation in approved insurance progranmsurance Code
1579253; Education Code 22.00Fee CRD]

Deferred Compensation Amounts designated by employees for participation in approved
deferred compensation or annuity progranfst. 6228a5 |, V. A. T. S. ; Gov ot Co
[See CRG]

Other Cafeteria Plan Options Amounts designated by employees for participation in any other
cafeteria plan options authorized under Section 125 of the Internal Revenue ZHdeS.C.
125

Administrative Fee. If the District is required by state or federal law to deduct from the durren

wages of an employee an amount garnished under a withholding order, the District may deduct
mont hly an administrative fee from the empl oy
required to be withheld under the withholding order.

The administative fee may not exceed the lesser of:

e The actual administrative cost incurred by the District in complying with the withholding
order; or

e $1000
Civil Practice and Remedies Code 63.006

Overtime compensation
Policy DEA

The district compensates atieme for nonexempt employees in accordance with federal wage
and hour laws. Only nonexempt employees (hourly employees and parsioredesmployees)

are entitled to overtime compensation. Nonexempt employees are not authorized to work beyond
their nornmal work schedule without advance approval from their supervisor.
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Overtime is legally defined as all hours worked in excess of 40 hours in a workweek and is not
measured by the day or by the employeedbds regu
paid on a salary basis are paid for ahtur workweek and do not earn additional pay unless

they work more than 40 hours. For the purpose of calculating overtime, a workweek begins at
12:00 a.m. Sunday and ends at 11:59 p.m. Saturday.

Employees may be compeated for overtime at tirrend-a-half rate with compensatory time off
(comp time) or direct pay. The following applies to all nonexempt employees:

Employees can accumulate up to 60 hours of comp time.
Comp time must be used in the duty year that itlisezh
Use of comp time may be at the employeeb
wor kl oad permits, or at the supervisoros d
e An employee may be required to use comp time before using any other available paid
leave (e.g., sick, personal, vacajion
e Weekly time records will be maintained on all nonexempt employees for the
purpose of wage and salary administration.

Travel expense reimbursement
Policy DEE

Before any travel expenses are incurred by an emplayédee e mpl oyeedthe super
Business Office must give approval. For approved travel, employees will be reimbursed for
mileage and other travel expenditures according to the current rate scheduishestdly the

district. Employees must submit receipts, to the extent pesgiblbe reirbursed for expenses

other than mileage.

Health, dental, and life insurance
Policy CRD

Group health insurance coverage is provided through-A&iseCare, the statewide public
school heal th insurance pr mgayee msuraficd @emimssst r i ct
determined annually by the board of trustees. Employees eligible for health insurance coverage
include the following:

¢ Employees who are active, contributing TRS members
e Employees who are not contributing TRS members and whoegularly scheduled to
work at least 10 hours per week

TRS retireesvho are enrolled in TREare (retiree health insurance prograanyl employees
who are ot contributing TRS members wlame regularly scheduled to work less than 10 hours
per weekarenot eligible to participate in TR&ctiveCare.

The insurance plan year is from September 1 through August 31. Current employees can make
changes in their insurance coverage during open enrollment each spring. Detailed descriptions of
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insurance coveragemployee cost, and eligibility requirements arevided to all employees in
a separate bookldgEmployees should contact Central Offfoe more information.

Supplemental insurance benefits
Policy CRD

At their own expense, employees may enroll in supplgal insurance programs. Premiums for
these programs can be paid by payroll deduction. Employees should contact Mike Davis at 830
857-5777 for more information.

Cafeteria plan benefits (Section 125)

Employees may be eligible to participate in the CGafatPlan (Section 125) and, under IRS
regulations, must either accept or reject this benefit. This plan enables eligible employees to pay
certain insurance premiums on a pretax basis (i.e., disability, accidental death and
dismemberment, cancer and drehsease, dental, and additional term life insurance). A-third
party administrator handles employee claims made on these accounts.

New employees must accept or reject this benefit during their first month of employment. All
employees must accept or rejélets benefit on an annual basis and during the Spddime
period.

Wor kers6 compensation insurance
Policy CRE
The district, in accordance with state | aw,

who suffer a workelated illness or are jured on the job. Benefits help pay for medical
treatment and make up for part of the income lost while recovering. Specific benefits are
prescribed by law depending on the circumstances of each case.

All work-related accidents or injuries should be répdrimmediately to your supervisor.
Employees who are unable to work because of analdted injury will be notified of their
rights and responsibilities under the Texas Labor Code.

Unemployment compensation insurance
Policy CRF

Employees who have bedaid off or terminated through no fault of their own may be eligible

for unemployment compensation benefits. Employees are not eligible to collect unemployment
benefits during redarly scheduled breaks in the school year or the summer months if they ha
employment contracts or reasonable assurance of returning to service. Employees with questions
about unemployment benefits should contact Deputy Superintendent foBusinessand
Operations

Teacher retirement
Policy DEG
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All personnel employed onragular basis for at least four and draf months are members of

the Teacher Retirement System of Texas (TRS). Substitutes not receiving TRS service retirement
benefits who work at least 90 days a year are also eligible for TRS membership and to purchase
year of creditable service. TRS provides members with an annual statement of their account
showing all deposits and the total accounabaé for the year ending August 31, as well as an
estimate of their retirement benefits.

Employees who plan to et under TRS should notify TRS as soon as possible. Information on
the application procedures for TRS benefits is available from TRS at Teacher Retirement System
of Texas, 1000 Red River Street, Austin, TX 782888, or call 80223-8778 or 51542
6400.TRS information is also available ¢tme Web (www.trs.state.tx.us).
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Leaves andAbsences
Policy DEC

The district offers employees paid and unpaid leaves of absence in times of personal need. This
handbook describes the basypes of leave available and restrictions on leaves of absence.
Employees who expect to be absent for an extended period of more than five days should call
Central Officefor information about applicable leave benefits, payment of insurance premiums,
and equirements for communicating with the district.

State personal and local sick leaveaiy ai | abl e f or attheebegnnmy lofahee e 0 s
year. However, the district shall not approve paid leave for more workdays than have been
accumulated in prioyears plus those to be earned during the current ear.employee leaves

the district before the end of the work year, the cost of any unearned leave days taken shall be
deducted from the employeeds final paycheck.

Employees must follow district andepartment or campus procedures to report or request any

leave of absence and complete the GISD Absence from Duty Report immediately upon return to
work. Any employee who is absent more than five days because of a personal or family illness
must submit anedical certification from a qualified health care provider confirming the specific

dates of the illness, the reason for the illness;ianbe case of personal illnessh e e mp | oy e e
fitness to return to work.

Employees on an approved leave of absemicerdhan family and medical leave may continue
their insurance benefits at their own expense. Health insurance benefits for employees on paid
leave and leave designated under the Family and Medical Leave Act will be paid by the district
as they were prioto the leave. Otherwise, the district does not pay any portion of insurance
premiums for employees who are on unpaid leave.

Personal leave

Each employee shall earn state personal leave at the rate -bhlbneorkday for each 18
workdays of employmentp to the stattory maximum of five workdays annually.

A day of earned personal leave is equivalent to an assigned workday. State personal leave
accumulates without limit, is transferable to other Texas school districts, and generally transfers

to educatn service centers. There are two types of personal leave: nondiscretionary and

discretionaryThe Board requires employees to differentlzgeveen the two types

1. Nondiscretionary

Shall befor the same reasons and in the same manner as state sicladeawmulated
beforeMay 30, 1995. [See DEQLEGAL)]

Nondiscretionaryeave is taken for personal or family illness, family emergency, a death

in the family, or active military service is considered nondiscretionary leave. Reasons for
this type of leave &w very little, if any, advance planning, Nondiscretionary leave and

will be granted to employees in the same manner as state sick leave. Use also includes
leave for welbaby care within the first year after birth, adoption, or placement of a child.

25



2. Discretionary

Leave that I's taken at an employeebs discr
considered discretionary leave. An employee wishing to take discretionary personal leave
must submit a request to his or her principal or supervisorsitflea days in advance of

the anticipated absence. The effect of the
or department operations, as well as the availability of substitutes, will be considered by

the principal or supervisor.

Sick leave

District employees retain any sick leave accumulated as state minimum sick leave under former
Section 13.904(a) of the Edation Code. Former Section 13.904(c), Education Code, continues
to govern the use of that sick leave. Sick leave shall be used onlg ftltwing:

1. Employee iliness
2. lllnessinthee mpl oyeeds I mmedi ate family
3. Family emergency (i.e., natural disasters ortifieeatening situations)
4. Death inthe immediate family
5. Active military service
Local leave

All employees shall ea five workdays of local leave per school year, at the same rate as state
personal leave.

Extended Emergency Leave

After all available paid leave days have been exhaustednployee who is unable to return to

work due to continued personal illnesstaatment for personal iliness or disability, including
pregnancyrelated disability, shall be granted 30 workdays of extended emergency leave in a
school year. The daily rate of payof dbsut i t ut e s hal |l be deducted f
for each dg of extended leave taken, whether or not a substitute is employed.

In addition, extended emergency leave shall be granted when an employee becomes the adoptive
parent of a prescho@alged child; however, such leave shall be permitted only when begun within
three workdays after all other available paid leave has béausted.

Use and Recording

Leave used shall be recorded in increments of half workdayglolfees shall be charged leave
as used even if a substitute is not employed.

Any leave taken for wieh leave balances are insufficient shaiult in a deduction from the
empl oyeeds paycheck commensurate with the amo

Temporary disability
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Any full-time employee whose position requires educator cetiic by the State Board for
Educator Certification or by the District shall be eligible for temporary disability leave. The
maximum length of temporary disability leave shall be 180 calendar days.

Family and medical leave (FMLA)T general provisions

The following text is from the fextal notice,Employee Rights and Responsibilities Under the
Family and Medical Leave AcBpecific information that the district hadopted to implement
the FMLA follows this general notice.

Basic Leave Entitlement FMLA requires covered employers to pide up to 12 weeks
of unpaid, jobprotected leave to eligible employees for the following reasons:

. For incapacity due to pregnancy, prenatal medical care or child birth;

«.To care for the employeeds child after bi
care;
«.To care for the employeeds spouse, son or

health condition; or
. For a serious health condition that makes the employee unable to perform the
empl oyeebs job.

Military Family Leave Entitlements. Eligible empoyees with a spouse, son, daughter,

or parent on active duty or call to active duty status in the National Guard or Reserves in
support of a contingency operation may use theiw&2k leave entitlement to address
certain qualifying exigencies. Qualifyingxigencies may include attending certain
military events, arranging for alternative childcare, addressing certain financial and legal
arrangements, attending certain counseling sessions, and attendirdeplogiment
reintegratiorbriefings.

FMLA also includes a special leave entitlement that permits eligible employees to take
up to 26 weeks of leave to care for a covered servicemember during a skngbath2

period. A covered servicemember is a current member of the Armed Forces, including a
member oflhe National Guard or Reserves, who has a serious injury or illness incurred in
the line of duty on active duty that may render the servicemember medically unfit to
performhis or her duties for which the servicemember is undergoing medical treatment,
recugeration, or therapy; or is in outpatient status; or is on the temporary disability retired
list.

Benefits and Protections. During FMLA leave, the employer must maintain the

empl oyeebs health coverage under anhg Agroup
employee had continued to work. Upon return from FMLA leave, most employees must

be restored to their original or equivalent positions with equivalent pay, benefits, and

other employment terms.

Use of FMLA leave cannot result in the loss of any empkyinbenefit that accrued
prior to the start of an employeeds | eave.
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Eligibility Requirements. Employees are eligible if they have worked for a covered
employer for at least one year, for 1,250 hours over the previous 12 months, and if at
least50 employesare employed by the employer within 75 miles.

Definition of Serious Health Condition. A serious health condition is an illness, injury,

impairment, or physical or mental condition that involves either an overnight stay in a

medical care facility, or cdimuing treatment by a health care provider for a condition

that either prevents the employee from perfo
preventsthe qualified family member from participating in school or other daily

activities.

Subject to ertain conditions, the continuing treatment requirement may be met by a
period of incapacity of more than 3 consecutive calendar days combined with at least two
visits to a health care provider or one visit and a regimen of continuing treatment, or
incapadty due to pregnancygr incapacity due to a chronic condition. Other conditions
maymeet the definition of continuing treatment.

Use of Leave.An employee does not need to use this leave entitlement in one block.

Leave can be taken intermittently or onreduced leave schedule when medically
necessaryEmployees must make reasonable efforts to schedule leave for planned
medicalt r eat me nt so as not to unduly disrupt t
gualifying exigencies may also be taken on an mitdent basis.

Substitution of Paid Leave for Unpaid Leave.Employees may choose or employers

may require use of accrued paid leave while taking FMLA leave. In order to use paid

| eave for FMLA | eave, empl oyees mueate compl y
policies.

Employee ResponsibilitiesEmployees must provide 30 days advance notice of the need
to take FMLA leave when the need is foreseeable. When 30 days notice is not possible,
the employee must provide notice as soon as practicable and gemerstlgomply with

an empl oy e r-iagrocedoresma | cal l

Employees must provide sufficient information for the employer to determine if the leave
may qualify for FMLA protection and the anticipated timing and duration of the leave.
Sufficient information may include that the employee is unable to perform job functions,
the family member is unable to perform daily activities, the need for hospitalization or
continuing treatment by a health care provider, or circumstances supporting the need for
military family leave. Employees also must inform the employer if the requested leave is
for a reason for which FMLA leave was previously taken or certified. Employees also
may be requiretb provide a certification and periodic recertification supporting the need
for leave.

Employer Responsibilities.Covered employers must inform employees requestiznge
whether they are eligible under FMLA. If they are theg®tnust specify any additional
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information required as wel | tiesdftheyraeenad mpl oy e ¢

eligible, the employer must provide a reason for the ineligibility.

Covered employers must inform employees if leave will be designated as +MLA
protected and the amount of | eave counted
theemployer determines that the leave is not FMrAtected, the employer must notify

the employee.

Unlawful Acts by Employers. FMLA makes it unlawful for any employer to:

. Interfere with, restrain, or deny the exercise of any right protected under FMLA;

. Discharge or discriminate against any person for opposing any practice made
unlawful byFMLA or for involvement in anyproceeding under or relating to
FMLA.

Enforcement. An employee may file a complaint with the U.S. Department of Labor or
may bring a priva lawsuit against an employdfMLA does not affect any Federal or
State law prohibiting discrimination, or superseayy State or laa law or collective
bargaining agreement which provides greater famity medical leave rights.

FMLA section 109 (29 U.6. § 2619) required FMLA covered employers to post the text of this notice.
Regulations 29 C.F.R. § 825.300 (a) may require additional disclosures.

For additional information:
1-866-4USWAGE (1-866-487-9243) TTY: 1877-889-5627
www.wagehour.dol.gov

Local FMLA provisions

Eligible employees can take up to 12 weeks of unpaid leave in theath periodeginning on
the first duty day of the school year

Use of paid leaveFamily and medical leave runs concurrently with accrued sickpangbnal
leave, tenporary disability leave, compensatory time, assault leavealasehces due to a werk
related illness or injury. The district will designate the leavdaasly and medical leave, if
applicable, and notify the employee that accumulated idlvaun conairrently.

Combined leave for spousesA husband and wife who are both employed by the distnet
limited to a combined total of 12 weeks of FMLA leave to care for a parent wihaus health
condition; or for the birth, adoption, or foster placemana child. Military caregiver leave for
spouses is limited to a combined total of 26 weeks.

Intermittent leave. When medically necessary or in the case of a qualifying exigearcy,
employee may take leave intermittently on a reduced schedule. The wit$tdoes not permit
the use of intermittent aeducedschedule leave for the care of a newborn child or for adoption
or placement of ahild with the employee.
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District contact. Employees that require FMLA leave or have questions should contact
CentralOffice for details on eligibility, requirements, and limitations.

Temporary disability leave

Certified employees.Any full-time employee whose position requires certification from the
State Board for Educator Certification (SBEC) is eligible for tempodisability leave. The
purpose of temporary disability leave is to provide job protection tetifodd educators who
cannot work for an extended period of time because of a mental orcg@hggability of a
temporary natureTemporary disability leave ust be taken as a continuous block of time. It
may not be taken intermittently or on a reduced sche@utgnancy and conditions related to
pregnancy are treated the same as any other temporary disability.

Employees must request approval for tempocasya bi | i ty | eave. An empl o
need for extended absence due to the employee
request for temporary disability leavé.he r equest mu s t be accompal
statement confimingtheelnppoy eeds i nability to work and est
If disability leave is approved, the length of leave is no longer & h calendar daydf

disability leave is not approved, the employee must return to work or be subject to termination
procedures.

If an employee is placed on temporary disability leave involuntarily, he or she has the right to
request a hearing before the board of trustees. The employee may protest the action and present
additional evidence of fitness to work.

When anemployee is ready to return to wotk,h e empl oyeeds supervisor
should be notified at least 30 days in advance. The runork notice must be accompanied

by a physt i ands statement conf i r miresgme reba duties he em
Professional emplaes returning from leave will be reinstated to the school to which they were
previously assigned as soon as an appropriate position is available. If a position is not available
before the end of the school year, professiemaployees will be reinstated at the bexy of

the following school year.

Wor kersd compensation benefits

An employee abserftom duty because of a jekelatedillness orinjury may be eligible for
wor ker 6s compensati on wserekdxcgeds severocalendabdayse f i t s

An empl oyee receiving wor ker s dgelatetbilngsgor mjary i on W
may choose to use accumulated sick leave or any other paid leave benefits. An employee
choosing to use paid leave willnotrece e wor ker sdé compensation wee
all paid leave is exhausted or to the extent that paid leave does not equalithegg®r-injury

wage. | f the use of paid | eave is not el ect
compemsation wage benefits for any absence rasglfrom a workrelated illness or injury,

which may not equal his or her pilmess or-injury wage.
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Assault leave

Assault leave provides extended job income and benefits protection to an employee who is
injured as the result of a physical assault suffered during the performance of his or her job. An
injury is treated as an assault if the person causing the injury could be prosecuted for assault or
could not be prosecut ed o n klcapdcieyceaders the gersaen t p el
nonresponsible for purposes of criminal liability.

An employee who is physically assaulted at work may take all the leave time medically
necessary (up to two years) to recover from the physical injuries he or she sugtaitiesl.

request of an employee, the district will immediately assign the employee to assault leave. Days

of leave granted under the assault leave provision will not be deducted from accrued personal

|l eave and must be coor di n aneétd Upoan ihvastigationrttkee r s 6
district may change the assault | eave status
paid |l eave. The employeebds pay will be deduct

Bereavement leave

Use of state leavand/or local sick leave for death in the immediate family shall not exceed five
workdays per occurrence, subject to the approval of the District.

Jury duty

Employees will receive leave with pay and without loss of accumulated leave for jury duty.
Employees must present damentation of the service amday keep any compensation they
receive.

Other Court Appearances

Employees will be granted paid leave to comply with a valid subpoena to appear in a civil,
criminal, legislative or administrative proceeay. Employees may be required to submit
documentation of their need for leave for court appearances.

Military Leave

Paid leave for military service.Any employee who is a member of the Texas National Guard,
Texas State Guard, or reserve component ofthiged States Armed Forces will be granted a
paid leave of absence without loss of any accumulated leave for authorized training or duty
orders. Paid military leave will not exceed 15 days each federal fiscal year (Ociober 1
September 30). In addition, @mployee is entitled to use available state and local personal or
sick leave during a time of active military service.

Reemployment after military leave Employees who leave the district to enter into the United
States uniformed services or who are ceddo active state military duty (Texas National Guard

or Texas State Guard) may return to employment if they are honorably discharged. Employees
who wish to return to the district will be reemployed in the position they would have held if
employment hadat been interrupted or reassigned to an equivalent or similar position provided
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they can be qualified to perform the required duties. To ékifor reemployment, employees
must provide notice of their obligation or intent to perform military senpoayide evidence of
honorable discharge or release, and submit an application for reemployment to the Human
Resources Department.

Continuation of health insurance Employees who perform service in the uniformed services
may elect to continue their hdalplan coverage at their own cost for a period not to exceed 24
months. Employees should cont&entral Officefor details on eligibity, requirements, and
limitations.

32



Employee Relations andCommunications
Employee recgnition and appreciation
Continuous efforts are made throughout the year to recognize employees who make an extra

effort to contribute to the success of the district. Employees are recognized at board meetings, in
the district newsletter, and through sipéevents and activities.

District communications
Throughout the school year, the Superintendlesffice publishes newsletters, latwres, fliers,

calendars, news releases, and other communication materials. These publications offer
employees aththe community information pertaining to school atitéd and achievements.

33



Complaints and Grievances
Policy DGBA

In an effort to hear and resolve employee concerns or complaints in a timely manner and at the
lowest adminigative level possible, the board has adopted an orderly grievance process.
Employees are encouraged to discuss their concerns or complaints with their supervisors or an
appropriate administrator at any time.

The formal process provides all employees vathopportunity to be heard up to the highest

level of management if they are dissatisfied with an administrative response. Once all
administrative procedures are exhausted, employees can bring concernsp@irdento the

board of trustees. For easeroe f er enc e, the districtds policy
concerns and complaints chae foundin its entiretyin the appendix of this handbook @n the

GISD website atvww.gonzales.txed.net
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EmployeeConduct andWelfare
Standards of conduct
Policy DH

All employees are expected to work together in a cooperative spirit to serve the best interests of
the district and to be courteous to students, one another, and the Baigioyees are expected
to observe the following standards of conduct:

e Recognize and respect the rights of students, parents, other employees, d@isnoém
the community.

e Maintain confidentiality in all matters relating to students and coworkers.
Reportto work according to the assigned schedule.

¢ Notify their immediate supervisor in advance or as early as possible in the event that they
must be absent or late. Unauthorized absences, chronic absenteédismssaand failure
to follow procedures foreporting an absence may d¢euse for disciplinary action.

e Know and comply with department and district policies and procedures.
Express concerns, complaints, or criticism through appropriate channels.

e Observe all safety rules and regulations and repouti@§ or unsafe conditions to a
supervisor immediately.

e Use district time, funds, and property for authorized district business and activities only.

All district employees should perform their duties in accordance with state and federal law,
district policies and procedures, and ethical standards. Violation of policies, tregsjaor
guidelines may result in disciplinary action, including termination. Allegedlémts of certain
misconduct by educators, including having a criminal record, must beedpgo SBEC no later

than the seventh day the superintendent first learns of théemmciSeeReports to the State
Board for Educator CertificationDH (Local)for additional information.

The Code of Ethics and Standard Practices for Texas Educaadopted by the State Board for
Educator Certification, which all district employees must adhere to, is reprinted below:

Code of Ethics and Standard Practices for Texas Educators
Statement of Purpose

The Texas educator shall comply with standard praciees ethical conduct
toward students, professional colleagues, school officials, parents, and members
of the community and shall safeguard academic freedom. The Texas educator, in
maintainng the dignity of the profession, shall respect and obey the law,
demonstrate peonal integrity, and exemplify honesty. The Texas educator, in
exemplifying ethical relations with colleagues, shall extend just and equitable
treatment to all members of the profession. The Texas educator, in accepting a
position of publictrust, shall mesure success by the progress of each student
toward realization of his or her potal as an effective citizen. The Texas
educator, in fulfilling responsibilities in the community, shall cooperate with
parents and others to improve fhgblic schools of the community.
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Professional Standards
1. Professional Ethical Conduct, Practices, and Performance

Standard 1.1

The educator shall not knowingly engage in deceptive practices regarding official
policies of the school district or ecatonal institution.

Standard 1.2

The educator shall not knowingly misappropriate, divert, or use monies, person
nel, property, or equipment committed to his or her charge for personal gain or
advantage.

Standard 1.3

The educator shall not submit fadulent requests for reimbursement,
expenses, or pay.

Standard 1.4

The educator shall not use institutional or professional privileges for personal or
partisan advantage.

Standard 1.5

The educator shall neither accept nor offer gratuities, giftéavors that impair
professional judgment or to obtain special advantage. This standard shall not
restrict the acceptance of gifts or tokens offered and accepted openly from stu
dents, parents, or other persons or organizations in recognition or appnecfa
service.

Standard 1.6

The educator shall not falsify records, or direct or coerce others to do so.
Standard 1.7

The educator shall comply with state regulations, written local school board poli
cies, and other applicable state and federas law

Standard 1.8

The educator shall apply for, accept, offer, or assign a position or a responsibility
on the basis of professional qualifications.

2. Ethical Conduct toward Professional Colleagues

Standard 2.1

The educator shall not reveal confilahhealth or personnel information con
cerning colleagues unless disclosure serves lawful professional purposes or is
required by law.

Standard 2.2

The educator shall not harm others by knowingly making false statements about a
colleague or the schosystem.

Standard 2.3

The educator shall adhere to written local school board policies and state and
federal laws regarding the hiring, evaluation, and dismissal of personnel.

Standard 2.4
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The educator shall not interfere with a colleague's exedfigmlitical, profes
sional, or citizenship rights and responsibilities.

Standard 2.5

The educator shall not discriminate against or coermalaague on the basis of
race, color, religion, national origin, age, sex, disability, or family status.

Standard 2.6

The educator shall not use coercive means or promise of special treatment in
order to influence professional decisions or colleagues.

Standard 2.7

The educator shall not retaliate against any individual who has filed a complaint
with the SBEQunder this chapter.

3. Ethical Conduct toward Students

Standard 3.1

The educator shall not reveainfidential informatiorconcerning students unless
disclosure serves lawful professional purposes or is required by law.

Standard 3.2

The educatortsall not knowingly treat a student in a manner that adversely
affects the student's learning, physical health, mental health, or safety.
Standard 3.3

The educator shall not deliberately or knowingly misrepresent facts regarding a
student.

Standard 3.4

The educator shall not exclude a student from participation in a program, deny
benefits to a student, or grant an advantage to a student on the basis of race, color,
sex, disability, national origin, religion, or family status.

Standard 3.5

The educatoshall not engagm physical mistreatment ofsiudent.

Standard 3.6

The educator shall not solicit or engage in sexual conduct or a romantic relation
ship with a student.

Standard 3.7

The educator shall not furnish alcohol or illegal/unauthordregs to any saent

or knowingly allow any student to consume alcohol or illegal/unauthorized drugs
in the presence of the educator.

Discrimination, harassment, and retaliation
Policies DH, DIA

Employees shall not engage in prohibited harassment,dinglulsexual harassment, of other
employees or students. While acting in the course of their employment, employees shall not
engage in prohibited harassment of other persons, including board members, vendors,
contractors, volunteers, or parents. A substiéedi charge of harassment will result in
disciplinary action.
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Employees who believe they have been discriminated or retaliated against or harassed are
encouraged to promptly report such incidents to the campus principal, supervisor, or appropriate
district official. If the campus principal, supervisor, or district official is the subject of a
complaint, the employee should report the complaint directly to the superintendent. A complaint
against the superintendent may be made directly to the board.

Thedig ri ctds policy that i ncludes definingti ons
discrimination, harassment, and retaliation is reprinted below:

GISD Board Policy DIA (local)

Note: This policy addresses discrimination, harassment and retaliatiotving

Di strict empl oyees. [ n this policy, t he
employees and applicants for employment. For discrimination, harassment, and
retaliation involving students, see FFH. For reporting requirements related to

child abuse and mgect, see FFG.

Statement of Nondiscrimination

The District prohibitdiscrimination, including harassment, against any employee
on the basis of race, color, religion, gender, national origin, age, disability, or any
other basis prohibited byaw. Retalation against anyone involved in the
complaint process is a violation of District policy

Discrimination

Discrimination against an employee is defined as conduct directed at an
employee on the basis of race, color, religion, gender, national origin, age,
disability, or any other basis prohibited by lathat adversely affects the
empl oyeebs empl oyment .

Harassment

Prohibited harassment of an employee is defined as physical, verbal, or nonverbal
conduct based on an empl onyagorab®@igin e, e , col or
disability, or any other basis prohibited by law, when the conduct is so severe,

persistent, or pervasive that the conduct:

1. Has the purpose or effect of wunreasonab
work performance;

2. Creates an intindiating, threatening, hostile, or offensive work
environment; or

3. Ot herwise adversely affects the employe
employment opportunities.

Examples
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Examples of prohibited harassment may include offensive or derogatory language

directel a't anot her personébés religious bel

gender identity, or need for workplace accommodation; threatening or
intimidating conduct; offensive jokes, name calling, slurs, or rumors; physical
aggression or assault; display gfaffiti or printed material promoting racial,
ethnic, or other stereotypes; or other types of aggressive conduct such as theft or
damage to property.

Sexual Harassment

Sexual harassment is a form of sex discrimination defined as unwelcome sexual
advances requests for sexual favors; sexually motivated physical, verbal, or
nonverbal conduct; or other conduct or communication of a sexual nature when:

1. Submission to the conduct is either explicitly or implicitly a condition of
an empl oyeeds emgulbmisyiandonar rejection of tha e
conduct is the basis for an employment action affecting the employee; or

2. The conduct is so severe, persistent, or pervasive that it has the purpose or
effect of wunreasonably interfering
or creates an intimidating, threatening, hostile, or offensive work
environment.

Examples

Examples of sexual harassment may include sexual advances; touching intimate
body parts; coercing or forcing a sexual act on another; jokes or conversations of
a exual nature; and other sexually motivated conduct, communication, or contact.

Retaliation

The District prohibits retaliation against an employee who makes a claim alleging
to have experienced discrimination or harassment, or another employee who, in
good faith, makes a report, serves as a witness, or other wise participates in an
investigation.

An employee who intentionally makes a false claim, offers false statements, or
refuses to cooperate with a District investigation regarding harassment or
discrimindion is subject to appropriate discipline.

Examples

Examples of retaliation may include termination, refusal to hire, demotion, and
denial of promotion. Retaliation may also include threats, unjustified negative
evaluations, unjustified negative referenamsincreased surveillance.

Prohibited Conduct

I n this policy, the term oprohibited
and retaliation as defined by this policy, even if the behavior does not rise to the
level of unlawful conduct.

Reporting Procedures
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An employee who believes that he or she has experienced prohibited conduct or
believes that another employee has experienced prohibited conduct should
immediately report the alleged acts. The employee may report the alleged acts to
his or her supetsor or campus principal.

Alternatively, the employee may report the alleged acts to one of the District
officials below.

Definition of District Officials

For the purposes of this policy, District officials are the Title IX coordinator, the
ADA/Section 5@ coordinator, and the Superintendent.

Title IX Coordinator

Reports of discrimination based on sex, including sexual harassment, may be
directed to the Title IX coordinator. The district designates the following person to
coordinate its efforts to complyith Title IX of the Education Amendments of
1972, as amended:

Name:Nancy Denise Graves

Position:Director of Elementary Curriculum
Address: 926 St. Lawrence, Gonzales, TX 78629
Telephone: 83®729551

ADA/Section 504 Coordinator

Reports of discriminatiobased on disability may be directed to the ADA/Section
504 coordinator. The district designates the following person to coordinate its
efforts to comply with Title Il of the Americans with Disabilities Act of 1990,
which incorporates and expands upon taguirements of Section 504 of the
Rehabilitation Act of 1973:

Name:Ronald Bragg

Position:Director of Secondary Curriculum
Address: 926 St. Lawrence, Gonzales, TX 78629
Telephone: 83®729551

Superintendent

The Superintendent shall serve as coordinatopfirposes of District compliance
with all other antidiscrimination laws.

Alternative Reporting Procedures

An employee shall not be required to report prohibited conduct to the person
alleged to have committed it. Reports concerning prohibited condetiding
reports against the Title IX coordinator or ADA/Section 504 coordinator, may be
directed to the Superintendent.
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A report against the Superintendent may be made directly to the Board. If a report
is made directly to the Board, the Board shall appaimn appropriate person to
conduct an investigation.

Timely Reporting

Reports of prohibited conduct shall be made as soon as possible after the alleged
act or knowledge of the alleged act. A failure to promptly report may impair the
Di st r i ctidovestigate ant adtress theqgrohibited conduct.

Notice of Report

Any District supervisor who receives a report of prohibited conduct shall
immediately notify the appropriate District official listed above and take any other
steps required by this policy.

Investigation of the Report

The District may request, but shall not insist upon, a written report. If a report is
made orally, the District official shall reduce the report to written form.

Upon receipt or notice of a report, the District official shatedmaine whether the
allegations, if proven, would constitute prohibited conduct as defined by this
policy. If so, the District official shall immediately authorize or undertake an
investigation, regardless of whether a criminal or regulatory investigation
regarding the same or similar allegations is pending.

If appropriate, the District shall promptly take interim action calculated to prevent
prohibited conduct during the course of an investigation.

The investigation may be conducted by the District officiaa designee, such as

the campus principal, or by a third party designated by the District, such as an
attorney. When appropriate, the campus principal or supervisor shall be involved
in or informed of the investigation.

The investigation may consist pérsonal interviews with the person making the
report, the person against whom the report is filed, and others with knowledge of
the circumstances surrounding the allegations. The investigation may also include
analysis of other information or documergtated to the allegations.

Concluding the Investigation

Absent extenuating circumstances, the investigation should be completed within
ten District business days from the date of the report; however, the investigator
shall take additional time if necessaoycomplete a thorough investigation.

The investigator shall prepare a written report of the investigation. The report
shall be filed with the District official overseeing the investigation.

District Action

If the results of an investigation indicate thabhibited conduct occurred, the
District shall promptly respond by taking appropriate disciplinary or corrective
action reasonable calculated to address the conduct.
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The District may take action based on the results of an investigation, even if the
condct did not rise to the level of prohibited or unlawful conduct.

Confidentiality

To the greatest extent possible, the District shall respect the privacy of the
complainant, persons against whom a report is filed, and witnesses. Limited
disclosures may be oessary in order to conduct a thorough investigation and
comply with applicable law.

Appeal

A complainant who is dissatisfied with the outcome of the investigation may
appeal through DGBA(Local), beginning at the appropriate level.

The complainant may hawee right to file a complaint with appropriate state or
federal agencies.

Records Retention

Copies of reports alleging prohibited conduct, investigation reports, and related
records shall be maintained by the District for a period of at least three B8s. |
CPC]

Access to Policy

This policy shall be distributed annually to District employees. Copies of this
policy shall be readily available at each campus and the District administrative
offices.

Harassment of students
Policies DH, FFG, FFH

Sexual and o#r harassment of students by employees are forms of discrimination and are
prohibited by law.Romantic or inappropriate social relationships between students and district
employees are prohibite@Employees who suspect a student may have experienced ifgohib
harassment are obligated to report their concerns to the campus principal or other appropriate
district official. All allegations of prohibited harassment of a student will be reported to the
student 6s parents and pr ohmknows wf or saspeets dhild glaugee d .
must also report his or her knowledge or suspicion to the appropriate authorities, as required by
law.

The districtbdés policy that includes diegf i niti
harassment of studss is reprinted below:

Excerpt from GISD Board Policy DF(Legal)
ASolicitation of a daibeata drrepeatedadtsanaticann s hi p o
be reasonably interpreted as soliciting a relationship characterized by an ardent

emotional attachment @attern of exclusivity. Acts that constitute the solicitation
of a romantic relationship include:
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1. Behavior, gestures, expressions, communications, or a pattern of
communication with a student that is un
and that mayeasonable be interpreted as encouraging the student to form
an ardent or exclusive emotional attachment to the educator, including
statements of love, affection, or attraction. When evaluating whether
communications constitute the solicitation of a ron@angiationship, the
following may be considered:

The nature of the communication;

The timing of the communications;

The extent of the communications;

Whether the communications were made openly or secretly;

The extent to which the educator attempted taceal the
communications;

If the educator claims to be counseling a student, TEA staff may
consi der whet her the educatordés | ob
whether the educator reported the subject of the counseling to the
student 6 s guar dpriatersshoobpersotnel, ot, i me appr
the case of alleged abuse or neglect, whether the educator reported

the abuse or neglect to the appropriate law enforcement agencies;

and

g. Any other communications tending to show that the educator

solicited a romantic relamnship with a student.

Q0T

-

2. Making inappropriate comments about a s
3. Making sexually demeaning comments to a student.

4. Making comments about a studentds poten
5. Requesting details of a studentds sexua
6. Requestin@ date.

7. Engaging in conversations regarding the sexual problems, preferences, or
fantasies or either party.

8. Inappropriate hugging, kissing, or excessive touching.

9. Suggestions that a romantic relationship is desired after the student
graduates, includmpostgraduation plans for dating or marriage.

10.Any other acts tending to show that the educator solicited a romantic

relationship with the student, including providing the student with drugs or
alcohol.
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GISD Board Policy FFH(Local)

Note: This policy adiresses discrimination, harassment and retaliation involving
District students For provisions regarding discrimination, harassment, and
retaliation involving District employees, see DIA. For reporting requirements
related to child abuse and neglect, SE& FFor provisions regarding bullying, see
FFI.

Statement of Nondiscrimination

The District prohibits discrimination, including harassment, against any student
on the basis of race, color, religion, gender, national origin, disability, or any
other basigprohibited by law. The District prohibits dating violence, as defined by
this policy. Retaliation against anyone involved in the complaint process is a
violation of District policy.

Discrimination
Discrimination against a student is defined as conduvettéd at a student on the

basis of race, color, religion, gender, national origin, disability, or on any other
basis prohibited by law, that adversely affects the student.

Prohibited Harassment
Prohibited harassment of a student is defined as physiedal,or nonverbal
conduct based on the s geaddre natiobad origim c e , col c
disability, or any other basis prohibited taw that is so severe, persistent, or
pervasive that the conduct:
1. Af fects a st udteinordenefitaffomn deducagiondl o parti c
program or activity, or creates an intimidatirtpyeatening, hostile, or
offensive educational environment;

2. Has the purpose or effect of substantially or unreasonably interfeitimg
the student Omanaoademi ¢ perfor

3. Otherwise adversely affects the studen
Prohibited harassment includes dating violence as defined hyoiicy.
Examples
Examples of prohibited harassment may include offensive or derodgatgyage
directeda t anot her p er s o practicesy acdent,gskinocolar, ob el i ef s

need for accommodation; threateniag intimidating conduct; offensive jokes,
name calling, slurs, aumors; physical aggression or assault; display of graffiti or

44



printed materid promoting racial, ethnic, or other negative stereotypestloer
kinds of aggressive conduct such as theft or damageerty.

Sexual Harassment by an Employee

Sexual harassment of a student by a District employee indhadlesvelcome and
unwelcone seual advances; requests for gak favors; sexually motivated
physical, verbal, or nonverbal conduot; other conduct or communication of a
sexual nature when:

1. A District employee causes the student to believe thasttident must
submit to the onduct in order to participate insghool program or activity,
or that the employee will make @ulucational decision based on whether
or not the studergubmits to the conduct; or

2. The conduct is so severe, persistent, or pervasive that it:

a. Affea s t he student 6s abil i from abh o partic
educational program or activity, or otherwise adversafgcts the
student s educational opportunities; o

b. Creates an intimidating, threatening, hostile, or abusthecational
environment.

Romantic or inappropriate social relationships between studerdsDistrict
employees are prohibited. Any sexual relationship betweeestudent and a
District employee is always prohibited, evienonsensual.

By Others
Sexual harassment of a studemigluding harassment committday another
student, includes unwelcome sexual advances; reqtmstsexual favors; or

sexually motivated physical, verbal, monverbal conduct when the conduct is so
severe, persistent, pervasive that it:

1. Affectsast udent s abil ity to peducationadi pate i n
program or activity, or creates an intimidatirtpyeatening, hostile, or
offensive educational environment;

2. Has the purpose or effect of substantially or unreasonably interfettimg
the student s academic performance; or

3. Otherwise adversely affects the studen

Examples
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Examples of sexual harassment of a student may include sasuahces;
touching intimate body parts or coercing physical corttadtis sexual in nature;
jokes or conversations of a sexual natam other sexually motivated conduct,
communications, octontact.

Necessary or permissible physical contact such as assisting dyhd#ing the
chil dés hand, c o mfhogy oriotherphyaical cédniadt ot wi t h a
reasonably construed as sexual in natun®isexual harassment.

Dating Violence

Dating violence occurs when one partner in a dating relationshiygr past or
current, intentionally uses physical, sexual, verbaleraotional abuse to harm,
threaten, intimidate, or control the othmartner.

Examples of dating violence against a student may include physicsgxual

assaults, namealling, putdowns, threats to hurt thet ud e nt or t he st uc
family members or mmber s of hdusehold, tdestoging t ptogerty

belonging to the studerthreats to commit suicide or homicide if the student ends

the relationshipattempts to isolate the student from friends and faratblking,

or encouraging others to engagehese behaviors.

For purposes of this policy, dating violence is considered prohibéastssment if
the conduct is so severe, persistent, or pervalsatehe conduct:

1. Af fects a studentds abil ietdugationab parti ci
program or activity, or creates an intimidatinigreatening, hostile, or offensive
educational environment;

2. Has the purpose or effect of substantially or unreasonably interfetimghe

student s academic performance; or
3. Otherwise adverselyaffet s t he studentds educational o
Retaliation

The District prohibits retaliation against a student alleged to kaperienced
discrimination or harassment, including dating violerareanother student who,

in good faith, makes a repodgwres as a witness, or otherwise participates in an
investigation.

A student who intentionally makes a false claim, offers false statemants,
refuses to cooperate with a District investigation regardiisgrimination or
harassment, including dating vialee, is subjedio appropriate discipline.

Examples
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Examples of retaliation include threats, unjustified punishmentsnwarranted
grade reductions. Unlawful retaliation does not inclugdetty slights or
annoyances, such as negative comments #natpsti fi ed by
performance in the classroom.

Prohibited Conduct

I n this policy, the term fpr bdnassment, e d

dating violence, and retaliation as defined by this pobegn if the behavior does
not rise tathe level of unlawful conduct.

Reporting Procedures

Any student who believes that he or she has experienced prolabiteldct or
believes that another student has experienpeshibited conduct should
immediately report the alleged acts tdeacher, ounselor, principal, or other
District employee.

Alternatively, a student may report prohibited conduct directly to
one of the District officials below:

Definition of District Officials

For the purposes of this policy, District officials are the TiHecbordinator, the
Section 504 coordinator, and the Superintendent.

Title IX Coordinator

Reports of discrimination based on sex, including sexual harassmamptbe
directed to the Title IX coordinator. The District designatee following
employee to gordinate its efforts to complwith Title IX of the Education
Amendments of 1972, as amended:

Name: Nancy Denise Graves

Position: Director of Elementary Curriculum
Address: 926 St. Lawrence, Gonzales, TX 78629
Telephone: (830) 679551

Section 504 Coorthator

Reports of discrimination based on disability may be directed t&dlcton 504
coordinator. The District designates the following emplot@ecoordinate its

efforts to comply with Section 504 of tiRehabilitation Act of 1973, as amended:

Name:Ronald Bragg
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Position: Director of Secondary Curriculum
Address: 926 St. Lawrence, Gonzales, TX 78629
Telephone: (830) 679551

Superintendent

The Superintendent shall serve as coordinator for purposes of Dustmgdiance
with all other antidiscrimin@on laws.

Alternative Reporting Procedures

A student shall not be required to report prohibited conduct tpdtson alleged
to have committed the conduct. Reports concerpmegibited conduct, including
reports against the Title IX coordinator Sed¢ion 504 coordinator, may be
directed to the Superintendent.

A report against the Superintendent may be made directly ®dadel. If a report
is made directly to the Board, the Board skadpoint an appropriate person to
conduct an investigation.

Timely Reporting

Reports of prohibited conduct shall be made as soon as pasiédri¢he alleged
act or knowledge of the alleged act. A failureptomptly report may impair the
Di strictds abi lddresgthe poohibitedwcenducti gat e and
Notice d Report

Any District employee who receives notice that a student hasmay have
experienced prohibited conduct shall immediately ndtify appropriate District
official listed above and take any ottsteps required by this policy.

Notice to Parents

The District official or designee shall promptly notify the parentarof student
alleged to have experienced prohibited conduct Bys&rict employee or another
adult.

Investigation of the Report

The District may request, but shall not insist upowjrigten report.If a report is
made orally, the District official shall reduce the repgorivritten form.

Upon receipt or notice of a report, the District official shall determinether the

allegations, if proven, would constitute prohibitednduct asdefined by this
policy. If so, the District official shalimmediately authorize or undertake an
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investigation, regardless oivhether a criminal or regulatory investigation
regarding the sama similar allegations is pending.

If appropriate, the Districshall promptly take interim action calculatedprevent
prohibited conduct during the course of an investigation.

The investigation may be conducted by the District official or a designeh,as
the campus principal, or by a third party designdigdhe District, such as an
attorney. When appropriate, tbempus principal shall be involved in or informed
of the investigation.

The investigation may consist of personal interviews with the persdking the
report, the person against whom the repofilesl, and others with knowledge of
the circumstances surrounding tilkegations. The investigation may also include
analysis of otheinformation or documents related to the allegations.

Concluding the Investigation
Absent extenuating circumstancese tinvestigation should beompleted within
ten District business days from the date of rgort; however, the investigator

shall take additional time if necessaoycomplete a thorough investigation.

The investigator shall prepare a written reporttteé investigationThe report
shall be filed with the District official overseeing the investigation.

District Action
If the results of an investigation indicate that prohibited condactirred, the
District shall promptly respond by taking appropridisciplinary or corrective

action reasonably calculated to addréssconduct.

The District may take action based on the results of an investigatien, if the
conduct did not rise to the level of prohibited or unlawfuhduct.

Confidentiality

To the greatest extent possible, the District shall respect the priohdiie
complainant, persons against whom a report is filed, \witdesses. Limited
disclosures may be necessary in order to condutiorough investigation and
comply with applicable law.

Appeal

A student who is dissatisfied with the outcome of the investigatiap appeal
through FNG(LOCAL), beginning at the appropridéel. A student shall be
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informed of his or her right to file a complawvith the United States Department
of Educaton Office forCivil Rights.

Records Retention
Retention of records shall be in accordance with FB(LOCAL)@RG(LOCAL).
Access to Policy

Information regarding this policy shall be distributed annually District
employees and included in the studeahdbook. Copiesf the policy shall be
readily avail abl e at adnncstiativeafftgsus and t he D

Alcohol- and drug-abuse prevention
Policies DH, DI

Gonzales ISD is committed to maintaining anohot and drugfree enviroment and wil not

tolerate the use of alcohol and illegal drugs in the workplace and at seladet or schoel
sanctioned activities on or off school properBmployees who use or are under the influence of
alcohol or illegal drugs as defined by the Texas ComirloBubstances Act during working hours

may be dismissed. The districtds policy regar

GISD Board Policy DH(Local)

All District employees shall perform their duties in accordance with state and
federal law, District policy, r&d ethical standards. [See DH(EXHIBIT)]

All District employees shall recognize and respect the rights of stugheméents,
other employees, and members of the commuanity shall work cooperatively
with others to serve the best interesitshe District.

Employees wishing to express concern, complaints, or critighall do so
through appropriate channels. [See DGBA]

Violations of Standards of Conduct

Employees shall comply with the standards of conduct set dbtsirpolicy and
with any other poli@s, regulations, and guidelinethat impose duties,
requirements, or standards attendant to ttsétus as District employees.
Violation of any policies, regulation®r guidelines may result in disciplinary
action, including terminatioof employment. [8e DCD and DF series]

Safety Requirements

All employees shall adhere to District safety rules and regulagiodshall report
unsafe conditions or practices to the appropsageervisor.
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Harassment or Abuse

Employees shall not engage in prohibitedrasament, includingsexual
harassment, of:

1. Other employees. [See DIA]

2. Students. [See FFH; see FFG regarding child abuse and neglect]
While acting in the course of their employment, employees sloalengage in
prohibited harassment, including sex harassmentf other persons, including
Board members, vendors, contractexdunteers, or parents.
Relationships with Students
Employees shall not form romantic or other inappropriate seoelationships
with students. Any sexual relationship beem astudent and a District employee
is always prohibited, even if consensy8ke FFH]

Tobacco Use

Employees shall not use tobacco products on District premiseBisinict
vehicles, or at school or sche@lated activities. [See alsaKA]

Alcohol and Drugs
Employees shall not manufacture, distribute, dispense, possessyr be under
the influence of any of the following substaneksing working hours while at
school or at schoeklated activitiesluring or outside of usual working hours:
1. Any controlled substance or dangerous drug as definddviayincluding
but not limited to marijuana, any narcotic drugllucinogen, stimulant,
depressant, amphetamine, or barbiturate.

2. Alcohol or any alcoholic beverage.

3. Any abusable glue, aerosphint, or any other chemical substarfoe
inhalation.

4. Any other intoxicant, or moadhanging, minehltering, or behavier
alteringdrugs.

An empl oyee need not be |l egal |l the i nt oxi ca
influenceo of a controlled substance.
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Exceptions

An employee who manufactures, possesses, or dispenses a sulistthedove

as part of the emploowhe eséssadrugoabthorizedsbpa nsi bi | |
licensed physician prescribed o r the employeeds per sonal
consideed to haveviolated this policy.

Notice

Each empl oyee shall be given drugbempy of t he
schools. [See DI(EXHIBIT)]

A copy of this policy, a purpose of which is to eliminate drug alitma the
workplace, shall be provetl to each employee at the beginnaigeach year or
upon employment.

Arrests, Indictments, Convictions, and other Adjudications
An employee shall notify his or her principal or immediate superwsbin three
calendar days of any arrest, indictmernwction, no contest or guilty plea, or
other adjudication of the employee fany felony, any offense involving moral
turpitude, and any of thether offenses as indicated below:
1. Crimes involving school property or funds;
2. Crimes involving attempiy fraudulent or unauthorizedeans to obtain or
alter any certificate or permit that woukhtitle any person to hold or
obtain a position as an educator;

3. Crimes that occur wholly or in part on school property or athoot
sponsored activity; or

4. Crimes involving moral turpitude, which include:

A Dishonesty; fraud; deceit; theft; misrt
A Deliberate violence;
A Base, vi |l e, or depr avedrgratéyttre t hat ar

sexual desire of the actor;
A Fel ony pnsferssale, gistribution, ot gomspiraty possess,
transfer, sell, or distribute any controlledbstance defined in Chapter
481 of the Healtland Safety Code;
A Acts constituting publ ivehicleiwhiteoxi cat i on
under the influencefalcohol, or disorderlyonduct, if any two or more
acts are committed withiany 12month period; or
A Acts constituting abuse under the Texe
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Dress and Grooming

The dress and grooming of District employees shall be clean,ineathanne
appropriate for their assignments, and in accordaiiteany additional standards
established by their supervisors approved by the Superintendent.

Policy DI (Exhibit)
Drug-Free SchoolsRequirements

The District prohibits the unlawful distributippossession, arse of illegal drugs,
inhalantsand al cohol on school premises or as
activities.

Employees who violate this prohibition shall be subject to diseify sanctions.
Such sanctiomay include referral to drughd alcohol counseling or
rehabilitation programs or employassistance programs, termination from
employment with the District, and referraldppropriate law enforcement
officials for prosecution. [See policies at DH and DHE]

41 U.S.C. 702(a)(1)(A); ZBAC 169.2

Compliance with these requirements and prohibitions is mandatory and is a
condition of employment.

[This notice complies with notice requirements imposed by the federalfagy
Schoolsand Communities Act Amendments of 1989 (20 U.S.C. 3224234
CFR 86.201)]

Reporting suspected child abuse
Policies DF, DG, DH, FFG, GRA

All employees are required by state law to report any suspected child abuse or neglect to a law
enforcement agency, Child Protective Services, or appropriate state agencytate agency
operating, licensing, certifying, or registering a facility) within 48 hours of the event that led to
the suspicion. Abuse is defined by Texas Family Code and includes any sexual conduct
involving an educator and a student or minor.

State law spedies that an employee may not delegate to or rely on another person to make the
report.Reportscan be mad# any of the following:

A law enforcement agency:-blown: City Police (830) 67-8686; Outof-town: Gonzales
County Sheriff (830) 62-6524;

The Child Prdective Services (CPS) division of the Texas Department of Family and
Protective Services-800-252-5400 or on the Web atww.txabusehotline.org
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e If applicable, the state agency opergfiicensing, certifying, or registering the facility in
which the suspected abuse or neglect occurred.

However, if the suspected abuse or neglect involves a person responsible for the care, custody, or
welfare of the child, the report must be made to GREess the report is to the statgency that
operates, licenses, certifies or registers the facility where the suspected abuse or neglect took
place; or the report is to the Texas Juvenile Probation Commission as a report of suspected abuse
or neglectm a juvenile justice program or facility.

Reporting your suspicion to a school counselor, a principal, or to another school staff member
does NOT fulfill your responsibilities under the law. Furthermore, the District cannot and does
not require you to rept your suspicion first to a school administrator.

Under state law, any person reporting or assisting in the investigation of reported child abuse or
neglect is immune from liability unless the report is made in bad faith or with malicious intent. In
addition, the district is prohibited from retaliating against an employee who, in good faith,
reports child abuse or neglect or who participates in an investigation regarding an allegation of
child abuse or neglect.

An empl oyeeds f ai l «hiléd abus® may eeputi int proseautomp #rc thee d
commi ssion of a Class B misdemeanor . I n addi
suspected child abuse may result in disciplinary procedures by SBEC forteoniofathe Code

of Ethics and StanddrPractices for Texas Educators.

Employees who suspect that a student has been or may be abused or neglected should also report
their concerns to the campus principal. This includes students with disabilities who are no longer
minors. Employees are notgured to report their concern to the mipal before making a

report to the appropriate agencies. In addition, employees must cooperate with child abuse and
neglect investigators. Reporting the concern to the ahcoes not relieve the employeetiod
requirement to report to the appropriate state agency. Interference with a child abuse
investigation by denying an interviewero6s req
presence of a parent or school administraagainst the desiresf the duly authorized
investigator is prohibited.

Fraud and financial impropriety
Policy CAA

Al l empl oyees should act with integrity and d
resources. The district prohibits fraud and financial impety as defined below. Fraud and
financial impropriety includes the following:

e Forgery or unauthorized alteration of any document or account belonging to the district
Forgery or unauthorized alteration of a check, bank draft, or any other financiaedeltcu

e Misappropriation of funds, securities, supplies, or other district assets, including
employee time

e Impropriety in the handling of money or reporting of district financial transactions
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e Profiteering as a result of insider knowledge of district inforomatir activities

e Unauthorized disclosure of confidential or proprietary information to outsidiepar

e Unauthorized disclosure of investment activities engaged in or contemplated by the
district

e Accepting or seeking anything of material value from comdrac vendors, or other

persons providing services or materials to the district

Destroying, removing, or inappropriately using records, furniture, fixtures, or equipment

Failing to provide financial records required by state or local entities

Failure to dsclose conflicts of interest as required by policy

Any other dishonest act regarding the finances of the district

Conflict of interest
Policies BBFA, DBD

Employees are required to disclose to their supervisor any situation that createstial poten
conflict of interest with proper discharge of assigned duties and responsibilities or creates a
potential conflict of interest with the best interests of the district. This includes the following:

A personal financial interest

A business interest

Any other obigation or relationship
Nonschool employment

Gifts and favors
Policy DBD

Employees may not accept gifts or favors that could influence, or be construed éaaeflthe

empl oyeebs discharge of assigned dvice byeas . The
administrator or teacher that might reasonably tend to influence the selection of textbooks may
result in prosecution of a Class B misdemeanor offense. This does not include staff development,
teacher training, or instructional materials, suclmaps or worksheets, that convey information

to students or contribute to the learning process.

Associations and political activities
Policy DGA

The district will not directly or indirectly discourage employees from participating in political
affairs or equire any employee to join any group, club, committee, organization, or association.
Employees may join or refuse to join any professional association arizagan.

An individual 6s empl oyment wi || not bea affec
member of any employee organization that exists for the purpose of dealing with emsploy
concerning grievances, labor disputes, wages, rates of pay, hours of employment, or conditions

of work.
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Use of district resources, including work time, for podt activities is prohibited.

Safety
Policy CK

The district has developed and promotes a comprehensive program to ensure the safety of its
employees, students, and visitors. The safety program includes guidelines artungoder
responding to emergeies and activities to help reduce the frequency ofdaots and injuries.

To prevent or minimize injuries to employees, coworkers, and students and to protect and
conserve district equipment, employees must comply with the following requirements:

Obseve all safety rules.

Keep work areas clean and orderly at all times.

Immediately report all accidents to their supervisor.

Operate only equipment or machines for which they have training and autiboriza

Employees with questions or concerns relatimgafety programs and issues can contact their
immediate supervisor

Tobacco use
Policies DH, GKA, FNCD

State law prohibits smoking or using tobacco products on all distkined property and at
schootrelated or schoesanctioned activities, on or offampus. This includes all buifdys,
playground areas, parking facilities, and facilities used for athletics and othetiesctirivers

of districtowned vehicles are prohibited from smoking while inside the vehicle. Notices stating
that smoking is mhibited by law and punishable by a fine are displayed in prominent places in
all school buildings.

Criminal history background checks
Policy DBAA

Employees may be subject to a review of their criminal history record information &treny

during employjne nt . Nati onal criminal hi st aergrintsc hec ks
photo, and other identification will be conducted on certain employees and entered into the
Texas Department of Public Safety (DPS) Clearinghouse. This database providesitheudls

SBEC with access to an employeebs current n
empl oyeeds subsequent criminal history.

Employee arrests and convictions
Policy DH

An employee must notify his or her principal or immediate supervisormitinee caledar days

of any arrest, indictment, conviction, no contest or guilty plea, or other adjodiaaf any
felony, any offense involving moral turpitude, and any of the other offenses listed below:
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Crimes involving school property or funds

Crimes involving attempt by fraudulent or unauthorized means to obtain or alter any
certificate or permit that would entitle any person to hold or obtain a position as an
educator

Crimes that occur wholly or in part of school property or at a sesjpmbsoredctivity

Crimes involving moral turpitude

Moral turpitude includes, but is not limited to, the following:

Dishonesty

Fraud

Deceit

Theft

Misrepresentation

Deliberate violence

Base, vile, or depraved acts that are intended to arouse or gratify the desitelof the
actor

Drug- or alcohotrelated offenses

Acts constituting abuse or neglect under the Texas Family Code

Possession of firearms and weapons
Policies FNCG, GKA

Employees, visitors, and students are prohibited from bringing firearms, kniubs, ail other
prohibited weapons onto school premises (i.e., building or portion of a building) or any grounds
or building where a schoalponsored activity takes place. To ensure the safety of all persons,
employees who observe or suspect a violationefthd i st ri ct 6 s weapons p
their supervisors or call Central Office immediately.

Visitors in the workplace
Policy GKC

All visitors are expected to enter any district facility through the main entrance and sign in or
reporttotheblidi ngdés main office. Authorized visi

their destination. Employees who observe an unauthorized individual on the district premises

should immediately direct him or her to the building office or contact the @traiior in charge.

Copyrighted materials
Policy EFE

Employees are expected to comply with the provisions of federal copyright law relating to the
unauthorized use, reproduction, distribution, performance, or display of copyrighted materials
(i.e., prined material, videos, computer data and programs, etc.). Rentedape®ea@re to be
used in the classroom for educational purposes only. Duplication owupamk computer
programs and data must be made within the provisions of the purchase agreement.
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Computer use and data management
GISD Board Policy DH(Local)
The Superintendent or designee shall implement, monitor, and evaluate electronic
media resources for instructional and adstiative purposes.
Availability of Access/ Limited Personal Use

Acces t o the Districtos el e cdngtbennteecnet,c o mmuni c a
shall be made available to students and eysas primarily for instructional and

administrative purposes and in accordance with administrative regulations.

Limited personal usef the system shall be permitted if the use:

¢ Imposes no tangible cost on the District;
e Does not unduly burden the Districtods c

e Has no adverse effect on an empl oyeebs
academic performance.

Useby Members ofthe Public

Access to the Districtoés edmctheintermet, c c ommun
shall be made available to members of the public, in accordance with
administrative regulations. Such use shall be permitted so long as the use

¢ Imposes no tangible cost on the District; and
e Does not unduly burden the Districtods c¢
Acceptable Use

The Superintendent or designee shall develop and implendeniniatrative
regulations, guidelines, and user agreements stensiwith the purposes and
mission of the District and with law and policy.

Access to the Districtos el eilegernotrai ¢ commur
right. All users shall be required to acknowledge receipt and understanding of all
administrativeregulations goveing use of the system and shall agree in writing

to allow monitoring of their use and to comply with such regulations and

guidelines. Noncompliance may result in suspension of access or termination of

privileges and other disciplinarytean consistent with District policies. [See DH,

FN series, FO series, and the Student Code of Conduct] Violations of law may

result in criminal prosecution as well as disciplinary action by the District.

Internet Safety

The Superintendent or designealsldevelop and implement an Internet safety
plan to:

e Control studentsé access to inappropri a
that are harmful to minors;
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e Ensure student safety and security when using electronic communications;

e Prevent unauthorized azss, including hacking and other unlawful
activities; and

e Restrict unauthorized disclosure, use, and dissemination of personally
identifiableinformation regarding studentand

e Educate student about cyberbullying awareness and response and abut
appropride online behavior, including interacting with other individuals on social
networking Web sites and in chat rooms.

Filtering

Each District computer with Internet access shall have a filtering device or

software that blocks access to visual depictidrat dre obscene, pornographic,

inappropriate for students, or harmful to minors, afindd by the federal

Chil drends I nternet FPedobly the Bupevimendérda br and as
designee.

The Superintendent or designee shall enforce the use of #eahdidevices and
shall not authorize the disabling of a filteringvte for any reason.

Monitored Use

Electronic mail transmissions and other use of the electromuncmications
system by students and employees shall not beidered private. Desigted
District staff shall be authorized to monitor Bucommunication at any time to
ensure appropriate use.

Intellectual Property Rights

Students shall retain all rights to work they create usingtse Dii ct 6s el ectr on
communications system.

As agentsof the District, employees shall have limited rights to work they create

using the Districtdés electronic communicat
the right to use any producteart ed i n the scope of a person
when the author is nonger an employee of the District.

Disclaimer of Liability

The District shall not be | i atiohice for us
communication resources or violations of copyright resbms or other laws,

userso6 mistakes oincurredebg useryy dhe Oistrict shafi dot c o st s

be responsible for ensuring the accuracy, age appropriateness, or usability of any

information found on the Internet.

Employees with questions about computer use and data management can contact their
campus tech.

Asbestos management plan
Policy CKA
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The district is committed to providing a safe environment for employees. An accredited
management planner has developed an asbestos management plan for each piece of district
property. A copy neeftplanhskepidti e rdicd torsi antadaadgee nt r ;
is available for inspection during normal business hours.

Pest control treatment
Policy DI, CLB

Employees are prohibited from applying any pesticide or herbicide without appropriate training

and pior approval of the integrated pest management (IPM) coordinator. Any application of
pesticide or herbicide must be done in a mant
pest management program.

Notices of planned pest control treatment wlfiosted in a district building 48 hours before the
treatment beginsNotices are generally located at each location there will be treatPestt.
control information sheets are available from campus principals or facility managers upon
request.
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General Procedures
Bad weather closing

The district may close schools because of bad weather or emergency conditions. When such
conditions exist, the superintendent will make the official decision concerning the closing of the
di st fadilitees. BVben it becomes necessary to open late or to release students early, KCTI
AM 1450 and area television stations in Austin and San Antonio will be notified by the school
officials. An announcement will also be posted on the District website.

Emergencies
Policy CKC

All employees should be familiar with the evacuation diagrams posted in their work areas. Fire,
tornado, and other emergency drills will be conducted to familiarize eegsgoynd students with
evacuation procedures. Fire extinguishesre located throughout all district buildings.
Employees should know the location of the extinguishers nearest their place of work and how to
use them.

Purchasing procedures
Policy CH

All requests for purchases must be submitted to your immediateveagquesn an official district
purchase order (PO) form with the appropriate approval signatures. No purchases, charges, or
commitments to buy goods or services for the district can be made without a PO number. The
district will not reimburse employees ossame responsibility for purchases made without
authorization. Employees are not permitted to purchase supplies or equipment for personal use
through the di st €antact Gentral bOdfisei for eddisionab ihférmation .on
purchasing procedures

Building use
Policies DGA, GKD

Employees who wish to use district facilities after school hours must follow established
procedures. Contact Central Office for more information on scheduling thef tesslities after
school hours.

Name and address ltanges

It is important that employment records be kept up to datpldy®es must notifCentralOffice

if there are any changes or corrections to their name, home address, home telephone number,
marital status, emergency contact, or beneficiary.
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Personnel records
Policy GBA

Most district records, including personnel records, are public information and must be released
upon request. Employees may choose to have the following personal itidormghheld:

Address

Phone number

Social Security number

Information that reveals whether they have family members

The choice to not allow public access to this informatr@y be done at any time by submitting

a written request (the form on the following page may be used) to Central Office, Department of
Human Resources. New or terminating employees have 14 days after hire or termination to
submit a request. Otherwise, personal information will be released to the public.
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PUBLIC INFORMATION ACCESS NOTIFICATION

Periodically, informationconcerning district employees is requested by the public. The Public
Information Act requires the district to release information regarding name, salary, dates of
employment, title, etc. to the public. Employees may choose to keep their address, phone
nunmber, Social Security number, and information that reveals whether they have family
members private.

This choice must be made within 14 days of hire or the information is subject to public access.
Employees may choose to open or close access to this atfomat any time by submitting a
written statement to the personnel records administrator.

Employee Information:

Name Social Security Number

Home Address

Home Phon&lumber

Election to Close or Open Public Access:

( ) I elect to close public access to myrteaddress, telephone numi&ocial Security number,
and information on family members.

( ) I elect to open publiaccess to my home address, telephone number, Social Security number,
and information on family members.

Signature

Date
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Termination of Employment

Resignations
Policy DFE

Contract employeesContract employees may resign their position without penalty at the end of
any school year if written notice is received 45 days before teeday of instruction of the
following school year. A written notice of resignation should berstibd to theSuperintendent

The employee shall include in the letter a statement of the reasons for resigning. A prepaid
certified or registered letter oésignation shall be considered submitted upon maiagtract
employees may resign at any other time only with the approval of the superintendent or the board
of trustees. Resignation without consent may result in disciplinary action by the StatddBoard
Educator Certification (SBEC).

Noncontract employees.Noncontract employees may resign their positions at any time. A
written notice of resignation should be submittedhi® campus Administrator who should then
notify Central Officeat least two weekprior to the effective date. Employees are encouraged to
include the reasons for leaving in the letter of resignation but are not required to do so.

Dismissal or nonrenewal of contract employees
Policies DFAA, DFAB, DFBADFBB, DFD, DFF

Employees on ptmationary, term, and continuing contracts can be dismissed during the school
year or nonrenewed at the end of the year according to the procedures outlined in district
policies. Contract employees dismissed during the school year, suspended without pay, or
subject to a reduction in force are entitled to receive notice of the recommended action, an
explanation of the charges against them, and an opportunity for a hearing. The time lines and
procedures to be followed when a suspension, termination, or namlenecurs will be
provided when a written notice is given to an employee. Advance notification requirements do
not apply when a contract employee is dismissed for failing to obtain or maintain appropriate
certification or whose certification is revoked fmisconduct. Information on the time lines and
procedures can be found in the DF series policies that are provided to employees @18Dthe
board policy found at www.gonzales.txed.net.

Dismissal of noncontract employees
Policy DCD

Noncontract employes are employed at will and may be dismissed without notice, a description
of the reasons for dismissal, or a hearing. It is unlawful for the district to dismiss any employee
for reasons of race, religion, sex, national origin, disabijgnetic informabn, military status,

any other basis pteded by law, or in retaliation for the exercise of certain protected legal rights.
Noncontract employees who are dismissed have the right to grieve the termination. The
dismissed employee must follow the distpobcess outlined in this handbook when pursuing the
grievance.
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Exit intereviews and procedures
Policy DC

Exit interviews will be scheduled for all employees leaving the district. Information on the
continuation of benefits, release of information, amstpdures for requesting references will be
provided at this time. Separating employees are asked to provide the district with a forwarding
address and phone number and complete a questionnaire that provides the district with feedback
on his or her emplyment experiencéAll district keys, books, property, and equipment must be
returned upon separation from employment.

Reports to State Board for Educator Certification
Policy DF

The dismissal or resignation of a certified employee will be reported tSBEC when the
superintendent first learns about an alleged incident of conduct that involves the following:

e Areported criminal history

e Any form of sexual or physical abuse of a minor or any other illegal conduct with a
student or minor

e Soliciting or engging in sexual conduct or a romantic relationship with a student or
minor

e The possession, transfer, sale, or distribution of a controlled substance

e The illegal transfer, appropriation, or expenditure of school property or funds

e An attempt by fraudulentrounauthorized means to obtain or alter any certification or
permit that would entitle the individual to a professional position or to receive additional
compensation associated with a position

Committing a crime on school property or at a schspainsoreevent
Violating assessment instrument security procedures

Reports concerning courtordered witholding

The district is required to report the termination of employees that are under court order or writ
of witholding for child support or spousal maintenarneo the court and the individial receiving

the suppori{Texas Family Code 8.210, 158.21Notice of the following must be sent to the
court and support recipient:

e Termination of employment nddter than the seventh day aftkee date of termination

e Emp oyeeds | ast known address
e Nameandaddressf t he empl oyeebs .new empl oyer, i
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Studentlssues

Equal educational opportunities
Policies FB, FFH

The Gonzales ISD does not discriminate on the basis of race, color, religion, national origin,
gender,genetic informationpr disability in providing education services, activities, and pro
grams, including vocational programs, in accordance with Title VI of the Civil Rights Act of
1964, as amended; Title IX of the Educational Amendments of 1972; andr5é6d of the
Rehabilitation Act of 1973, as amended.

Questions or concerns about discrimina@ainststudents on the basis of race, color,gie,

gendery genetic informationgr national origin should be directed to the superintendeNaacy

Dense Graveqdenise.graves@gonzales.txed.net)t he di strict 6s Titl e | X
or concerns about discrimination on the basis of a disability should be dire®®edadtd Bragg
(ronald.bragg@gonzales.txed.ndédffices located atGISD Central Office, 926 St. Lawrence,

Gonzales, TX 78629, 83872-9551.

Student records
Policy FL

Student records are confidential and are protected from unauthorized inspection or use.
Employees should take precautions to maintain the confidentiality of all stretnts.The
foll owing people are the only people who have

e Parents Married, separated, or divorced unless parental rights have been legally
terminated and the school has been given a copy of the court order tewgnpaental
rights

e The student (if 18 or older @mancipated by a colirt

e School officials with legitimate educational interests

The student handbook provides parents and students with detailed information on student
records. Parents or students who warreview student records should be directed to the campus
principal for assistance.

Parent and student complaints
Policy FNG

In an effort to hear and resolve parent and student complaints in a timely manner and at the
lowest administrative level posde, the board has adopted orderly processes fodlihgn

compl aints on different i ssues. Any campus o0
parents and students with information on filing a complaint.

Parents are encouraged to discuss probl@nomplaints with the teachers or the ampiate

administrator at any time. Parents and students with complaints that cannot be resolved to their
satisfaction should be directed to the campus principal. The formal complaint procadsgro
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parents ad students with an opportunity to be heard up to the highest level @geaent if

they are dissatisfied with a principalds resp

Administering medication to students
Policy FFAC

Only designated employees can administer prescription medicatigoresoription medication,

and herbal or dietary supplements to studehtstudent who must take medication during the
school day must bring a written request from his or her parent and the medicine, in its original,
properly labeled container. Contact téncipal or school nurse for information on procedures
that must be followed when administering medication to students.

Dietary supplements
Policies DH, FFAC

District employees are prohibited by state law from knowingly selling, marketing,tdbdisg

a dietary supplement that contains performagm@ancing compounds to a d&mt with whom

the employee has contact as part of his or her school district duties. In addition, employees may
not knowingly endorse or suggest the ingestion, intranasalcapph, or inhalation of a
performancesnhancing dietary supplement to any student.

Psychotropic drugs
Policy FFAC

A psychotropic drug is a substance used in the diagnosis, treatment, or prevention of a disease or
as a component of a medication. Ilingended to have an altering effect on perception, emotion,
or behavior and is commonly described as a mootiehavioraltering substance.

District employees are prohibited by state law from doing the following:

e Recommending that a student use a psyopa drug

e Suggesting a particular diagnosis

e Excluding from class or scheoélated activity a student whose parent refuses to consent
to a psychiatric evaluation or to authorize the administration of a psgpimdrug to a
student

Student discipline
Policies in the FN series and FO series

Students are expected to follow the classroom rules, campus rules, and rules listed in the Student
Handbook and Student Code of Conduct. Teachers and administrators are responsible for taking
disciplinary action basd on a range of discipline management strategies that have been adopted
by the district. Ot her employees that have
contact the classroom teacher or campuscjpa.

Student attendance
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Policy FEB

Teachers and staff should be familiar davdet h t he
accounting. These procedures require minor students to have parental consent before they are
allowed to leave campus. When absent from school, the studentretporing to school, must

bring a note signed by the parent that describes the reason for the absence. These requirements
are addressed in campus training and in the student handbodlcQbe campus principal for

additional information.

Bullying
Policy FFI

All employees are required to report student complaints of bullying to their campus
administrator. The districtds policy that i n
investigating bullying of students is reprinted below:
GISD Board Policy DH(Local)
Note: This policy addresses bullying of District students. FKwoovisions

regarding discrimination, harassment, and retaliatiolving District students,
see FFH. For reportingquirements related to child abuse and neglectE€e

Bullying Prohibited

The District prohibits bullying as defined by this policy. Retaliatagainst
anyone involved in the complaint process is a violatioDisfrict policy.

Definition

Bullying occurs when a student or group of students engagestten or verbal
expression or physical conduct that:

1. Will have the effect of physically harming a student, damagingst udent 6 s
property, or placing a student in reasonable feanafr m t o t he studer
person or of dapnapgtgort o the student és

2. Is sufficiently severe, persistent, or pervasive that the aairothreat
creates an intimidating, threatening, or abusive educatsvalonment for
a student.
Examples
Bullying of a student may include hazing, threats, taunting, teasomginenent,

assault, demands for money, destruction of prop#réeft of valued possessions,
name calling, rumor spreading, anstracism.
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Timely Reporting

Reports of bullying shall be made as soon as possible after the afleged
knowledge of the allegeact. A failure to promptly reportnay impair the
Districtds abil ity prahibitedcondustt i gate and addr

Reporting Procedures

Any student who believes that he or she has experienced budlyinglieves that
another studenthas experiencetlullying shouldimmediately report the alleged
acts to a teacher, counselor, principalpther District employee. A report may be
made orally or irwriting.

Notice of Report

Any District employee who receives notice that a student hasay have
experenced bullying shall immediately notify the campguscipal or designee.

Investigation of Report

If a report is made orally, the campus principal or designeergitiaite the report
to written form.

The campus principal or designee shall determinethveinghe allegationg the
report, if proven, would constitute prohibited condastdefined by policy FFH,
and if so proceed under that poliogtead.

The campus principal or designee shall conduct an appropriate investlgsemnh
on the allegations the report. The campuymincipal or designee shall promptly
take interim action calculatetb prevent bullying during the course of an
investigation, if appropriate.

Concluding the Investigation

Absent extenuating circumstances, the investigationldhHmeicompleted within
ten District business days from the date of thport; however, the campus
principal or designee shall take additiortahe if necessary to complete a
thorough investigation.

The campus principal or designee shall prepare a writeport of the
investigation, including a determination of whether bullying occuraed, send a
copy to the Superintendent or designee.

District Action
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If the results of an investigation indicate that bullying occurredpDibk&ict shall

promptly respad by taking appropriate disciplinary ocorrective action

reasonably calculated to address the condu@& emc or dance with the D
Student Code of Conduct. [For information student transfers due to bullying,

see FDB.]

The District may take actiobased on the results of an investigateven if the
District concludes that the conduct did not rise¢hi® level of bullying under this

policy.

Confidentiality

To the greatest extent possible, the District shall respect the profatye
complainam, persons against whom a report is filethd witnesses. Limited
disclosures may be necessary in orderaieduct a thorough investigation.

Appeal

A student who is dissatisfied with the outcome of the investigatiap appeal
through FNG(LOCAL), beginmg at the appropriatevel.

Records Retention

Retention of records shall be in accordance with CPC(LOCAL).

Access to Policy

Information regarding this policy shall be distributed annually District

employees and included in the student handbookieSef the policy shall be
readily avail abl e at adnncstiativeefftgsus and t he D

Hazing

Policy FNCC

Students must have prior approval ftomnt hetps
of a school club or organizati. While most initiation rites are permissible, engaging in or
permitting Ahazingod is a criminal of fense. An

a student engaged in any form of hazimgpich has reason to know or suspect that a student
intends to engage in hazing, or has engaged in hazing must report that fact or suspicion to the
designated campus discipline person.
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Appendix: Additional Information; Local and LegalGISD Board Policies
Discrimination in General

The District shall not faior refuse to hire or discharge any indival, or otherwise discriminate
against any individual with respect to compensation, terms, conditions, or privileges of
employment on the basis of any of the following protected characteristics:

Race, color, orational origin;

Sex;

Religion;

Age (applies to individuals whae@40 years of age or older);
Disability; or

Genetic information.

42 U.S.C. 1981; 42 U.S.C. 2000e et seq. (Title VIIJ2ZR.C. 1681 et seq. (Title 1X); 42 U.S.C.
12111 et seq. (AmericansttviDisabilities Act); 29 U.S.C. 621 et seq. (Age Discrimination in
Employment Act); 29 U.S.C. 793, 794 (Rehabilitation Act); U.S. Const. Amend. I; Labor Code
Chapter 21 (Texas Commission on Human Rights Act)

Title VII proscribes employment practices tha¢ avertly discrinnatory (disparate treatment),
as well as those that are fair in form but discriminatory in practice (disparate impeatls
Cove Paking Co. v. Atonip490 U.S. 642 (1989)

Disparate Treatment

Disparate treatment (intentional discrimiion) occurs when nmebers of a race, sex, or ethnic
group have been denied the same employment, promotion, membership, or other employment
oppatunities as have been available to other employees or appliéhGFR 1607.11

Disparate Impact

Disparate impact occurs when an employer uses a particumggil@/ment practice that causes a
disparate (disproporti@ate) impact on the basis of race, color, religion, sex,abomal origin
and the employer fails to demonstrate that the challenged practice relgtied and consistent
with busness necessity32 U.S.C. 20062(k)(1)(A)

Job Qualification

The District may take employment actions based on religion, sex, national origin, or age in those
certain instances where religion, sex, national origin, or aga na fide occupational
qualification. 42 U.S.C. 200062(e); 29 U.S.C. 623(f)

Employment Postings

The District shall not print or publish any notice or advertisement relating to District
employment that indicates any preference, Btiuh, specificatio, or discrimination based on
race, color, religion, sex, or national origin, unless the characteristic is a bonadigatonal
gualification. 42 U.S.C. 20008 (b)
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Harassment of Employees

The District has an affirmative duty to maintain a workingiemmment free of harassment on the
basis of sex, race, color, religion, and national origih2U.S.C. 2000e et seq.; 29 CFR
1606.8(a), 1604.11See DIA]

Retaliation

The District may not discriminate against any employee oty for employment becae the
employee or applicant haspmsed any unlawful, discriminatory employment practices or
paticipated in the investigation of any complaint related to an unlawful, discriminatory
employment practice.29 U.S.C. 623(d) (ADEA); 42 U.S.C. 208@) (Tite VII); 34 CFR
100.7(e) (Title VI); 34 CFR 110.34 (Age Act); 42 U.S.C. 12203 (AD#gkson v. Birmingham
Bd. of Educ.544 U.S. 167 (2005) (Title IX)

Notices

The District shall post in conspicuous places upon its premises a notice setting forth the
information the Equal Employment Oppunity Commission deems appropriate to effectuate the
purposes of the antliscrimination laws.29 U.S.C. 627; 42 U.S.C. 20008

Section 504 Notice

A district that employs 15 or more persons shall take appropriate etejsify applicants and
employees, including those witmpaired vision ohearing thait does not discriminate on the
basis of disability.

The notice shall state:

e That the District does not discriminate in employment in its programs and activities; and

e The identity of the Districtés 504 coordina
Methods of notification may include:

e Posting of notices;

e Publication in newspapers and magazines;

e Placing notices in District publications; and

e Distributing memoranda or other written communications.

If the District publishes or uses recruitment materials containing general information that it
makes available to applicants an@oyees, it shall include in those materials a statement of its
nondiscrimination policy.

34CFR 104.8
Age Discrimination

The Districtmay take an employment action on the basis of age pursuant to a bona fide seniority
system or a bona fide employee benefit plan. However, a bona fide employee benefit plan shall
not excuse the failure to hire any individual and no such benefit planrefaite or permit the
involuntary retirement of any individual because of ag@lJ.S.C. 623(f)
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Sex Discrimination / Gender Stereotypes

An employer may not evaluate employees by assumingngisting that they match the
stereotype associated with theiogp. Price Waterhouse v. Hikins 490 U.S. 228 (1989)

Pregnancy

The prohibition against discrimination on the basis of sex includes discrimination on the basis of
pregnancy, childbirth, or related medical conditions. The District shall treat wometedffc
pregnancy, childbirth, or related medical conditions the same for all employeiatetd
purposes, including receipt of benefits under fringe benefit progrdthsl.S.C. 2000e(Kk)

Equal Pay

The District may not pay an employee at a rate less tlearatb the employer pays employees of
the opposite sex for equal work on jobs the performance of which require equal skill, effort, or
responsibility and which are performed under similar working conditions. This rule does not
apply if the payment is purant to a saority system, a merit system, a system that measures
earnings by quantity or quality of production, or a differential based on any other factor other
than sex.29 U.S.C. 206(d); 34 CFR 106.54

Religious Discrimination

The prohibition againgtliscrimination on the basis of religionciudes all aspects of religious
observances and practice, as well as religious belief, unless the District demonstrates that it is
unabl e t o reasonably accommodanp k oyaene 6 8 mpledy e
observance or practice without undue hardshi
means more thande minimugminimal) cost.42 U.S.C. 2000e(j); 29 CFR 1605.2

The District may not S U b st arcisei oareligign, abessrthbe n  an
burden is in furtherance of a compelling governmental interest and is the least restrictive means
of furthering that interest.Civ. Prac. & Rem. Code 110.003

Disability Discrimination

The District shall make reasonable accommodations to therkpbwsical or mental limitations

of an otherwise qualified individual with a disability, unless the District can demonstrate that the
accommodation would impose an undue hardship on the operation of the Digl#itt.S.C.
12112(b); 29CFR 1630.9; 29 U.E. 794; 34CFR 104.11; Labor Code 21.05]See DBB
regarding medical examinations and inquiries under the Americans with Disabilities Act]

Discrimination Based on Relationship

The District shall not exclude or deny equal jobs or benefits to, or othenstsardnate against,

a qualified individual because of the known disability of an individual with whom the qualified
individual is known to have a family, business, social, or other radtip or association42
U.S.C. 12112(b)(4); 2€FR 1630.8; 3£LFR 104.11

Definitions

Y

ADiIi sabil 0O means a phys.i dialylimitsone mremore aflan | mp a i
i ndi vidu S ma gcard of Havin) suchaan impawment] oe Iseing regarded as
having suc an i mpaitmesad. ardMapoh fuhetiacns
performing manual tasks, walking, seeing,riveg speaking, breathing, learning, and working.

ity
al 6
uch
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42U.S.C. 12102(2); 2€FR 1630.2(g)(l); 28 CFR 35.104; 34CFR 104.3(j), (I); Labor Code
21.002(6)

AQualiifdiewWi dual with a disabilityd means an
without reasonable accommodation, camfgren the essential functions of the employment

position that the individual holds or desires. Consideration shall be given to ther Disct 6 s
judgment as to what functions of a job are essential. #fiemrjob description prepared before
advertising or interviewinggp | i cants for the job is evidence
42U.S.C. 12111(8); 2€FR 1630.2(m), (n); 3€FR 1043(l); Labor Code 21.105

Use of lllegal Drugs

The term Aqualified individual with a disabil
is currently engaging in the illegal use of drugs, when the District acts on the basis of such use.

Drug Testing

The District is not prohibited from conducting drug testing mpyees and applicants for the
illegal use of drugs or makingrployment decisions based on the results of such tests.

42U.S.C. 12114(c), (d)See DHE]
Alcohol Use

The term Adgudaulailf ivwidt hi nadi d¢i sabilityo does not
alcoholic and whose current use of alcohol prevents the employee from performing the duties of
his or her job or whose employment, by reason of such current alcohol abuse, would constitute a
direct threat to property or the safety of othe42.U.S.C. 12114(a); 2€FR 1630.3(a); 2&FR

35.104; 29U.S.C. 705(20)(C)

Reasonable Accommodation
fReasonabl e accommodati ondo incl udes:

Making existing facilities used by employees readily acbéssoand usable by individuals with
disabilities; and

Job restructuring, patime or modified work schedules, ssggnment to a vacant position,
acquisition or modification of equipment or devices, appropriate adjustment or modification of
examinations, traimg materials or policies, the provision of qualified readers or interpreters, and
other similar accompdations for individuals with disabilities.

42U.S.C. 12111(9); 2€FR 1630.2(0); 3€FR 104.12(b)
Undue Hardship

AUndue hardshi po ingesgmfisantaifficulty ortexpense when gansidered
in light of the nature and cost of thecammodation needed, overall financial resources of the
affected facility and the District, and other factors set out in 42U.S.C. 12111(10); 2€FR
1630.2p); 34 CFR 104.12(c)

Direct Threat to Health or Safety

As a qualification standard, the District may require that an ida@linot pose a direct threat to
the health or safety of other indiiad | s i n t he wor kpl ace. ADirec:
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risk to the health or safety of the individual or others that cannot be eliminated by reasonable
accommodation42 U.S.C. 12111(3); 29 CFR 1630.2(q)

Communicable Diseases

The District may refuse to assign or continue to assign an dudivio a job involing food
handling if the individual has an irdfigous or communicable disease that is transmitted to others
through handling of food.42U.S.C. 12113(d); 29 U.S.C. 705(20)(D); €9R 1630.16(e);
Labor Code 21.002(6)(B)

Military Service

The District shallnot deny initial employment, reemploymengtention in employment,
promotion, or any benefit of employment on the basis of membership in a uniformed service,
performance in a uniformed service, application for uniformed service, or obligation to a
uniformed service. The District shall not take adverse employment action or discriminate against
any person who takesction to enforce protections afforded by the Uniformed Services
Employment and Remployment Rights Act of 1994 (USERRAJ8U.S.C. 4311 [Seealso

DEC]

Grievance Policies Section 504

A district that receives federal financial assistance and thptogs 15 or more persons shall

adopt grievance procedures that incorporate appropriate due process standards and that provide
for the prompt and equible resolution of complaints alleging amtian prohibited by Section

504 of the Rehabilitation Act34 CFR 104.7(b), 104.11

Americans with Disabilities Act

A district that employs 50 or more persons shall adopt and publish grievance procedures
providing for prompt and equitable resolution of complaints alleging any action that would be
prohibited by the Americans with Disabilities A@8 CFR 35.107, 35.140

Title 1X

A district that receives federal financial assistance shall adopt and publish gripvacegures
providing for prompt and equitable resolution of employee complaints alleging any action
prohibited by Title 1X. 34 CFR 106.8(b)North Haven Board of Education v. Belb6 U.S. 512
(1982)

[See DIA]

Compliance Coordinator

The District shall dsignate at least one employee to coordinate its efforts to comply with Title
IX, Section 504, the Age Act, and the ADA. The District shall notify all employees of the name,
office address, and telephone number of the employee(s) so designda®edFR 1Gt.7(b),
104.11 28 CFR 35.107, 35.14@4 CFR 106.8(b)

Policy DAA (Local)

The superintendent shall serve as coordinator for purposes of District compliance with
antidiscrimination laws, except as provided befalicy DAA (Local)
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TITLE IX AND ADA /SECTION 504 COORDINATOR

Restriction on Public Servantsi Penal Code

APublic servant, o for pur pisiang Bcludek a fetsan eléced, | o wi
selected, appointed, employed, or otherwise designated as an officer, employee, or agent of
government, even if the person has not yet qualified for officessnnaed his or her duties.

Penal Code 1.07(a)(41)(A), (E)

Bribery

A public servant shall not intentionally or knowingly offer,nter, agree to confer on another,
solicit, accept, or ageeto a&cept a benefit:

e As consideration f or t mien, recorbmendationswdte,woant 0 s
other exercise of disetion as a public servant.

e As consideration for a violation of a duty imposed on the public servant by law.

That is a polittal contribution as defined by Title 15 of the Election Code or an expenditure
made and reported as a lobbying expense in accordance with Government Code, Chapter 305, if
the benefit was offered, conferred, solicited, accepted, or agreed to pursuanexpress
agreement to take or withhold a specific exercise otiaffdiscretion, if such exercise of official
discretion would not have been taken or withheld but for the benefit.

ABenefitd means anything reasonabl advamtagegar ded
including benefit to any other person in whose welfare the beneficiary has a direct and
substantial interest.

Penal Code 36.01(3), 36.02
Legal Gifts

A public servant who exercises discretion in connection with contracts, purchases, payments,
claims, or other pecuniary transactions shall not solicit, accept, or agree to accept any benefit
from a person the public servant knows is interested in or likely to become interested in any such
transactions of the DistrictPenal Code 36.08(d)

A public srvant who receives an unsolicited benefit that the public servant is prohibited from
accepting under this section may donate the benefit to a governmental entity that has the
authority to accept the gift or may donate the benefit to a recognized tax tecleanpable
organization formed for edaonal, religious, or scientific purposeBenal Code 36.08(i)

Exceptions
Alll egal Gifts to Public Servantso does not a

A fee prescribed by law to be received by a publiva® or any other benefit tohich the
public servant is lawfully entitled or for which h@ she gives legitimate consideration in a
capacity other than as a public\snt;

A gift or other benefit conferred on account ohgtiip or a personal, professional, or business
relationshipndependent of the official status of theeipient;
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A benefit to a public servant required to file a ategnt under Chapter 572, Government Code,
or a report nder Title 15, Election Code, that is derived from a function in honor or appreciation
of therecipient if:

i) The benefit and the source of any benefitxoess of $50 is reported in the statement;
and

iii) The benefit is used solely to defray the expenses that accrue in the performance of duties
or activities in connection with the office which aremeimbursable by the state or
political subdivision;

A political contribution as defined by Title 15, Election Code;

An item with a value of less than $5&c&iding cash or a negotiable instrument as described by
Business and Commerce Code 3.104;

An item issued by a governmental entity that allows the use of property or facilities owned,
leased, or operated by the gaveental entity; or

Food, lodging, transportation, or entertainmesttepted as a guest and, if the donee is required
by law to reporthose items, reported by the donee in accordance with that law.

Penal Code 36.10
Honoraria and Expenses

A public servant commits a Class A misdemeanor offense if the public servant solicits, accepts,

or agrees to accept an honorarium in consideratiorefeices that the public seant would not

have been requested to provide but for the pu
a public servant is not prohibited from accepting transportation and lodging expenses or meals in
connection with aonference or similar event in which the public servant renders services, such

as addressing an audience or engaging in a seminar, to the extent those services are more than
merely perfunctoryPenal Code 36.07

Abuse of Public Employment

A public servah shall not, with intent to obtain a benefit or with intent to harm or defraud
another, intentionally or kma ngly vi ol ate a | aw relating to
employment, or misuse District property, services, personnel, or any other thirsguef that

has come into his or her custody or possession by virtue of his or her office or employment.
Penal Code 39.02(a)

ALaw relating to the public servantds office
to a person acting in the capgaf a public servant and that directly or indirectiypibses a duty
on the public servant or governs the conduct of the public serRanial Code 39.01(1)

AMIi sused means to deal with property contrary
e An agreement under which the public servantdiahe property;
e A contract of employment or oath of office of a public servant;

e A law, including provisions of the General Appropriations Act specifically relating to
government property, that gucribes the manner of custody or disposition of the

property; or
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¢ Alimited purpose for which the property is delivered or received.
Penal Code 39.01(2)
Textbook Violations - Commissions

An administrator or teacher commits a class B misdemeaffiense if the administrator or
teacher receives any commission or telan any textbooks used in the schools with which the
admnistrator or teacher is associatdeducation Code 31.152(a)

Textbook Violations - Conflict

An administrator or teacher commits a class B misdemedffense if the administrator or
teacher accepta gift, favor, or service that:

e | s given to the person or the personds sch
e Might reasonably tend to influence the person in the selection of a textbook; and
e Could not be lawfully purchased with funds from the state textbook fund.

AnGi ft, fravyv @dre,0 aroese not i n cseruiak,eor tsatharftraining; erv e | o0 p
instructional materials, such as maps or worksheets, that convey information to the student or
otherwise contribute to the learning process.

Education Code 31.152(d)
Textbook Violations i Purchase and Distribution

A person commits a Class C misdemeanor offense if the person knowingly violates any law
providing for the purchase or distufion of free textbooks for the public school&ducation
Code 31.153

Holding Office

No person shall hold or exercise at the same time more than one civil office of emolument,
except for offices listed in the constibnal provision, unless otherwise specifically provided.
Tex. Const., Art. XVI, Sec. 40(&tate v. Pirtle 887 S.W.2d 291 ¢X. Ct. Crim. App. 1994); Atty.
Gen. Op. DM212 (1993)

Individuals who receive all or part of their compensation eitivecty or indirectly from funds

of the state of Texas and who are not state officers shall not be barred from serving as members
of the governing bodies of school districts (other than those in which they are employed), cities,
towns, or other local governmental districts. Such individuals may not receive a salary for
serving as members of such governing bodiesx. Const., Art. XVISec. 40(b); Atty. Gen. Op.
DM-55 (1991)

Conflict Disclosure Statement

The District may extend the requirements of Local Government Code 176.003 and 176.004 [see
BBFA] to any employee of the District who has the authority to approve contracts on behalf of
the District, including a person dgsated as the representative of the District for purposes of
Local Government Code Chapter 271. The District shall identify each employee made subject to
Sections 176.003 and 176.004 and shall provide a list of thdifiehemployees on request to

any person. The District may reprimand, suspend, or terminate the employment of an employee
who knowingly fails to comply with suclequirements.
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An employee commits a Class C misdemeanor if the employee knowingly violaes t
requirements. It is an exception to thgplecation of the above penalty, however, that the
employee filed the disclosure statement not later than trengebusiness day after the person
received notice from the District of the alleged siin.

Loca | Gov Ot Code 176.005
Definition of AfContracto

AContracto means a wr i tr¢chaseof ea prepertyn gaods, of serviceacadh e s al e
Govédét Codda) 176.001(12

Personal Services Performed by Superintendent

The Superintendent may not reaeiany financial benefit for pgonal services performed by the
Supeintendent for any business entity that conducts or solicits business with the District. Any
financial benefit received by the Superintendent fafgoming personal services for any othe
entity, including a school district, op@mroliment charter school, regional education service
center, or public or private institution of higher education, must be approved by the Board on a
caseby-case basis in an open meeting. The receipt of regement for a reasonable expense is
not consilered a financial benefitEducation Code 11.201(e)

Note: See also CBB for requirements when federal funds are involved.

Policy DBD (Local)
EMPLOYMENT REQUIREMENTS AND RESTRICTIONS:
CONFLICT OF INTEREST

Disclosurei General Standard

An employee shall disclose to his or her immediaipesvisor a personal financial
interest, a business interest, or any other atatig or relationship thaniany way creates

a potetial conflict of interest with the proper discharge of assigned duties and
responabilities or with the best interest of the District.

Specific Disclosures Substantial Interest

The Superintendent shall file an affidavit with the aBb President disclosing a
substantial interest, as defined by Local Government Code 171.002, in any business or
real property that the Supeteéndent or any of his or her relatives in the first degree may
have.

Any other employee who is in a position tfieat a financial deision involving any
business entity or real property in which thepéoyee has a substantial interest, as
defined by Local Government Code 171.002, shall file an affidavit with the
Superintendent; leever, the employee shall not be ugqd to file an affidavit for the
substantial interest of a relative.

Interest in Property

The Superintendent shall be required to file an affidavit disclosing interest in property in
accordance with Government Code 553.002.
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Conflicts Disclosure Statement

No employee other than the Superintendent shall be required to file the conflicts
disclosure statement, as promulgated by the Texas Ethics Commission and as specified by
Local Government Code 176.00604.

Annual Financial Management Report

The Superintetient, as the executive officer of the District, shall provide to the District in

a timely manner i nformation necessary for t
report. [See BBFA]

Gifts

An employee shall not accept alisit any gift, favor, serviceor other benefit that could
reasonably be construed to influence the en

responsibilities. [See CAA]
Endorsements

An employee shall not recommend, endorse, or require students to purchase any product,
material, ® service in which the employee has a financial interest or that is sold by a
company that employs or retains the District employee during nonschool hours. No
employee shall require students to purchase a specific brand of school supplies if other
brandsare equal and suitable for the intendestructional purpose.

Sales

An employee shall not use his or her position with the District to attempt to sell products
or services.

Nonschool Employment

An employee shall disclose in writing to his or her immedsafgervisor any outside
employment that in any way creates a pb# conflict of interest with the proper
discharge of assigned duties and responsibilities or with the bestsindé the District.

Private Tutoring

An employee shall disclose in writing his or her immediateupervisor any private
tutoring of District students for pay.

Policy DC (Legal)
EMPLOYMENT PRACTICES
Employment Policies

The Board shall adopt a policy prdimg for the employment anduties of District
personnel. The policy shall provide that:

Superintendent

The Board employs and evaluates the Superintendent;
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Selection of Personnel

The Superintendent has sole authority to make reconefiensl to the Boardemgarding

the selection of all personnekaept that the Board may delegate final authority for those
decisions to he Superintendent [seSUPERINTENDENT RECOMMENDATIONS,
below];

Campus Assignments

Each principal must approve each teacher or staff appeimt t o t he princi pa
as provided by Education Code 11.202 [see DK and DP]; and

Job Postings
Notice will be provided of vacant positions [see POSTING OF VACANCIES, below].
Employee Grievances

The employment policy must provceach mployee with the right to present grievances
to the Board. [See DGBA]

The policy may not restrict the ability of an employee to comioata directly with a
member of the Board regarding a mattertietato the operation of the District, except
that the policy may prohibit ex parte comnncetion relating to:

A hearing under Education Code Chapter 21, Subchapter E (TentnaGe) or F
(Hearing Examiners); and

Another appeal or hearing in which ex parte commatitic would be inappropriate
pending dinal decision by the Board.

Education Code 11.1513
Contract Positions

The Board shall establish a policy designating specifidtipas of employment, or
categories of positions based on cdesitions such as length of service, to which
continuing cofracts or term contracts appliducation Code 21.002(c)

Delegation of Authority

The Districtds empl oyment pstoidt engplpymenagr s peci f
delegate to the Superintendent the authorityeterchine the terms of employment with
the Dstrict. Education Code 11.1513(c)

Nepotism

A superintendent to whom the Board has delegated final hintigoaty to select
personnel i's a fpubl iuthority fof purposes bfdhe mepatism app o
laws. Atty. Gen. Op. GA23 (2003)[SeeDBE]

Internal Auditor

If the District employs an internal auditor, the Board shall select the internal auditor and
the internal auditor shall report directly to the BoaEdlucation Code 11.170

Superintendent Recommendation
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The Board may accept or rejecth e Super i nt e natbe regatdmg thee c o mme n
selection of District personneland shaltil ude t he Boarddés acceptanc

mi nutes of the Boardobés open meeting, in the
meeting, or in the wdrding required under Govenent Code 551.125 or 551.127, as
applicabl e. | f the Board rejects the Superi

shall make alternative recommendations until the Board accepts a recommendation.
Eduation Code 11.1513

Posting of Vacancies

The Districtbés empl oyment policy must provi
before the date on which the District fills acant position for which a certificate or

license is required as quided by Education Code 21.003eg DBA], other than a

position that Hects the safety and security of students as determined by the Board, the
District must provide to each current Districh@oyee:

Notice of the position by posting the position on:
A bulletin board at:

1. Aplaceconvenent t o the public in the DistrictHé¢
2. The central administrative office of each campus during any time the office is

open; and
3. The Districtds Internet Web site, if the

4. Areasonable opportunitp apply for the position.
Education Code 11.1513(d)
Exception

If, during the school year, the District must fill a vacantipas held by a teacher, as
defined by Education Code 21.201 [see DCB], in less than ten school days, tie Distr
must provide notice of the position in the manner described above as soon as possible
after the vacancy occurs. However, the District is not required to provide the notice for
ten school days before filling the position or to provide a reasonabletopipy to apply

for the position.Education Code 11.1513(e)

Contract Employees

The District shall employ each classroom teacher, principalyilioranurse, or counselor
under a probationary contract, antiouing contract, or a term contract. The Dgtis
not required to employ a person other than these listed employees undestiomeaioh
continuing, or term contracEducation Code 21.002

ACl assroom teacher 0 means angdrietedndavhot mr who i
less than an average foiur hours each day, teaches in an academic instructional setting
oracareerandteo ol ogy i nstructional setting. The
aide or a fulltime administrator.Education Code 5.001(2)

Length of Contract

A contract between thBistrict and an educator must be for a miom of ten months of
service. An educator employed under ar@mth contract must provide a minimum of
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187 days of service. The Commissioner may reduce the number of days of service, but
such a reduction by ¢hCommissioner does not reduce an eduz r 6 s Eduadtianr vy .
Code 21.401

Educational Aides

The Board shall establish a plan to encourage the hiring o&tohal aides who show a
willingness to become certified tdass. Education Code 54.214(f); 1RAT Chapter 21

Employment of Retirees - Report to TRS

The District shall file a monthly certified statement of engplent of a retiree in the
form and manner required by TRS. Thestbct shall inform TRS of changes in status of
the District that affectte Dst r i ct 6s reporting responsibiliti

The certified statement must include information regardimpleyees of third party
entities if the employees are service mability retirees who were first employed by the
third party entity on or after Ma¥4, 2003, and are performing duties or providing
savices on behalf of or for the benefit of the District.

An administrator of the District who is responsible for filing the est&int, and who
knowingly fails to file the statement, commits an offense.

G o v 6de 822.6022, 825.403(k); 34 TAC 31.2
Acute Shortage Areas

For purposes of Government Code 824.602(a)(5) (permittirtgiceetirees to return to

work in acute shortage areas) the Board shall determine by rule whether there are acute
shortage areas in thBi st ri ct based on TEAOGs acute sho
guidelines must include:

e Alist of acute shortage areas;
e Suggested criteria for identifying local acute shortage areas; and

e Arequirement that a certified applicant for a position as a classteacher who
is not a retiree be given preference in hiring.

Govot Code 824.602( m)
New Hires |9 Forms

The District shall ensure that an employee properly completg®rseld 6 6 Emp | oy e e
| nf or mati on @& ondForv ¢9rat thetime af hire.o n 6 0

The District must verify employment eligibility, pursuant to theriigration Reform and
Control Act, and complete FormBl by the fdlowing dates:

Within three business days of initial hiring. If the District hires an individual for
employnent for a duration of less than three business days, the District must verify
employment at the time of hire.

The District shall not be deemed to have hired an individual if the individual is
continuing in his or her employment and has a reasonable expeciemployment at
all times.
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When the District rehires an individual, the District may, in lieu of completing a 18w |
inspect a previously completeeblexecuted within three years of the date of rehire, to
detemine whether the individual is stiligible to work.

For an individual whose employment authorization expires, not later than the date of
expiration.

8 CFR 274a.2(b)(1)(ii), (iii), (vii), (viii)
New Hire Reporting

The District shall furnish to the Directory of New Hirefexas At or ney Gener al

Office) a report that contains the nameddm@ss, and Social Security number of each
newly hired employee. The report shall
employer identifcation number.

The District may also prodie |, at its option, the empl o

expected salary or winly address far mdiling df eotic®tos t r |

withhold child support.

The District shall report new hire information on a FormdWr an equivalent fornmpy
first class mail, telephonically, electronically, or by magnetic media, as determined by the
District and in a formataeptable to the attorney general.

Deadline
New hire reports are due:
¢ Not later than 20 calendar days after the date the Distred thie employee; or

¢ In the case of the District transmitting reports magnetically or electronically, by
two monthly transmissions (if necessary) not less than 12 days nor more than 16
days apart.

New hire reports shall be considered tiyng postmarked by the due date or, if filed
electronically, upon receipt by the agency.

42 U.S.C. 653a(b), (c); Family Code 234.1@B4.104; 1ITAC 55, Subch. |
Social Security Numbers

It shall be unlawful for the District to deny to any individual amght, benefit, or
privilege provided by FEusaltoHislosa bisoe heroSociat h e
Security number.

Exceptions
The above provision does not apply to:

e Any disclosure that is required by federal statute. The United States Internal
Revenue Code provides that the SocialuBgc number issued to an individual
for purposes of federahcome tax laws shall be used as the identifying number
for taxpayers;

e Any disclosure to the District maintaining a system emfords in existence and
operating before Januafly 1975, if such disclosure was required under statute or
regulation adopted before such date to verify the identity of an individual; or
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e Any use for the purposes of establishing the identity oividdals affected by
any tax, genex | public assistance, driverds 1|ic
l aw within the Districtdés jurisdiction.

Statement of Uses

A district that requests disclosure of a Social Security number shall inform that individual
whether the didosure is mandatory or vaitary, by what statutory authority such
number is solicited, and what uses will be made of it.

Privacy Act of 1974, Pub. L. No. 839, sec. 7(b), 88 Stat. 1896, 1897 (1974)

Policy DC (Local)

EMPLOYMENT PRACTICES
Personnel Duties

The Superintendent shall define the qualifications, duties, esmgbmsibilities of all
positions and shall ensure that job descriptions are current and accessible to employees
and supervisors.

Posting Vacancies

The Superintendent or designee shall establish guidelinesiyertiaing employment

opportunities and posting notices of vacias. These guidelines shall advance the
Boardos commitment to eapdt recrwtipgpwelgualiiedi t y e mp
candidates. Current District employees may apply for any vacancy for which they have
appropriate qualifications.

Applications

All applicants shall complete the application form supplied by the District. Information
on appications shall be confirmed before a contract is offered for a contractual position
and before hiring or as soon as possible thereafter for a noncontractual position.

Employment of Contractual Personnel

The Superintendent has sole authority to make re@mdations to the Board regarding
the selection of contractual personnel.

The Board retains final authority for employment of contractual personnel. [See DCA,
DCB, DCC, and DCE asppropriate]

From May 1 to AugusBl, however, the Board delegates to thgesintendent or
designee the authority to hire certified persel. The Superintendent shall inform the
Board of any persons employed under this authority.

Employment of Non Contractual Personnel

The Board delegates to the Superintendent final authéoitgmploy and dismiss
noncontractual employees on amall basis. [See DCD]
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Exit Interviews and Exit Reports

An exit interview shall be conducted, if possible, and an exit report shall be prepared for
every employee who leaves employment with the Ristri

Policy DEA(Legal)

COMPENSATION AND BENEFITS
SALARIES, WAGES, AND STIPENDS

State Funding

Subject to Education Code 42.2516(g) and (h) (regarding reduction in state aid for certai
districts), the District is entitled to state eaue necessary to provide the District with an
amount equal to $2,500 for each classroom teachektirhdl librarian, fulttime
counselor, and fullime school nurse employed by the District and entittethe state
minimum salary.Education Code 42.2516(b)(2)

The District is entitled to state aid in an amount equal to the sum of:

$500 for each fultime District employee, other than adnsirtors or employees subject
to the minimum salary schedule; and

$250 for each paitime District employee, other than adnsinators.
Education Code 42.2513
Minimum Salary Schedule- Educators

The District shall pay each classroom teacher;tiié librarian, full-time counselor, or

full-time rurse not less thanthemmmu m mont hly sal ary, based on
of experience, specified in Education Code 21.402 anthAt9153.1021.
Definitions

ACl assroom teachero means an educator who t e
day in an academic or career and haology instructional setting, focusing on the

delivery of the Texas Essential Knowledge and Skills, and who holds the relevant
certificate from SBEC. Although noninstructional duties do not qualify as teaching,
necessary functo n s rel ated t o ctibrfale assigninant, astich raé s i ns-
instructional planning and transitiortiveen instructional periods, should be applied to

creditable clagoom time.

ALi brariand means an -tiend libay sewices andholds he ovi des
relevant certificate from SBEC.

ACounsel ord means an -timacounseling and guidance pervicesi d e s f
and holds the relevant certificate from SBEC.

ANurseo means an educ at-tone nusingpdna gealth cateo pr ov
savices and who meets all the requirements to practice as a registered nurse (RN)
pursuant to the Nursing Rtece Act and the rules and regulations relating to professional
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nurse education, licensure, and practice and has been issued a license to practice
professional nursing in Texas.

AFulilmed means contracted empl oyment for at
percent of the school day, in accordance with the definitions of school day in Education

Code 25.082, employment contract in Education Cod®02] and school year in

Education Code 25.081.

19 TAC 153.1022(a)
Placement on Salary Schedule

The Commi ssioner 6s rul es determine the exp
counselor, or nurse is to be given credit incplg the teacher, librarian,oanselor, or

nurse on the minimum kay schedule. The District shall credit the teacher, librarian,

cownselor, or nurse for each year of experience, whether or not the years are consecutive.
Education Code 21.402(a), 21.403(c); TAC 153.1022

EmployeesFormerly on Career Ladder

A teacher or librarian who received a career ladder sappit on August 31, 1993, is
entitled to at least the same gross monthlgrgathe teacher or librarian received for the
1994 95 school year as long as the teacher oatian is employed by the same district.

AGross monthly salaryo includes the amount
ladder supplement under@en 16.057, as that section existed January 1, 1993.

Education Code 21.402(f), 21.403(d)

In addition, a teacher or librarian who was on level two or three of the career ladder is
entitled, as long as he or she is employed by the same district, to:

Level Two Educators

Placement on the minimum salary schedule at the step above the step on which the
teache would otherwise be placed, if the teacher or librarian received a career ladder
supplement for level two of the career ladder agést31, 1993; or

Level Three Educators

Placement on the minimum salary schedule at the step two steps above the st on wh
the teacher would otherwise be placed, if the teacher or librarian received a career ladder
supplement for level three of the career ladder on Ajyst993.

Education Code 21.403(d)
Support Staff Compensation

The District shalpay each District employee, other than an aistriator or an employee
subject to the minimum salary sclue, an amount at least equal to:

$500, for fultime employees.
$250, for partime employees.

Such payment is in addition to wesythe District would othevise pay the employee
during the school year.
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Education Code 22.107
Pay Increases

The District shall nogrant any extra compensation, fee, orva#lace to a public officer,
agent, servant, or contractor aftervéee has been nelered or a contract entered into and
performed in whole or in parfTex. Const. Art. Ill, Sec. 55ee CE]

Salary Advances and Loans

The District shall not lend its credit or gratuitously grant public money or things of value
in aid of any individual, ssociation, or corpation. Tex. Const. Art. Ill, Sec. 52;
Brazoria County v. Perry537 S.W.2d 89 (Tex. Civ. Agfouston [1st Dist.] 1976, no
writ)

Designation of Compensation for Benefits

An employee who is covered by a cafeteria plan or who is didiblpay health care

premiums through a premium conversion plan may elect to designate a portion of the
empl oyeebs compensation to be wused as heal
desgnated may not exceed the amount permitted under federal Emlucaton Code

21.103

Use

An employee may use the compensation designated for health care supplementation for
any employee benefit, including deposy the designated amount into a cafeteria plan in
which the enployee is enrolled or using the designated amémhealth care premiums
through a premium conversion plaBducation Code 21.106

Annual Election

Each school year, an active employee must elect in writing whether to designate a portion

of the employeebs compensat i ation. fTfreleciton us ed as
must be made at the same time that the employee elects to participate in a cafeteria plan,

if applicable. Education Code 21.105

Definition

For purposes of the designation of compensation as health care supplementation,
Aempl oy & antctimeecantributing mier of TRS who:

Is employed by the District;

e Is not a retiree eligible for coverage under Insurance Code Chapter 1575 (retiree
group health benefits);

e Is not eligible for coverage by a group insurance plan under Insurance Code
Chapter 1551 (state employee health insurance) or Chapter 1601 (state university
employee healtmsurance); and

e Is not an individual performing personal services for thestridt as an
independent contractor.

Education Code 22.101(2)
Fair Labor Standards Act - Minimum Wage
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Unless an exemption applies, the District shall pay each ofmgogees not less than
minimum wage.29 U.S.C. 206(a)(1)

Unless an exemption applies, the District shall pay an employee not less than one and
onehaf ti mes the employeebds regular rate of p
workweek. 29 U.S.C. 207(a)(1); 29 CFR pt. 778

Compensatory Time Accrual

Nonexempt employees may receive, in lieu of overtime conapens compensatory

time off at a rate fonot less than one and chelf hours for each hour of overtime work,
pursuant to an agreement or understanding arrived at between the employer and
employee before the performance of the work. Such agreement or understanding may be
informal, such as whean employee works overtime knowing that the employer rewards
overtime with conpensatory time.

An employee may accrue not more than 240 hours of corapenstime. If the

empl oyeebs overtime work included a public
adivity, or a seasonal activity, the employee may accrue not more than 480 hours of
compensatory time. After the employee has reached these limits, the employee shall be

paid overtime compensation for additional overtime work.

Payment for Accrued Time

Compensation paid to an employee for accrued compensatory time shall be paid at the
regular rate earned by the employee at the time of payment. An employee who has
accrued compensatory time off shall be paid for any unused compensatory time upon
separation sm employment at the rates set forth at 29 U.S.C. 207(0)(4).

Use

An employee who has requested the use of compensatory time shall be permitted to use
such time within a reasonable period after making the request if the use of the
compensatory time does natduly disrupt the operations of the District.

The Fair Labor Standards Act does not prohibit the District from compelling the use of
accrued compensatory time.

29 U.S.C. 207(o)Christensen v. Harris Countyp29 U.S. 576 (2000Houston Police
Of f i Wnen vsGity of Houstgr330 F.3d 298 (5th Cir. 2003)

Exempt Employees

The minimum wage and overtime provisions do not apply to any employee employed in a
bona fide executive, administrative, or professional capacity, including academic
administrative pesonnel or teachers in elementary or secondary scho?®.U.S.C.
213(a)(1)

Salary Basis

To qualify as an exempt executive, administrative, or professional employee, the
employee must be compensated on a salary basis. Subject to the exceptions hsted in t
rule, an employee museaeive the full salary for any week in which the employee

performs any work, without regard to the number of days or hours worked. A district that
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makes improper deductions from salary shall lose the exemption if the factsstierteon
that the District did not intend to pay employees on a salary basis.

Safe Harbor Policy

If the District has a clearly communicated policy that prohilviigroper pay deductions
and includes a complaint mechanism, mieirses employees for any imprope
deductions, and makes a good faith commitment to comply in the future, the District will
not lose the deduction unless the District willfully violates the policy by continuing to
make improper deductions after receiving employesptaints.

The best evidnce of a clearly communicated policy is a written policy that was

distributed to employees before the improper pay deductions by, for example, providing a

copy of the policy to mployees upon hire, publishing the policy in an employee
handbook, or publishng t he policy on the Districtés in

29 CFR 541.600, .602(a), .603
Wage and Hour Records

The District shall maintain and preserve payroll or other records for nonexempt
employees containing the information required by the regulations under theabBair L
Standards Act29 CFR 516.2

TRS Contributions for New Hires

During each fiscal year, the District shall pay an amount equal to the state contribution
rate, as established by the General Appations Act for the fiscal year, applied to the
aggregatecompeasation of new members of the retirement system, during their first 90
days of employment.

ANew member 06 means a per s omberl, 2005 includimgal oy ed
former member who withdrew retirement contributions under Government 8220@03
and is reemployed on or after September 1, 2005.

On a monthly basis, the District shall:

Certify to TRS the total amount of salary paid during the first 90 days of employment of
a new member and the total amount of employer payments under ttia ec the
payroll periods; and

Retain information, as determined by TRS, sufficient to allow administration of this
section, including information for each employee showing the applicable salary as well as
aggregate compensation for the first 90 daysnoployment for new employees.

The District must remit the amount required under this section to TRS at the same time
the District r e miutios. It chneputingethre mraaurd sequiced o be i b
remitted, the District shalhtlude compensation paid to an employee for the entire pay
period that contains the 90th calendar day of new employment.

Govot Code 825.4041
TRS Surcharge for Rehired Retirees-- TRS Fund Contributions
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During each payroll period for which a retiree isodpd, the Ddtrict shall contribute to
the retirement system for each retrepor t ed an amount based on
equal to the sum of:

The current contribution amount that would be contributed by the retiree if the retiree
were an active, cdnbuting member; and

The current contribution amount authorized by the General Appropriations Act that the
state would contribute for thadtiree if the retiree were an active, contributing member.

Health Insurance Contributions

In addtion, each payroll period and for each rehired retiree who is enrolled in TRS Care

(retiree group health insurance), thestbct shall contribute to the TRS Care trust fund

any difference &ween the amount the retiree is required to pay for the retmdeany

er ol l ed dependents to participate in the gr
and enrol | ed cdepia thel groug ppogranp asrdetermineg by TRS. |If

more than one employer reports the retiree to TRS during a montamient of the

required payment shall be prorated among employers.

Exception

The District is not required to contribute these amounts fetiree who retiredrom the
retirement system before Semtgerl, 2005.

Govt Code 825.4092; Insurance Code 1575.204

Annualized Compensation

In a district that annualizes compensation (for example, a teacher providing services dufing a 10
month school year who is paid over 12 months), an election to annualize thensatiggemust

be made before services begin. Thecebn may be adopted urtidmally by the District. 26

CFR 1.409A2(a)(14), (c)

Except as otherwise provided at 26 U.S.C. 409A, thetiete shall provide that annualized
compensation may not be distributedliea than the date of separation from servireat a
specified time (or pisuant to a fixed schedule26 U.S.C. 409A(2)

An empl oyee fiseparates f r onploysedaiesyretices or otherwiséh t h e
has a termination of emptment with the District. The employment relationshs treated as
continuing intact while the individual is on méry leave, sick leave, or other bona fide leave of
absence if the guiod of such leave does not exceed six months, or if longer, so long as the
individual retains a right to reemployment wihe District under statute or byrtmact. 26 CFR
1.409A1(h)

Policy DEA(Local)

COMPENSATION AND BENEFITS
SALARIES, WAGES AND STIPENDS

92



The Superintendent shall recommend to tharBdor approval compensation plans for
all District employees. Compensation plans may include wage and salary structures,
stipends, benefits, and incentives.

Pay Administration

The Superintendent shall administer the compensation plassstsmt with tle budget
approved by the Board. The Supenmtent or designee shall classify each job title
within the comperation plans based on the qualifications and duties of the position.
Within these classifications, the Superintendent or designee shall deteappropriate

Annual Pay Increases

The Superintendent shall recommend to the Board an amount for employee pay increases
as part of the annual budget. The Sugendent or designee shadetermine annual
increases for indidual employees, within budgeted amounts.

Mid -Year Pay Increases - Contract Employees

A contract empl oyeebs pay mandeahthe conbacthdse i ncr
begun unless there is a change inthe eynglee 6s j ob assignment or di
additional compensation. Any such changes in pay during the term ofrttnactshall

require Board approval.

Noncontract Employees

The Superintendent may grant a pay increase to a nhoncontract employeetefsehale

begun only when there is a change in the em
an adjustment in the market value of the job warrants additional compensation. The
Superintendent shall report any such pay increases to the Board at theequdat

meeting.

Classification of Positions

The Superintendent or designee shall determine the classification of positions or
empl oyees as iexempt dgposesrof paymem efxosemimeé n f or [
compliance with the Fair Labor Standards Act (FLSA).

Exempt

The District shall pay employees who are exempt from thetiowe pay requirements of
the FLSA on a salary basis. The salaries of these employees arentended to cover
all hours worked, and the District shall not make deductions that are prohibied
under the FLSA.

An employee who believes deductions have been made from his or her salary in violation

of this policy should bring the matter to t
complaint policy. [See DGBA] If improper deductions aomfirmed, the District will

reimburse the employee and take steps to ensure future compliance with the FLSA.

The Superintendent or designee may assign noncontractpplesental duties to
personnel exempt under the FLSA, as needed. [See DK(LOCAL)]eifipdoyee shall
be compensated for these assignments accordi
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Nonexempt

Nonexempt employees may be compensated on an hourly basis or on a salary basis.
Employees who are paid on an hourly basis shall be compensai@t Hours worked.
Employees who are paid on a salary basis are paid forrm4tOworkweek and do not

earn additional pay unless the employee works more than 40 hours.

A nonexempt employee shall have the approval of his oruparasor before working
overtime. An employee who works otieme without prior approval is subject to
discipline but shall be compensated in accordance with the FLSA.

Work week Defined

For purposes of FLSA compliance, the workweek for Distnapleyees shall b&2:00
a.m. Sunday until 11:59 p.m. Saturday

Compensatory Time Accrual

At the Districtbs opti on, mpepsatewtimengftrathermp| oy e e
than overtime pay, for overtime work. The employee shall be informed in adifance
overtime hours will accrue compensatory time rather than pay.

Compensatory time earned by nonexempt employees magaeraeadeyond a maximum

of 60 hours. If an employee has damce of more than 60 hours of overtime, the
employee will be equired tous e compensatory time or, at t
receive overtime pay.

Use

An employee shall use compensatory time within the duty year in which it is earned. If
an employee has any unused compensatory time remaining at the end of a fistad year,
employee shalleceive overtime pay.

Compensatory time may be used at either the
employee may use compensatorytimeaaar dance wi th the District
if such use does not unduly disrupt thesigtions of the District. [See DEC(LOCAL)]

The District may require an employee to use compensatory time when in the best interest

of the District.

Annualized Salary Required

The District shall pay all salaried employees over 12 monghardless of theaumber of
months employed during the school year. A salaried employee shall receive his or her
salary in equal monthly or bimonthly payments, beginning with the first grdydoof the

school year.

Early Separation

If a salaried employee separates fresrvice lefore the last day of instruction, the

employee shall receive in his or her finayplaeck the unpaid amount the employee has

actually earned from theebinning of the 12month pay period until the date of

separation. For purposes of this polidys e par at i on f r omefieedinvi ceodo s
IRS regulation 26 CFR 1.4092(h).
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A salaried employee who s&ptes from service on or after the last day of instruction
shall be paid as follows:

An employee who is retiring under the Texas Teacher &atint System shall receive in

his or her final paycheck the unpaid amount the employee has actually earned from the
beginning of the 12month pay period until the date of separation. If the employee is

eligible and elects to continue enrollment intheDistct 6 s group health <co
or more months of the s umunesshallbe withheldimoml oyeeds
the final pgcheck.

All other employees shall be paid according to theualired salary provisions above.

[For provisions on comiuation of coverage afterggnation, see CRD(LEGAL).]

Policy DEC(Legal)

COMPENSATION AND BENEFITS: DEC (LEGAL)
LEAVES AND ABSENCES
State Personal Leave

A state minimun personal leave program consisting of five days per year of personal

leave, with no limit on accumulation and no restrictions on transfer among districts, shall

be provided for District employees. The District may provide additional personal leave
beyondt hi s mi ni mum. The Board may adopt a pol
personal leave granted under this subsection, except that the policy may not restrict the
purposes for which the leave may be uséducation Code 22.003(a)

State Sick Leave (Accmulated Prior to 1995)

District employees retain any sick leave accumulated as state minimum sick leave under
former Section 13.904(a) of the Edtion Code. Former Section 13.904(c), Education
Code, continues to govern the use of that sick leave. &slelshall be used only for the
following:

1. lliness of the employee.
21l Il ness of a member of the employeeds i
3. Family emergency.
4.Death in the employeeds i mmediate famil
Tex. S.B. 1, § 66, 74th Leg., R.S. (1995)

Former Education Service Cente (ESC) Employees

The District shall accept the sick leave accrued by an employee who was formerly
employed by a regional education service center (ESC), not to exceed five days per year
for each year of empyonent. Education Code 8.007

Temporary Disability
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Each fulitime educator shall be given a leave of absence figpdeary disability at any

time the educatords condition interferes wi
contract or employment of the educator may not be tersdnahile the educator is on a

leave of absence for temporary disability. For purposes of temporary disability leave,
pregnancy is considered a temporary diggbi

At Empl oyeeds Request

A request for a leave of absence for temporary disability must bde @ the
Superintendent. The request must:

Be accompanied by a physiliyioworkhs st atement co
State the date requested by the educator for the leaegitg and

State the probable date of return as certified by the physician.

By Board Authority

The Board may adopt a policy providing for placing an educator on leave of absence for
temporary di sabi | gnenincohsultationwitht alpeysidiaovahodaés | ud
performed a thwugh medical examination oféeh educat or , the educat
interferes with the performance of regular duties. The educator shall have the right to

present to the Board testimony or other infabrm on r el evant to the edu
continue in the perfonance of regularaties.

Return to Active Duty Notice

The educator shall notify the Superintendent of a desire to return to active duty no later

than the 30th day before the expected date of return. The notice must be accompanied by

a physi ememt mdicstingstheaktu c at or 6s physi cal fitness
regular duties.

Placement

An educator returning to active duty after a leave of absence for temporary disability is
entitled to an assignment at the school where the educator formerly taught, subject to the
availability of an appropriate teaching position. In any event, the educator shall be placed
on active duty no later than the beginning of the next school year. A principal at another
campus voluntarily may approve the appointment of an employee whesatishreturn

from leave of absence. However, if no other principal approves the assignment by the
beginning of the next school year, the District must place the employee at the school at
which the employee formerly taught or was assigrtly. Gen. OpDM-177 (1992)

Length of Absence

The Superintendent shall grant the length of leave of absence for temporary disability as
required by the individual educator. The Board may establish a maximum length for a
leave of absence for temporary disability, the thaximum length may not be less than
180 calendar daysAtty. Gen. Op. FB52 (1974)

Education Code 21.409

Sick Leave Different from Temporary Disability Leave
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