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Employee Handbook Receipt

Name

Campus/Department

| hereby acknowledge receipt of a copy of Bartlett ISD Employee Handbook. | agree to read
the handbook and abidby 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.

www.bartlett.txed.net

Please indicate yo choice by checking the appropriate box below:

/& | choose to receive the employee handbook in electronic format and accept
responsibility for accessingaccording to the instructions provided.

/£ | choose to receive a hard copy of the employee handbook.

Theinformation in this handbook is subject to change. | understand that changes in district
policies may supersede, modify, or render obsolete the information surzein this book
As the district provides updated policy information, | accept resportgiffid reading and
abiding by the changes.

| understand that no modifications to contractual relationships or alterations -gfitt
employment relationships are intended by this handbook

| understand that | have an obligation to inform my supervisoregattment head of any
changes in personal information such as phone number, address, etc. | also accept
responsibility for contacting my supervisor or tBaperintendenif | have questions or
concerns or need further explanation.

Signature Date

Please sign and dathis receipt and forward it téAdministration Office
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Introduction

The purpose of this handbook is to provide information that will help with questionpane

the way for a successful year. Not all district policies and procedures are included. Those that
are, have been summarized. Suggestions for additions and improvements to this handbook are
welcome and may be sent tbe Superintendent

This handbooks neither a contract nor a substitute for the official district policy manual. Nor is

it intended to alter the atwill status of noncontract employees in any way. Rather, it is a guide

to and a brief explanation of district policies and procedures relédegimployment. These

policies and procedures 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 hbadk topics, confer with their supervisor,

or call the appropriate district office. Digtt policies can be accessedlioe at
http://www.bartlett.txed.net/ .
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District| nformation

Mission S tatement

The mission of BISD is to empower every student to becombiifiglearners utilizing
relationships, relevance, and rigor focusedeom c h st ud.ent ' s needs

Vision Statement

Every student is achieving at his or her maxinpotential in an engaging, inspiring, and
challenging learning environment

Goals

l. Exemplary Student Academic Achievement

I. Safe and Secure Learning Environment

[l Recruit, Reward, and Retain Highly Qualified Staff
V. Parent and Community Based Engagement

V. Efficient Financial and Facility Operations

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

Texas law grants the board of trustees the power to govern and oversee the management of
the district’s sc heanakingbodyWitha thé distict and has ovdralle p o |
responsibility for the curriculum, school taxes, annual budgmployment of the

superintendent and other professional staff, and facilities. The board has complete and final
control over school matters within limits established by state and federal laws and regulations.

The board of trustees is elected bythezie ns of the district to rerg
commi t ment to a strong educat iBoandanembprere gr am f
electedat largeand servehree-year termsBoard memberserve without compensation, must

be qualifiedvoters, andmust reside in the district.

Current board members include:

f Nelson Hall, President

Bartlett ISD Employee Handbook 6
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Jessica Belcher, Vi€®esident
Barbara Cortez, Secretary
Sheri Braun, Member
Zachary Buchhorn, Member

Noah Garcia, Member

= == =2 =2 =4

Chad Mees, Melver

The board usually meetsice a monthat the Bartlett ISD Libraryin the event that large
attendance is anticipated, the board may meetla Bartlett ISD Cafeteri&pecial meetings
maybe called when necessary. A written notice of regular and apeeeetings will be posted
on the district welsite andat the Bartlett ISD Administration Offieg least 72 hours before the
scheduled meeting time. The writterotice will show the date, time, place, and subjects of
each meeting. In emergenciesirgeeting may be held with a twhour notice.

All meetings are open to the public. In certain circumstances, Texas law permiisditto go
into a closed session from which tpeblic and others are exclude@losedsession may occur
for such things as scussing prospective gifts or donations, rpedperty acquisition, certain
personnel matters including employee complaints, security mattgtgjent discipline, or
consulting with attorneys regarding pending litigation.

Administration and Central Office Support

Travis W. Edwards, Superintendent

Mike Skinner, High School Principal

Angie Peace, Elementary Principal

Amanda Grigsby, Dean of Students

Drew Bridges, Athletic Director

Monica HaukTechnology Director

Lauri WebbFederal Rograms/ACE oordinator
Kyle Hauk, Transportation, Custodial, and Maintenance Director
Elizabeth Maddox, Food Services Director
Shirley Hall, Business Manager

Monica Crouch, Finance Director

Lisa Luna, PEIMS Coordinator

Alma Luna, High School Secretary

Norma Rodriguez, Elementary Secretary

= =4 4 -8 _-8_9_95_49_9_2_-2._2-_-2-2._-2-
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School Calendar

Bartlett ISD ,
2018-2019 Calendar e

August 2018 September 2018

Su| M| Tu| W | Th| F | Sa Sul|M|Tu| W | Th| F | Sa

12|34 1
56 9 [10] 11 28 4|56 |78

12113114 15[ 16 | 17 | 18 9 |10 1112|1314 | 15
19120121 ]|22(23]|24]|25 16117118 (19 20| 21| 22

26 28129 |30 )| 31 2324 (25|26 27 | 28 | 292
30
ovember 20 December 2018
sulmMm]TulWwW/|Th M[Tu| W[ Th

1
8
15

29

10
17
23124 | 25] 26
30 | 31

April 2019
Tu| W[ Th
2|1 31| 4

Su

M
1
8
14|115]16 | 17 | 18
21]122]23]24]| 25
28129 ] 30

-Student 1 Staff Holiday First Semester (78 Days)
Teacher Exchange Day 1st 9 Weeks Aug. 27 - Oct. 19 (39 Days) 18,915 Minutes
Teacher In-Service 2nd 9 Weeks Oct. 23 - Dec. 21 (39 Days) 18,915 Minutes
New Teacher Orientation Second Semester (93 Days)
District Early Release @ Noon 3rd 9 Weeks Jan. 9 - Mar. 8 (41 Days) 19,885 Minutes
State Testing 4th 9 Weeks Mar. 18 - May 30 (52 Days) 25,220 Minutes

First Day of Grading Period
5‘. Graduation 171 Student Days / 187 Teacher Work Days / 82,935 Minutes

April 19 & May 31 Bad Weather Make-Up Days
See TEA official testing calendar for specific testing information Board Approved: February 19, 2018
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Helpful Contacts

From time to time, employees have questions or concerns. If those questions or concerns
cannotbe answered by supervisors or at the campus or department level, the employee is
encouraged to contact the appropriate department as listed below.

Travis W. Edwards, Superintendent
P.O. Box 170, Bartlett, TX 76511
2545274247
tedwards@batrtlett.txed.net

Mike Skinner, High School Principal
P.O. Box 170, Bartlett, TX 76511
254-527-3351
mskinner@bartlett.txed.net

Angie Peace, Elementary Principal
P.O. BoxX 70, Bartlett, TX 76511
254527-3353
apeace@bartlett.txed.net

Bartlett ISD Employee Handbook 9
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Employment

Equal Employment  Opportunity
Policies DAA, DIA

Bartlett ISD does not discriminate against any employee or applicant for employment because
of race, color, religiorgender,sex national origin, age, disability, military statggnetic
information,or on any other basis prohibited by ladditionally, the dstrict does not

discriminate against an employee or applicant who acts to oppose such discrimination or
participates in the investigation of a complaint related to a discriminatory employment
practice.Employment decisions will be made on the basisofeaghp | i cant ' s | ob
experience, and abilities.

Employees with questions or concerns relating to discrimination for any of the reasons listed
above should contadhe Superintendent

Job Vacancy A nnouncements
Policy DC

Announcements of job vacancies by position and locatiorpastedon a regular basi® the
di st rebsitet ° s w

Employmenta fter R etirement
Policy DC

Individuals receiving retirement benefits from the Teacher Retirement System iR
employedunder certain cicumstanceson a full or parttime basis without affecting their
benefits, according to TRS rules and state law. Detailed informabiont employment after
retirement is available in the TRS publicatemployment &ter Retirement Employees can
contact TRS for additional information by calling @23-8778 or 512542-6400. Informations
also available on the TRS Wigdbgwww.trstexas.goy.

Contract and Noncontract  Employment
Policy DC series

State law requires the district to employ all ftithe professional employees in positions
requiring acertificate fromthe State Board for Educator Certification (SBEC) and nurses under
probationary, term, or continuing contracts. Employees in all other positions are employed at
will or by a contract that is not subject to the procedures for nonrenewatonination under
Chapter 21 of the Texas Education Code. The paragraphs that follow provide a general
description of the employment arrangements used by the district.
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Probationary ContractsNurses and fultime professional employees new to the distrastd
employed in positions requiring SBEC certification must receive a probationary contract during
their first year of employment-ormer employees who are hired after a tyear lapse in

district employment or employees who move to a position requirimge@ class of certification
may also be employed by probationary contrd@tobationary contracts are ongear contracts.

The probationary period for those who have been employed as a teacher in public education
for at least five of the eight years precadiemployment with the district may not exceed one
school year.

For those with less experience, the probationary period will be three school years (i.e., three
one-year contracts) with an optional fourth school year if the board determineglibustful
whether a term or continuing contract should be given.

Term ContractsFulttime professionals employed in positions requiring certification and nurses
will be employed by term contracts after they have successfully completed the probationary
period. The ¢rms and conditions of employment are detailed in the contract and employment
policies. All employees will receive a copy of their contratiployment policiexan be

accessed dine or copies will be provided upon request

Noncertified Professional and dministrative EmployeesEmployees in professional and
administrative positions that do not require SBEC certification (such as noninstructional
administrators) are not employed by contract. Employment is not for any specified term and
may be terminated aany time by either the employee or the district.

Paraprofessional anduxiliary Employees.All paraprofessional and auxiliary employees,
regardless of certification, are employed at will and not byt@st. Employment is not for any
specified term and may be terminated at any time by either the employeabedistrict.

Certification and Licenses
Policies DBA, DF

Professional employees whose positions require SiE@ication or professional license are
responsible for taking actions to ensure their credentials do not lapse. Employees must submit
documentation that they have passed the required certification exam and/or obtained or
renewed their credentials tbluman Resourcem a timely manner.

A certified employee’s contract may be voide
terminated if the individual does not hold a valid certificate or fails to fulfill the requirements
necessary tsenew orextend a temporary ertificate, emergency certificate, probationary

certificate, or permit. A contract may also be voided if SBEC suspends or revokes certification
because of an individual’'s failure to comply
Human Resourcasyou have any questions regarding certification or licensure requirements.

Bartlett ISD Employee Handbook 11
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Recertification of Employment Authorization
Policy DC

At the time of hire all employees must complete the Employmeigfititlity Verification Form
(Form 19) and present documents to verify identity and employment authorization.

Employees whose immigration status, employment authorization, or employment authorization
documents have expired must present new documents thais current employment
authorization. Employees should file the necessary application or petition sufficiently in
advance to ensure that they maintain continuous employment authorization or valid
employment authorization documents. Contd¢éiman Resourceéyou have any questions
regarding reverification of employment authorization.

Searches and  Alcoholand Drug T esting
Policy CQ, DHE

Norrinvestigatory searches in the workplacen c | udi ng accessing an emj
cabinets, or work area to obtain information needed for usual business purposes may occur

when an employee is unavailable. Therefore, employees are hereby notified that they have no
legitimate expectation of pviacy in those places. In addition, the district reserves the right to
conduct searches when there is reasonable cause to believe a search will 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,

t he empl oy e e’ andwoekareas inciuting distreimredtechnology resources

lockers, and private vehicles parked on district premises or wtek er used in district

business.

EmployeesRequired to Have a@nmercial DNA @l$calieAny employee whose duties
require a commer c iissubjec to drwgeamd’alsohdl testing. A HEsancld€sD L )
all drivers who operate a motor vehialkesigned to transport 16 or more people counting the
driver, drivers of large vehiclesr drivers of vehicles used in the transportation of hazardous
materials. Teachers, coaches, or other employees who primarily perform duties other than
driving are sulgct to testing requirements if their duties include driviagommercial motor

vehicle

Drug testing will be conducted before an individual assumes driving responsibilities. Alcohol
and drug tests will be conducted when reasonable suspicion exists, @mgrvhen an
employee returns to duty after engaging in prohibited conduct, asé followup measure.
Testing may be conducted following accidents. Retorduty and followup testing will be
conducted if an employee who has violated the prohibited at¢@onduct standards or tested
positive for alcohol or drugs is allowed to return to duty.
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All employees required to have a CDL or who otherwise are subject to alcohol and drug testing
wi || receive a copy of t he dandsdetailedinformationpon | i cy
alcohol and drug abuse and the availability of assistancgrparos.

Employees with questions or concerns relating to alcohol and @stgngpolicies and related
educational material should contatiie Superintendent

Health S afety Training
Policies DBA, DMA

Certain employees who are involved in physical activities for students must maintain and
submit to the district proof of current certificatioor trainingin first aid, cardiopuhonary
resuscitation (CPR), the use of an automated external defibrillatdd ) &&ncussionand
extracurricular athletic activity safetgertificationor documentation of trainingnust be issued
by the American Red Cross, the American Heart Associatioversity Interscholastic League
or another organization that provides eguaient training and certification. Employees subject
to this requirement must submit their certificatioor documentationto Human Resourcdsy
the first day of instruction

Reassignments and T ransfers
Policy DK

All personnel are subject to assignment and reassignment by the superintendent or designee
when the superintendent or designee determines that the assignment or reassignsiarthe

best interest of the district. Reassignment is a transfer to another positiepartment, or

facility that does not necessitate a change in the employment contract. Campus reassignments
must be approved by the principal at the receiving campus except when reassignments are due
to enrollment shifts or program changes. Extracutacwr supplemental duty assignments may

be reassigned at any time l@ss an extracurricular or spfemental duty assignment is part of a
dualassignment contract. Employees who object to a reassignment may follow the district
process for employee compldsas outlined in this handbook and 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 completedsigded by the

employe and the employee’s supervisor. A teach
before the school year begins must submg or herrequeg by applying for a vacant position
Requests for transfer during the school year will be considered only whechtnege will not

adversely affect students and after a replacement has been found. All transfer requests will be
coordinated by theSs u p e r i n toféice and musbe pproved by the receiving supervisor.

Workload and W ork Schedules
Policies DEAB, DK, DL
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ProfessionaEmployees.Professional employees amgademic administratorare exempt
from overtime pay and are employed on a-101-, or 12month basis, according to the work
schedules set by the district. A schoalendar is adopted each year designating the work
schedule for teachers and all school holidays. Notice of work schedules incitaingnd end
datesand scheduled holidays will be distributed each school year.

Qassroom teachers will have planning j@els for instructional preparation including
conferences. The schedule of planning periods is set at the campus level bytnonige at

least 450 minutes within each twaweek period in blocks not less than 45 minutes within the
instructional day. Teachsrand librarians are entitled to a dutyee lunch period of at least 30
minutes. The district may require teachers to supervise students during lunch one day a week
when no other personnel are available.

Paraprofessional and éxiliary Employees.Support enployees are employed at will and

receive notificatiorof the required duty days, holidays, and hours of work for their position on
an annual basis. Paraprofessional and auxiliary employerss be compensated fayvertime

and are not authorized to work iexcess of their assigned schedule without prior approval from
their supervisor.

Breaks for Expression of Breast Milk
Policies DEAB, DG

The district supports the practice of expressing breast amilk makes reasonable
accommodations for the needs of employees who express breast milk. A place, other than a
multiple user bathroom, that is shielded from view and free from intrusion from other
employees and the public where the employee can expresadbmailk will be provided.

A reasonable amount of break time will be provided when the employee has a need to express
milk. For nonexempt employees, these breaks are unpaid and are not counted as hours worked.
Employees should meet with their supervisordiscuss their needs and arrange break times.

Notification to Parents Regarding Q ualifications
Policies DK, DBA

In schools receiving Title | funds, tHistrict is required by th&very Student Succeeds Act

(ESSAto notify parents at the beginning of each school year that they may request information
regarding the professi onal E§SAldreqliresthatparentss o f
be ndified if their child has been assigned taught for four or more consecutive weeks by a

teacher whodoes not meet applicable state certification or licensure requirements

Texas law requires that parents be notified if their child is assigned for mare3
consecutive instructional days to a teacher who does rudt flan appropriate teaching
cettificate. This notice is not required if parental notice under ESSA is Isapipropriately
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certified or uncertified teachers include individuals an emergeng permit (including

individuals waiting to taka certificationexam)andindividuals who do not hold any certificate

or permit. Information relating to teacher certification will be made available to the public upon
request. Employees who have questiofmat their certification status can caluman

Resources

Outside Employment and Tutoring
Policy DBD

Employees are required to disclose in writing to their immediate supervisooatsyde
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 casby-case basis and determine whether it shoukdgrohibited because of
a conflict of interest.

Performance E  valuation
Policy DN series

Evaluation of an employee’s job performance
improvement. Performance evaluation isbasedonapdmoy ee’ s assigned | ol
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, corrggondence, and memoranda also can be used to document performance
information. All employees will receive a copy of their written evaluatgarficipate n a

performance conference with their supervisor, amalvethe opportunity to respond to the

evaluation.

Employee | nvolvement
Policies BQA, BQB

At both the campus and district leveBartlett ISD offers opportunities for input in matters that
affect employees and infence the instructional effectiveness of the district. As part of the

di strict’ s pl-making progesscemuoyeteaceielecied to serve on distict
campuslevel advisory committees. Plans and detailed information about the shared decision
making process are available in each campus office or fnenSuperintendent

Staff D evelopment
Policy DMA

Staff development activities are organized to meet the needs of employees and thetdistr
Staff development for instructional personnel is predominantly cardpased, related to
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achieving campus performance objectives, addressed in the campus improvement plan, and
approved by a campdsgvel advisory committee. Staff development for Rimigtructional

personnel is designed to meet specific licensing requirements (e.g., bus drivers) and continued
employee skill development.

Individuals holding renewable SBEC certificates are responsible for obtaining the required
training hours and maintainingppropriate documentation.
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Compensation and Benefits

Salaries, Wages, and Stipends
Policies DEA, DEAA, DEAB

Employees are paid in accordance with administrative guidelinesiamegtablishegay

structr e. The district’s pay plans are reviewed
needed. All district positions are classified asragt or nonexmpt according to federal law.
Professional employeemnd academic administratoese generally claggd as exempt and are

paid monthly salaries. They are not entitled to overtime compensation. Other employees are
generdly classified as naxempt and are paid an hourly wage or salary and receive

compensatory time or overtime pay for each hour workeddoay 40 in a workweek. (See

Overtime Compensation

All employees will receive written notice of their pay and work schedules before the start of
each school year. Classroom teachers;tfik librarians, fultime nurses, and fullime
counselors will bgaid no less than the minimum state salary schedule. Contract employees
who perform extracurricular or supplemental duties may be paid a stipeadadition to their
salary accordi ngdutypayscheduleedi strict’ s extr a

Employees should contatlumanResource$ or mor e i nf ormati on abou:
schedules or their own pay.

Paychecks

All professional and salaried employees are paid monthly. Hourly employees are paid every two
weeks. Paychecks wilbhbe released to any person other than the district employee named on
the check without the employee’s written aut

The schedule of pay dates for tB8182019school year follows:

Thursday, July 26, 2018 Friday, January 25, 2019

Friday, Augst 24, 2018 Tuesday, February 26, 2019

Wednesday, September 26, 2018 Tuesday, March 26, 2019

Friday, October 26, 2018 Friday, April 26, 2019

Monday, Nowember 26, 2018 Friday, May 24, 2019

Friday, December 21, 2018 Wednesday, June 26, 2019
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Automa tic Payroll Deposit

Employees can have their paychecks electronically deposited into a designated account. A
notification period ofone monthis necessary to activate this servi@antactHuman Resources
for more information about the automatic payroll deposit service.

Payroll Deductions
Policy CFEA

The district is required to make the following automatic payroll deductions:
Teacher Retirement System ofXBs (TRS) or Social Security employee contributions

Federal income tax required for all ftilne employees

1
1
1 Medicare tax (applicable only mployees hired after March 31, 1986)
1 Child support and spousal maintenance, if applicable

1

Delinquent federal edudeon loan payments, if applicable

Ot her payroll deductions employees may el ect
premiums for health, dental, life, and vision insurance; annuities; and higher education savings
plansor prepaid tuition programsEmployees also may request payroll deduction for payment

of membership dues to professional organizations eedain charitable contributions

approved by the boardSalary deductions are automatically made for unauthorized or unpaid

leave.

Overtime  Compensation
Policy DEA B

The district compensates overtime for nonexempt employees in accordance with federal wage
and hour laws. Only nonexempt employees (hourly employees and paraprofessional
employees) are entitled to overtime compengati Nonexempt employees are not authorized

to work beyond their normal work schedule without advance approval from their super#sor.
nonexempt employee who works overtime without prior approval will be subject to disciplinary
action

Overtime is legallyefined as all hours worked in excess of 40 hours in a workweek and is not
measured by the day or by t Ratheporposeoly ee’ s r e
calculating overtime, a workweek beginsl& 00 a.m. Saturdagnd ends afL1:59 p.m. Friday
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Nonexempt employees that are paid on a salary basis are paid fohautOvorkweek and do
not earn additional pay unless they work more than 40 hours.

A nonexempt employee shall have the approval of his or her supervisor before working
overtime. An empayee who works overtime without prior approval is subject to discipline but
shall be compensate in accordance with the FLSA.

Employees may be compensated for overtifhe., hours beyond 40 in a workweek)time-
and-a-half rate with compensatory time oftomp time) or direct pay. The following applies to
all nonexempt employees:

1 Employees can accumulate up to 60 hours of comp time.

1 Comp time must be used in the duty year that it is earned.

T Use of comp time may be at t bpprovalmp| oyee’ s
wor kl oad permits, or at the supervisor' s
1 An employee may be required to use comp time before using available paid legyve (e
sick, personal, vacation).
1 Weekly time records will be maintained on all nonexempt employees for thegserpf
wage and salary administration.
Travel Expense Reimbursement
Policy DEE
Before any travel expenses are incurthed by a

Supemtendentmust give approval. For approved travel, empleyevill be reimbursed for

mileage and other travel expenditures according to the current rate schedule established by the
district. Employees must submit receipts, to the extent possible, to be reimbursedidarable
expenses other than mileage.

Health, Dental, and Life | nsurance
Policy CRD

Group health insurance coverage is provided throughA&iseCare, the statewide public
schoolemployeehealth insurance program. Tliki st ri ct’> s contri bution
premiums is determined annually by the board of trustees. Employees eligible for health
insurance coverage include the following:

1 Employees who are active, contributing TRS members
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1 Employees who are not coniting TRS members and who amployed forl0or
more regularly scheduledours per week

TRS retireewho are enrolled in TRSare (retiree health insurance prograare not eligible to
participate in TR®ctiveCare.

The insurance plan year is from Septen 1 through August 31. Current employees can make
changes in their insurance coverage during open enrollment gaahor when they experience

a qualifying event (e.g., marriage, divorce, birtBgtailed descriptions of insurance coverage,
employee costand eligibility requirements are provided to all employees in a separate booklet.
Employees should contaeluman Resourcesr more information.

Supplemental Insurance B enefits
Policy CR D

At their own expense, employees may enroll in supplemental insurance programs for
supplementary health, disability, dental, vision, and. IPeemiums for these programs can be
paid by payroll deductiorEmployees should contaeluman Resourcdsr more information.

Cafeteria Plan Benefits (Section 125)

Employees may be eligible to participate in the Cafeteria Plan (Section 125) and|R8der
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 dread disease, dental, and additional liéx 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. Al
employees must accept or reject this benefit on an annual basiglaridg the specified time
period.

Wo r k e rCempensation | nsurance
Policy CRE
The district, in accordance wtiondenefistat e | aw,

employees who suffer a wornlelated illness or are injured on the job. The districthheg r k e r s’
compensation coverage fromASBeffectiveSeptember 1, 2018

Benefits help pay for medical treatment and make up for part of the incomenlbié
recovering. Specific benefits are prescribed by law depending on the circumstances of each
case.
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All workrelated accidents or injuries should be reported immediatelfitonan Resources

Employees who are unable to work because of a welated injuy will be notified of their

rights and responsibilities under the Texas Labor Code2 e&J SNE Q / 2 YLISofa | ( A 7
information on use of paid leave for such absences.

Unemployment Compensation | nsurance
Policy CRF

Employees who have been laid 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 regularly scheduled breaks in the school year or theneurmonths if they

have employment contracts or reasonable assurance of returning to service. Employees with
guestions about unemployment benefits should contiictiman Resources

Teacher Retirement

All personnel employed on a regular basis for at least four anehatfemonths are members of

the Teacher Retirement System of Texas (TRS). Substitutes not receiving TRS service retirement
benefits who work at least 90 days a y@aeeligibleto purchase a year of creditable servioe
TRSTRS provides members with an annual statement of their account showing all deposits and
the total account balance for the year ending August 31, as well as an estimate of their

retirement bendits.

Employees who plan to retire under TRS should nétifjnan Resourcess 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, TX2&¥&)lor call 80223

8778 or 512542-6400. TRS inforation is also available on theelv (www.trstexas.goy.
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Leaves and Absences

Policies DEC, DECA, DECB

The district offers employees paid and unpaid leaves of absence in tinpessainalneed. This
handbook describes the basic types of leave available and restrictioleswes of absence.
Employees who expect to be absent for an extended period of riinane five days should call
the Superintendentor information about applicabléeave benefits, payment of insurance
premiums, and requirements for communicating with the district.

Paid €ave must be used ¥ dayincrements. Earned comp time must be used before any
available paid state and local leave. Unless an employee requdsdter@nt order, available
paid state and local leave will be used in the following order:

1 Local Leave
1 State Sick (accumulated before the 19%9% school year)
1 State Personal Leave

Employees must follow district and department or campus procedures to repagquest any
leave of absence and complete the appropriate form oriGedtion.

Immediate FamilyFor purposes of leave other than family and medical leave, immediate
family is defined as the following:

1 Spouse

1 Son or daughter, including a biologicadlopted, or foster child, a selr daughterin-
law, a stepchild, a legal ward, or a child for whom the employee stands in loco parentis.

1 Parent, stepparent, parenn-law, or other individual who stands in loco parentis to the
employee.

1 Sibling, stepsilohg, and siblingn-law
1 Grandparent and grandchild
T Any person residing in the employee’s hou

For purposes of family and medical leave, the definition of family is limited to spouse, parent,
son or daughter, and next &fn. The definition of these are found in Policy BEEGAL)

Medical Certification.Any employeewho is absent more thathree days because of a
personal or family illnessnust submit a medical certificatidinom a qualified health care
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provider confirming the specific dates of the iliness, the reason for the illnessHarttie case
of personalilinesst he empl oyee’s fitness to return to

The Genetic Information Nondiscrimination Act of 2008 (GINA) bitsltoveredemployers

from requesting or requiring genetic information of an individual or family member of the

individual, except as specifically allowed by this law. To comply with this law, we ask that
employees and health care providers do not provéay genetic information in any medical
certification. Genetic information,’ as def
hi story, the results of an individual’'s or f
individual or an individuals f ami | y troreresdivedgenetiosergides, and genetic
information of a fetus carried byoranembryadi vi d

lawfully held by an individual or family member receiving assistive reproductive services.

Continuation of Health InsuranceEmployeeson an approved leave of absence other than
family and medical leavenay continue their insurance benefits at their own expense. Health
insurance benefits for employees on paid leave and leave designated undearthly End
Medical Leave Act will be paid by the district as they were prior to the leave. Otherwise, the
district does not pay any portion of insurance premiums for employees who are on unpaid
leave.

Under TR&\ctive Care rules, an employee is no longgjilele for insurance through the district
after six months of unpaid | eave other than
more than six months, the district will provide the employee with notice of COBRA rights.

Personal Leave

State law entitles all employees to five days of paid personal leave per year. Personal leave is
available for use at the beginning of the yeAday of personal leave is equivalentttee

number of hours per day inanemplegge s us u al as s i gmeroreparttime. wh et h e
State personal leave accumulates without limit, is transferable to other Texas school districts,

and generally transfers to education service centBexsonal leave may be used for two

general purposesnondiscretionary and discretionary.

Nondiscretionary Leave 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 allow very little, if any, advance planning. Nondiscretionsay be usedn the same

manner as state sick leave.

DiscretionaryLeave t aken at anthaecanpé scheduked isadvncsis r et i ¢
considered discretionary leave. An employee wishing to take discretionary personal leave must
submt arequest to his or her principal or supervidore days in advance of the anticipated

absece. The effect of the employee’ s absence
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operations, as well as the availability of substitutes, will be consideretidoprincipal or
supervisor

Leave Prorationlf an employee separates from employment with the district before his or her

last duty day of the year, or begins employment after the first duty day, state personal leave

will be prorated based on the actual time employed. When an employee separates from

empl oyment before the |l ast duty day of the s
reduced by the amount of state personal leave the employee used beyond his or her pro rata
entittement for the school year.

State Sick Leave

Sate sick leaveaccumulated before 1998 available for use and may be transferred to other

school districts in TexaStatesick leave can be used only*ndayincrements, except when
coordinated with family and medical leave taken on an intermittent or redusetedule basis

or when coordinated with workers’ compensat.

Statesick leave may be used for the following reasons only:
Employee iliness

Iness in the employee’s i mmediate family

1
1
1 Family emergency (i.e., natural disasters ortlifieeatening situations)
1 Death in the immediate family

1

Active military service
Loc al Leave

5STAYAUGATYiE CleYif &i mmedi ate family” is defir
1. Spouse.

2. Son or daughter, including a-dri odaigy @tadr, a
a stepchild, a |l egal ward, ay &2O0Ri LM NbByUA

3. Parent, stepphawenor pahent iinydifvz2i G2u allt NaBayol As
empl oyee.

4, Si bl ing, st epish &w.i ng, and sibling

Grandparent and grandchil d.
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6. Any person residing in the employee’s hous

Foprur poses of the Family and Medi cal Leave A
or daughter, and next of kin are found in DE
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Unl ess an employee requests a different orde
in the following order, as applicabl e:
1. Local | eave.

St ate esiakcumrulvat ed9Bbefseah® otlhegehd 95

3. State personal | eave.

Avail able | eave shall be used in the order d

Use of extended sick | eave and sick | eave po

state anad Hhaxabedmraexhausted.

| 2y OdzZNNBy (i WERé&n 2a8n [ &b &bt empl oyee is eligib

designate the absence as FMLA | eave.

The District shall require the employee to u

incloadmpgnsatory time, concurrently with FML

An empl oyee receiving workers’ compensation

unpaid | eave. Anr elbasteend ei rmdjuwer t oora iwlolrrkes s s

|l eave, tempygprhewvdjisabdlor assault | eave, as

aSRAOIt / SAMI AefTipdlolylexy ® hall submit medical ¢

1. The employee is absent more than three con
oo illness in the i mmediate family;

2. The District requires medical certificatioa
when deemed necessary by the supervisor or

3. The empl oyee requests FMLA | eavieohoorthhbat
a spouse, parent, or chil d; or

4. The employee requests FMLA |l eave for milit

I n each case, medical cercarfe cpartowvoind esrh aasl doee

FML A [ See DECA(LEGAL)]

b20S¥or Ddentrriichiuti on to employee insurance

{GFrGS t SN el tBo[aSddS®quires employees to dif

personal |l eave is used:

1. Nodi scretionary wuse aanfe Ireawse nsh alnld b e ftdire
state sick | eave accumul ated before May 30

2. Discretionary use of | eave is at the indiyv
set out bel ow.

wSIljdzSal oTaNM) efipPSpmet shawri suen request for

personal |l eave to the i mmediate supervisor o

administrative regul ations. I n deci ding whe

super visorshoarl |densoitgnseeeek or consider the rea
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to use | eave. The supervisor or designee sh
absence on the educational program or Distri
Substitutes.

5dz2N} GA2y D2%scf8t@P6dhary use of state personal
wor kdays.

{ OKSRdzft S [DA $ikirleiAdhda®dy use of | eave shall nc
school holi day, htohe ddhgyyy afatyesrosa mech dkald offr o re ne
year exams, daysnasdlae cdul eed sfecrs metndtse pr of es s
days, or the | ast two weeks of any semester.
[ 201t AISlI @Spl oyees shall saperr fsoleo glaiye dro ci
with administrative regul ations.

Local | eave shall accumul ate without | imit.
Local Ieave shall be used according to the t
STATE RSONAL LEAVE, above]

9Eﬁéyﬁéﬁ AROpr[ 8t OPSa@vail able state and | ocal
empl oyee shall be granted in a school year a
to be used only for the employee’s own catas
rel ated ill ness or injury

A written request for extended sick | eave mu
il l ness or injury.

The average daily rate of pay of a substitut
each day esfckxteadedtaken, whether or not a

¢ Sm@Y UK tFONA 2pRiIF poses of an employee’s ent.

month period shal/l begin on the first duty d
/| 2YO0AYSRNJ HLIA&E FBabt h spouses are employed by
l'imit FMLA | eave for the birth, adoption, or
serious health condition, to a kombtnmdl| i bansn
caregiver | eave to a combined total of 26 we
LYGSNYAGGSY (G 2N wSTRdODR s{tOK SRdzish a[l 31 @SSP mi t
reduced schedule FMLA | eave for thelaareemeot
of a child with the employee. [ See DECA(LEC
|l eave due to a medical necessity.]

/| SNIATFTAOI GQIAMf2yan2 Fe nipSloySede requests | eave, the
as requirreedgublyatFiM)LnAs of the need for | eave.
CAUXS®NIRIE / SNIATAOI émpy dye takes FMLA | eave
serious health condltlo : the empl ofyem t yhal |
certiflifcatthenDi strict wil!/| require certifica
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essential job functions, the District shal/l
with the FMLA designation notice.

9YR 2F {SYS&(GSNKdx gifaavtea near the end of th
require the teacher to continue | eave unti/l
AT THE END OF A SEMESTER]

ChAf dzNB 1Gf2, wetl dzNB/ed expiration ofo FMEtArineawew

chooses not to do so, the District may requi

during the | eave. [See DECA(LEGAL), RECOVER

¢CSYLIR2 NI NBE 5xbAh9 xfi mieR e[mpl @S ee whosuec agwgi ti on

certification by the State Board for Educato

temporary disability | eave. The maxi mum | en

calendar days. [ See DBBEela®E@Alp) at@emetne mpomda L

return to active duty.]

An employee’s notification of need for exten

condition shall be forwarded toftohetS@®mperriamt

di sability | eave

22N SNBEQ /2YLISyalaAazy

b2GSWorkers’ compensation is not a form of |
not require the continuation of the Dist
CRD(LOCAL) regarding paymeng efmmpl ogaeanc
absences. ]

An absence -daileatted ai wjourky or il |l ness shall b

di sability | eave, and/or assault | eave, as a

An employee eligible for workers’ tompawseatn

elect in writing to use paid | eave.

/ 2 dzNII ! LXp2SH sNdnyoOSsi due to compliance with a v

fully compensated by the District and shal/l

bal ance.

Sick Leav e Bank (or Pool)

An empl oyee who has exhausted all paid | eave
injury or i s absent due to the catastrophic
i mmedi ate family may regoksteanhe pesobpliehwmb
empl oyees may donate | ocal | eave or state pe
reqguest must be submitted on the ®“Request fo

i mmedi ate supervisor.
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| f theeempl auynabl e to submit the request, a |
empl oyee’s supervisor may submit the request

The i mmedi ate supervisor shall submit the fo
Before any requestcanbe consid ed, t he participant’s physic
of ficial “Attending Physician Statement,” id
disability, and certifying the existence of a condition that would prohibit the performance of

assignedd ut i es. The physician’s statement must

work. The Superintendent shall then initiate the sick leave pool for the employee.

An eligible employee may receive a maximum of 30 days per school year or contmaftoye
a sick |l eave pool or for any one disability.
catastrophic sick leave pool to three times for the same iliness or injury.

The pool shall cease to exist whporpbseempl o
requested, uses the maximum number of days a
donated to the sick | eave pool . Days donat e
property of the pool and ara guail &aplagfoond
The Superintendent or designee shall develop
| eave pool that addresses the maxi mum number
|l eave pool
I LILISAIfI® deci sionsliespameditngrt henpéemaimt ati on
pool may be appealed in accordance with DGBA
designee.
Familyand Medical Leave Act (FMLA) 0 Gener al P rovisions
The following text is from the federal noticemployee Rights and Responsibilities Under the
Family and Medical Leave A8pecific information that the district has adopted to implement
the FMLA follows this general notice.
LeaveEntitlements
Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job
protected leave in a Xhonth period for the following reasons:

1 The birth of a child or placement of a child for adoption or foster care;

f Tobondwitha hi ld (|l eave must be taken within

placement);
T To care for the employee’s spouse, child,
condition;
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g eeerious

T For the employee’s own n
S jJ ob;

qu
unabl e to perform the emp

1 For qualifying exigencies related to the foreign deployment of a military member who is
the employee’'s spouse, child, or parent.

An el igible employee who i s a cover eflinservic
may also take up to 26 weeks of FMLA leave in a singtedlh period to care for the
servicemember with a serious injury or illness.

An employee does not need to use leave in one block. When it is medically necessary or
otherwise permitted, employes may take leave intermittently or on a reduced schedule.

Employees may choose, or an employer may require, use of accrued paid leave while taking
FMLA leave. If an employee substitutes accrued paid leave for FMLA leave, the employee must
comply withthee mp |l oyer’ s normal paid | eave policies

Benefits and Protections

While employees are on FMLA leave, employers must continue health insurance coverage as if
the employees were not on leave.

Upon return from FMLA leave, most employees must be restored tadihee job or one nearly
identical to it with equivalent pay, benefits, and other employment terms and conditions.

An empl oyer may not interfere with an indiuvi
for using or trying to use FMLA leave, opposing@agtice made unlawful by the FMLA, or
being involved in any proceeding under or related to the FMLA.

Eligibility Requirements

An employee who works for a covered employer must meet three criteria in order to be eligible
for FMLA leave. The employee must:

1 Have worked for the employer for at least 12 months;
1 Have at least 1,250 hours of service in the 12 months before taking leave;* and

1 Work at a location where the employer has at least 50 employees within 75 miles of the
empl oyee’s worksite.

*Special hous of service eligibility requirements apply to airline flight crew employees.

Requesting Leave
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advance notice of the n
e, an e mijoyepag soen aspossible amdy t i f
he employer’s usual proce

Generally, employees must give-80a y s
possibletogive 3d ay s’ noti c
generally, follow t

Employees do not have to share a medical diagnosis, but must provide enough information to
the employer so it can determine if the leave qualifies for FMLA protection.

Suffigent information could include informing an employer that the employee is or will be
unable to perform his or her job functions, that a family member cannot perform daily
activities, or that hospitalization or continuing medical treatment is necessaryldyegs must
inform the employer if the need for leave is for a reason for which FMLA leave was previously
taken or certified.

Employers can require a certification or periodic recertification supporting the need for leave. If
the employer determines thate certification is incomplete, it must provide a written notice
indicating what additional information is required.

Employer Responsibilities

Once an employer becomes aware that an empl o
qualify under the FMLAhe employer must notify the employee if he or she is eligible for FMLA
leave and, if eligible, must also provide a notice of rights and responsibilities under the FMLA. If
the employee is not eligible, the employer must provide a reason for ineligibility

Employers must notify its employees if leave will be designated as FMLA leave, and if so, how
much leave will be designated as FMLA leave.

Enforcement

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or
may bringa private lawsuit against an employer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any
state or local law or collective bargaining agreement that provides greater family or medical
leave rights.

For additionainformation:

1-866-4USWAGE (866-487-9243) TTY:-877-889-5627
www.wagehour.dol.gov
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Local Family and Medical Leave Provisions

Eligible employees can take up to 12 weeks of unpaid leave in tiheoh#h periodbeginning
on the first duty day of the school year

Use of Paid Leavé=ML runs concurrently with accrued sick and personal leave, temporary
disability leave, compensatoryntie, assault leave, and absences due to a wel&ted illness or
injury. The district will designate the leave as FML, if applicable, and notify the employee that
accumulated leave will run concurrently.

Combined Leave for SpouseSpousesvho are employedy the district are limited to a

combined total of 12 weeks of FML to care for a parent with a serious health condition; or for
the birth, adoption, or foster placement of a child. Military caregiver leave for spouses is limited
to a combined total of 28veeks.

Intermittent Leave.When medically necessary or in the case of a qualifying exigancy,
employee may take leave intermittently or on a reduced schedule. The district does not permit
the use of intermittent or reducedchedile leave for the care of a newborn child or for

adoption or placement of a child with the employee.

Fithess for DutyAn empl oyee that takes FML due to the
condition shall provide, before resuming work, a fitnésisduty certification from the health

care provider. I f certification of tike empl o
required, the district shall provide a list of essential job functions (e.g., job description) to the
employee with the FML designation notice to share with the health care provider.

Reinstatement.An employee returning to work at the end of FML wdldeturned to the same
positon held when the leave began or to an equivalent positon with equivalent employment
benefits, pay, and other terms and conditions of employment.

In certain cases, instructional employees desiring to return to work at or nearaieusion of

a semester may be required to continue on family and medical leave until the end of the
semester. The additional time off is not cou
the district will maintain the employees group health insuca and reinstate the employee at

the end of the leave according the procedures outlined in policy (see DECA JLEGAL

Failure to Returnlf, at the expiration of FML, the employee is able to return to work but

chooses not to do so, thaistrict may requie the employee to reimburse the i s t gharecof ’ s
insurance premiums paid during any portion of FML when the employee was on unpaid leave. If
the employee fails to return to work for a r
continuing personal ofamily serious health condition or a spouse being unexpectedly

transferred more than 75 miles from thabstrict, the district may not require the employee to
reimburse thed i s t gharecof premiums paid.
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District Contact Employees that require FML bave questions should contakfuman
Resourcesor details on eligibility, requirements, and limitations.

Temporary D  isability Leave

Certified EmployeesAny fulltime employee whose pgition requires certification from the

State Board for Educator Certification (SBEC) is eligible for temporary disability leave. The
purpose of temporary disability leave is to provide job protection tetfoie educators who
cannot work for an extendedgpiod of time because of a mental or physical disability of a
temporary nature. Temporary disabilitgave must be taken as a contious block of time. It

may not ke taken intermittently or on a rduced schedule. Pregnancy and conditions related to
pregnarcy are treated the samas any other temporary disability.

Employees must request approval for temporary disability leAve. e mpl oyee’ s not
need for extended absence due to the empl oye
requestf or temporary disability | eave. The requ
statement confirming the employee’s inabilit
return. If disability leave is approved, the length of leave is no longer than 18tdealdays

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 an empyee is ready to return to workhe Superintendenshould be notified at least

30 days in advance. Theretstmwor k noti ce must be accompani e
confirming that the employee is able to resume regular dutigsrtifiedemployeegeturning

from leave will be reinstated to the school to which they were previously assidjaed

appropriate position is availablé.an appropriate position is not available, the employee may

be assigned to another campus, subject to the approval @fcdmpus principal. If a position is

not available before the end of the school year, the employee will be reinstated to a position at

the original campus at the beginning of the following school year.

Wor ker sd6 Compeneselitsi on B

An employee absent from duty because of a-jetated illness or injury may be eligible for
wor ker s’ compensation weekI| y bewencalemdarbdagsnef i t s

An empl oyee receiving wor ker s-felatedollnepseomirgusyt i o n
may choose to use accumulated sick leave or any other paid leave benefits. An employee
choosing to use pai d |ompensatiomwedkly incoretbenefésardili v e
all paid leave is exhausted or to the extent that paid leave does not equal théraes or-
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injury wage. I f the use of paid | eave is not
compensation wage breefits for any absence resulting from a werdated illness or injury,
which may not equal his or her piness or-injury wage.

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 h&njob.
incident involving amssault is a workelated injury, and should bienmediately reported to
Human Resources

An injury is treated as an assault if the person causing the injury could be prosecuted for assault
or could not be prosecuted only because that
person nonresponsible fgurposes 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 sustained. At the
request of an employee, the district withmediately 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 coordinated with workers’

districtcmaychage t he assault | eave status and charg
accrued paid |l eave. The employee’ s pay wil/
Jury D uty

The district provides paid leave employees who are summoned to jury duty. Employees who
report to the court for jury duty may keep any compensation the court provides. An employee
should report a summons for jury duty to his or her supervisor as soon as it is received and may
be requiral to provide the district a copy of the summons to document the need for leave.

An employee may be required to report back to work as soon as they are released from jury
duty. The supervisor may consider the travel time required and the nature of tha itliv a | * s
position when determining the need to report to work. A copy of the release from jury duty or
of documentation of time spent at the court may be required.

Compliance with a Subpoena

Employees will be parhile onleave to comply with a valid subpoena to appear in a civil,
criminal, legislative, or administrative proceediagd will not be required to uspersonal
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leave Employees may be required to submi@icumentation of their need for leave for court
appearances.

Truancy Court Appearances

An employee who is parent, guardian of a childor acourt-appointed guardian ad litem of a
child whois required to miss work to attend a truancy court hearing maypessonal leave or
compensatory time for the absence. Employees who do not have paid leave available will be
docked for any absence requireédause of the court appearance.

Religio us Observance

The district wild.l reasonably accommodate an
holiday or observance. Accommodations such as changes to work schedules or appdayng a

of absence will be made unless they pose an undue hardship to the district. The employee may
use any accumulated personal leave for this purpose. Employees who have exhausted
applicable paid leave may be granted an unpaid day of absence.

Military L eav e

Paid Leave for Military Servicdny employee who is a member of the Texas National Guard,
Texas State Guard, reserve component of the United States Armed Foreesenter of a

state or federallyauthorized Urban Search and Rescue Team is entitlpditbleavenvhen
engaged irauthorized training or duty ordersy proper authority Paid military leaves limited

to 15 days each fiscal year. In addition, an employee is entitled to use availalel@sthtocal
personal or sick leave during a time of active military service.

Reemployment after Military LeaveEmployees who leave the district to enter into the United
States uniformed services or who are ordered to active dsty member of the militgrforce

of any state(e.g.,National or State Guard) may return to employment if they are honorably
discharged. Employees who wish to return to the district will be reemployed provided they can
be qualified to perform the required dutieEmployees returmg to work following military

leave should contadhe Superintendentln most cases, the length tdderalmilitary service
cannot exceed five years

Continuation of Health Insuranc&Employees who perform service in the uniformed services
may elect to catinue their health plan coverage at their own cost for a period not to exceed 24
months. Employees shouttbntactHuman Resourcdsr details on eligibility, requirements,

and limitations.
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Employee Relations and Communications

Employee Recognition and A ppreciation

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 newsletterand through special events and activities. Recognition and
appreciation activities also includzulldog of the Month

District C ommunications

Throughout the school year, ttf2@u p e r i n toféce publishes newsletters, bchures,

fliers, calendars, news releases, and other communication materials. These publications offer
employees and the community information pertaining to school activities and achievements.
They include the following:

INSPIRE Newsletters for employees

PAW PRINTS Newletters for parents and community
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Complaints and Grievances

Policy DGBA

In an effort to hear and resolve employee concerns or complaints in a timely manner and at the
lowest administrative levgbossible, 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 with an opportuoitye 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 concerns or complaints to the
board of trustees. For ease of reference,theslt ri ct ' s policy concerni
concerns and complaints is reprinted as follows:

http://pol.tasb.ora/Policy/Search/163?filter=dgba%20local
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Employee Conduct and W elfare

Standards of C  onduct
Policy DH

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

1 Recognize and respect the rights of students, parents, other employees, and members
of the community.

1 Maintain confidentiality in bhmatters relating to students and coworkers.
1 Report to work acaaling to the assigned schedule.

1 Notify their immediate supervisor in advance or as early as possible in the event that
they must be absent or late. Unauthorized absences, chronic absentetisiiness,
and failure to follow procedures for reporting an absence may be cause for disciplinary
action.

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

1 Observe all safety rules and regulations and report injuries or unsafe conditions to a
supervisor immediately.

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

All district employees should perform their dutiesdaccordance with state and federal law,
district policies and procedures, and ethical standards. Violation of policies, regulations, or
guidelines may result in disciplinary action, including terminatiolegat inailents of certain
misconduct by educats, including having a criminal record, must be reported to SBEC not
later than the seventh dagfterthe superintendenknewof the incident. Se®eports to the
Texas Education Agendgr additional information.

The9 R dzO | dde dbiEthicsddopted bythe State Board for Educator Certification, which all
district employees must adhere to, is reprinted below:
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TexasEducato@ / 2 RS 2F 9GKAOa

Statement of Purpose

The Texas educator shall comply with standard practices and ethical ddiosard students,
professional colleagues, school officials, parents, and members of the community and shall
safeguard academic freedom. The Texas educator, in maintaining the dignity of the profession,
shall respect and obey the law, demonstrate perdantegrity, and exemplify honesgnd

good moral characterThe 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 ofyblic trust, shall measure success by the progress of each student
toward realization of his or her potéial as an effective citizen. The Texas educator, in fulfilling
responsibilities in the community, shall cooperate with parents and others to imgheve

public schools of the communit{l9 TAC 247.1(b))

Professional Standards
1. Professional Ethical Conduct, Practices, and Performance

Standard 1.1 The educator shall nohtentionally, knowingly or recklesslgngage in deceptive
practices regarding @tial policies of the school distrieducatioral institution, educator

preparation program, the Texas Education Agency, or the State Board for Educator Certification
(SBEC) and its certification process

Standard 1.2 The educator shall not knowingly rajgoropriate, divert, or use monies,
personnel, property, or equipment committed to his or her charge for personal gain or
advantage.

Standard 1.3 The educator shall not submit fraudulent requests for reimbuareat, expenses,
or pay.

Standard 1.4 The educadr shall not use institutional or professional privileges for personal or
partisan advantage.

Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that impair
professional judgment or to obtain special advantage. This stahshall not restrict the
acceptance of gifts or tokens offered and accepted openly from students, parestsdents

or other persons or organizations in recognition or appreciation of service.

Standard 1.6 The educator shall not falsify records, oredit or coerce others to do so.

Standard 1.7 The educator shall comply with state regulations, written local school board
policies, and other state and federal laws.

Standard 1.8 The educator shall apply for, accept, offer, or assign a positionmesponsibility
on the basis of professional qualifications.
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Standard 1.9 The educator shall not make threats of violence against school district
employees, school board members, students, or parents of students.

Standard 1.10rhe educator shall be of gowadoral character and be worthy to instruct or
supervise the youth of this state.

Standard 1.11The educator shall not intentionally or knowingly misrepresent his or her
employment history, criminal history, and/or disciplinary record when applying foresjutesnt
employment.

Standard 1.12ZI'he educator shall refrain from the illegal use or distribution of controlled
substances and/or abuse of prescription drugs and toxic inhalants.

Standard 1.13he educator shall ndie under the influence of alcohol eaonsime alcoholic
beverages on school property or during school activities when students are present.

Standard 1.14The educator shall not assist another educator, school employee, contractor, or
agent in obtaining a new job as an educator or in a schoolt&mamn the routine transmission

of administrative and personnel files, if the educator knows or has probable cause to believe
that such person engaged in sexual misconduct regarding a minor or student in violation of the
law.

2. Ethical Conduct towar#rofessional Colleagues

Standard 2.1 The educator shall not reveal confidential health or personnel information
concerning colleages unless disclosure serves falprofessional purposes or is required by
law.

Standard 2.2 The educator shall not harm otheby knowingly making false statements about
a colleague or the school system.

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.

Standard2.4 The educator shall not interfere with
professional, or citizenship rights and responsibilities.

Standard 2.5 The educator shall not disaninate against or coerce@lleague on the basis of
race, color, religion, ational origin, agegender, disability family status, or sexual orientation.

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 shhhot retaliate against any individual who hided a complaint
with the SBEC or provides information for a disciplinary investigation or proceguliey this
chapter.
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3. Ethical Conduct toward Students

Standard 3.1 The educator shall not reveal confidel information concerning students
unless disclosure serves lawful professional purposes or is required by law.

Standard 3.2 The educator shall nahtentionally,knowingly or recklesslyreat a studentor
minor in a manner that adversely affeats endangersthe learning, physical health, mental
health, or safetyof the student or minor

Standard 3.3 The educator shall nahtentionally,knowingly or recklesslynisrepresent 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, getaler,
disability, national origin, religion, family statu® sexual orientation

Standard 3.5 The educator shall nobhtentionally, knowingly, or recklessiyngage in physical
mistreatment neglect, or abusef a studentor minor.

Standard 3.6 The educator shall not solicit or engage in sexual conduct or a romantic
relationship with a studet or minor.

Standard 3.7 The educator shall not furnish alcohol or illegal/unauthorized drugato

person under 21 years of age unless the educator is a parent or guardian of that child or
knowingly allow any person under 21 years of age unless theagoluis a parent or guardian of
that child to consume alcohol or illegal/unauthorized drugs in the presence of the educator.

Standard 3.8 The educator shall maintain appropriate professional educatadent
relationships and boundaries based on a reasdy@budent educator standard.

Standard 3.9 The educator shall refrain from inappropriate communication with a student or
minor, including, but not limited to, electronic communication such as cell phone, text
messaging, email, instant messaging, bloggingther social network communication. Factors
that may be considered in assessing whether the communication is inappropriate include, but
are not limited to:

() the nature, purpose, timing,ral amount of the communication;
(i) the subject matter of the commuraation;

(iif) whether the communication was made openly or the educator atterdgteconceal
the communication;

(iv)whether the communication could be reasonably interpreted as soliciting sexuaaont
or a romantic relationship;
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(v) whether the communication was sexiyaexplicit; and

(vi)whether the communication involved discussion(s) of the physical or sexual
attractiveness or the sexual history, activities, preferences, or fantasies of either the
educator or the student.

Employee Dress

Professional Dress HarryWoscgay s, “The effective teacher dr
professional educator to model success.”’

While we want our staff to be comfortable, we also want employees to be good role models for
how a professional dresses and presents himself or herself. dress, your actions, and your

words are what young people will take to be appropriate. Exercise discretion, modesty, and
good judgment in your attire. Professional casual is allowed. Except for coaches and PE
teachers during athletics and gym classé®yrts, skorts, exercise clothing, and waups are

not appropriate. Fliglops are not permitted. Tennis shoes are only permitted on jean days.

Nice jeans and Bulldogs, spirit, or staff shirts are allowed on spirit days. (Thursdays at the
Junior Highdvel and Fridays at the High School and Elementary levels.) Nice jeans and College
Shirts may be worn on Wednesdays. We may al
coupons” which would allow jeans 't oscegBonwor n
for dress code enforcement, exceptions, or modifications.

Discrimination, H arassment , and Retaliation
Policies DH, DIA

Employees shall not engage in prohibited harassmiectuding sexual harassment, of other
employees unpaid interns, student teachersr students. While acting in the course of their
employment, employees shall not engage in prohibited harassment of other persons including
board members, vendors, contraes) volunteers, or parents. A substantiated charge of
harassment will result in disciplinary action.

Individuak who believe they have been discriminated or retaliated against or harassed are
encouraged to promptly report such incidents to the campus moigl¢ supervisor, or
appropriate district official. If the campus principal, supervisor, or district oficidle subject
of a complaintthe complaintshould be madelirectly to the superintendent. A complaint
against the superintendent may be madeatitly to the board.

The district’s policy that includes definit.i
discrimination, harassment, and retaliation is reprinted below:

http://pol.tasb.org/Policy/Search/163?filter=DIA%20LOCAL
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Harassment of Students
Policies DH, DHB, FFG, FFH, FFI

Sexual and other 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 prohibited. Employg&/ho suspect a student may have experienced prohibited
harassment are obligated to report their concerns to the campus principal or other appropriate
district official. All allegations of prohibited harassment of a studgnan employee or adult

wilber eported to the student’s parents and pro
of or suspects child abuse must also report his or her knowledge or suspicion to the appropriate
authorities, as required by law. SB&porting Suspected Child Abused Bulying, for

additional information.

The district’s policy that includes definit.i
harassment of students is reprinted below:

http://pol.t asb.org/Policy/Search/163?filter=DHB%20LEGAL

http://pol.tasb.org/Policy/Search/163?filter=FFH%20LOCAL

Reporting Suspected Child Abuse
Policies DG, DH, FFG, GRA

All employees are required by state law to report any suspected child abuse or neglect
defined by Texas Family Code §26.0013 law enforcement agency, Child Protective Services,
or appropriate state agency (e.g., state agency operatingnsing, certifying, or registering a
facility) within 48 hours of the event that led to the suspicion.

Employees are also required to make a report if they have cause to believe that an adult was a
victim of abuse or neglect as a child and they deterniingood faith that the disclosure of the
information is necessary to protect the health and safety of another child or pevitbra

disability.

Reports to Child Protective Services bamtmadeto the principalor to the Texas Abuse Hotline
(800-252-5400).State law specifies that an employee may not delegate to or rely on another
personor admiristrator to make the report.

Under state law, any person reporting or assisting in the investigation of reported child abuse
or neglect is immune from liability ueds 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 ofchild abuse or neglect.
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An employee’ s failure to report sasas@asgZkted ch
mi sdemeanor . I n addition, a certified empl oy
result in disciplinarprocedures by SBEC fwioldion of the Texas Educators Code .of Et

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. @ployees are not required taport their concern to the pricipal before
making a reort to the appropriate agency

Repating the concern to the prinpal does not relieve the employee of the requirement to

report it to the appropriate state agency. Ind@ition, employees must cooperate with

investigators of child abuse and negldcterference with a child abuse investigation by
denying an interviewer's request to i nftaervi e
parent or school administtar against the desires of the duly authorized investigator is

prohibited.

Sexual Abuse and Maltreatment of Children

The district has established a plan for addressing sexual amgsether maltreatment of

children which may be accessédr om t he s c h o oAk an’'emplopee,itidal wor ke
important for you to be aware of warning signs that could indicate a child may have been or is
being sexually abuseat maltreated Sexual albrse in the Texas Family Code is defined as any
sexual conduct harmful to a child’” s mental,
make a reasonable effort to prevent sexual conduct with a cMeltreatment is defined as

abuse or neglectAnyone who suspects that a child has been or may be abused or neglected

has a legal responsibility under state law for reporting the suspected abuse or neglect to law
enforcement or to Child Protective Services (CPS).

Employees are required to follow theqredures described above Reporting Suspected Child
Abuse

Reporting Crime
Policy DG

The Texas Whistleblower Act protects district employees who make good faith reports of
violations of law by the disttt to an appropriate law enforcement authority. The district is
prohibited from suspending, terminating the employment of, or taking other adverse personnel
action against, an employee who makes a report under the Act. State law also provides
employees wih the right to report a crime witnessed at the school to any peace officer with
authority to investigate the crime.
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Technology Resources
Policy CQ

The district’ s ,ibhcldng itsodtworg gomputerssysiemseg-read accounts,
devices connected to its networks, and all distogtned devices used on or off school
property, are primarilyfor administrative and instructional purposes. Limited personal use is
permitted if the use:

1 Imposes no tangible cost to thebstrict.
T Does not wunduly burden the district’”s con
f Has no adverse effect on job performance

Electronic mail transmissions and other use of tinehnology resourceare not confidential
and @n be monitored at any time to ensure appropriate use.

Employees are required to abide by the provisions ofabeeptable usagreementand
administrative procedures. Failure to do so can result in suspengiaoces®r termination of
privileges and malead to disciplinarand legakction. Employees with questions about
computer use and data management can contaet Technology Director

Personal Use of Electronic Communications
Policy DH

Electronc communicationsncludes all forms of social media, such as text messaging, instant
messa@ng, electronic mail (enail), web logs (blogs)wvikis,electronic foruns (chat rooms),
video-sharing weBites (e.g., YouTube), editorial comments posted on thehete and social
network sites (e.g., Facebook, Twitter, Linkedirstagran). Electronicommunicationslso
includes all forms of telecommunication suah landlines, cell phones, anelvbased
applications.

As rol e model s f or ploykes arerespangible éottheis puldic cordlictn t s
even when they are not acting as district employees. Employees will be held to the same
professional standards in their public use of electronic media as they are for any other public
conduct. fanemployées use of electronic media interfe
effectively perform his or her job duties, the employee is subject to disciplinary action, up to

and including termination of employment. If an employee wishes to use a social netwak sit
similar media for personal purposes, the employee is responsible for the content on the

empl oyee’ s page, including content added by
members of the publicwhocanacses t he empl oy eeeblgpksprthg e, and f «
empl oyee’s page. The employee is also respon
to the content.
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An employee who uses electronic media for personal purposes shall observe the following:

The mp
s

e oyee may not s estpersonal sacial neiwori pageés) usiimge e n
the di r

I
trict’s computers, network, or equipn
1 The employee shall limit use of personal electronic communicatiorcew send or

receive calls, text messages, pictures, and videos to breaks, meal times, areldredo

after scheduled work hours, unless there is an emergency or the use is authorized by a

supervisor to conduct district business.

1T The employee shall not wuse the district’s
district without express, written cosent.

1 An employee may not share or post, in any format, information, videos, or pictures
obtained while on duty or on district business unless the employee first obtains written
approval fromtheem | oy ee’ s i mme Bmpbyees shouwdie cognitas o r .
that they have access to information and images that, if transmitted to the public, could
violate privacy concerns.

1 The employee continues to be subject to applicable state and federal laws, local policies,
administrative regulations, and thEexasEdu@ t oQode’of Ethics, even when
communicating regarding personal and private matters, regardless of whether the
employee is using private or public equipment, on or off cam@ hese restrictions
include:

o Corfidentiality of student record$See Policy FL]

o Confidentiality of health or personnel information concerning colleagues, unless
disclosure serves lawful professional purposes or is required by law [See Policy
DH (EXHIBIT)]

o Confidentiality of district records, including educator evaluations and prieate
mail addresses. [See Policy GBA]

o Copyright law [See Policy|CY

o Prohibition against harming others by knowingly making false statements about
a colleague or the school system. [See Policy DH (EXHIBIT)]

SeeUse of Electroni€ommunicationsvith Studentsbelow, for regulations on employee
communication with students
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Electronic Communications between Employees and

Students
Policy DH

A certified or licensed employee, oryaather employee designated in writing by the
superintendent or a campus principal, mase electronic communicationsgith students who
are currently enrolled in the district. The employee must comply wighgrovisions outlined
below. Electronic communicatiotetween all otheremployeesand students who are enrolled
in the districtare prohibited Employees are not required to provide students with their
personal phone number or-mail address.

An employee is not subject fwrovisionsregarding electronic comnmications with a studento

the extent the employee has a social or family relationship with a student. For example, an
employee may have a relationship with a niece or nephew, a student who is the child of an

adult friend, a student who is a friend of teemp | oyee’ s chil d, or a mer
the same civic, social, recreational, or religious organizafaremployee who claims an

exception based on a social relationship shall provide writterscemt f r om t he st u
parent. The written consenshall include an acknowledgement by the parent that:

1 The employee has provided the parent with a copy of this protocol
1 The employee and the student have a social relationship outside of school,

T The parent understands t hatththtebtedencamep | oy e e’
excepted from district regulation; and

1 The parent is solely responsible for monitoring electronic communications between the
employee and the student.

The following definitions apply for the use of electronic media with students:

1 Electroniccommunicationgneans any communication facilitated by the use of any
electronic device, including a telephone, cellular telephone, computer, computer
network, personal data assistant, or pager. The term includes, text messages,
instant messages, and any communication made through an Internet website, including
a social media website or a social networking website.

1 Communicateneans to convey information and includes a emg&y communication as
well as a dialogue between two or more peopdepublic communication by an
empl oyee that is not targeted at student s
social network page or a blog) is not@mmunication however, the employee may be
subject to district regulations on personal electronieranunications. SeBersonal Use
of Electronic Medigabove. Unsolicited contact from a student through electronic
means is not aommunication
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1 Certified or licensed employegeans a person employed in a position requiring SBEC
certification or a professiwal license, and whose job duties may require the employee
to communicate electronically with students. The term includes classroom teachers,
counselors, principals, librarians, paraprofessionals, nurses, educational diagnosticians,
licensed therapists, ahathletic trainers.

An employee wh@ommunicate electronicallywith students shall observe the following:

1 The employee is prohibited from knowingly communicating with students using any
form of electronic communications, including mobile and web appbeoat that are not
provided or accessible by the district unless a specific exception is noted below.

1 Only a teacher, trainer, or other employee who has an extracurricular duty may use text
messaging, and then only to communicate with students who padieijn the
extracurricular activity over which the employee has responsibAityemployee who
communicates with a student using text messaging shall comply with the following
protocol:

o The employee shall include atardibneasst on
a recipient on each text message to the student so that the student and parent
receive the same message;

o0 The employee shall include his or her immediate supervisor as a recipient on
each text message to the student so that the student angervisor receive the
same message; or

o For each text message addressed to one or more students, the employee shall
send a copy of the text mpadaldres®e t o t he

1 The employee shall limit communications to matters withinthepseo of t he e mp |
professional responsibilities (e.g., for classroom teachers, matters relating to class work,
homework, and tests; for an employee with an extracurricular duty, matters relating to
the extracurricular activity

1 The employee is prohildt from knowingly communicating with students through a
personal social network page; the employee must create a separate social network page
(“professional page”) for the purpose of
must enable administratonanplar ent s t o access the empl oy

1 The employee shall not communicate directly with any student between the hours of
6:00p.m. and6:00a.m. An employee may, however, make public posts to a social
network site, blog, or similar applicati@t any time.

1 The employee does not have a right to privacy with respect to communications with
students and parents.
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1 The employee continues to be subject to applicable state and federal laws, local policies

administrative regulations, and thBexas Edu¢ao KCadé of Ethics including:

o Compliance with the Public Information Act and the Family Educational Rights
and Privacy Act (FERPA), including retention and confidentiality of student
records. [See Policies CPC and FL]

o Copyright law [Polic€Y

o Prohibitions against soliciting or engaging in sexual conduct or a romantic
relationship with a student. [See PoliciHiB

Upon request from administration, an employee will provide the phone number(s),
social network site(s), or other information regarding the met(x) of electronic media
the employee uses to communicate with one or more curreetiyolled students.

Upon written request from a parent or student, the employee shall discontinue
communicating with the student through-mail, text messaging, instant nmeging, or
any other form of ongo-one communication.

An employee may request an exception from one or more of the limitations above by
submitting a written request to his or her immediate supervisor.

An employee shall notify his or supervisor in writimighin one business day if a student
engages in an improper electronic communication with the employee. The employee

should describe the form and content of the electronic communication.

Criminal  Histor y Background C  hecks
Policy DBAA

Employees may be subject to a review of their criminal history record information at any time

during employment. National criminal history

photo, and other identification will & conducted on certain employees and entered into the

Texas Department of Public Safety (DPS) Clearinghouse. This database provides the district and

SBEC with access to an employee’s current

empl oy ee’ dcrisinabhisterg.u e n

Employee A rrestsand  Convictions
Policy DH

An employee must notify his or her principal or immediate supervisor within three calendar
days of any arrest, indictment, conviction, no contest or guilty ppeather adjudication of any

felony, and any of the other offenses listed below:

Bartlett ISD Employee Handbook 49
Revisedluly2018

n a



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 pson to hold or obtain a position as an
educator

Crimes that occur wholly or in parh@chool property or at a schosponsored activity

Crimes involving moral turpitude

Moral turpitude includes the following:

= =_ =2 =2 =2 A -

T
T

Dishonesty

Fraud

Deceit

Theft
Misrepresentation
Deliberate violence

Base, vile, or depraved acts that are intended to arouse or gratify the sexual desire of
the actor

Crimes involving any felony possession or conspiracy to possess, or any misdemeanor or
felony transfer, sale, distribudn, or conspiracy to transfer, sell, or distribute any
controlled substance

Felonies involving driving while intoxicatddwI)

Acts constituting abuse or neglect under t8BEC rules

If an edwcator is arrested or criminallsharged, the superintendent a&so required to report
the educatots criminal history to the Division of Investigations at TEA.

Alcoholand D  rug -Abuse Prevention
Policy DH

Bartlett ISD is committed to maintainiran alcohol and drugfree environment and will not
tolerate the use of alcohol and illegal drugs in the workplace and at schtadéd or schoal
sanctioned activities on or off school property. Employees who use or are under the influence
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of alcohol or legal drugs as defined by the Texas Controlled Substances Act during working
hours may be di s mi s sadihgempléyee ddig usetfallaws:t * s pol i c

http://pol.tasb.org/Policy/ Search/163?filter=dh%20local

http://pol.tasb.org/Policy/Search/163?filter=D1%20exhibit

Tobacco Productsand E  -Cigarette Use
Policies DH, FNCD , GKA

State law prohibits smokingsing tobacco productr ecigaretteson all districtowned
property and at schoelelated or schoekanctioned activities, on or ofthool property This
includes all buildingglayground areas, parking facilities, and facilities used for athletics and
other activities. Drivers of distridwned vehicles are prohibited from smokingsing tobacco
products, or ecigaretteswhile inside the vehicle. Notices stating that smokingrahibited by
law and punishable by a fine are displayed in prominent places in all school buildings.

Fraud and Financial I mpropriety
Policy CAA

All empl oyees should act with integritly and
resources. The district prohibits fraud and financial impropriety, as defined below. Fraud and
financial impropriety include the following:

1 Forgery or unauthorized alteration of any document or account belonging to the district

1 Forgery or unauthorized taration of a check, bank draft, or any other financial
document

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

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

Unauthorized disclosure of confidential or proprietary information to outside parties

= = =2 =2

Unauthorized disclosure of investment activities engaged in or contemplated by the
digtrict

1 Accepting or seeking anything of material value from contractors, vendors, or other
persons providing services or materials to the district, except as otherwise permitted by
law or district policy
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Inappropriately destroying, removing, or using recgrturniture, fixtures, or equipment
Failing to provide financial records requiredfegeral,state, or local entities
Failure to disclose conflicts of interest as requiredawy or districtpolicy

Any other dishonest act regarding the finances of thstrait

- == = =2 =

Failure to comply with requirements imposed by law, the awarding agency, or a pass
through entity for state and federal awards

Conflict of | nterest
Policy CB, DBD

Employees are required to disclosewritingto the district any situation that creates a
potential 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 finacial interest
A business interest

Any other obligation or relationship

= == = =

Nonschool employment

Employees should contact their supervisor for additional information.

Giftsand F avors
Policy DBD

Employees may not accept giftsfavors that could influence, or be construed to influence, the
empl oyee’s discharge of assigned duties. The
administrator or teacher that might reasonably tend to influence the selection of texthooks
electronic textbooks, instructional materials or technological equipmmialy result in

prosecution of a Class B misdemeanor offense. This does not include staff development,

teacher training, or instructional materials such as maps or worksheets that convey itifmmma

to students or contribute to the learning process.
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Copyrighted M aterials
Policy CY

Employees are expected to comply with the provisions of federal copyright law relating to the
unauthorized use, reproduction, distributioperformance, or display of copghted materials
(i.e., printed material, videos, computer data and programs,)gidectronic media, including
motion pictures and other audiovisual works, are to be used in the classroom fardtienal
purposes onlyDuplicationare to be used in the classroom for educational purposes only.
Duplicationor backup of computer programs and data must be made within the provisions of
the purchase agreement.

Associations and P olitical Activities
Policy DGA

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

An i nd ienapiogmera Will net be affected by membership or a decision not to be a
member of any employee organization that exists for the purpose of dealing with geglo
concerning grievances, labor disputes, wages, rates of pay, hours of employment, or conditions
of work.

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

Charitable Contributions
Policy DG

The Board or any employee may not directly or indirectly require or coerce an employee to
make a contribution to a charitable organimat or in response to a fumdiser. Employees
cannot be required to attend a meeting called for the purpose dtgmg charitable
contributions. In addition, the Board or any employee may not directly or indirectly require or
coerce an employee to refrain from making a contribution to a charitable organization or in
response to a funidiser or attending a meetingalled for the purpose of soliciting charitable
contributions.
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Safety
Policy CK series

The district has developed and promotes a comprehensive program to ensure the safety of its
employees, students, and visitors. The safety program iedgiliidelines and procedures for
responding to emergencies and activities to help reduce the frequency of accidents and
injuries. To prevent or minimize injuries to employees, coworkers, and students and to protect
and conserve district equipment, employemust comply with the following requirements:

1 Observe all safety rules.

1 Keep work areas clean and orderly at all times.

1 Immediately report all accidents to their supervisor.

1 Operate only equipment or machines for which they have training and authorization

While driving on district business, employees are required to abide by all state and local traffic
laws. Employees driving on district business are prohibited from texting and using other
electronic devices that require both visual and manual attentidrlevthe vehicle is in motion.
Employees will exercise care and sound judgment on whether to use fiselgechnology

while the vehicle is in motion.

Employees with questions or concerns relating to safety programs and issues can tumtact
Principal

Possession of  Firearmsand W  eapons
Policies DH, FNCG, GKA

Employees, visitors, and studeniscluding those with a license to carry a handgane,

prohibited from bringing firearms, knives, cluh®r other prohibited weapons onto school

premises (i.e., building or portion of a buid) or any grounds or building where a school
sponsored activity takes placA.person, including an employee, who holds a license to carry a
handgun nay transport or store a handgun or other firearm or ammunition in a locked vehicle

in a parking lot, garage, or other district provided parking area, provided the handgun or

firearm or ammunition is properly stored, and not in plain vidw.ensure the saty of all
persons, employees who observe or suspect a
report it to their supervisor or cathe Superintendentmmediately.
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Visitors in the W orkplace
Policy GKC

All visitors are expectetb enter any district facility through the main entrance and sign in or
report to the building’”s main office. Author
their destination. Employees who observe an unauthorized individual on the distestises

should immediately direct him or her to the building office or contact the administrator in

charge.

Asbestos Management Plan
Policy CKA

The district is committed to providing a safe environment for employees. An accredited
management planner has developed an asbestos management plan fosetaabl A copy of

the district’s man aAdnenseationoffipelamadns availsle fkre pt i n t h
inspection during normal business hours.

Pest Control Treatment
Policies CLB, DI

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

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

Notices of planned pest control treatment will be posted in a district building 48shbefore

the treatment begins. Notices are generally locat¢édhe Bartlett ISD Administration Offick
addition, individual employees may request in writing to be notified of pesticide applications.
An employee who requests individualized notice & Inotified by telephone, writtepor

electric means. Pest control information sheets are available from campus principals or facility
managers upon request.
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General

Bad Weather C

Procedures

losing

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 strict’

S

cancel school, district officials wilbps t
following radio and television stations:

Emergencies

Policies CKC, CKD

f aci | i $sanetsopen \dte, dorelebse stunlents eaniygos

nece
not i ce elwsiteandnatiftheé i st ri ct’

Waco Radio Austin Radio
WACO 99.9 FM KLBJ 93.7 FM / 590 AM
KVE®8.1 FM / 1300
AM
Waco TV Austin TV

KCEN Channel 6

KVUE Channel 24

KWTX Channel 10

KEYE Channel 42

KWKT Channel 44

KXAN Channel 36

KTBC Channel 7

All employees should be familiar withe safety procedures for responding émnergencies,
including a medical emergen@ndthe evacuation diagrams posted in their work areas.
Emergency drills will beonducted to familiarize empl@gs and students witeafety and
evacuation procedureg€achcampus is equipped with an automatic external defibrillateire
extinguishers are located throughout all district buildings. Employees should know the location
of these devices and procedures for their use.

Purchasing P
Policy CH

rocedures

All requests for purchases must be submitted to fkezounts Payabldepartment on an

official districtrequisitionform with the appropriate approval signatures. No purchases,

charges, or commitments to buy goods or services for the disten be made without a PO
number. The district will not reimburse employees or assume responsibility for purchases made
without authorization. Employees are not permitted to purchase supplies or equipment for
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per sonal use t hr o udgffite. Contacthel Finance Directioior additionak | ne s s

information on purchasing procedures.
Name and Address C hanges

It is important that employment records be kept up to date. Employees must nbgfiAiuman
Resourcesffice if there are any changes or corrections to their name, home address, contact
telephone number, marital status, emergency contact, or beneficiary. The form to process a
change in personal information can be obtairfeain the Administration Office.

Personnel Recor ds
Policy DBA, GBA

Most district records, including personnel records, are public information and must be released
uponrequesti n most cases, anmaeismqoihfidegtieahad ngmy notdbe s o n a |
released without the employee’s permission.

Employees may choose to have the following personal m&ion withheld:
1 Address
1 Phone numberincluding personal cell phone number
1 Information that reveals whether they have family members
1 Persmal email address

The choice to not allow public access to this information imagnadeat any time by
submitting a written request ttHuman Resource®New or terminatecemployees have 14 days
after hire or termination to submit a request. Otherwise, pamal informationwill be released
to the public until a request to withhold the information is submitted.

Building U se
Policies DGA, GKD

Employees who wish to use district facilities after school hours must follow established
procedures. The Superintendenis responsible for scheduling the use of facilities after school
hours. Contacthe Administration Officéo request to use school facilities and to obtain
information on the fees charged.
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Termination of Employment

Resignations
Policy DFE

Contract EmployeesContract employeesnayresign their position without penalty at the end

of any school year if written notice is receivatleast45 days before the first day of instruction

of the following school year. A written noticd resignation should be subntéd to the
SuperintendentContract 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 State Board for Educator Certification (SBEC).

The principalisragi red t o notify the superintendent o
alleged incident of misconduct for any of the acts listeR@ports tolrexas Education Agency

The superintendent will notify SBEC when an employee resigns and reasonable e@xrists

to indicate that the employee has engaged in of the same acts.

Noncontract EmployeedNoncontract employees may resign their position at any time. A
written notice of resignation should be submitted tlee Superintendentat least two weeks

prior 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 C ontrac t E mployees
Policies DF Series

Employees on probationary, term, and continuing contracts can be dismissed during the school
year according to the procedures outlined in district policEEsployees on probationary or

term contracts can be nonrenewed at the end of the contract te@antract 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 oppdunity for a hearing. The timMmesand procedures to be followed when a
suspension, termination, or nonrenewal ocswvill be provided when a wteén notice is given

to an employee. Advance notification requirements do not apghen a contract employee is
dismissed for failing to obtainranaintain appropriate certificationovhen t he empl oy
certification is revoked for misniduct. Information on the timknes and procedures can be

found in the DF series policidgat are provided to employeesr are available dine.

Dismissal of  Non contract E mployees
Policy DCD

Noncontract employees 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

Bartlett ISD Employee Handbook 58
Revisedluly2018



employee for reasons of race, color, religion, gender, national origin, age, disability, military
status, genetic information, any other basis protected by law, or in retaliation for the exercise
of certain protected legal rights. Noncontract employeesvele dismissed have the right to
grieve the termination. The dismissed employee must follow the district process outlined in this
handbook when pursuing the grievance. (Smmplaints and Grievancgs

Exit Interviews a nd Procedures

Exit interviews will be scheduled for all employees leaving the district. Information on the
continuation of benefits, release of information, aptbcedures for requesting refences will

be provided at this timeSeparating 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 employment experience. All district keys, books, propeityding
intellectual property and equipment must be returned upon separation from employment.

Reportsto  Texas Education Agency
Policy DF , DHB

The resignation or terminatioof a certified employeenustbe reported to the Division of
Investigations at TEWthere isevidencethat the employee was involved in any of the
following:

1 Any form of sexual or physical abuse of a minor or any aihé&awfulconduct with a
student or a minor

1 Soliciting or engaging in sexwantactor a romantic relationship with a student or
minor

1 The possession, transfer, sale, or disitibn of a controlled substance
1 The illegal transfer, appropriation, or expendituredistrict or schoolproperty or funds

1 An attempt by fraudulent or unauthorized means to obtain or alter any certificate or
permit for the purpose of promotion or additional compensation

1 Committing acriminal offense or any part of a criminal offense on disipiciperty or at
a schoolsponsoed event

The reporting requirements above are i n addi
notify TEA when a certified employee an applicant for certificatiohas a reported criminal
hi story. ®“Reported cr i mi najustichsysemachagesande ans a

dispositions including arrests, detentions, indictments, criminal information, convictions,
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deferred adjudications, and probations in any state or federal jurisdi¢tiahis obtained by a
means other than the FingerprifitasedApplicant Clearinghouse of Texas (FACT)

Reports Concerning Court - Ordered Withholding

The district is required to report the termination of employees that are under court order or
writ of withholding for child support aspousal maintenancéNotice of the following must be
sent to thesupport recipient and the court or, in the case of child support, the Texas Attorney
General Child Support Division

1 Termination of employment not later than the seventh day after the dateeohination
T Employee’s |l ast known address

T Name and address of the employee’s new en
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Student Issues

Equal E ducational  Opportunities
Policies FB, FFH

Bartlett ISD does not discriminate on the basis of race, color, religion, national @egimor

disability in providing educatioservices, activities, and ggmams, 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; and Section 504 of the Rehabilitation Act of 1973, as
amended.

Questions or concerns about discrimination against studbated orsex, including sexual
harassment should be directed tauri Webbthe district Title IX coordinatoQuestions or
concerns about digimination on the basis of a disability should be directetddari Webbthe
district ADA/Section 504 coordinator. Ather questions or concerns relating to discrimination
based on any other reasons should be directed to the Superintendent.

Student Records
Policy FL

Student records are confidential and are protected from unauthorized inspectiasear
Employees should take precautions to maintain the confidentiality of all student records. The
foll owing people are the only people who hav

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

1 The studentThe rights of parents transfer to a student who turns 18 or is enrolled in an
institution of postsecondary education. A district is nabopibited from granting the
student access to the student’'s records b

1 School officials with legitimate educational interests

The student handbook provides parents and students with detailed information on student
records. Parents or studestvho want to review student records should be directed to the
Principalfor assistance.
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Parentand S tudent Complaints
Policy FNG

In an effort to heaand resolve parent and student complaints in a timely manner and at the
lowest administrative level possible, the board has adopted orderlyga®es for hagling

compl aints on different iIissues. Any campus
parents and students with information on filing a complaint.

Parents are encouraged to discuss proble@msomplaints with the teachewr the agpropriate
administrator at any time. Parents and students with complaints that cannot be resolved to
their satigaction should be directed to the campus principal. Thenfalrconplaint process
provides parents and students with an opportunity to be heard up to the highest level of

management i f they are dissatisfied with a
Administering Medication to Students
Policy FFAC

Only designated employe@say administer prescription medication, nonprescription

medication, and herbal or dietary supplements to studentdptions apply to the self
administration of asthma medication, medication for anaphylaxis (e.g., EpiPamd

medication for diabetes managemernitthe medication is selfidministered in accordance with
district policy and procedures. A student whug take any othermedication during the school
day must bring a written request from his or her parent and the medicine in its original,
properly labeled container. Contact the principal or school nurse for information on procedures
that must be followed wkn administering medication to students.

Dietary Supplements
Policies DH, FFAC

District employees are prohibited by state law from kniogly selling, marketing, or digbuting
a dietary sup@ment that contains performare-enhancing compounds to a stent 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, intranasal application, or
inhalation of a performancesnhancing dietary supplement to any student.
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Psychotropic Drugs
Policy FFAC

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

District employees are prohibited by state law from doing the following:
1 Recommenahg that a student use a psychotropic drug
1 Suggesting a particular diagnosis

1 Excluding from class or scheaelated activity a student whose parent refuses to
consent to a psychiatric evaluation or to authorize the administration of a pssayio
drug toa student

Student Conductand  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. Teaclnera@ministrators are responsible

for taking disciplinary action based on a range of discipline management strategies that have

been adopted by the district. Other employees that have concarbso ut a parti cul @
conduct should contact the classnm teacher or campus principal.

Student A ttendance
Policy FEB

Teachers and staff s houlldieshre prbcadoresifor atelancei t h t
accounting. These procedures require minor students to have pareoalent before they are

allowed to leave campus. When absent from school, the student upon returning to school,
mustbring a note signed by the parent that describes the reason for the abs@hese

requirements are addressed in campus training and instisdent handbook. Contact the

campus principal for additional information.

Bu llying
Policy FFI

Bullying is defined by 8TEC 37.088R employees are required to report student complaints of
bullying, including cyber bullyingo the PrincipalT he di strict’s policy i
procedures for reporting and investigating bullying of studeartdis reprinted below:
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Hazing

Policy FNCC

Students must have prior approval frtoom t he p
rites” of a school c¢club or organization. Whi
permitting “hazing” is a criminal offense. A

observes a student engaged in any form of hazing, who hasmg¢adamow or suspect that a
student intends to engage in hazing, or has engaged in hazing must report that fact or suspicion
to the designated campusdministrator.
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Compensation, 15
Complaints

employee, 31

parent and student, 55
Compliancecoordinators, 8, 54
Compliance with a subpoena, 28
Conduct and welfare, 32
Conflict of interest, 45
Contract

employment, 9

noncertified employees, 9

nonrenewal, 51
Copyright materials, 46
Court appearances, 28
Courtordered withholding, 53
Crime reporting 38

compensat i o€Criminaldistory248

Dietary supplements, 55
Directories
helpful contacts, 7
school, 7
Discrimination
employee, 36
student, 54
Dismissal
contract employees, 51
noncontract employees, 51
District
communications, 30
description, 6
information, 6
map, 6
mission statement, 6
Drug
abuse prevention, 44

Bartlett ISD Employee Handbook
Revisedluly2018

65



psychotropic, 56
testing, 10
E-cigarettes, 44
Electronic communications, 39, 40
Emergencies, 49
Employee
conduct and welfare, 32
involvement, 14
recognition, 30
Employment
after retirement, 8
at-will, 10
authorization documents, 10
contract, 9
noncontract, 9
outside, 13
Equal opportunity
educational, 54
employment, 8
Every Student Suceeds Act, 13
Exit interviews, 52
Family and medical leave, 22
Firearms, 47
Form 19, 10
Fraud, 44
General procedures, 49
Gifts and favors, 46
Grievances, 31
Harassment, 36
Hazing, 57
Health insurance, 17
Health safety training, 11
Helpful contacts, 7
Insurance
health, 17
supplemental, 18
unemployment, 19
Internet use, 39, 40
Job vacancy announcements, 8
Jury duty, 28
Leave
assault, 27
bank, 22
bereavement, 28

court appearance, 28
discretionary 21
family and medical, 22
jury duty, 28
local, 22
medical certification, 20
military, 29
nondiscretionary 21
personal, 21
pool, 22
proration, 22
religious observance, 29
sick, 22
temporary disability, 26
truancy court appearance8
workers' compensation, 27
Maltreatment of children, 37
Medications, 55
Military leave, 29
Mission statement, 6
Name and address changes, 49
Nonrenewals, 51
Nursing mothers, 12
Outside employment, 13
Overtime, 16
Parent and student complaints, 55
Parent notification, 13
Paychecks, 15
Payroll
automatic deposits, 15
deductions, 16
schedule, 15
Performance evaluation, 13
Personal leave, 21
Personnel records, 50
Pest control treatment, 48
Political activiies, 46

Possession of firearms and weapons, 47

Psychotropic drugs, 56
Purchasing procedures, 49
Qualifying exigency, 25
Reassignments, 11
Religious observance, 29
Resignations, 51
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contract employees51
noncontract employees, 51
Retaliation, 36
Retirement
benefits, 19
employment after, 8
Safety, 47
Salaries, 15
School
calendar, 7
closing, 49
directory, 7
Searches, 10
Sexual harassment, 36
Sick leave, 22
Staff development, 14
Standards of conduct, 32
Student
attendance, 56
bullying, 56
complaints, 55
dietarysupplements, 55
discipline, 56
equal educational opportunities, 54
harassment, 36
hazing, 57
medication, 55
records, 54
Supplemental insurance, 18
TEA reports, 52

Teacher retirement, 19
Technology resources, 38
Temporary disability leave, 26
Termination

disimissal during the contract term, 51

exit interviews, 52
noncontract employees, 51
nonrenewal, 51
reports to TEA, 51, 52
resignation, 51
Text messaging, 40
Tobacco
products, 44
use, 44
Training
health and safety, 11
staff development, 14
Transfers, 11
Travel expenses, 17
Truancy court appearance2d
Tutoring, 13
Unemployment insurance, 19
Vacancy announcements, 8
Visitors, 48
Wages, 15
Weapons, 47
Whistleblower Act, 38
Work schedule, 12
Wor ker s’
Workload, 12

compensation
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