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Employee Handbook Receipt

Name

Campus/Department

| hereby acknowledge receipt of a copy of the HaealbD Employee Handbook. | agree to read the
handbook and abide by the standards, policiespesakdures defined or referenced in this document.

Employees have the option of receiving the handboatectronic format or hard copy.

www.pisd.net

Please indicate your choice by checking the appatgbox below:

| choose to receive the employee handbook in eleictformat and accept responsibility for
accessing it according to the instructions provided

| choose to receive a hard copy of the employedihaok.

The information in this handbook is subject to af@n understand that changes in district polioiey
supersede, modify, or render obsolete the infoonadummarized in this book. As the district progide
updated policy information, | accept responsibifily reading and abiding by the changes.

| understand that no modifications to contracteddtronships or alterations of at-will employment
relationships are intended by this handbook.

| understand that | have an obligation to inform sapervisor or department head of any changes in
personal information such as phone number, addetsd, also accept responsibility for contacting m
supervisor or the Central Administration Officd Have questions or concerns or need further eqfilam

Signature Date

Please sign and date this receipt and forward ih Central Administration Office.



Introduction

The purpose of this handbook is to provide infororathat will help with questions and pave the i@y

a successful year. Not all district policies andgadures are included. Those that are have been
summarized. Suggestions for additions and improvesie this handbook are welcome and may be sent
to the Central Administration Office.

This handbook is neither a contract nor a substitut the official district policy manual. Nor is i
intended to alter the at-will status of noncontetiployees in any way. Rather, it is a guide toabdef
explanation of district policies and procedureatet to employment. These policies and procedwes ¢
change at any time; these changes shall superagdeadbook provisions that are not compatible with
the change. For more information, employees magr tefthe policy codes that are associated with
handbook topics, confer with their supervisor, alt the appropriate district office. District paks can be
accessed on line at:

http://www.tasb.org/policy/pol/private/249906/

District Information

The Paradise Independent School District is a scoatimunity located 45 miles northwest of Fort Worth
in Wise County.

Paradise ISD is a Texas Education Agency Recogiiizstdct. The attendance area for Paradise ISD
covers 71.36 square miles.

Paradise ISD is a small rural PK-12 school distrithe elementary campus serves 333 students,ggrade
PK-3rd, Intermediate campus serves 170 studentiegr & 5th, junior high campus serves 263 students
grades B — 8" and the high school campus serves 310 studer@s 9-1

The school year consists of two semesters of 1&sveach. The school day is from 8:00 A.M. to 3:30
P.M. Excellent teachers provide stable qualityriurdion to the district’'s 1076 students, who anétp
and well-mannered young people who take prideeir $thool.

The district participates successfully in all pteaseUIL activities at the 2A level. FFA and FCCLA
teams have advanced to state and national congpetiéspectively. The district provides a broad
spectrum of extracurricular activities such as rmeg band, cross country, football, volleyball,
basketball, baseball, softball, track, tennis, polfitng and golf. Due to strong support and itweament
of the Board of Trustees, district staff, pareatsj community, a positive climate exists for comtins
improvement. The district emphasizes evaluatiahexpansion of the curriculum to meet the diverse
needs of all students to update technology, torersaund fiscal management, and to improve fagsliti






Policy AE

Policies BA, BB series, BD series, and BE series

Texas law grants the board of trustees the powgovern and oversee the management of the district’
schools. The board is the policy-making body wittia district and has overall responsibility foe th
curriculum, school taxes, annual budget, employroétite superintendent and other professional,staff
and facilities. The board has complete and finakid over school matters within limits establishsd
state and federal laws and regulations.

The board of trustees is elected by the citizentb@flistrict to represent the community’s commititrte
a strong educational program for the district’ddrein. Trustees are elected by place and servaB-ye
terms. Trustees serve without compensation, mustdistered voters, and must reside in the district

Current board members include:

Homer Mundy, President
Doug Bryant, Vice President
Kevin Howerton, Secretary
Carrie Preather, Member
Rusty Ford, Member

Lonnie Holder, Member
Scott Eisen, Member

The board usually meets the third Monday at 6:30 PMhe event that large attendance is anticipated
board may meet at the Junior High Cafeteria. Spew&tings may be called when necessary. A written
notice of regular and special meetings will be pdgin the district Web site at www.pisd.net atti@as
hours before the scheduled meeting time. The writtice will show the date, time, place, and stiisje
of each meeting. In emergencies, a meeting maglaewith a two-hour notice.

All meetings are open to the public. In certaitgimstances, Texas law permits the board to gaainto
closed session from which the public and othergactuded. Closed session may occur for such thasgs
discussing prospective gifts or donations, reapprty acquisition, certain personnel matters inicigd
employee complaints, security matters, studenimlise, or consulting with attorneys regarding pieigd
litigation.



9/19/2011
10/17/2011
11/21/2011

12/15/2011 (Tentative date change due to Christiudislays)

1/16/2012
2/20/2012
3/19/2012
4/16/2012
5/21/2012
6/18/2012
716/2012

8/20/2012

" # $

Central Administration:

Monty Chapman, Superintendent
14 Spring Creek

Paradise, Texas 76073

(940) 393-3977

Patti Seckman, Asst. Superintendent
1539 Velda Kay Lane

Haslet, Texas 76052

(940) 389-4210

High School Campus

Mac Edwards, High School Principal
412 Paradise Canyon Cir

Paradise, Texas 76073

(940) 399-8023

Peggy Kronenberger, Counselor
108 Gordon Circle

Runaway Bay, Texas 76426
(940) 575-4245

Junior High Campus

Mark Mathis, Junior High Principal
1127 Highland Rd.

Springtown, Texas 76082

(682) 365-9139

Greg Fletcher, Assistant Principal
247 CRO334
Paradise, Texas 76073
(940) 577-1412

Johna Ford,u@selor
1290 CR 3340

Paradise, Texas 76073
(940) 389-4434



Intermediate Campus

Terry McCutchen, Intermediate School Principal
PO Box 371

Paradise, Texas 76073

(817) 243-4034

Elementary Campus

Stacie Meadows, Elementary Principal
P.O. Box 23

Boyd, Texas 76023

(940) 393-9003

Athletic Department

Danny Neighbors, Athletic Director
1305 Hidden Oaks Drive

Decatur, Texas 76234

(940) 393-1124

Kmnissage, Counselor
303 PR 2429

Decatur, Texas 76234
(940) 627-5582

Rabarrett, Counselor
3 Thompson Landing
Bridgeport, Texas 76426
(940) 393-8608
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From time to time, employees have questions ore@wmsc If those questions or concerns cannot be
answered by supervisors or at the campus or depattevel, the employee is encouraged to conta&ct th
appropriate department as listed below.

Main Telephone Number (940) 969-2501

Central Administration Office: Extension Cell
Monty Chapman, Superintendent 5005 393-3977
Patti Seckman, Assist. Superintendent 5027 38®421
Dr. Joyce Hardy, Testing Cord 5162 389-0799
Cindy Staley, Human Resources 5001

Pam Jones, Accounts Payable 5002

Kathy Cavender, Secretary 5004 393-2040
Dani Noble, Food Service Manager 393-0657
Maintenance Department

Donald Johnson, Maintenance Dir. 5007 389-2653
Pat Sanford . 5007 389-2936
Don Farris 5007

Linda Moore, Custodial Supervisor 389-2419
Elementary Campus:

Stacie Meadows, Principal 5045 393-9003
Robin Garrett, Counselor 5047

Kerry Roper, Secretary 5046

Melinda Mitchell, PEIMS 5044

Robin Carmichael, Nurse 5053

Intermediate Campus:

Terry McCutchen, Principal 5033 817-2243-4034
Kristin Gage, Counselor 5072

Denise Burns, PEIMS 5034

Tammy Pewitt, Nurse 5042

Beth Buckner, Technology 5040

Junior High Campus:

Mark Mathis, Principal 5074 682-365-9139
Johna Ford, Counselor 5029

Leanna Thomas, Secretary 5032

Janice Bradshaw, Secretary 5028

High School Campus:

Mac Edwards, Principal 5027 940-399-8023
Greg Fletcher, Assistant Principal 5020

Peggy Kronenberger, Counselor 5013

Susie Gayan, PEIMS 5012

Cheryl Hoover, Registrar, Counselor Secty 5075

Barbara Pearson, Secretary 5010

Technology Department

Jim Grisham 5006 393-2635
James Moats 5071
Adam Hoots 5070 389-3924

11



Athletic Department

Danny Neighbors, Athletic Director
Jason Morales, Girls BB Coach
Susie Burt/Karin Essig

Boys Field House

Ag Department
Steve Bradshaw

Mark Rector

5055
5058
5057
5060

5022
5022

393-1124

210-8686
399-8259

12



Employment

& & $ $
Policies DAA, DIA

Paradise ISD does not discriminate against any &mplor applicant for employment because of race,
color, religion, gender, national origin, age, Biity, military status, genetic informationy on any other
basis prohibited by law. Additionally, the distrades not discriminate against an employee or gt
who acts to oppose such discrimination or partteipan the investigation of a complaint relate@ to
discriminatory employment practice. Employment diexis will be made on the basis of each applicant’s
job qualifications, experience, and abilities.

Employees with questions or concerns relating $ordnination for any of the reasons listed aboweugh
contact Patti Seckman, Title IX Coordinator..

() $°

Policy DC

Announcements of job vacancies by position andtiogare posted on a regular basis to the dissrict’
Web site.

& $ n *
Policy DC

Individuals receiving retirement benefits from theacher Retirement System (TRS) may be employed in
limited circumstances on a full- or part-time basgighout affecting their benefits, according to TRfes

and state law. Detailed information about employnadter retirement is available in the TRS pubimat
Employment After Retirement. Employees can coni&$ for additional information by calling 800-223-
8778 or 512-542-6400. Information is also availairiehe TRS Web Site (www.trs.state.tx.us).

13
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Policy DC series

State law requires the district to employ all fuithe professional employees in positions requiang
certificate from the State Board for Educator Giedtion (SBEC) and nurses under probationary, fenm
continuing contracts. Employees in all other posii are employed at-will or by a contract thatas n
subject to the procedures for nonrenewal or tertfiinainder Chapter 21 of the Texas Education Code.
The paragraphs that follow provide a general dpson of the employment arrangements used by the
district.

Probationary Contracts. Nurses and full-time professional employees nethéadistrict and employed

in positions requiring SBEC certification must rieeea probationary contract during their first yeér
employment. Former employees who are hired afteoayear lapse in district employment or employees
who move to a position requiring a new class ofiftesition may also be employed by probationary
contract. Probationary contracts are one-year aotsr The probationary period for those who haemnbe
employed as a teacher in public education foragtléve of the eight years preceding employmett wi
the district may not exceed one school year.

For those with less experience, the probationaripgevill be three school years (i.e., three onarye
contracts) with an optional fourth school yeahi# thoard determines it is doubtful whether a term o
continuing contract should be given.

Term Contracts. Full-time professionals employed in positions rieqg certification and nurses will be
employed by term contracts after they have sucalgsiompleted the probationary period. The termd a
conditions of employment are detailed in the cartteend employment policies. All employees will
receive a copy of their contract. Employment pebkoctan be accessed on line or copies will be peavid
upon request.

Noncertified Professional and Administrative Employes.Employees in professional and
administrative positions that do not require SBE@ification (such as noninstructional administrajo
are not employed by contract. Employment is noafoy specified term and may be terminated at any
time by either the employee or the district.

Paraprofessional and Auxiliary EmployeesAll paraprofessional and auxiliary employees, rdtgss of

certification, are employed at will and not by aaiet. Employment is not for any specified term amaly
be terminated at any time by either the employeb®district.

14
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Policy DBAI

Professional employees whose positions require S&#tification or professional license are resplolesi
for taking actions to ensure their credentials dblapse. Employees must submit documentationttiegt
have passed the required certification exam arabtained or renewed their credentials to Human
Resources in a timely manner.

A certified employee’s contract may be voided withdue process and employment terminated if the
individual does not hold a valid certificate orl$dio fulfill the requirements necessary to extand
temporary certificate, emergency certificate, ptaveary certificate, or permit. A contract may ats®
voided if SBEC suspends or revokes certificatiocalise of an individual’s failure to comply with
criminal history background checks. Contact Humasdrirces if you have any questions regarding
certification or licensure requirements.

Policy DHE

Noninvestigatory searches in the workplace inclg@dincessing an employee’s desk, file cabinets,ook w
area to obtain information needed for usual busipesposes may occur when an employee is
unavailable. Therefore, employees are hereby edtifiat they have no legitimate expectation ofgoyw
in those places. In addition, the district resethesright to conduct searches when there is redsen
cause to believe a search will uncover evidenagook-related misconduct. Such an investigatorydear
may include drug and alcohol testing if the suspaeiolation relates to drug or alcohol use. Thstridit
may search the employee, the employee’s pers@matjtand work areas including district-owned
computers, lockers, and private vehicles parkedistnict premises or work sites or used in district
business.

Employees Required to Have a Commercial Driver's laense Any employee whose duties require a
commercial driver’s license (CDL) is subject to glland alcohol testing. This includes all driversowh
operate a motor vehicle designed to transport X6ae people counting the driver, drivers of large
vehicles, or drivers of vehicles used in the tramgtion of hazardous materials. Teachers, coaches,
other employees who primarily perform duties otit@n driving are subject to testing requirements if
their duties include driving a commercial motor o

Drug testing will be conducted before an individassumes driving responsibilities. Alcohol and drug

tests will be conducted when reasonable suspicitsg at random, when an employee returns to duty
after engaging in prohibited conduct, and as a¥ollup measure. Testing may be conducted following
accidents. Return-to-duty and follow-up testingl Wwé conducted if an employee who has violated the

prohibited alcohol conduct standards or testedtipedior alcohol or drugs is allowed to return tatyl

15



All employees required to have a CDL or who otheeadre subject to alcohol and drug testing will
receive a copy of the district’s policy, the tegtiequirements, and detailed information on alcamal
drug abuse and the availability of assistance @rogr

Employees with questions or concerns relating¢otadl and drug policies and related educational
material should contact the Central Adinistratidifice.

- $
Policies DBA, DMA

Certain employees who are involved in physicahdtatis for students must maintain and submit to the
district proof of current certification or training first aid, cardiopulmonary resuscitation (CPRg use
of an automated external defibrillator (AED), andiracurricular athletic activity safety. Certifican or
documentation of training must be issued by the Acaa Red Cross, the American Heart Association,
University Interscholastic League, or another orzgtion that provides equivalent training and
certification. Employees subject to this requiretmanst submit their certification or documentattorthe
Central Administration Office by August 1, 2011.

*

Policy DK

All personnel are subject to assignment and reas®wgt by the superintendent or designee when the
superintendent or designee determines that thgramsint or reassignment is in the best interegtef t
district. Reassignment is a transfer to anotheitipos department, or facility that does not nedess a
change in the employment contract. Campus reassigtsnmust be approved by the principal at the
receiving campus except when reassignments artocereollment shifts or program changes.
Extracurricular or supplemental duty assignmentg beareassigned at any time unless an extracuaricul
or supplemental duty assignment is part of a dasigament contract. Employees who object to a
reassignment may follow the district process fopkyee complaints as outlined in this handbook and
district policy DGBA (Local).

An employee with the required qualifications fgp@sition may request a transfer to another campus o
department. A written request for transfer mustdmpleted and signed by the employee and the
employee’s supervisor. A teacher requesting a fieats another campus before the school year begins
must submit his or her request by August 1, 20EQuRsts for transfer during the school year will be
considered only when the change will not adveraéfgct students and after a replacement has been
found. All transfer requests will be coordinatedtbg Central Administration Office and must be
approved by the receiving supervisor.

16
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Policies DEA, DL

Professional EmployeesProfessional employees and academic administraterexempt from overtime
pay and are employed on a 10-, 11-, or 12-montls bascording to the work schedules set by theidist
A school calendar is adopted each year designtitsgork schedule for teachers and all school hgkd

Notice of work schedules including start and enigsland scheduled holidays will be distributed each

school year.

Classroom teachers will have planning periodsrstructional preparation including conferences. The
schedule of planning periods is set at the camged but must provide at least 450 minutes witlsiohe
two-week period in blocks not less than 45 minwghin the instructional day. Teachers and libnasia
are entitled to a duty-free lunch period of at i&sminutes. The district may require teachers to
supervise students during lunch one day a week whether personnel are available.

Paraprofessional and Auxiliary Employees:Support employees are employed at will and receive
notification of the required duty days, holidaysddours of work for their position on an annuaiba
Paraprofessional and auxiliary employees are naingx from overtime and are not authorized to wark i
excess of their assigned schedule without prior@ag from their supervisor.

+ # * 0
Policies DK, DBA

In schools receiving Title | funds, the districrexqjuired by the No Child Left Behind Act (NCLB) to
notify parents at the beginning of each school yleatrthey may request information regarding the
professional qualifications of their child’s teachdCLB also requires that parents be notifiedhdit
child has been assigned or taught for four or nsoresecutive weeks by a teacher who is not highly
qualified.

Texas law requires that parents be notified ifrtbhild is assigned for more than 30 consecutive
instructional days to a teacher who does not holdmoropriate teaching certificate. This noticeas
required if parental notification under NCLB is senappropriately certified or uncertified teacher
include individuals on an emergency permit (inchglindividuals waiting to take a certification exam
and individuals who do not hold any certificatgpermit. Information relating to teacher certificatiwill
be made available to the public upon request. Eyagl® who have questions about their certification
status can call Central Administration Office.
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Policy DBD

Employees are required to disclose in writing ®itimmediate supervisor any outside employmertt tha
may create a potential conflict of interest witkithassigned duties and responsibilities or the inésrest
of the district. Supervisors will consider outsglaployment on a case-by-case basis and determine
whether it should be prohibited because of a ccindli interest.

# &
Policy DN series

Evaluation of an employee’s job performance ism@tiooous process that focuses on improvement.
Performance evaluation is based on an employesigressl job duties and other job-related criterith. A
employees will participate in the evaluation pracesth their assigned supervisor at least annually.
Written evaluations will be completed on forms apy&d by the district. Reports, correspondence, and
memoranda also can be used to document perfornraiocmation. All employees will receive a copy of
their written evaluation, participate in a performa conference with their supervisor, and have the
opportunity to respond to the evaluation.

& $1
Policies BQA, BQB

At both the campus and district levels, Paradig® ¢8ers opportunities for input in matters thafeat
employees and influence the instructional effectess of the district. As part of the district’'snpoleng and
decision-making process, employees are electegrt@ ®n district- or campus-level advisory comneiste
Plans and detailed information about the sharetsid@cmaking process are available in each campus
office or from the Central Administration Office.

Policy DMA

Staff development activities are organized to nieemneeds of employees and the district. Staff
development for instructional personnel is pred@ntlty campus-based, related to achieving campus
performance objectives, addressed in the campusirement plan, and approved by a campus-level
advisory committee. Staff development for nonindianal personnel is designed to meet specific
licensing requirements (e.g., bus drivers) andinaetl employee skill development.
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Individuals holding renewable SBEC certificates rmsponsible for obtaining the required trainingitso
and maintaining appropriate documentation.
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Compensation and Benefits

Policies DEA, DEAA

Employees are paid in accordance with adminiseajividelines and an established pay structure. The
district’'s pay plans are reviewed by the admintgiraeach year and adjusted as needed. All district
positions are classified as exempt or nonexempirdogy to federal law. Professional employees and
academic administrators are generally classifieeikasnpt and are paid monthly salaries. They are not
entitled to overtime compensation. Other employgesgyenerally classified as non-exempt and aregaid
hourly wage or salary and receive compensatory tinw/ertime pay for each hour worked beyond 40 in
a workweek. (Se®vertime Compensatipopage 21.)

All employees will receive written notice of th@ay and work schedules before the start of eacosch
year. Classroom teachers, full-time librariandfinhe nurses, and full-time counselors will begab
less than the minimum state salary schedule. Cadrgraployees who perform extracurricular or
supplemental duties may be paid a stipend in amdit their salary according to the district’s extuty
pay schedule.

Employees should contact Human Resources for méwemation about the district’'s pay schedules or
their own pay.

n 2 %
Policy DEA

The district pays all salaried employees over 1atmoregardless of the number of months employed
during the school year. Salaried employees wilbaie in equal monthly or bimonthly payments,
beginning with the first pay period of the schoehay. Employees that separate after the last day of
instruction will continue to receive paychecks tigh the end of the summer.

#$ |/

All professional and salaried employees are paidthip. Hourly employees are paid every two weeks.
Paychecks will not be released to any person alizer the district employee named on the check witho
the employee’s written authorization.

An employee’s payroll statement contains detaitédrmation including deductions, withholding

information, and the amount of leave accumulategoui have questions about your payroll statement
contact Human Resources.
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The schedule of pay dates for the 2011-2012 scfeanl follows:

09/20/2011  3/20/2012
10/20/2011  4/20/2012
11/18/2011  5/18/2012
12/20/2011  6/20/2012
01/20/2012  7/20/2012
02/20/2012  8/20/2012

" #$

Employees can have their paychecks electronicaibodited into a designated account. A notification
periodby the 10" of the monthis necessary to activate this service. Cortthzhan Resources for more
information about the automatic payroll deposiviss.

#$
Policy CFEA

The district is required to make the following augttic payroll deductions:

Teacher Retirement System of Texas (TRS) or S&aalrity employee contributions
Federal income tax required for all full-time emy#es
Medicare tax (applicable only to employees hirgdraflarch 31, 1986)

Other payroll deductions employees may elect ireldeductions for the employee’s share of premiums
for health, dental, life, and vision insurance; @ties; and higher education savings plans. Em@sydso
may request payroll deduction for payment of mersiierdues to professional organizations. Salary
deductions are automatically made for unauthoraraghpaid leave.

%
Policy DEA

The district compensates overtime for nonexemptieyeps in accordance with federal wage and hour
laws. Only nonexempt employees (hourly employeelspamaprofessional employees) are entitled to
overtime compensation. Nonexempt employees arautborized to work beyond their normal work
schedule without advance approval from their supery

Overtime is legally defined as all hours workeextess of 40 hours in a workweek and is not medsure
by the day or by the employee’s regular work scheeddyonexempt employees that are paid on a salary
basis are paid for a 40-hour workweek and do nt additional pay unless they work more than 40
hours. For the purpose of calculating overtime pakweek begins at12:01 AM Sunday and ends at
midnight Saturday.

Employees may be compensated for overtime at timdeaahalf rate with compensatory time off (comp
time) or direct pay. The following applies to atimexempt employees:
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Employees can accumulate up to 60 hours of comg. tim

Comp time must be used in the duty year thatetised.

Use of comp time may be at the employee’s requibtsmpervisor approval, as workload permits,
or at the supervisor’s direction.

An employee may be required to use comp time befsirgg available paid leave (e.g., sick,
personal, vacation).

Weekly time records will be maintained on all noaemt employees for the purpose of wage and
salary administration.

&3 *
Policy DEE

Before any travel expenses are incurred by an grapldhe employee’s supervisor and Superintendent
must give approval. For approved travel, employeiide reimbursed for mileage and other travel
expenditures according to the current rate schezkibblished by the district. Employees must submit
receipts, to the extent possible, to be reimbufsedxpenses other than mileage.

# *
Employees will receive $36.00 per diem for overnigfiays. If you are not staying overnight the
maximum amount for breakfast is $8.00, lunch $12008@ dinner $16.00, receipts are required.

Student per diem for competition/trips beyond thetritt level is $26.00 per diem. If you are ntaysng
overnight the maximum amount for breakfast is $7dd®reakfast, $8.00 for lunch and $11.00 for @inn

State schedule for rooms occupied by studentsafit est Available Rate

Reimbursement rate for mileage is .485 per mile.

- 1
Policy CRD

Group health insurance coverage is provided thraiRB-ActiveCare, the statewide public school
employee health insurance program. The districifgribution to employee insurance premiums is
determined annually by the board of trustees. Epgas eligible for health insurance coverage inchhee
following:

Employees who are active, contributing TRS members
Employees who are not contributing TRS membersvemmlare regularly scheduled to work at
least 10 hours per week

TRS retirees who are enrolled in TRS-Care (retiresth insurance program) and employees who are not
contributing TRS members who are regularly schetitdevork less than 10 hours per week, are not
eligible to participate in TRS-ActiveCare.

The insurance plan year is from September 1 thrdugjust 31. Current employees can make changes in

their insurance coverage during open enrollment spdng. Detailed descriptions of insurance cogera
employee cost, and eligibility require-
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ments are provided to all employees in a sepa@iklét. Employees should contact Human Resources
for more information.

1
Policy CRD

At their own expense, employees may enroll in seimgintal insurance programs for dental, vision, life
disability, and other AFLAC products. Premiums tleese programs can be paid by payroll deduction.
Employees should contact Human Resources for méwemation.

% # 4 56

Employees may be eligible to participate in thegBaia Plan (Section 125) and, under IRS regulation
must either accept or reject this benefit. Thi;@aables eligible employees to pay certain instgan
premiums on a pretax basis (i.e., disability, aectdl death and dismemberment, cancer and dread
disease, dental, and additional term life insuran&ehird-party administrator handles employeerka
made on these accounts.

New employees must accept or reject this benefihduheir first month of employment. All employees
must accept or reject this benefit on an annuaklzasl during the specified time period.

. T% 1
Policy CRE

The district, in accordance with state law, prosigerkers’ compensation benefits to employees who
suffer a work-related illness or are injured onjtie The district has workers’ compensation cogera
from Claims Administrative Services effective 9/2Q11.

Benefits help pay for medical treatment and maké&upart of the income lost while recovering. Sfiec
benefits are prescribed by law depending on theugistances of each case.

All work-related accidents or injuries should bpadged immediately to Human Resources. Employees
who are unable to work because of a work-relatpdayrwill be notified of their rights and respongities
under the Texas Labor Code. S#erkers’ Compensation Benefipgge 31 for information on use of paid
leave for such absences.
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Policy CRF

Employees who have been laid off or terminatedughono fault of their own may be eligible for
unemployment compensation benefits. Employeesda@religible to collect unemployment benefits during
regularly scheduled breaks in the school year@stmmer months if they have employment contracts o
reasonable assurance of returning to service. Brap®with questions about unemployment benefits
should contact Human Resources.

*

Policy DEG

All personnel employed on a regular basis for astéour and one-half months are members of the
Teacher Retirement System of Texas (TRS). Subsstabt receiving TRS service retirement benefits
who work at least 90 days a year are also eliddl@RS membership and to purchase a year of aialdit
service. TRS provides members with an annual s&teof their account showing all deposits and the
total account balance for the year ending August8lvell as an estimate of their retirement bé&nefi

Employees who plan to retire under TRS should natRS and Human Resources as soon as possible.
Information on the application procedures for TRAdfits is available from TRS at Teacher Retirement
System of Texas, 1000 Red River Street, Austin,78X01-2698, or call 800-223-8778 or 512-542-6400.
TRS information is also available on the Web (wwsvdtate.tx.us).

Leaves and Absences
Policies DEC, DECA, DECB

The district offers employees paid and unpaid lsafeabsence in times of personal need. This haidbo
describes the basic types of leave available astdagons on leaves of absence. Employees whoatxpe
be absent for an extended period of more thandayes should call Human Resources for information
about applicable leave benefits, payment of instegremiums, and requirements for communicating
with the district.

Use of LeaveLeave is available for the employee’s use as elatdewever, state personal and local
leave is earned at a rate of one-half work dayg#mh eighteen work days of employment, up to 5 gays
year. If an employee leaves the district beforeette of the work year, the cost of any unearnedelea
days taken shall be deducted from the employee& fiaycheck.
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Leave must be used in half day increments. Howefvan employee is taking family and medical leave,
leave shall be recorded in one-hour incrementsigthcomp time must be used before any availabte pai
state and local leave. Unless an employee reqaeahtierent order, available paid state and loeale

will be used in the following order:

State Personal Days
State Sick Days

Local Days
!

Employees must follow district and department eanpas procedures to report or request any leave of
absence and complete the appropriate form or icatidn.

Medical Certification: Any employee who is absent more than 5 days beaafus personal or family
illness must submit a medical certification frorqualified health care provider confirming the sfieci
dates of the illness, the reason for the illnesd;ain the case of personal illness—the employatisgss
to return to work.

The Genetic Information Nondiscrimination Act of@)(GINA) prohibits employers and other entities
covered by GINA Title Il from requesting or reguag genetic information of an individual or family
member of the individual, except as specificallpwkd by this law. To comply with this law, we ablat
employees and health care providers do not praagegenetic information in any medical certificatio
‘Genetic information,” as defined by GINA, includas individual’'s family medical history, the resutif
an individual’s or family member’s genetic testg fact that an individual or an individual’s fagnil
member sought or received genetic services, anetiganformation of a fetus carried by an indivitioa
an individual's family member or an embryo lawfuligld by an individual or family member receiving
assistive reproductive services.

Continuation of Health Insurance. Employees on an approved leave of absence otheiféimily and
medical leave may continue their insurance benafiteeir own expense. Health insurance benefits fo
employees on paid leave and leave designated timel€&amily and Medical Leave Act will be paid bgth
district as they were prior to the leave. Otherwike district does not pay any portion of insuganc
premiums for employees who are on unpaid leave.

#

State law entitles all employees to five days ofl peersonal leave per year. Personal leave is dana
rate of one-half day for each eighteen work daysneployment up to 5 days per year. A day of earned
personal leave is equivalent to an assigned work&@ye personal leave accumulates without limit, i
transferable to other Texas school districts, amtkeally transfers to education service centersrd hare
two types of personal leave: nondiscretionary asdrdtionary.
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Nondiscretionary. Leave taken for personal or family illness, famalyergency, a death in the family, or
active military service is considered nondiscresigneave. Reasons for this type of leave allowy ver
little, if any, advance planning. Nondiscretion&gve will be granted to employees in the same ®ann
as state sick leave.

Discretionary. Leave taken at an employee’s discretion that eascheduled in advance is considered
discretionary leave. An employee wishing to taksedstionary personal leave must submit a requdssto
or her principal or supervisor 5 days in advancthefanticipated absence. The effect of the emplsye
absence on the educational program or departmenaigns, as well as the availability of substisutsill
be considered by the principal or supervisor.

l,

State sick leave accumulated before 1995 is avaifab use and may be transferred to other school
districts in Texas. State sick leave can be usédiomalf day increments, except when coordinateth
family and medical leave taken on an intermittantesluced-schedule basis or when coordinated with
workers’ compensation benefits.

Statesick leave may be used for the following reasorig:on

Employee iliness

lliness in the employee’s immediate family

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

Active military service

All employees receive five days of local leave pear. Local leave is earned at a rate of one-tegffdr
each eighteen work days of employment up to 5 gdayyear. A day of earned local leave is equivaient
an assigned workday. Local leave accumulates @p ttays, and igot transferable to other Texas school
districts.

For the first year only, new employees donate ooallday to the sick leave pool that can be used fo
catastrophic illness.

% /, /

The sick leave bank applies only to extended lgaescribed by a doctor due to illness or injurheT
term catastrophic implies an emergency situatioa £érious nature.

Maternity leave is excluded from this polidgregnancy is not considered to be a catastralpiess
covered under this sick leave bank. Normal pregeaneith no complications and routine surgeriefwit
no complications are not considered catastroplmeskes covered under this sick bank policy.

Elective surgeries should be scheduled during nstrtictional time periods. Catastrophic illnesesinot
cover minor illnesses through the year which exhanemployee’s state and local days.
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When

hearing a request, the Catastrophic Sick Bankmittee retains the privilege of reviewing

employee’s accumulated or lack of accumulated Idagk given at five (5) per year.

The Catastrophic Sick Banksimarily for the employee too seriously ill or injured to€tion in his/her
job capacity. When the employee is caring forramediate family member, the Catastrophic Sick Bank
Committee will review if other members of the fayréire available to assist with the care.

Confidentiality shall be observed by the Catastrofick Bank Committee members. A member of the
committee who violates confidentiality shall be smiered in violation of District policy and the Stkards
of Ethics, and shall be subject to discipline.

1.

10.

All employees donated one local personal day beggnim 1993-94 to be placed in a sick leave
bank for school employees.

The Board of Trustees match each day donated bjogegs.
Each new employee to the district will donate oaespnal day when they are hired.
Assessment will be made at the beginning of eaah fge donations.

This policy will go into effect after all accumula sick leave and personal days have been used
and after the “Extended Leave Policy” (dock onl¥f lbha day for ten days), has gone into effect.

DEC (LOCAL) Campus employees will elect their omenpus representative while one
administrator as designated by the superintendédindevve on the district catastrophic sick leave
committee to administer and disburse the sick lderk. Elected representatives will serve a
staggered two-year termwith the elementary and junior high electing thesw representatives in
the even school years. The high school and inteiateedampuses will elect their new
representatives in the odd school years. Vacamdlebe filled by campus administrative
appointment for the duration of that term. Représt@res moving from a campus to another
relinquish their position on the committee.

Employees who qualify for catastrophic sick leaaggdmay apply to the committee for the days
needed from the sick leave bank.

All committee members must be present during camaitbn of sick leave requests and a majority
vote at the time of the meeting will determine thutkcome of the request. The administrator will
send the decision of the committee in writing te ifdividual making the request. Employees
dissatisfied with the committee decision may folldistrict grievance procedures.

Request for sick days will be up to but not excimdy (30) days and is subject to review.

In situations where local sick leave and workemmgensation are working together to provide a
regular paycheck, the employee will need to paxllae local sick leave when they receive
reimbursement from workers compensation.
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The following text is from the federal notideémployee Rights and Responsibilities Under the Faamid
Medical Leave ActSpecific information that the district has adajpte implement the FMLA follows this
general notice.

Basic Leave Entitlement The FMLA requires covered employers to provigea 12 weeks of unpaid,
job-protected leave to eligible employees for thiéofving reasons:

For incapacity due to pregnancy, prenatal mediagd or child birth;

To care for the employee’s child after birth, caggment for adoption or foster care;

To care for the employee’s spouse, son or daughtgrarent, who has a serious health condition;
or

For a serious health condition that makes the eyeplanable to perform the employee’s job.

Military Family Leave Entitlements. Eligible employees with a spouse, son, daugbtgrarent on
active military duty and deployed to a foreign cbsymay use their 12-week leave entitlement to asislr
certain qualifying exigencies. Qualifying exigersimay include attending certain military events,
arranging for alternative childcare, addressingaterfinancial and legal arrangements, attendintpoe
counseling sessions, and attending post-deployreeriegration briefings.

The FMLA also includes a special leave entitlentbat permits eligible employees to take up to 2ékge

of leave to care for a covered servicemember dwisimgle 12-month period. A covered servicemember
is a current member of the Armed Forces, includimgember of the National Guard or Reserves, who has
a serious injury or iliness incurred in the linedoity on active duty that may render the servicetream
medically unfit to perform his or her duties for iafn the servicemember is undergoing medical treatme
recuperation, or therapy; or is in outpatient statw is on the temporary disability retired listalso

includes a family member who is a veteran withler@ss or injury that occurs in the line of dutyilelon
active duty and manifests itself before or after servicemember became a veteran. The veteran must
have been on active duty during the five yearsquieg the need for treatment, recuperation, oather

Benefits and Protections:During FML, the employer must maintain the empkggehealth coverage
under any “group health plan” on the same ternitthe employee had continued to work. Upon return
from FML, most employees must be restored to thweginal or equivalent positions with equivalentypa
benefits, and other employment terms.

Use of FML cannot result in the loss of any emplewtrbenefit that accrued prior to the start of an
employee’s leave.

Eligibility Requirements: Employees are eligible if they have worked for aered employer for at least
one year, for 1,250 hours over the previous 12 hgrand if at least 50 employees are employeddy th
employer within 75 miles.

Definition of Serious Health Condition.A serious health condition is an illness, injumpairment, or
physical or mental condition that involves eitherawvernight stay in a medical care facility, or touing
treatment by a health care provider for a conditiat either prevents the employee from perforntiney
functions of the employee’s job, or prevents thalijed family member from participating in schami
other daily activities.
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Subject to certain conditions, the continuing tne&tt requirement may be met by a period of incapaci
of more than 3 consecutive calendar days combingdat/least

two visits to a health care provider or one visill @ regimen of continuing treatment, or incapadiig to
pregnancy, or incapacity due to a chronic condit@tiher conditions may meet the definition of
continuing treatment.

Use of Leave An employee does not need to use this leave enstiein one block. Leave can be taken
intermittently or on a reduced leave schedule whedically necessary. Employees must make reasonable
efforts to schedule leave for planned medical tneat so as not to unduly disrupt the employer’s
operations. Leave due to qualifying exigencies mlag be taken on an intermittent basis.

Substitution of Paid Leave for Unpaid LeaveEmployees may choose or employers may requirefuse o
accrued paid leave while taking FML. In order te psid leave for FML, employees must comply with
the district’s normal paid leave policies.

Employee ResponsibilitiesEmployees must provide 30 days advance noticeeofdied to take FML
when the need is foreseeable. When 30 days natitetipossible, the employee must provide notice as
soon as practicable and generally must comply artlemployer's normal call-in procedures.

Employees must provide sufficient information foe temployer to determine if the leave may quabfy f
FMLA protection and the anticipated timing and dura of the leave. Sufficient information may indki
that the employee is unable to perform job fundjdhe family member is unable to perform daily
activities, the need for hospitalization or conimgutreatment by a health care provider, or circiamses
supporting the need for military family leave. Emyges also must inform the employer if the requeste
leave is for a reason for which FML was previousken or certified. Employees also may be requioed
provide a certification and periodic recertificatisupporting the need for leave.

Employer Responsibilities.Covered employers must inform employees requetgenge whether they are
eligible under the FMLA. If they are eligible, thetice must specify any additional information reed

as well as the employees’ rights and respons#slitif they are not eligible, the employer mustvpie a
reason for the ineligibility.

Covered employers must inform employees if leavehei designated as FML and the amount of leave
counted against the employee’s leave entitlemétitelemployer determines that the leave is not FML
the employer must notify the employee.

Unlawful Acts by Employers. The FMLA makes it unlawful for any employer to:erfiere with, restrain,
or deny the exercise of any right protected unkdeRMLA; discharge or discriminate against any pers
for opposing any practice made unlawful by the FMaAor involvement in any proceeding under or
relating to the FMLA.

Enforcement. An employee may file a complaint with the U.S. Deypeent of Labor or may bring a
private lawsuit against an employer.

The FMLA does not affect any Federal or State laghjbiting discrimination or supersede any state or
local law or collective bargaining agreement whicbvides greater family or medical leave rights.

FMLA section 109 (29 U.S.C. § 2619) requires FMio&ered employers to post the text of this notieguRations 29 C.F.R. §
825.300 (a) may require additional disclosures.

For additional information:
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1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627
www.wagehour.dol.gov
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Eligible employees can take up to 12 weeks of uhfeve in the 12-month period beginning on thst fir
duty day of the school year.

Use of Paid LeaveFML runs concurrently with accrued sick and persdesve, temporary disability
leave, compensatory time, assault leave, and absehe to a work-related iliness or injury. Thereis
will designate the leave as FML, if applicable, andify the employee that accumulated leave wili ru
concurrently.

Combined Leave for SpousesA husband and wife who are both employed by theidisare limited to a
combined total of 12 weeks of FML to care for agmauwith a serious health condition; or for thelpir
adoption, or foster placement of a child. Militaxgregiver leave for spouses is limited to a combiotal
of 26 weeks.

Intermittent Leave. When medically necessary or in the case of a fyuradi exigency, an employee may
take leave intermittently or on a reduced schedthe. district does not permit the use of intermitter
reduced-schedule leave for the care of a newbalth ahfor adoption or placement of a child witheth
employee.

District Contact. Employees that require FML or have questions shoohtact Human Resources for
details on eligibility, requirements, and limitais

30



$ $,

Certified Employees.Any full-time employee whose position requirestifieation from the State Board
for Educator Certification (SBEC) is eligible famporary disability leave. The purpose of temporary
disability leave is to provide job protection tdlftime educators who cannot work for an extendedqul
of time because of a mental or physical disabditg temporary nature. Temporary disability leauestn
be taken as a continuous block of time. It mayh®taken intermittently or on a reduced schedule.
Pregnancy and conditions related to pregnancyrea¢etd the same as any other temporary disability.

Employees must request approval for temporary digaleave. An employee’s notification of need for
extended absence due to the employee’s own mextindition shall be accepted as a request for
temporary disability leave. The request must b@mpanied by a physician’s statement confirming the
employee’s inability to work and estimating a proleadate of return. If disability leave is approyéte
length of leave is no longer than 180 calendar days

If an employee is placed on temporary disabilipvkeinvoluntarily, he or she has the right to restjae
hearing before the board of trustees. The employeprotest the action and present additional exiee
of fitness to work.

When an employee is ready to return to work, HuRasources should be notified at least 30 days in
advance. The return-to-work notice must be accomegdny a physician’s statement confirming that the
employee is able to resume regular duties. Cattéimployees returning from leave will be reinstated
the school to which they were previously assigeah iappropriate position is available. If an appiate
position is not available, the employee may begassl to another campus, subject to the approvéleof
campus principal. If a position is not availablédoe the end of the school year, the employeebll
reinstated to a position at the original campubatbeginning of the following school year.

A T%

An employee absent from duty because of a jobaeéldiness or injury may be eligible for workers’
compensation weekly income benefits if the absemxceeds seven calendar days.

An employee receiving workers’ compensation wageebts for a job-related illness or injury may
choose to use accumulated sick leave or any otidrigave benefits. An employee choosing to use pai
leave will not receive workers’ compensation wedklyome benefits until all paid leave is exhausietb
the extent that paid leave does not equal thellmess or -injury wage. If the use of paid leavaads$
elected, then the employee will only receive woskeompensation wage benefits for any absence
resulting from a work-related illness or injury, i may not equal his or her pre-illness or -injugge.
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Assault leave provides extended job income andflisipeotection to an employee who is injured as th
result of a physical assault suffered during thégpmance of his or her job. An injury is treateslam
assault if the person causing the injury could tes@cuted for assault or could not be prosecutgd on
because that person’s age or mental capacity retlgeiperson nonresponsible for purposes of crimina
liability.

An employee who is physically assaulted at work tadkg all the leave time medically necessary (up to
two years) to recover from the physical injuriesonahe sustained. At the request of an emplopee, t
district will immediately assign the employee teadt leave. Days of leave granted under the assaul
leave provision will not be deducted from accruedspnal leave and must be coordinated with workers
compensation benefits. Upon investigation the idistnay change the assault leave status and charge
leave used against the employee’s accrued paié.l&dne employee’s pay will be deducted if accrued
paid leave is not available.

; In the event that all local and state leave has legbausted, the district will allow
2 days of paid leave for the death of an immedetaly member.

($ $
Employees will receive leave with pay and withasgd of accumulated leave for jury duty. Employees
must present documentation of the service andituany compensation they receive.

% n

Employees will be paid while on leave to complyhndt valid subpoena to appear in a civil, criminal,
legislative, or administrative proceeding and wok be required to use paid leave. Employees may be
required to submit documentation of their needdaxe for court appearances.

$,

Paid Leave for Military Service. Any employee who is a member of the Texas NatiGard, Texas
State Guard, or reserve component of the UnitettStarmed Forces will be granted a paid leave of
absence without loss of any accumulated leaveutirosized training or duty orders. Paid militargve
will not exceed 15 days each federal fiscal yeat¢g®er 1-September 30). In addition, an employee is
entitled to use available state and local personaick leave during a time of active military see:
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Reemployment after Military Leave. Employees who leave the district to enter intollnéed States
uniformed services or who are ordered to activiestalitary duty (Texas National Guard or Texast&ta
Guard) may return to employment if they are honlyrdischarged. Employees who wish to return to the
district will be reemployed in the position they wid have held if employment had not been interrdite
reassigned to an equivalent or similar positiorvigled they can be qualified to perform the required
duties. To be eligible for reemployment, employersst provide notice of their obligation or inteat t
perform military service, provide evidence of hade discharge or release, and submit an applicédio
reemployment to Human Resources. In most casekerjth of military service cannot exceed five gear
and the employee must apply for reemployment witheperiod of time specified in law.

Continuation of Health Insurance. Employees who perform service in the uniformedises may elect

to continue their health plan coverage at their oast for a period not to exceed 24 months. Emgsye
should contact Human Resources for details onbglity, requirements, and limitations.
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Employee Relations and Communications
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Continuous efforts are made throughout the yeaetognize employees who make an extra effort to
contribute to the success of the district. Emplgyae recognized at board meetings, in the district
newsletter, and through special events and a@svitiRecognition and appreciation activities alstuite:
Employee Appreciation Breakfast prepared by theoS8kcBoard, at which time all new employees are
recognized. An Employee Appreciation luncheonre/gled by the First Baptist Church of Paradise.
Employee Christmas Dinner, meal and child careigexl: Additional, the P.T.O. provides an end ddrye
Employee Appreciation dinner at which time senaeerds are presented.

%

Throughout the school year, the campus officesiglubdinewsletters, brochures, fliers, calendarssnew
releases, and other communication materials. Tinelskcations offer employees and the community
information pertaining to school activities and i@slements. They include the following:

www.pisd.netweb site
Wise County Messenger
Bridgeport Index
Southern Wise Times
Campus Newsletters
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Complaints and Grievances
Policy DGBA

In an effort to hear and resolve employee concerm®mplaints in a timely manner and at the lowest
administrative level possible, the board has adbpteorderly grievance proce&nployees are
encouraged to discuss their concerns or complaiititstheir supervisors or an appropriate admintstra
at any time.

The formal process provides all employees with goootunity to be heard up to the highest level of
management if they are dissatisfied with an adrratise response. Once all administrative proceslure
are exhausted, employees can bring concerns orlaomgpto the board of trustees. For ease of ratee
the district’s policy concerning the process ohbimg concerns and complaints is reprinted asvialo

http://www.tasb.org/policy/pol/private/249906/
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Employee Conduct and Welfare

%
Policy DH

All employees are expected to work together in@peoative spirit to serve the best interests ofdik#rict
and to be courteous to students, one anotherhanoutlic. Employees are expected to observe the
following standards of conduct:

Recognize and respect the rights of students, {smrether employees, and members of the
community.

Maintain confidentiality in all matters relating $tudents and coworkers.

Report to work according to the assigned schedule.

Notify their immediate supervisor in advance oeasdy as possible in the event that they must be
absent or late. Unauthorized absences, chronicad®sm, tardiness, and failure to follow
procedures for reporting an absence may be causkstoplinary action.

Know and comply with department and district pa@gand procedures.

Express concerns, complaints, or criticism throagpropriate channels.

Observe all safety rules and regulations and rapptties or unsafe conditions to a supervisor
immediately.

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

All district employees should perform their dutirsaccordance with state and federal law, dispraticies
and procedures, and ethical standards. Violatigrob€ies, regulations, or guidelines may result in
disciplinary action, including termination. Allegattidents of certain misconduct by educators,udiig
having a criminal record, must be reported to SBi6Clater than the seventh day after the superiieien
first learns of the incident. S&eports to the State Board for Educator Certificatipage 53 for
additional information.

TheEducators’ Code of Ethicadopted by the State Board for Educator Certiboawhich all district
employees must adhere to, is reprinted below:

Texas Educators’ Code of Ethics
Statement of Purpose

The Texas educator shall comply with standard mestand ethical conduct toward students,
professional colleagues, school officials, paresusi members of the community and shall safeguard
academic freedom. The Texas educator, in maingitia dignity of the profession, shall respect and
obey the law, demonstrate personal integrity, amanglify honesty and good moral character. The
Texas educator, in exemplifying ethical relationthwolleagues, shall extend just and equitable
treatment to all members of the profession. Theageducator, in accepting a position of publictfrus
shall measure success by the progress of eachstodlard realization of his or her potential as an
effective citizen. The Texas educator, in fulfifinesponsibilities in the community, shall cooperat
with parents and others to improve the public sthobthe community. (19 TAC 247.1(b))

Professional Standards

1. Professional Ethical Conduct, Practices, and PErmance
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Standard 1.1 The educator shall not intentionally, knowingly,recklessly engage in deceptive
practices regarding official policies of the schddtrict, educational institution, educator
preparation program, the Texas Education AgenctheState Board for Educator Certification
(SBEC) and its certification process.

Standard 1.2 The educator shall not knowingly misappropriateedi or use monies, personnel,
property, or equipment committed to his or her ghdor personal gain or advantage.

Standard 1.3 The educator shall not submit fraudulent requestsdimbursement, expenses, or
pay.

Standard 1.4 The educator shall not use institutional or pratesa privileges for personal or
partisan advantage.

Standard 1.5 The educator shall neither accept nor offer griatsiigifts, or favors that impair

professional judgment or to obtain special advantadyis standard shall not restrict the acceptance
of gifts or tokens offered and accepted openly fetadents, parents of students, or other persons

or organizations in recognition or appreciatiorsefvice.

Standard 1.6 The educator shall not falsify records, or direct@erce others to do so.
Standard 1.7 The educator shall comply with state regulationstten local school board
policies, and other state and federal laws.

Standard 1.8 The educator shall apply for, accept, offer, ofgasa position or a responsibility
on the basis of professional qualifications.

Standard 1.9 The educator shall not make threats of violermyzgrest school district employees,
school board members, students, or parents of stiside

Standard 1.10 The educator shall be of good moral charactera&ngorthy to instruct or
supervise the youth of this state.

Standard 1.11 The educator shall not intentionally or knowinghsrepresent his or her
employment history, criminal history, and/or didtipry record when applying for subsequent
employment.

Standard 1.12 The educator shall refrain from the illegal us@istribution of controlled
substances and/or abuse of prescription drugsoaiwinhalants.

Standard 1.13 The educator shall not consume alcoholic beveragesshool property or during
school activities when students are present.

2. Ethical Conduct toward Professional Colleagues

Standard 2.1 The educator shall not reveal confidential heattharsonnel information
concerning colleagues unless disclosure servesilandfessional purposes or is required by law.
Standard 2.2 The educator shall not harm others by knowingly imgikalse statements about a
colleague or the school system.

Standard 2.3 The educator shall adhere to written local schoakt policies and state and
federal laws regarding the hiring, evaluation, drsinissal of personnel.

Standard 2.4 The educator shall not interfere with a colleagwsrcise of political,
professional, or citizenship rights and responisied.

Standard 2.5 The educator shall not discriminate against or@@earcolleague on the basis of
race, color, religion, national origin, age, gendisability, family status, or sexual orientation.
Standard 2.6 The educator shall not use coercive means or peoafispecial treatment in order
to influence professional decisions or colleagues.

Standard 2.7 The educator shall not retaliate against any inddial who has filed a complaint
with the SBEC or provides information for a disaipky investigation or proceeding under this
chapter.
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3. Ethical Conduct toward Students

Standard 3.1 The educator shall not reveal confidential inforimatconcerning students unless
disclosure serves lawful professional purposes cequired by law.

Standard 3.2 The educator shall not intentionally, knowingly,recklessly treat a student or
minor in a manner that adversely affects or endartdpe learning, physical health, mental health,
or safety of the student or minor.
Standard 3.3 The educator shall not intentionally, knowingly,recklessly misrepresent facts
regarding a student.
Standard 3.4 The educator shall not exclude a student fromgipétiion in a program, deny
benefits to a student, or grant an advantage todeist on the basis of race, color, gender,
disability, national origin, religion, family staguor sexual orientation.
Standard 3.5 The educator shall not intentionally, knowingly,recklessly engage in physical
mistreatment, neglect, or abuse of a student oomin
Standard 3.6 The educator shall not solicit or engage in segoabluct or a romantic
relationship with a student.
Standard 3.7 The educator shall not furnish alcohol or illegafluthorized drugs to any person
under 21 years of age unless the educator is atparguardian of that child or knowingly allow
any person under 21 years of age unless the edusa@arent or guardian of that child to
consume alcohol or illegal/unauthorized drugs fithesence of the educator.
Standard 3.8 The educator shall maintain appropriate profesdieducator-student relationships
and boundaries based on a reasonably prudent edstandard.
Standard 3.9The educator shall refrain from inappropriate camioation with a student or
minor, including, but not limited to, electronicramunication such as cell phone, text messaging,
email, instant messaging, blogging, or other sowalvork communication. Factors that may be
considered in assessing whether the communicaimappropriate include, but are not limited to:
(i) the nature, purpose, timing, and amount of the conication;
(i) the subject matter of the communication;
(i) whether the communication was made openlyhereducator attempted to conceal the
communication;
(iv) whether the communication could be reasonatibrpreted as soliciting sexual contact or
a romantic relationship;
(v) whether the communication was sexually expleitd
(vi) whether the communication involved discussirf the physical or sexual attractiveness
or the sexual history, activities, preferencedaatasies of either the educator or the
student.
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Policies DH, DIA

Employees shall not engage in prohibited harassnmatiiding sexual harassment, of other employees o
students. While acting in the course of their emplent, employees shall not engage in prohibited
harassment of other persons including board membensiors, contractors, volunteers, or parents. A
substantiated charge of harassment will resultsaiplinary action.

Employees who believe they have been discriminatedtaliated against or harassed are encouraged to
promptly report such incidents to the campus ppakisupervisor, or appropriate district officiilthe
campus principal, supervisor, or district officglthe subject of a complaint, the employee shogprt

the complaint directly to the superintendent. A ptaint against the superintendent may be madettirec
to the board.

The district’s policy that includes definitions apbcedures for reporting and investigating
discrimination, harassment, and retaliation isirgpd below:

<<===> > < < < <?2@0@ A<
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Policies DF, DH, FFG, FFH

Sexual and other harassment of students by em@@redorms of discrimination and are prohibited by
law. Romantic or inappropriate social relationshpsnveen students and district employees are ptetlib
Employees who suspect a student may have expetdigmobibited harassment are obligated to report
their concerns to the campus principal or othergmpate district official. All allegations of prdbited
harassment of a student by an employee or adulbw/ileported to the student’s parents and promptly
investigated. An employee who knows of or suspeltilsl abuse must also report his or her knowledge o
suspicion to the appropriate authorities, as requny law. Se®eporting Suspected Child Abupage 40
andBullying, page 56 for additional information.

The district’s policy that includes definitions apbcedures for reporting and investigating harasgrof
students is reprinted below:

<<===> > < $P< < <?2@@ A<
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Policies DF, DG, DH, FFG, GRA

All employees are required by state law to repoyt suspected child abuse or neglect to a law
enforcement agency, Child Protective Servicesppra@priate state agency (e.g., state agency opgrati
licensing, certifying, or registering a facility)itvin 48 hours of the event that led to the suspicAbuse
is defined by SBEC and includes the following amtemissions:

Mental or emotional injury to a student or minaatthesults in an observable and material
impairment in the student’s or minor’'s developmégrrning, or psychological functioning;
Causing or permitting a student or minor to be gitaation in which the student or minor sustains
a mental or emotional injury that results in anaeslable and material impairment in the student’s
or minor’s development, learning, or psychologiteictioning;

Physical injury that results in substantial harnatstudent or minor, or the genuine threat of
substantial harm from physical injury to the stud@mminor, including an injury that is at variance
with the history or explanation given and excludamgaccident or reasonable discipline; or
Sexual conduct harmful to a student’s or minor'sitak emotional, or physical welfare.

Reports to Child Protective Services can be madec@mpus office or to the Texas Abuse Hotline {800
252-5400). State law specifies that an employee moaygelegate to or rely on another person to niiade
report.

Under state law, any person reporting or assistirige investigation of reported child abuse orleefis
immune from liability unless the report is maddad faith or with malicious intent. In additiongth
district is prohibited from retaliating against@mployee who, in good faith, reports child abuseeglect
or who participates in an investigation regardingaliegation of child abuse or neglect.

An employee’s failure to report suspected childsabnay result in prosecution as a Class A
misdemeanor. In addition, a certified employeeikifa to report suspected child abuse may result in
disciplinary procedures by SBEC for a violatiortloed Code of Ethics and Standard Practices for Texas
Educators.
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Employees who suspect that a student has beenyobenabused or neglected should also report their
concerns to the campus principal. This includedesits with disabilities who are no longer minors.
Employees are not required to report their cont@the principal before making a report to the
appropriate agency.

Reporting the concern to the principal does naegévelthe employee of the requirement to repod the
appropriate state agency. In addition, employeest mnoperate with investigators of child abuse and
neglect. Interference with a child abuse invesiogaby denying an interviewer’s request to intewig
student at school or requiring the presence ofrarp@r school administrator against the desirdb®f
duly authorized investigator is prohibited.

% 3 "

The district has established a plan for addressiilg sexual abuse, which may be accessed at
www.pisd.net As an employee, it is important for you to be esvaf warning signs that could indicate a
child may have been or is being sexually abusexu@eabuse in the Texas Family Code is definechgs a
sexual conduct harmful to a child’s mental, ematipor physical welfare as well as a failure to mak
reasonable effort to prevent sexual conduct withill. Anyone who suspects that a child has been or
may be abused or neglected has a legal respotysinililer state law for reporting the suspected @lous
neglect to law enforcement or to Child Protectieev&es (CPS).

Employees are required to follow the proceduresriesd above ilReporting Suspected Child Abuse

$ *
Policy CQ

The district’s technology resources, includingigtwork access to the Internet, are primarily for
administrative and instructional purposes. Limipedsonal use is permitted if the use:

Imposes no tangible cost to the district.
Does not unduly burden the district’'s computer etwork resources
Has no adverse effect on job performance or ondest’s academic performance

Electronic mail transmissions and other use otdlsbnology resources are not confidential and ean b
monitored at any time to ensure appropriate use.

Employees who are authorized to use the systemequéred to abide by the provisions of the accdptab
use policy and administrative procedures. Failaréd so can result in suspension of access orration
of privileges and may lead to disciplinary acti@mployees with questions about computer use arad dat
management can contact our Technology Directoxtab€06.
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Policy DH

Electronic media includes all forms of social mediach as text messaging, instant messaging, @héctr
mail (e-mail), Web logs (blogs), electronic forufehat rooms), video-sharing Web sites (e.g., Yo&jub
editorial comments posted on the Internet, andasoeitwork sites (e.g., Facebook, MySpace, Twitter,

LinkedIn). Electronic media also includes all forofgelecommunication such as landlines, cell pkpne
and Web-based applications.

As role models for the district’s students, empkxy/are responsible for their public conduct evearwh
they are not acting as district employees. Empleya# be held to the same professional standards i
their public use of electronic media as they areafoy other public conduct. If an employee’s use of
electronic media interferes with the employee’sigttio effectively perform his or her job dutigbge
employee is subject to disciplinary action, upnd ancluding termination of employment. If an emyde
wishes to use a social network site or similar raddr personal purposes, the employee is respanfibl
the content on the employee’s page, including cdrdgdded by the employee, the employee’s friends, o
members of the public who can access the employpegjs, and for Web links on the employee’s page.
The employee is also responsible for maintainingagy settings appropriate to the content.

An employee who uses electronic media for perspagloses shall observe the following:

The employee may not set up or update the emplsymasonal social network page(s) using the
district's computers, network, or equipment.

The employee shall not use the district’s logotbeo copyrighted material of the district without
express, written consent.

The employee continues to be subject to applicstlalie and federal laws, local policies,
administrative regulations, and the Code of Ethied Standard Practices for Texas Educators,
even when communicating regarding personal andf@imatters, regardless of whether the
employee is using private or public equipment, oofbcampus. These restrictions include:

o Confidentiality of student records. [See Policy FL]

o Confidentiality of health or personnel informatiomncerning colleagues, unless disclosure
serves lawful professional purposes or is requinethw. [See Policy DH (EXHIBIT)]

o Confidentiality of district records, including edator evaluations and private e-mail addresses.
[See Policy GBA]

o Copyright law [See Policy CY]

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

SeeUse of Electronic Media with Studenkelow, for regulations on employee communicatiatm
students through electronic media.
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Policy DH

A certified or licensed employee, or any other esyipé designated in writing by the superintenderat or
campus principal, may communicate through electraredia with students who are currently enrolled in
the district. The employee must comply with theysimns outlined below. All other employees are
prohibited from communicating with students who @neolled in the district through electronic media.

An employee is not subject to these provisionfieoeixtent the employee has a social or family
relationship with a student. For example, an emgayay have a relationship with a niece or neplew,
student who is the child of an adult friend, a stutdvho is a friend of the employee’s child, or ennber
or participant in the same civic, social, recraaipor religious organization.

The following definitions apply for the use of di@mic media with students:

Electronic mediancludes all forms of social media, such as tegssaging, instant messaging,
electronic mail (e-mail), Web logs (blogs), eledimforums (chat rooms), video-sharing Web sites
(e.g., YouTube), editorial comments posted on tiberhet, and social network sites (e.g.,
Facebook, MySpace, Twitter, LinkedliBlectronic medialso includes all forms of
telecommunication such as landlines, cell phoned Vdeb-based applications.
Communicateneans to convey information and includes a one-weaymunication as well as a
dialogue between two or more people. A public comication by an employee that is not targeted
at students (e.g., a posting on the employee’patsocial network page or a blog) is not a
communication however, the employee may be subject to disteigtilations on personal
electronic communications. SPersonal Use of Electronic Mediabove. Unsolicited contact

from a student through electronic means is naramunication

Certified or licensed employeeeans a person employed in a position requiringGBertification

or a professional license, and whose job duties maqyire the employee to communicate
electronically with students. The term includesstaom teachers, counselors, principals,
librarians, paraprofessionals, nurses, educatidiaghosticians, licensed therapists, and athletic
trainers.

An employee who uses electronic media to commumiadth students shall observe the following:

The employee may use any form of electronic meg@epttext messaging. Only a teacher,
trainer, or other employee who has an extracuarcdiity may use text messaging, and then only
to communicate with students who participate indkiacurricular activity over which the
employee has responsibility.

The employee shall limit communications to matteithin the scope of the employee’s
professional responsibilities (e.g., for classrdeachers, matters relating to class work,
homework, and tests; for an employee with an eutrazular duty, matters relating to the
extracurricular activity.

The employee is prohibited from knowingly commutireg with students through a personal
social network page; the employee must create araepsocial network page (“professional
page”) for the purpose of communicating with studemhe employee must enable administration
and parents to access the employee’s professiagal p

The employee shall not communicate directly witl student between the hours of 11:00 p.m.
and 5:00 a.m. An employee may, however, make ppoksts to a social network site, blog, or
similar application at any time.
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The employee does not have a right to privacy vadpect to communications with students and
parents.

The employee continues to be subject to applicstalie and federal laws, local policies,
administrative regulations, and the Code of Ethitd Standard Practices for Texas Educators,
including:

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

o Copyright law [Policy CY]

Prohibitions against soliciting or engaging in sgixtonduct or a romantic relationship with a
student. [See Policy DF]

Upon request from administration, an employee pvitivide the phone number(s), social network
site(s), or other information regarding the metlsdaf electronic media the employee uses to
communicate with any one or more currently-enrofiadlents.

Upon written request from a parent or studentgtin@loyee shall discontinue communicating with
the student through e-mail, text messaging, instegsaging, or any other form of one-to-one
communication.

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

% - $ /1 %/
Policy DBAA

Employees may be subject to a review of their arahhistory record information at any time during
employment. National criminal history checks basedan individual’'s fingerprints, photo, and other
identification will be conducted on certain emplegeand entered into the Texas Department of Public
Safety (DPS) Clearinghouse. This database providedistrict and SBEC with access to an employee’s
current national criminal history and updates ®employee’s subsequent criminal history.
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Policy DH

An employee must notify his or her principal or imdmate supervisor within three calendar days of any
arrest, indictment, conviction, no contest or gudtea, or other adjudication of any felony, ang ahthe
other offenses listed below:

Crimes involving school property or funds

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

Crimes that occur wholly or in part of school prager at a school-sponsored activity

Crimes involving moral turpitude

Moral turpitude includes the following:

Dishonesty

Fraud

Deceit

Theft

Misrepresentation

Deliberate violence

Base, vile, or depraved acts that are intendedotwase or gratify the sexual desire of the actor
Crimes involving any felony possession or conspitacpossess, or any misdemeanor or felony
transfer, sale, distribution, or conspiracy to $fan, sell, or distribute any controlled substance
Felonies involving driving while intoxicated (DWI)

Acts constituting abuse or neglect under the Té&eamily Code

1" !II #
Policies DH, DI

Paradise ISD is committed to maintaining an alcehnt drug-free environment and will not tolerdte t
use of alcohol and illegal drugs in the workpland at school-related or school-sanctioned actwibie or
off school property. Employees who use or are uttieinfluence of alcohol or illegal drugs as defirby
the Texas Controlled Substances Act during workiogrs may be dismissed. The district’s policy
regarding employee drug use follows:

<<===> > < $P< < <?20@ A<
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Policies DH, FNCD GKA

State law prohibits smoking or using tobacco presloa all district-owned property and at schooated
or school-sanctioned activities, on or off campittss includes all buildings, playground areas, payk
facilities, and facilities used for athletics arttier activities. Drivers of district-owned vehiclase
prohibited from smoking while inside the vehicleotides stating that smoking is prohibited by lawd an
punishable by a fine are displayed in prominentgsdan all school buildings.

9 9 1 $
Policy CAA

All employees should act with integrity and diligenin duties involving the district’s financial cagces.
The district prohibits fraud and financial impragtsi, as defined below. Fraud and financial impregyri
include the following:

Forgery or unauthorized alteration of any docunoergccount belonging to the district
Forgery or unauthorized alteration of a check, banalt, or any other financial document
Misappropriation of funds, securities, suppliesptirer district assets including employee time
Impropriety in the handling of money or reportinigdestrict financial transactions
Profiteering as a result of insider knowledge atuilct information or activities

Unauthorized disclosure of confidential or pro@rgtinformation to outside parties
Unauthorized disclosure of investment activitiegaged in or contemplated by the district
Accepting or seeking anything of material valuarircontractors, vendors, or other persons
providing services or materials to the district

Destroying, removing, or inappropriately using nelsp furniture, fixtures, or equipment
Failing to provide financial records required bgtstor local entities

Failure to disclose conflicts of interest as regdiby policy

Any other dishonest act regarding the financefefdistrict

% 1
Policy DBD

Employees are required to disclose to their supenany situation that creates a potential condlict
interest with proper discharge of assigned dutinesrasponsibilities or creates a potential conbict
interest with the best interests of the distri¢tisTincludes the following:

A personal financial interest

A business interest

Any other obligation or relationship
Nonschool employment
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Policy DBD

Employees may not accept gifts or favors that canfldence, or be construed to influence, the
employee’s discharge of assigned duties. The aacegptof a gift, favor, or service by an adminisiratr
teacher that might reasonably tend to influencesétection of textbooks, electronic textbooks,
instructional materials or technological equipmmaty result in prosecution of a Class B misdemeanor
offense. This does not include staff developmeagchier training, or instructional materials sucmags
or worksheets that convey information to studentsontribute to the learning process.

% $
Policy EFE

Employees are expected to comply with the provsioinfederal copyright law relating to the
unauthorized use, reproduction, distribution, paniance, or display of copyrighted materials (peinted
material, videos, computer data and programs,. &teftronic media, including motion pictures artles
audiovisual works, are to be used in the classrfmnimstructional purposes only. Duplication arebt
used in the classroom for educational purposes @nlplication or backup of computer programs and
data must be made within the provisions of the pase agreement.

% %
Policy DG

The Board or any employee may not directly or ieclity require or coerce an employee to make a
contribution to a charitable organization or inp@sse to a fund-raiser. Employees cannot be retjtore
attend a meeting called for the purpose of satigitharitable contributions. In addition, the Boardany
employee may not directly or indirectly requirecoerce an employee to refrain from making a
contribution to a charitable organization or inp@sse to a fund raiser or attending a meetingaétie
the purpose of soliciting charitable contributions.

n # n
Policy DGA

The district will not directly or indirectly discoage employees from participating in political aeor
require any employee to join any group, club, cotte®mj organization, or association. Employees may
join or refuse to join any professional associatorganization.

An individual’'s employment will not be affected byembership or a decision not to be a member of any
employee organization that exists for the purpdstealing with employers concerning grievancesptab
disputes, wages, rates of pay, hours of employneempnditions of work.

Use of district resources including work time falipcal activities is prohibited.
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Policy CKseries

The district has developed and promotes a compsaheprogram to ensure the safety of its employees,
students, and visitors. The safety program inclgiedelines and procedures for responding to
emergencies and activities to help reduce the &eqy of accidents and injuries. To prevent or miném
injuries to employees, coworkers, and studentsaiprotect and conserve district equipment, empsye
must comply with the following requirements:

Observe all safety rules.

Keep work areas clean and orderly at all times.

Immediately report all accidents to their superxiso

Operate only equipment or machines for which theyehtraining and authorization.

Employees with questions or concerns relating tetggrograms and issues can contact the
Superintendent.

# 9 )
Policies FNCG, GKA

Employees, visitors, and students are prohibitedhfbringing firearms, knives, clubs or other prateit
weapons onto school premises (i.e., building otipof a building) or any grounds or building waex
school-sponsored activity takes place. To enswadfety of all persons, employees who observe or
suspect a violation of the district's weapons posbould report it to their supervisor or call 911
immediately.

) 1

Policy GKC

All visitors are expected to enter any districtiliagcthrough the main entrance and sign in or repo the
building’s main office. Authorized visitors will ceive directions or be escorted to their destimatio
Employees who observe an unauthorized individuaherdistrict premises should immediately direa hi
or her to the building office or contact the adrsirator in charge.
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Policy CKA

The district is committed to providing a safe eowiment for employees. An accredited management
planner has developed an asbestos managemenbplkeach school. A copy of the district’'s management
plan is kept in the Central Administration officedais available for inspection during normal busse
hours.

# %
Policies CLB, DI

Employees are prohibited from applying any peséi@d herbicide without appropriate training anapri
approval of the integrated pest management (IPMjdinator. Any application of pesticide or herbeid
must be done in a manner prescribed by law andigtiect’s integrated pest management program.

Notices of planned pest control treatment will lbsted in a district building 48 hours before tleatment
begins. Notices are generally located at the eo¢rahthe buildings and/or in the main office. tiddion,
individual employees may request in writing to lmtifred of pesticide applications. An employee who
requests individualized notice will be notified t&yephone, written or electric means. Pest control
information sheets are available from campus ppisior facility managers upon request.

General Procedures

%

The district may close schools because of bad weathemergency conditions. When such conditions
exist, the Superintendent will make the officiat&n concerning the closing of the district’sifiéies.
When it becomes necessary to open late, to retadents early, or to cancel school, district cdfecwill
be notified through thALERT NOW phone system. Also, all local TV channels aréfieot

&
Policies CKCCKD

All employees should be familiar with the safetggadures for responding to a medical emergency and

the evacuation diagrams posted in their work arfeasergency drills will be conducted to familiarize
employees and students with safety and evacuataregures. Eactampus is equipped with an
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automatic external defibrillator. Fire extinguishare located throughout all district buildings. [toyees
should know the location of these devices and ghoes for their use.

# #
Policy CH

All requests for purchases must be submitted t€Catral Administration Office on an official distr
purchase order (PO) form with the appropriate apgdrsignatures. No purchases, charges, or
commitments to buy goods or services for the dist@an be made without a PO number. The distrilit wi
not reimburse employees or assume responsibilitpdochases made without authorization. Employees
are not permitted to purchase supplies or equipfieemersonal use through the district’'s busindfiseo
Contact Pam Jones, Bookkeeper for additional in&bion on purchasing procedures.

+ n %

It is important that employment records be keptaidate. Employees must notify the Central
Adminsitration office if there are any changes arections to their name, home address, contact
telephone number, marital status, emergency cqraabeneficiary. The form to process a change in
personal information can be obtained from CindyeytaHuman Resources.

# *
Policy GBA

Most district records, including personnel recoats, public information and must be released upon
request. Employees may choose to have the follopgamgonal information withheld:

Address

Phone number

Social Security number

Information that reveals whether they have famignmivers
Emergency contact information

The choice to not allow public access to this infation may be made at any time by submitting atenit

request to Human Resources. New or terminating @yepk have 14 days after hire or termination to
submit a request. Otherwise, personal informatidhbe released to the public.
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%

No shorts may be worn in the classroom.

No jeans may be worn except on specially designddys.

No tennis shoes unless medically required.

No beards or goatees. Neatly trimmed mustachiebevallowed.
Have a neat and professional appearance at &tim

No visible tattoos.

8
Policies DGA, GKD

Employees who wish to use district facilities aiehool hours must follow established procedurés. T
Central Office is responsible for scheduling the atfacilities after school hours. Contact Cindgl&y to
request to use school facilities and to obtainrmgation on the fees charged.
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Termination of Employment

*

Policy DFE

Contract EmployeesContract employees may resign their position withpmnalty at the end of any
school year if written notice is received 45 dagobe the first day of instruction of the followisghool
year. A written notice of resignation should bemiited to the Superintendent. Contract employeegs ma
resign at any other time only with the approvalha superintendent or the board of trustees. Rasgn
without consent may result in disciplinary actiontbe State Board for Educator Certification (SBEC)

The superintendent will notify SBEC when an empyesigns and reasonable evidence exists to irdicat
that the employee has engaged in any of the atesllinReports to the State Board for Educator
Certificationon page 53.

Noncontract EmployeedNoncontract employees may resign their positicangttime. A written notice
of resignation should be submitted to Superintehdeleast two weeks prior to the effective date.
Employees are encouraged to include the reasomsdang in the letter of resignation but are not
required to do so.

+ = 9 & $
Policies DFAA, DFAB, DFBA, DFBB, DFD, DFF

Employees on probationary, term, and continuingreats can be dismissed during the school year
according to the procedures outlined in distridigi@s. Employees on probationary or term contraets

be nonrenewed at the end of the contract term.r@aremployees dismissed during the school year,
suspended without pay, or subject to a reductidorite are entitled to receive notice of the recanded
action, an explanation of the charges against tla@ch an opportunity for a hearing. The time lined a
procedures to be followed when a suspension, tetoim or nonrenewal occurs will be provided when a
writ ten notice is given to an employee. Advanc#fization requirements do not apply when a corttrac
employee is dismissed for failing to obtain or nbaiim appropriate certification or whose certificatiis
revoked for misconduct. Information on the timeeBrand procedures can be found in the DF series
policies that are provided to employees or arelabig on line.

+ & $
Policy DCD

Noncontract employees are employed at will and beaglismissed without notice, a description of the
reasons for dismissal, or a hearing. It is unlaidulhe district to dismiss any employee for reesof
race, color, religion, gender, national origin, adjgability, military status, genetic informaticamy other
basis protected by law, or in retaliation for tixereise of certain protected legal rights. Noncacttr
employees who are dismissed have the right to gtie® termination. The dismissed employee must
follow the district process outlined in this handkavhen pursuing the grievance. (Ssemplaints and
Grievancespage 35.)

52



&3 1 = #
Policies DC and CY

Exit interviews will be scheduled for all employdeaving the district. Information on the continoatof
benefits, release of information, and proceduresdquesting references will be provided at thiseti
Separating employees are asked to provide theadisith a forwarding address and phone number and
complete a questionnaire that provides the distittt feedback on his or her employment experieAdle.
district keys, books, property including intellegkproperty, and equipment must be returned upon
separation from employment.

* & %
Policy DF

The dismissal or resignation of a certified emptoyell be reported to SBEC when the Superintendent
first learns about an alleged incident of condbat tnvolves the following:

A reported criminal history

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

Soliciting or engaging in sexual conduct or a rotitarelationship with a student or minor
The possession, transfer, sale, or distributioam odntrolled substance

The illegal transfer, appropriation, or expenditafeschool property or funds

An attempt by fraudulent or unauthorized meanddtaia or alter any certificate or permit that
would entitle the individual to a professional imsi or to receive additional compensation
associated with a position

Committing a crime on school property or at a s¢isponsored event

Violating assessment instrument security procedures

* % % !

The district is required to report the terminatadremployees that are under court order or writ of
withholding for child support or spousal maintenate the court and the individual receiving thesup
(Texas Family Code 88.210, 158.211). Notice offthiewing must be sent to the court and support
recipient:

Termination of employment not later than the selvelaty after the date of termination
Employee’s last known address
Name and address of the employee’s new employkenpiivn
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Student Issues

& &
Policies FB, FFH

Paradise ISD does not discriminate on the basiaa#f, color, religion, national origin, gender, or
disability in providing education services, acie#, and programs, including vocational programs, i
accordance with Title VI of the Civil Rights Act @B64, as amended; Title IX of the Educational
Amendments of 1972; and Section 504 of the Reltatidh Act of 1973, as amended.

Select the appropriate paragraph for your districom the two that follow.

Questions or concerns about discrimination of sttglbased on any of the reasons listed above sheuld
directed to Mrs. Patti Seckman.

*

Policy FL

Student records are confidential and are protefcbed unauthorized inspection or use. Employeesishou
take precautions to maintain the confidentialityabfstudent records. The following people aredhby
people who have general access to a student’sdscor

Parents: Married, separated, or divorced unlessnparrights have been legally terminated and the
school has been given a copy of the court orderiteting parental rights

The student (if 18 or older or emancipated by atjou

School officials with legitimate educational intste

The student handbook provides parents and studathtsletailed information on student records. Peren
or students who want to review student records Ishmel directed to the campus principals for asscsa

# %
Policy FNG

In an effort to hear and resolve parent and studemiplaints in a timely manner and at the lowest
administrative level possible, the board has adbptderly processes for handling complaints orediht
issues. Any campus office or the superintenderitiseocan provide parents and students with infdroma
on filing a complaint.

Parents are encouraged to discuss problems or aortgoWith the teacher or the appropriate admististr
at any time. Parents and students with complanatisdannot be resolved to their satisfaction shbeld
directed to the campus principal. The formal conmplarocess provides parents and students with an
opportunity to be heard up to the highest levehahagement if they are dissatisfied with a prin&pa
response.
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Policy FFAC

Only designated employees can administer presgniptiedication, nonprescription medication, and
herbal or dietary supplements to students. A stimtao must take medication during the school dagtmu
bring a written request from his or her parent tremedicine in its original, properly labeled cner.
Contact the principal or school nurse for inforraaton procedures that must be followed when
administering medication to students.

$
Policies DH, FFAC

District employees are prohibited by state law fiemowingly selling, marketing, or distributing aetkry
supplement that contains performance-enhancing cangs to a student with whom the employee has
contact as part of his or her school district dutla addition, employees may not knowingly endanse
suggest the ingestion, intranasal applicationnbaliation of a performance-enhancing dietary suppie
to any student.

#9$
Policy FFAC

A psychotropic drug is a substance used in thendisig, treatment, or prevention of a disease ar as
component of a medication. It is intended to havaltering effect on perception, emotion, or bebavi
and is commonly described as a mood- or behavieriad) substance.

District employees are prohibited by state law frdmmng the following:

Recommending that a student use a psychotropic drug

Suggesting a particular diagnosis

Excluding from class or school-related activitytadent whose parent refuses to consent to a
psychiatric evaluation or to authorize the admraisdn of a psychotropic drug to a student

%
Policies in the FN series and FO series

Students are expected to follow the classroom yaeke®pus rules, and rules listed in the Student
Handbook and Student Code of Conduct. Teachera@dméhistrators are responsible for taking
disciplinary action based on a range of discipiimeEnagement strategies that have been adopted by the
district. Other employees that have concerns abgairticular student’s conduct should contact the
classroom teacher or campus principal.

Policy FEB
Teachers and staff should be familiar with theratiss policies and procedures for attendance acting.

These procedures require minor students to hawenfadiconsent before they are allowed to leave camp
When absent from school, the student upon returtwirsghool, must bring a note signed by the pateait
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describes the reason for the absence. These reguite are addressed in campus training and in the
student handbook. Contact the campus principaddditional information.

$
Policy FFI

All employees are required to report student compdaof bullying to the campus principal. The dists
policy includes definitions and procedures for mipg and investigating bullying of students and is
reprinted below:

<<===> > < $P< < <?2@@ A<

-2
Policy FNCC

Students must have prior approval from the prifaypa@esignee for any type of “initiation rites” af
school club or organization. While most initiatiotes are permissible, engaging in or permittingzimg”

is a criminal offense. Any teacher, administratwremployee who observes a student engaged inoamy f
of hazing, who has reason to know or suspect teaident intends to engage in hazing, or has edgage
hazing must report that fact or suspicion to th&gteated campus administrator.
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