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Introduction

The purpose of this handbook is to provide infororathat will help with questions and
pave the way for a successful year. Not all dispaicies and procedures are included.
Those that are have been summarized. Suggestioadddions and improvements to
this handbook are welcome and may be sent to Brgama.

This handbook is neither a contract nor a substitut the official district policy manual.
Nor is it intended to alter the at-will status @incontract employees in any way. Rather,
it is a guide to and a brief explanation of digtgolicies and procedures related to
employment. These policies and procedures can ehangny time; these changes shall
supersede any handbook provisions that are not atohgwith the change. For more
information, employees may refer to the policy cotteat are associated with handbook
topics, confer with their supervisor, or call thmoeopriate district office. District policies
are maintained in the administration office.



District information

Description of the District

Grandview-Hopkins ISD is a small, rural school destiocated in the southwest corner
of Gray County in the Texas Panhandle. The schgtiict is the result of a merger
between Grandview ISD and Hopkins ISD. The schiselficonsist of three classrooms,
an art room, a library, a gymnasium, a cafetend, administrative offices.

Mission statement, goals, and objectives
Policy AE

The mission of the Grandview-Hopkins ISD will bepimvide students with an
educational environment possessing the followingpattes: care, warmth,
understanding, fairness, integrity, consistencsiovi, guidance, patience, direction,
value, discipline, independent thinking, and othesitive characteristics which define a
successful individual.

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

Texas law grants the board of trustees the powgovern and oversee the management
of the district’s schools. The board is the poliogking body within the district and has
overall responsibility for the curriculum, schoakes, annual budget, employment of the
superintendent and other professional staff, aaitittas. The board has complete and
final control over school matters within limits aslished by state and federal law and
regulations.

The board of trustees is elected by the citizernth®tistrict to represent the commu-
nity’'s commitment to a strong educational programthe district’s children. Trustees
are elected annually by an at-large election anedhree-year terms. Trustees serve
without compensation, must be registered voters namst reside in the district.

Current board members include: Marshall Hopkinsskient; Greg Acker, Vice
President; Ryan Davis Secretary; Dannin Irlbeckd@/Ritter, and Dirk Robison

The board usually meets second Tuesday of eachhm®pécial meetings may be called
when necessary. A written notice of regular andisppeneetings will be posted at the
front door of the school at least 72 hours befbeescheduled meeting time. The written
notice will show the date, time, place, and sulsj@fteach meeting. In emergencies, a
meeting may be held with a two-hour notice.

All meetings are open to the public. In certairgimstances, Texas law permits the
board to go into a closed session from which tHdipand others are excluded. Closed
session may occur for such things as discussingppative gifts or donations, real-prop-
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erty acquisition, certain personnel matters ineigdemployee complaints, security mat-
ters, student discipline, or consulting with ateys regarding pending litigation.

Board Meeting Schedule

The regular school board meetings will be heldrenZ® Tuesday of each month at 7:00
pm central time.

Administration

Bryan Hanna is the Superintendent and PrincipalfeiGrandview-Hopkins
Independent School District.

From time to time, employees have questions oremsc The employee is encouraged
to contact Bryan Hanna.

School Calendar
Helpful Contacts

School Directory

Employment

Equal employment opportunity
Policies DAA, DIA

The Grandview-Hopkins ISD does not discriminateimgjaany employee or applicant for
employment because of race, color, religion, sakpnal origin, age, disability, military
status, or on any other basis prohibited by lawpByment decisions will be made on
the basis of each applicant’s job qualificationgegience, and abilities.

Employees with questions or concerns relating $ordnination on any of the basis listed
above should contact Bryan Hanna.

Job vacancy announcements
Policy DC

Announcements of job vacancies by position andtiocare distributed on a regular
basis and posted at the administration office.



Employment after retirement

Individuals receiving retirement benefits from fheacher Retirement System (TRS) may
be employed in limited circumstances on a fullpart-time basis without affecting their
benefits, according to TRS rules and state lawailset information about employment
after retirement is available in the TRS publicafiomployment After Retirement.
Employees can contact TRS for additional infornratiy calling 800-223-8778 or 512-
542-6400. Information is also available on the TW&b Site (www.trs.state.tx.us).

Contract and noncontract employment
Policies DC, DCA, DCB, DCC, DCD, DCE

State law requires the district to employ all fiuthe professional employees in positions
requiring a certificate from State Board for Edacatertification (SBEC) and nurses
under probationary, term, or continuing contraérsployees in all other positions are
employed at-will or by a contract that is not sebge the procedures for nonrenewal or
termination under Chapter 21 of the Texas Educdfiode. The paragraphs that follow
provide a general description of the employmerdragements used by the district.

Probationary contracts

Nurses and full-time professional employees nethéadistrict and employed in
positions requiring SBEC certification must recedvprobationary contract during their
first year of employment. Former employees whohared after at least a two-year lapse
in district employment also may be employed by ptmmary contract. Probationary
contracts are one-year contracts. The probatigmenipd for those who have been
employed as a teacher in public education foratléve of the eight years preceding
employment with the district may not exceed onestlear. For those with less experi-
ence, the probationary period will be three sclyealrs (i.e., three one-year contracts)
with an optional fourth school year if the boardedmines it is doubtful whether a term
or continuing contract should be given.

Term and Continuing Contracts

Full-time professionals employed in positions lieqg certification and nurses will be
employed by term or continuing contracts after thaye successfully completed the
probationary period. Administrators are employedarmmulti-year term contracts. The
terms and conditions of employment are detailethéncontract and employment
policies. All employees will receive a copy of theontract and employment policies.

Noncertified professional and administrative employees

Employees in professional and administrative pmsstthat do not require SBEC
certification (such as noninstructional adminigira} are not employed by contract.



Employment is not for any specified term and maydmminated at any time by either the
employee or the district.

Paraprofessional and auxiliary employees

All paraprofessional and auxiliary employees, rdtgss of certification, are employed
at will and not by contract. Employment is not &y specified term and may be
terminated at any time by either the employee ediltrict.

Searches and alcohol and drug testing
Policy DHE

Noninvestigatory searches in the workplace, inclgdiccessing an employee’s desk, file
cabinets, or work area to obtain information neddedisual business purposes may
occur when an employee is unavailable. Thereforgl@yees are hereby notified that
they have no legitimate expectation of privacyhiose places. In addition, the district
reserves the right to conduct searches when thesasonable cause to believe a search
will uncover evidence of work-related misconduaicl an investigatory search may
include drug and alcohol testing if the suspeciethtion relates to drug or alcohol use.
The district may search the employee, the emplsyge’sonal items, work areas,
including district-owned computers, lockers, anidgte vehicles parked on district
premises or work sites or used in district business

Employees required to have a commercial drivecarise. Any employee whose duties
require a commercial driver’s license (CDL) is ®dbjto drug and alcohol testing. This
includes all drivers who operate a motor vehiclgigiged to transport 16 or more people,
counting the driver; drivers of large vehiclesgdoivers of vehicles used in the
transportation of hazardous materials. Teachees;has, or other employees who
primarily perform duties other than driving are g@ab to testing requirements when their
duties include driving.

Drug testing will be conducted before an individassumes driving responsibilities.
Alcohol and drug tests will be conducted if reasdeauspicion exists, at random, when
an employee returns to duty after engaging in ftdd conduct, and as a follow-up
measure. Testing may be conducted following actsdéeturn-to-duty and follow-up
testing will be conducted if an employee who hadated the prohibited alcohol conduct
standards or tested positive for alcohol or drggalowed to return to duty.

All employees required to have a CDL or who is othge subject to alcohol and drug
testing will receive a copy of the district’s pgljche testing requirements, and detailed
information on alcohol and drug abuse and the alsgiity of assistance programs.
Employees with questions or concerns relating¢oladl and drug policies and related
educational material should contact Bryan.

First aid, CPR, and AED certification



Policies DBA, DMA

Certain employees who are involved in physicah@ads for students must maintain and
submit to the district proof of current certifiaatiin first aid, cardiopulmonary
resuscitation (CPR), and the use of an automatteaireat defibrillator (AED).
Certification must be issued by the American Reds€ythe American Heart
Association, or another organization that provieggivalent training and certification.
Employees subject to this requirement must suldmit tertification to Bryan Hanna.

Reassignments and transfers
Policy DK

All personnel are subject to assignment and reasggt by the superintendent when the
superintendent determines that the assignmenassignment is in the best interest of
the district. Reassignment is a transfer to angtbsition, department, or facility that
does not necessitate a change in the employmetractrCampus reassignments must
be approved by the principal at the receiving casrgcept when reassignments are due
to enrollment shifts or program changes. Extracutar or supplemental duty
assignments may be reassigned at any time unlesd@curricular or supplemental duty
assignment is part of a dual-assignment contranpl&ees who object to a reassign-
ment may follow the district process for employeenplaints as outlined in this hand-
book and district policy DGBA (Local).

Workload and work schedules
Policies DEA, DL

Professional employees. Professional and administrative employees are pkéom
overtime pay and are employed on a 10-, 11-, anbBth basis, according to the work
schedules set by the district. A school calendad@pted each year designating the work
schedule for teachers and all school holidays.deatf work schedules including

required days of service and scheduled holidaylsbeitistributed each school year.

Classroom teachers will have planning periodsrstructional preparation, including
conferences. The schedule of planning periodstiatdbe campus level but must provide
at least 450 minutes within each two-week periodlatks not less than 45 minutes.
Teachers and librarians are entitled to a duty{iraeh period of at least 30 minutes. The
district may require teachers to supervise studdumtsg lunch one day a week when no
other personnel are available.

Par aprofessional and auxiliary employees. Support employees are employed at will
and will be notified of the required duty days,ibals, and hours of work for their posi-
tion on an annual basis. Paraprofessional andiatyxémployees are not exempt from
overtime and are not authorized to work in excéslear assigned schedule without
prior approval from their supervisor.
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Notification of parents regarding qualifications
Policies DK, DBA

In schools receiving Title | funds, the districrexjuired by the No Child Left Behind Act
(NCLB) to notify parents at the beginning of eachaol year that they may request
information regarding the professional qualificasmf their child’s teacher. NCLB also
requires that parents be notified if their child l@en assigned, or taught for four or
more consecutive weeks by, a teacher who is nbtyhgualified.

Texas law also requires that parents be notifigkdair child is assigned for more than 30
consecutive instructional days to a teacher whe da¢ hold an appropriate teaching
certificate. This notice is not required if parémtatification under NCLB is sent.
Inappropriately certified or uncertified teacherslude individuals serving with an
emergency permit (including individuals waitingtédke the EXCET exam) or individuals
who do not hold any certificate or permit. Informoatrelating to teacher certification

will be made available to the public upon request.

Employees who have questions about their certiinagtatus can call Bryan Hanna.

Outside employment and tutoring
Policy DBD

Employees are required to disclose in writing ®itimmediate supervisor any outside
employment that may create a potential confliahtérest with their assigned duties and
responsibilities or the best interest of the distiSupervisors will consider outside
employment on a case-by-case basis and determiegherhit should be prohibited
because of a conflict of interest.

Performance evaluation
Policies DN, DNA, DNB

Evaluation of an employee’s job performance ism@tiooous process that focuses on
improvement. Performance evaluation is based angrloyee’s assigned job duties and
other job-related criteria. All employees will gaipate in the evaluation process with
their assigned supervisor at least annually. Wrigealuations will be completed on
forms approved by the district. Reports, correspoied, and memoranda also can be
used to document performance information. All ergpés will receive a copy of their
written evaluation, have a performance conferenitie threir supervisor, and get the
opportunity to respond to the evaluation.

Employee involvement
Policies BQA, BQB
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At both the campus and district levels, Grandvieapkins ISD offers opportunities for
input in matters that affect employees and infleetine instructional effectiveness of the
district. As part of the district’s planning andcaagon-making process, employees are
elected to serve on district- or campus-level amlyicommittees. Plans and detailed
information about the shared decision-making preees available in the office.

Staff Development
Policy DMA

Staff development activities are organized to nieetheeds of employees and the
district. Staff development for instructional pamsel is predominantly campus-based,
related to achieving campus performance objectagdressed in the campus improve-
ment plan, and approved by a campus-level advisomymittee. Staff development for
noninstructional personnel is designed to meetipdéicensing requirements (e.g., bus
drivers) and continued employee skill development.

Individuals holding renewable SBEC certificates rmgponsible for obtaining the
required training hours and maintaining appropréiieumentation.

Compensation and benefits

Salaries, wages, and stipends
Policy DEA

Employees are paid in accordance with adminiseajividelines and a pay structure
established for each position. The district’'s pkanp are reviewed by the administration
each year and adjusted as needed. All districtipasiare classified as exempt or nonex-
empt according to federal law. Professional andiadtnative employees are generally
classified as exempt and are paid monthly salafiesy are not entitled to overtime com-
pensation. Other employees are generally classaBatbnexempt and are paid an hourly
wage or salary and receive compensatory time atiowe pay for each overtime hour
worked beyond 40 in a workweek.

All employees will receive written notice of th@ay and work schedules before the start
of each school year. Classroom teachers, full-tibrarians, full-time nurses, and full-
time counselors will be paid no less than the murmstate salary schedule. Contract
employees who perform extracurricular or supplerahities may be paid a stipend in
addition to their salary according to the distsaXtra-duty pay schedule.

Employees should contact William D. Cook Jr. forrmmmformation about the district’s
pay schedules or their own pay.
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Annualized compensation
Policy DEA

The district pays all salaried employees over 1atmoregardless of the number of
months employed during the school year. Salariepl@yees will be paid in equal
monthly or bimonthly payments, beginning with tivstfpay period of the school year.

An employee, who separates from service beforéagteday of instruction or retires
under TRS, will receive in his or her final payckea lump sum payment for wages actu-
ally earned from the beginning of the school yeaht date of separation. Employees
that separate after the last day of instructioh eaihtinue to receive paychecks through
the end of the summer.

Paychecks

All professional and salaried employees are paidthip. An employee’s payroll
statement contains detailed information includieduttions, withholding information,
and the amount of leave accumulated.

Payroll Deductions
Policy CFEA

Automatic payroll deductions for the Teacher Retieat System of Texas (TRS) and
federal income tax are required for all full-tima@oyees. Medicare tax deductions also
are required for all employees hired after March1®86. Temporary and part-time
employees who are not eligible for TRS membershigtrhave their Social Security con-
tributions deducted.

Other payroll deductions employees may elect ireldeductions for the employee’s
share of premiums for health, dental, life, andovisnsurance; annuities; and higher
education savings plans. Employees also may regagstll deduction for payment of
membership dues to professional organizations hadtable. Salary deductions are
automatically made for unauthorized or unpaid leave

Overtime Compensation
Policy DEA

The district compensates overtime for nonexemptleyeps in accordance with federal
wage and hour laws. Only nonexempt employees (hamlployees and paraprofessional
employees) are entitled to overtime compensatiameXdempt employees are not
authorized to work beyond their normal work schedwuithout advance approval from
their supervisor.

Overtime is legally defined as all hours workeextess of 40 hours in a work week and
is not measured by the day or by the employee'slaegvork schedule. Nonexempt
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employees that are paid on a salary basis aref@aad40-hour workweek and do not
earn additional pay unless they work more thanalfr$ For the purpose of calculating
overtime, a workweek begins at 12:01 a.m. Satuathalyends at midnight Friday.

Employees may be compensated for overtime at timeaahalf rate with compensatory
time off (comp time) or direct pay. The followinglies to all nonexempt employees:

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 requibktsupervisor approval as
workload permits, or at the supervisor’s direction.

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

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

Travel Expense Reimbursement
Policy DEE

Before any travel expenses are incurred by an eraplahe employee’s supervisor must
give approval. For approved travel, employees balreimbursed for mileage and other
travel expenditures according to the current rebeedule established by the district.
Employees must submit receipts, to the extent ptesso be reimbursed for expenses
other than mileage. Travel not approved by the sofgedent prior to the trips will be at
the employee’s personal expense.

Health, Dental, and Life Insurance
Policy CRD

Group health insurance coverage is provided thrdug8-ActiveCare, the statewide
public school health insurance program. The digrmontribution to employee insurance
premiums is determined annually by the board cftéess. Employees eligible for health
insurance coverage include the following:

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

TRS retirees and employees who are not contribdtR§ members that are regularly
scheduled to work less than 10 hours per weekdareligible 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 epmliment each spring. Detailed
descriptions of insurance coverage, employee aostgeligibility requirements are pro-
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vided to all employees in a separate booklet. Egyg@e should contact Bryan Hanna for
more information.

Supplemental Insurance Benefits
Policy CRD

At their own expense, employees may enroll in seimgintal insurance programs for
dental, vision, supplemental life, catastrophicals, disability. Premiums for these
programs can be paid by payroll deduction. Emplsyd®uld contact Bryan Hanna for
more information.

Cafeteria Plan Benefits (Section 125)

Employees may be eligible to participate in thegBaia Plan (Section 125) and, under
IRS regulations, must either accept or rejectlbeisefit. This plan enables eligible
employees to pay certain insurance premiums oetaybasis (i.e., disability, accidental
death and dismemberment, cancer and dread diskagal and additional term life
insurance). A third-party administrator handles Eyge claims made on these accounts.

New employees must accept or reject this benefinduheir first month of employment.
All employees must accept or reject this benefianrannual basis and during the speci-
fied time period.

Workers’ Compensation Insurance
Policy CRE

The district, in accordance with state law, prosigerkers’ compensation benefits to
employees who suffer a work-related illness orimjiged on the job. The district has
workers’ compensation coverage from Claims Admiaiste Service effective
09/01/2008. Benefits help pay for medical treatna make up for part of the income
lost while recovering. Specific benefits are préssut by law depending on the
circumstances of each case.

All work-related accidents or injuries should bpaded immediately to Bryan Hanna.
Employees who are unable to work because of a waddted injury will be notified of
their rights and responsibilities under the Texabdr Code.

Unemployment compensation insurance
Policy CRF

Employees who have been laid off or terminatedughono fault of their own may be
eligible for unemployment compensation benefits pieryees are not eligible to collect
unemployment benefits during regularly scheduleshks in the school year or the
summer months if they have employment contracteasonable assurance of returning
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to service. Employees with questions about unenmpémyt benefits should contact Bryan
Hanna.

Teacher Retirement
Policy DEG

All personnel employed on a regular basis for asiéour and one-half months are
members of the Teacher Retirement System of TEXS). Substitutes not receiving
TRS service retirement benefits who work at le@stl&ys a year are also eligible for
TRS membership and to purchase a year of credisglece. TRS provides members
with an annual statement of their account showlhdegposits and the total account bal-
ance for the year ending August 31, as well assimate of their retirement benefits.

Employees who plan to retire under TRS should nGtRS as soon as possible.
Information on the application procedures for TRAdfits is available from TRS at
Teacher Retirement System of Texas, 1000 Red Ritreet, Austin, TX 78701-2698, or
call 800-223-8778 or 512-542-6400. TRS informaimalso available on the Web
(www.trs.state.tx.us).

Leaves and absences
Policy DEC

The district offers employees paid and unpaid lsafeabsence in times of personal
need. This handbook describes the basic typeseé lavailable and restrictions on
leaves of absence. Employees who have personas tiesgtdwill require long leaves of
absence should call Bryan Hanna for counseling tleave options, continuation of
benefits, and communicating with the district.

Employees who take an unpaid leave of absence or@inae their insurance benefits at
their own expense. Health care benefits for emm@eymn leave authorized under the
Family and Medical Leave Act will be paid by thetdict as they were when they were
working. Otherwise, the district does not make lfiegentributions for employees who
are on unpaid leave.

Employees must follow district and department enpas procedures to report or request
any leave of absence and complete the appropeate request form. Any employee
who is absent more than 5 days because of a pémofaily illness must submit a
medical certification from a qualified health c@revider confirming the specific dates

of the iliness, the reason for the iliness, and+h@ncase of personal illness—the
employee’s fitness to return to work.

Personal and local sick leave is earned on an &dbass. Leave is available for the
employee’s use within the parameters of board p@EC (LOCAL). If an employee
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leaves the district before the end of the work ydee cost of any unearned leave days
taken shall be deducted from the employee’s fiagcpeck.

Personal Leave

State law entitles all employees to five days ofl peersonal leave per year. Personal
leave is earned at a rate of one day per 37 work dampleted. A day of earned personal
leave is equivalent to an assigned workday. Ther®ilimit on the accumulation of state
personal leave, and it can be transferred to dtbras school districts and is generally
transferable to education service centers. Therévar types of personal leave:
nondiscretionary and discretionary.

Nondiscretionary. Leave that is taken for personal or family illnessergency, a death
in the family, or active military service is consreéd nondiscretionary leave. This type of
leave allows very little or no advance planning anitibe granted to employees in the
same manner as state sick leave.

Discretionary. Leave that is taken at an employee’s discretiahthat can be scheduled
in advance is considered discretionary leave. Apleyee wishing to take discretionary
personal leave must submit a notice of the requastiays in advance of the anticipated
absence to his or her principal or supervisor. i2isgnary personal leave will be granted
on a first-come, first-served basis. The effedhefemployee’s absence on the
educational program or department operations, dsaw¢he availability of substitutes,
will be considered by the superintendent.

Sick Leave

Previously accumulated state sick leave is avalédl use and may be transferred to
other school districts in Texas. Sick leave camged only in whole or half work day
increments except when coordinated with family aredlical leave taken on an
intermittent or reduced-schedule basis or whendinated with workers’ compensation
benefits.

Sick leave may be used for the following reasorig:on

* Employee illness

* lliness in the employee’s immediate family

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

* Active military service

Local Leave

The District will allow the two remaining persori@hve days to be discretionary until
the end of the school year. At the end of the skchear, the remaining, unused
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discretionary leave days will convert to nondisomnedry cumulative days for future
employee use. Discretionary leave is taken thraugtual agreement between the
employee’s choice of date with regard to Distrieeds. Discretionary leave can usually
be scheduled in advance. The employee should &Newvorking days notice. The
superintendent must approve the leave prior tethployee taking the leave with
compensation. Additionally, the Grandview-Hopkig&®Iwill allow the employee to use
two Local, nondiscretionary days, which will expaethe end of the school year. These
two Local days will be used before the five stadggdare applied. These two Local days
shall be non-cumulative and shall be taken wittass of pay.

Temporary Disability

Certified employees. Any full-time employee whose position requirestifeation from
the State Board for Educator Certification (SBECgligible for temporary disability
leave. The purpose of temporary disability leavi®igrovide job protection to full-time
educators who cannot work for an extended peridavad because of a mental or physi-
cal disability of a temporary nature. A full-timdwecator may request to be placed on
temporary disability leave or be placed on leavegRancy and conditions related to
pregnancy are treated the same as any other terpubsability.

Employees must request approval for temporary digaleave. The leave request must
be accompanied by a physician’s statement confgrtiie employee’s inability to work
and estimating a probable date of return. If diggbeave is approved, the length of
leave is no longer than ten days in any one semestemore than fifteen days of
accumulated state personal leave in any calender §alisability leave is not approved,
the employee must return to work or be subjecetmination procedures.

If an employee is placed on temporary disabilipvkeinvoluntarily, he or she has the
right to request a hearing before the board oterss The employee may protest the
action and present additional evidence of fithessdrk.

When an employee is ready to return to work, Briganna should be notified at least 30
days in advance. The return-to-work notice mustdmmpanied by a physician’s
statement confirming that the employee is ablesume regular duties. Professional
employees returning from leave will be reinstatthe school to which they were
previously assigned as soon as an appropriatagosstavailable. If a position is not
available before the end of the school year, psidesl employees will be reinstated at
the beginning of the following school year.

Family and medical leave (FMLA)

Eligibility. Employees who have been employed by the districhtféeast 12 months and
have worked at least 1,250 hours in the 12 momtinsediately preceding the need for
leave are eligible for family and medical leavagiBle employees can take up to 12
weeks of unpaid leave each year between Auguskiydfor the following reasons:
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The birth, adoption, or foster placement of a child

To care for a spouse, parent, or child with a sesrizealth condition

An employee’s serious health condition

A qualifying exigency resulting from active militaservice of a spouse, child, or parent
A husband and wife who are both employed by thiidisare subject to limits in the
amount of leave that they can take to care forrarggavith a serious health condition or
for the birth, adoption, or foster placement ohdd; or to care for a covered military
service member.

Military service family leave. An eligible employee is entitled to leave to ckmean
active duty military service member who incurs aa@ss illness or injury in the line of
duty. The service member must be the employee'sssyehild, parent, or next of kin.
An eligible employee may take up to 26 weeks onetime basis to provide care to a
covered service member.

Continuation of benefits and job restoration. Eligible employees are entitled to
continue their health care benefits under the dammes and conditions as when they
were on the job and are entitled to return to thegwvious job or an equivalent job at the
end of their leave. Under some circumstances, &ackho are able to return to work at
or near the conclusion of a semester may be retjtoreontinue their leave until the end
of the semester.

Use of paid leave. Family and medical leave runs concurrently withraed sick and
personal leave, temporary disability leave, aneabss due to a work-related illness or
injury. The district will designate the leave amfly and medical leave, if applicable, and
notify the employee that accumulated leave will concurrently.

I nter mittent leave. In some circumstances, employees may take famdynaedical
leave in blocks of time or by reducing their normalekly or daily work schedule.
Intermittent leave may be taken under the followsirgumstances:

* An employee is needed to care for a seriouslypiuse, child, or parent

* An employee requires medical treatment for a serithoess

* An employee is seriously ill and unable to work

* An employee becomes a parent or has a foster plaitetd in his or her home

Requestsfor FMLA. When the need for family and medical leave is feeable,
employees must provide 30 days advance noticeetdiitrict. When the need for leave
is not foreseeable, employees must contact Bryam&las soon as possible. Employees
may be required to provide the following:

* Medical certification from a qualified health cam®vider supporting the need for
leave due to a serious health condition affectivegegmployee or an immediate
family member.

» Second or third medical opinions and periodic rifoeation of the need for leave
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» Periodic reports during the leave regarding theleyse’s status and intent to
return to work

* Medical certification from a qualified health cam®vider at the conclusion of
leave of an employee’s ability to return to work

» Certification of the need for family military leave

Employees requiring family and medical leave shaaldtact Bryan Hanna for details on
eligibility, requirements, and limitations.

Workers’ Compensation Benefits

An employee absent from duty because of a jobeéldliness or injury may be eligible
for workers’ compensation weekly income benefithd absence exceeds seven calendar
days.

An employee receiving workers’ compensation wageehts for a job-related illness or
injury may choose to use accumulated sick leaangrother paid leave benefits. An
employee choosing to use paid leave will not rex@rerkers’ compensation weekly
income benefits until all paid leave is exhaustetbdhe extent that paid leave does not
equal the pre-illness or -injury wage. If the us@ad leave is not elected, then the
employee will only receive workers’ compensatiorged®enefits for any absence result-
ing from a work-related illness or injury, which ynaot equal his or her pre-iliness or
-injury wage.

Assault Leave

Assault leave provides extended job income andfligpeotection to an employee who
is injured as the result of a physical assaultesaff during the performance of his or her
job. An injury is treated as an assault if the persausing the injury could be prosecuted
for assault or could not be prosecuted only becthetgoerson’s age or mental capacity
renders the person non-responsible for purposesroinal liability.

An employee who is physically assaulted at work na&g all the leave time medically
necessary (up to two years) to recover from thesjglyinjuries he or she sustained. At
the request of an employee, the district will immagely assign the employee to assault
leave. Days of leave granted under the assaulé lpewision will not be deducted from
accrued personal leave and must be coordinatedwaitkers’ compensation benefits.
Upon investigation the district may change the a$$@ave status and charge leave used
against the employee’s accrued paid leave. Themmels pay will be deducted if
accrued paid leave is not available.
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Jury Duty

Employees will receive leave with pay and withagd of accumulated leave for jury
duty. Employees must present documentation oféhéce and any compensation they
receive.

Other Court Appearances

Employees will be granted paid leave to comply vaitvalid subpoena to appear in a
civil, criminal, legislative, or administrative preeding. Absences for court appearances
related to an employee’s personal business musikiea as personal leave or leave
without pay (if no personal leave is available).@#oyees may be required to submit
documentation of their need for leave for courtegrpnces.

Military Leave

Paid leave for military service. Any employee who is a member of the Texas National
Guard, Texas State Guard, or reserve componehedfnited States Armed Forces will
be granted a paid leave of absence without loaspfccumulated leave for authorized
training or duty orders. Paid military leave wibbtrexceed 15 days each federal fiscal
year (October 1-September 30). In addition, an eyed is entitled to use available state
and local personal or sick leave during a timeabifva military service.

Reemployment after military leave. Employees who leave the district to enter into the
United States uniformed services or who are orderedtive state military duty (Texas
National Guard or Texas State Guard) may retusmniployment if they are honorably
discharged. Employees who wish to return to theidiswill be reemployed in the

position they would have held if employment had Ime¢n interrupted or reassigned to an
equivalent or similar position provided they cangolified to perform the required
duties. To be eligible for reemployment, employemsst provide notice of their

obligation or intent to perform military serviceopide evidence of honorable discharge
or release, and submit an application for reempknyino the School Board.

Continuation of health insurance. Employees who perform service in the uniformed
services may elect to continue their health plarecage at their own cost for a period not

to exceed 24 months. Employees should contact Brganma for details on eligibility,
requirements, and limitations.

Employee Relations and Communications

Employee Recognition and Appreciation
Policy DJ
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Continuous efforts are made throughout the yeagd¢ognize employees who make an
extra effort to contribute to the success of tistritit.

District Communications

Throughout the school year, the administrationceffiublishes newsletters, brochures,
fliers, calendars, news releases, and other conuatiom materials. These

publications offer employees and the communityrimi@tion pertaining to school activi-
ties and achievements. They include the following:
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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, tharddas adopted an orderly grievance
process. Employees are encouraged to discusstraerns or complaints with their
supervisors or an appropriate administrator attang.

The formal process provides all employees with gpootunity to be heard up to the
highest level of management if they are dissatisfiegh an administrative response.
Once all administrative procedures are exhaustag|aees can bring concerns or com-
plaints to the board of trustees. For ease of eafs, the district’s policy concerning the
process of bringing concerns and complaints isimegat as follows:

PERSONNEL-MANAGEMENT RELATIONS:
EMPLOYEE COMPLAINTS/GRIEVANCES

This policy provides employees an orderly procesdife prompt and equitable
resolution of grievances when a concern has not besolved. The Board intends that,
whenever feasible, grievances be resolved at thedbpossible administrative level.
This policy shall not be construed to create newddtitional rights beyond those granted
by Board policy or law.

DEFINITIOINS: For purposes of this policy, “dayhall mean calendar days.

The terms “complaint” and “grievance” shall have game meaning.
A grievance under the policy may include, but shatl be limited to, any of the
following:

1. Grievances concerning an employee’s wage, hounditions or work.

2. Specific allegations of unlawful discriminatiosnemployment on the basis of
sex (Including allegations of sexual harassmeatkg religion, national origin,
age, or disability

3. Specific allegations of unlawful discriminationemployment the basis of the
employee’s exercise of constitutional rights.

4. “Whistleblower” complaints.

OTHER REVIEW PROCESSES: Procedures and informaggarding Sexual
harassment by other employees are found at DHGndmignation regarding federal
nondiscrimination is found at DAA.

An employee’s dismissal or non-renewal may be thgest of a grievance under this
policy only if the District does not otherwise prae for a review of the matter.
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The following are governed by other review process®d are not subject to this policy:

1. Grievances regarding suspension of a contreetoployee without pay: DF
series

2. Grievances regarding termination of an emplaymeentract governed by
Chapter 21
of the Education Code: DF series

3. Grievances against a District peace officerECK

4. Grievances regarding instructional materialSAE

NOTICE TO EMPLOYEES: The principal of each campnsl other supervisory
personnel shall ensure that employees under thpargision are informed of this policy.

FREEDOM FROM RETALIATION: Neither the Board noretladministration shall
unlawfully retaliate against any employee for bnmgga grievance under this policy [See
DG]

“WHISTLEBLOWER” COMPLAINTS: Employees who allegeerse employment
action in retaliation for reporting a violation lafxv to an appropriate authority shall
initiate a grievance under this policy within 15/dafter the date the alleged adverse
employment action occurred or the employee firgvkiof the alleged adverse
employment action. The complaint shall first bediin accordance with LEVEL TWO,
below. Time lines for the employee and the Distatt out in this policy may be
shortened to allow the Board to make a final deaisvithin 60 days of the initiation of
the complaint.

GENERAL PROVISIONS: A grievance must specify thdividual harm alleged. An
employee is prohibited from bringing separate oiatgrievances regarding the same
event or action. All time limits shall be strictpmplied with unless modified by mutual
consent. Costs of any grievance shall be paid &éy#nty incurring them.

CONSOLIDATION: When the Superintendent determitineed two or more Individual
grievances are sufficiently similar in nature aachedy to permit their resolution through
one proceeding, he or she may consolidate theajrems.

DECISIONS: Announcing a decision in the employgessence constitutes
communication of the decision.

INITIATING GRIEVANCE: Unless otherwise specified policy, an employee shall
initiate a grievance as provided at LEVEL ONE, belo

LEVEL ONE: An employee who has a grievance sleuest a conference with the

Principal or immediate supervisor by submitting gineevance in writing on a form
provided by the District. The form must be filedhwn 15 days of the time the employee
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first knew or should have known of the event oreseof events about which the
employee is complaining.

The Principal or supervisor shall hold the confesewithin 7 days after receipt of the
written request. The Principal or supervisor shaille 7 days following the conference
within which to respond.

LEVEL THREE: If the outcome of the conference atel Two is not to the employee’s
satisfaction or if the time for a response hasrexpithe employee may submit to the
Superintendent or designee a request to place dttemon the agenda of a future Board
meeting. The request shall be in writing on a fenovided by the District and must be
filed within 7 days following receipt of a resporme if no response is received, within 7
days of the response deadline.

The Superintendent or designee shall inform theleyep of the date, time and place of
the meeting.

The Superintendent or designee shall provide treedwith copies of the employee’s
original grievances, all responses, and any wrii@rumentation previously submitted
by the employee and the administration. The Bosrtbt required to consider
documentation not previously submitted or issué¢pneviously presented

The presiding officer may set reasonable time 8mithe Board shall hear the grievance
and may request a response from the administrafitwe. District shall make an
audiotape record of the Level Three proceedingreefte Board.

The Board shall then make and communicate its @ecally or in writing at any time
up to and including the next regularly scheduledr8aneeting.

CLOSED MEETING: If the grievance involves the appment, employment,
evaluation, reassignment, duties, discipline, emissal of the employee bringing the
grievance, it may be heard by the Board in closedtng unless the employee bringing
the grievance requests that it be heard in public.

EXCEPTION: However, if the grievance involves angaint or charge against another
District employee or a Board member, it shall bartien closed meeting unless an open

meeting is requested in writing by the employeBaard member against whom the
complaint or charge is brought.

Employee conduct and welfare

Standards of Conduct
Policy DH
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All employees are expected to work together in@peoative spirit to serve the best
interests of the district and to be courteousudestits, one another, and the public.
Employees are expected to observe the followingdstals of conduct:

Recognize and respect the rights of students, {smretmer 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 oeady as possible in the event that they
must be absent or late. Unauthorized absencesjichabsenteeism, tardiness, and failure
to follow procedures for reporting an absence mesabise for disciplinary 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 rappties 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, district policies and procedures, and ethstahdards. Violation of policies, regula-
tions, or guidelines may result in disciplinaryiant including termination. Alleged inci-
dents of certain misconduct by educators, includiiagng a criminal record, must be
reported to SBEC not later than the seventh daguperintendent first learns of the inci-
dent. Sedeports to the State Board for Educator Certification

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

Code of Ethics and Standard Practices for Texasddrs
Statement of Purpose

The Texas educator shall comply with standard mesand ethical conduct toward
students, professional colleagues, school officiasents, and members of the
community and shall safeguard academic freedom.TExas educator, in maintaining
the dignity of the profession, shall respect anelyaithe law, demonstrate personal
integrity, and exemplify honesty. The Texas edugatoexemplifying ethical relations
with colleagues, shall extend just and equitaldatment to all members of the
profession. The Texas educator, in accepting diposf public trust, shall measure
success by the progress of each student towaidatah of his or her potential as an
effective citizen. The Texas educator, in fulfijinesponsibilities in the community, shall
cooperate with parents and others to improve thdigachools of the community.

Professional Standards
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1. Professional Ethical Conduct, Practices, anfbBRaance

Standard 1.1 The educator shall not knowingly engage in decegtractices
regarding official policies of the school distrat educational institution.

Standard 1.2 The educator shall not knowingly misappropriatgedi, or use monies,
personnel, property, or equipment committed toohiser charge for
personal gain or advantage.

Standard 1.3 The educator shall not submit fraudulent requests f reimbursement,
expenses, or pay.

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

Standard 1.5 The educator shall neither accept nor offer grasiitgifts, or favors that
impair professional judgment or to obtain specthlamtage. This standard
shall not restrict the acceptance of gifts or takefiered and accepted
openly from students, parents, or other persomsganizations in
recognition or appreciation of service.

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 regulationgtten local school
board policies, and other applicable state andr&dimws.

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

2. Ethical Conduct toward Professional Colleagues

Standard 2.1 The educator shall not reveal confidential heaiftbersonnel
information concerning colleagues unless discloserges lawful
professional purposes or is required by law.

Standard 2.2 The educator shall not harm others by knowingly imgkalse
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, evaluataong dismissal of
personnel.

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

Standard 2.5 The educator shall not discriminate against oramar colleague on
the basis of race, color, religion, national orjgige, sex, disability, or
family status.

Standard 2.6 The educator shall not use coercive means or peoafispecial
treatment in order to influence professional decisior colleagues.

Standard 2.7 The educator shall not retaliate against any indiai who has filed a
complaint with the SBEC under this chapter.

3. Ethical Conduct toward Students
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Standard 3.1 The educator shall not reveal confidential inforim@concerning
students unless disclosure serves lawful profeakurposes or is
required by law.

Standard 3.2 The educator shall not knowingly treat a student in a manner that
adversely affects the student's learning, physical health, mental
health, or safety.

Standard 3.3 The educator shall not deliberately or knowinglgrapresent facts
regarding a student.

Standard 3.4 The educator shall not exclude a student from g@pétion in a program,
deny benefits to a student, or grant an advantagestudent on the basis
of race, color, sex, disability, national origieligion, or family status.

Standard 3.5 The educator shall not engage in physical mistreatraf a  student.

Standard 3.6 The educator shall not solicit or engage in segaatuct or a romantic
relationship with a student.

Standard 3.7 The educator shall not furnish alcohol or illegaluthorized drugs to
any student or knowingly allow any student to canswalcohol or
illegal/unauthorized drugs in the presence of thecator.

Discrimination, Harassment, and Retaliation
Policies DH, DIA

Employees shall not engage in prohibited harassnmatiiding sexual harassment, of
other employees or students. While acting in thes® of their employment, employees
shall not engage in prohibited harassment of gikesons, including board members,
vendors, contractors, volunteers, or parents. Atsuitiated charge of harassment will
result in disciplinary action.

Employees who believe they have been discriminatedtaliated against or harassed are
encouraged to promptly report such incidents tacHrapus principal, supervisor, or
appropriate district official. If the campus pripal, supervisor, or district official is the
subject of a complaint, the employee should refp@icomplaint directly to the
superintendent. A complaint against the superirgahthay be made directly to the
board.

The district’s policy that includes definitions apbcedures for reporting and investigat-
ing discrimination, harassment, and retaliatiorefginted below:

Harassment of Students
Policies DH, FFG, FFH

Sexual and other harassment of students by em@g@yedorms of discrimination and
are prohibited by law. Romantic or inappropriateiabrelationships between students
and district employees are prohibited. Employees suspect a student may have
experienced prohibited harassment are obligateelptort their concerns to the principal.
All allegations of prohibited harassment or abuisa student will be reported to the
student’s parents and promptly investigated. Anlegge who knows of or suspects
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child abuse must also report his or her knowledgauepicion to the appropriate
authorities, as required by law.

The district’s policy that includes definitions apbcedures for reporting and investigat-
ing harassment of students are contained in p&lkdy (LOCAL).

Drug-Abuse Prevention
Policies DH, DI

Grandview-Hopkins ISD is committed to maintainingacohol- and drug-free environ-
ment and will not tolerate the use of alcohol degyal drugs in the workplace and at
school-related or school-sanctioned activities nafbschool property.

. Employees who use or are under the influencécohal or illegal drugs as defined by
the Texas Controlled Substances Act during workiogrs may be dismissed. The
district’s policy regarding employee drug use falto

EMPLOYEE WELFARE DI (EXHIBIT)

The District prohibits the unlawful manufacturestdibution, dispensation, possession, or
use of a controlled substance, illicit drug, ar@bhbl, as those terms are defined in state
and federal law, in the workplace, on school presyier as part of any of the District’s
activities. 41 U.S.C. 702 (a) (1) (A); 28 TAC 1B9.

Employees who violate this prohibition shall bejeabto disciplinary sanctions. Such
sanctions include referral to drug and alcohol seling or rehabilitation programs or
employee assistance programs, termination from @ynpnt with the District, and
referral to appropriate law enforcement officiads prosecution. Information on available
rehabilitation or employee assistance programscanthcts shall be posted throughout
the workplace. 41 U.S.C. 702 (a) (1) (D)

Within 30 calendar days of the Superintendent x&eginotice from any source of a
conviction for any drug statute violation occurrimghe workplace, the Superintendent
or designee shall either (1) take appropriate persioaction against the employee, up to
and including termination of employment, or (2)uigg the employee to participate
satisfactorily in a drug and alcohol abuse assigtam rehabilitation program approved
for such purposes by a federal, state, or heakh@&g law enforcement agency, or other
appropriate agency. The cost of such a progrant lsbdlorne by the employee. 41
U.S.C. 702 (a) (1) (B), 703

(This notice complies with notice requirements isgab by the federal Drug-Free

Workplace Act (41 U.S.C. 702) and notice requiretaémposed by the Texas Workers’
Compensation Commission rules at 28 TAC 169.2)

Reporting Suspected Child Abuse
Policies DF, DG, DH, FFG, GRA
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All employees are required by state law to repoyt suspected child abuse or neglect to
a law enforcement agency, Child Protective Seryioeappropriate state agency (e.g.,
state agency operating, licensing, certifying,egistering a facility) within 48 hours of
the event that led to the suspicion. Abuse is @efioy Texas Family Code and includes
any sexual conduct involving an educator and aestudr minor. Reports to Child
Protective Services can be made to a local offide the Texas Abuse Hotline (800-252-
5400). State law specifies that an employee maylalegate to or rely on another person
to make the report.

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

An employee’s failure to report suspected childsabronay result in prosecution for the
commission of a Class B misdemeanor. In additiareréfied employee’s failure to
report suspected child abuse may result in dis@apyi procedures by SBEC for a viola-
tion of the Code of Ethics and Standard Practioed éxas Educators.

Employees who suspect that a student has beenyobena@bused or neglected should
also report their concerns to the campus principfaik includes students with disabilities
who are no longer minors. Employees are not requoeeport their concern to the prin-
cipal before making a report to the appropriatenagss. In addition, employees must
cooperate with child abuse and neglect investigai®eporting the concern to the princi-
pal does not relieve the employee of the requirénmereport to the appropriate state
agency. Interference with a child abuse investogally denying an interviewer’s request
to interview a student at school or requiring thespnce of a parent or school administra-
tor against the desires of the duly authorizedstigator is prohibited.

Fraud and Financial Impropriety
Policy CAA

All employees should act with integrity and diligenin duties involving the district’s
financial resources. The district prohibits fraun dinancial impropriety, as defined
below. Fraud and financial impropriety includes théowing:

» Forgery or unauthorized alteration of any docunugrstccount belonging to the
district

» Forgery or unauthorized alteration of a check, bdwait, or any other financial
document

» Misappropriation of funds, securities, suppliespthrer district assets, including
employee time

» Impropriety in the handling of money or reportingdastrict financial transactions

» Profiteering as a result of insider knowledge sttt information or activities
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» Unauthorized disclosure of confidential or pro@rgtinformation to outside par-
ties

» Unauthorized disclosure of investment activitiegaged in or contemplated by
the district

* Accepting or seeking anything of material valuerrocontractors, vendors, or
other persons providing services or materials ¢odilstrict

» Destroying, removing, or inappropriately using nelsp furniture, fixtures, or
equipment

» Failing to provide financial records required batstor local entities

» Failure to disclose conflicts of interest as reediby policy

* Any other dishonest act regarding the financefefistrict

Conflict of Interest
Policies BBFA, DBD

Employees are required to disclose to their supenany situation that creates a poten-
tial conflict of interest with proper dischargeasfsigned duties and responsibilities or
creates a potential conflict of interest with tlestinterests of the district. This includes
the following:

» A personal financial interest

* A Dbusiness interest

* Any other obligation or relationship

* Nonschool employment

Gifts and Favors
Policy DBD

Employees may not accept gifts or favors that canfldence, or be construed to influ-
ence, the employee’s discharge of assigned ddtesacceptance of a gift, favor, or ser-
vice by an administrator or teacher that mighteeably tend to influence the selection
of textbooks may result in prosecution of a ClagaiBdemeanor offense. This does not
include staff development, teacher training, otrinional materials, such as maps or
worksheets, that convey information to studentsomtribute to the learning process.

Associations and Political Activities
Policy DGA

The district will not directly or indirectly discoage employees from participating in
political affairs or require any employee to jomyagroup, club, committee, organization,
or association. Employees may join or refuse to gy professional association or orga-
nization.

An individual’'s employment will not be affected byembership or a decision not to be a
member of any employee organization that existshfermpurpose of dealing with employ-
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ers concerning grievances, labor disputes, wagess of pay, hours of employment, or
conditions of work.

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

Safety
Policy CK

The district has developed and promotes a compsgleeprogram to ensure the safety of
its employees, students, and visitors. The safetgram includes guidelines and proce-
dures for responding to emergencies and activibié®Ip reduce the frequency of acci-
dents and injuries. To prevent or minimize injut@employees, coworkers, and students
and to protect and conserve district equipment,|eyees 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 authoriza-
tion.

Employees with questions or concerns relating tetgg@rograms and issues can contact
Bryan.

Tobacco Use
Policies DH, GKA, FNCD

State law prohibits smoking or using tobacco présioa all district-owned property and
at school-related or school-sanctioned activitiesor off campus. This includes all
buildings, playground areas, parking facilitiesd d&acilities used for athletics and other
activities. Drivers of district-owned vehicles g®hibited from smoking while inside

the vehicle. Notices stating that smoking is prabibby law and punishable by a fine are
displayed in prominent places in all school buitgin

Criminal History Background Checks
Policy DBAA

Employees may be subject to a review of their arahhistory record information at any
ime during employment. National criminal historyecks based on an individual’s fin-
gerprints, photo, and other identification will benducted on certain employees and
entered into the Texas Department of Public SqieBS) Clearinghouse. This database
provides the district and SBEC with access to apleyee’s current national criminal
history and updates to the employee’s subsequininal history.

Employee Arrests and Convictions
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Policy DH

An employee must notify his or her principal or imdmte supervisor within three calen-
dar days of any arrest, indictment, convictioncoatest or guilty plea, or other adjudica-
tion of any felony, any offense involving moralpitude, and any of the other offenses
listed below:
» Crimes involving school property or funds
» Crimes involving attempt by fraudulent or unauthed means to obtain or alter
any certificate or permit that would entitle anygmn to hold or obtain a 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, but is not limited togetfollowing:

» Dishonesty

 Fraud
* Deceit
e Theft

» Misrepresentation

» Deliberate violence

» Base, vile, or depraved acts that are intendedotigsa or gratify the sexual desire
of the actor

* Drug- or alcohol-related offenses

» Acts constituting abuse or neglect under the Té&easily Code

Possession of Firearms and Weapons
Policies FNCG, GKA

Employees, visitors, and students are prohibitechfbringing firearms, knives, clubs or
other prohibited weapons onto school premises Gelding or portion of a building) or
any grounds or building where a school-sponsorédigctakes place. To ensure the
safety of all persons, employees who observe gresiis violation of the district’s
weapons policy should report it to their supengsar call Bryan Hanna immediately.

Visitors in the Workplace
Policy GKC

All visitors are expected to enter any districtiliacthrough the main entrance and sign
in or report to the building’s main office. Authped visitors will receive directions or be
escorted to their destination. Employees who olesanvunauthorized individual on the
district premises should immediately direct himher to the building office or contact
the administrator in charge.
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Copyrighted Materials
Policy EFE

Employees are expected to comply with the provswifederal copyright law relating
to the unauthorized use, reproduction, distribytperformance, or display of
copyrighted materials (i.e., printed material, isecomputer data and programs, etc.).
Rented videotapes are to be used in the classrooedficational purposes only.
Duplication or backup of computer programs and daiat be made within the
provisions of the purchase agreement.

Computer Use and Data Management
Policy CQ

The district’s electronic communications systemsluding its network access to the
Internet, is primarily for administrative and insttional purposes. Limited personal use
of the system is permitted if the use:

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

Electronic mail transmissions and other use ofleetronic communications systems are
not confidential and can be monitored at any timertsure appropriate use.

Employees who are authorized to use the systenre@quéed to abide by the provisions
of the district’s communications systems policy aadldhinistrative procedures. Failure to
do so can result in suspension or termination ieflpges and may lead to disciplinary
action. Employees with questions about computeransedata management can contact
Bryan Hanna.

Asbestos Management Plan
Policy CKA

The district is committed to providing a safe enmiment for employees. An accredited
management planner has developed an asbestos meardags#an for each piece of
district property. A copy of the district’'s managemh plan is kept in the office and is
available for inspection during normal businessriaou

Pest Control Treatment
Policy DI, CLB

Employees are prohibited from applying any peséi@d herbicide without appropriate
training and prior approval of the integrated peanhagement (IPM) coordinator. Any

34



application of pesticide or herbicide must be dion@ manner prescribed by law and the
district’s integrated pest management program.

Notices of planned pest control treatment will lbsted in a district building 48 hours
before the treatment begins. Notices are gendradbted at school entry door on the
East. Pest control information sheets are avalabim campus principals or facility
managers upon request.

General Procedures

Bad Weather Closing
Policy CKC

The district may close schools because of bad weathemergency conditions. When
such conditions exist, the superintendent will midesofficial decision concerning the
closing of the district’s facilities. When it becesinecessary to open late or to release
students early, the following radio and televisstations will be notified by school offi-
cials:

RADIO KGRO-AM and KOMX-FM,AMPA

TELEVISION KAMR, CHANNEL, 4; KVII, CHANEL 7; KFDA,
CHANNEL 10; @NINEL 14 FOX

Emergencies

Policy CKC

All employees should be familiar with the evacuattbagrams posted in their work
areas. Fire, tornado, and other emergency drilldo@iconducted to familiarize employ-
ees and students with evacuation procedures. Kirggaishers are located throughout all
district buildings. Employees should know the lomatf the extinguishers nearest their
place of work and how to use them.

Purchasing Procedures
Policy CH

All requests for purchases must be submitted té&thgerintendent on an official district
purchase order (PO) form with the appropriate aypgdrsignatures. No purchases,
charges, or commitments to buy goods or serviceth&district can be made without a
PO number. The district will not reimburse empla/ee assume responsibility for
purchases made without authorization. Employeesa@trpermitted to purchase supplies
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or equipment for personal use through the distriotisiness office. Contact Bryan Hanna
for additional information on purchasing procedures

Name and Address Changes

It is important that employment records be keptaidate. Employees must notify the
office if there are any changes or correctionh&rtname, home address, home
telephone number, marital status, emergency cqriabeneficiary. Forms to process a
change in personal information can be obtained fitoaroffice.

Personnel Records
Policy GBA

Most district records, including personnel recoatg, public information and must be
released upon request. Employees may choose talma¥ellowing personal information
withheld:

* Address

* Phone number

» Social Security number

* Information that reveals whether they have famigmmivers

The choice to not allow public access to this infation may be done at any time by sub-
mitting a written request to Bryan Hanna. Newasntinating employees have 14 days
after hire or termination to submit a request. @#lige, personal information will be
released to the public.

Building Use
Policies DGA, GKD

Employees who wish to use district facilities akiehool hours must follow established
procedures. Bryan Hanna is responsible for scheglttie use of facilities after school
hours. Contact Bryan Hanna to request to use s¢aoiities and to obtain information
on the fees charged.
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Termination of Employment

Resignations
Policy DFE

Contract employees. Contract employees may resign their position withpenalty at

the end of any school year if written notice iseiged 45 days before the first day of
instruction of the following school year. A writtetice of resignation should be sub-
mitted to Bryan Hanna. Contract employees maygnreat any other time only with the
approval of the superintendent or the board otées Resignation without consent may
result in disciplinary action by the State BoardEalucator Certification (SBEC).

The superintendent will notify SBEC when an empyesigns and reasonable evidence
exists to indicate that the employee has engagadyrof the acts listed in Reports to the
State Board for Educator Certification.

Noncontract employees. Noncontract employees may resign their positidrag time.

A written notice of resignation should be submittedryan Hanna at least two weeks
prior to the effective date. Employees are encaadg include the reasons for leaving in
the letter of resignation but are not requireddcsd.

Dismissal or Nonrenewal of Contract Employees
Policies DFAA, DFAB, DFBA, DFBB, DFCA, DFD, DFF

Employees on probationary, term, and continuingreats can be dismissed during the
school year or nonrenewed at the end of the yearding to the procedures outlined in
district policies. Contract employees dismissedmduthe school year, suspended without
pay, or subject to a reduction in force are ertittereceive notice of the recommended
action, an explanation of the charges against tla@ah an opportunity for a hearing. The
time lines and procedures to be followed when @eusion, termination, or nonrenewal
occurs will be provided when a written notice igegi to an employee. Advance
notification requirements do not apply when a cacttemployee is dismissed for failing
to obtain or maintain appropriate certificatiormdrose certification is revoked for
misconduct. Information on the time lines and pdures can be found in the DF series
policies that are provided to employees or in thkcg manuals located in the
Superintendent’s office.

Dismissal of Noncontract Employees
Policy DCD

Noncontract employees are employed at will and beaglismissed without notice, a
description of the reasons for dismissal, or aihgatt is unlawful for the district to dis-
miss any employee for reasons of race, religiox, isational origin, disability, military

37



status, any other basis protected by law, or @liegton for the exercise of certain pro-
tected legal rights. Noncontract employees whaleamissed have the right to grieve the
termination. The dismissed employee must followdistrict process outlined in this
handbook when pursuing the grievance.

Exit Interviews and Procedures
Policy DC

Exit interviews will be scheduled for all employdeaving the district. Information on

the continuation of benefits, release of informatiand procedures for requesting refer-
ences will be provided at this time. Separating leyges are asked to provide the district
with a forwarding address and phone number and &ep questionnaire that provides
the district with feedback on his or her employmexjperience. All district keys, books,
property, and equipment must be returned upon agparfrom employment.

Reports to State Board for Educator Certification
Policy DF

The dismissal or resignation of a certified emptoyell be reported to the SBEC when
the superintendent first learns about an allegeid@mt of conduct that involves the fol-
lowing:

* Areported 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 distributioa 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 afassional position or to receive
additional compensation associated with a position

» Committing a crime on school property or at a sttsponsored event

* Violating assessment instrument security procedures

Reports Concerning Court-Ordered Withholding

The district is required to report the terminatadremployees that are under court order
or writ of withholding for child support or spousakintenance to the court and the indi-
vidual receiving the support (Texas Family Code288, 158.211). Notice of the follow-
ing must be sent to the court and support recipient

* Termination of employment not later than the selvelaty after the date of termi-
nation

* Employee’s last known address
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* Name and address of the employee’s new employlenpivn

Student Issues

Equal Educational Opportunities
Policies FB, FFH

The Grandview-Hopkins ISD does not discriminatdtenbasis of race, color, religion,
national origin, gender, or disability in providieglucation services, activities, and pro-
grams, including vocational programs, in accordamitie Title VI of the Civil Rights

Act of 1964, as amended; Title IX of the Educatiohmendments of 1972; and Section
504 of the Rehabilitation Act of 1973, as amended.

Questions or concerns about discrimination agaitugtents on the basis of race, color,
religion, gender, or national origin should be diegl to the superintendent. Questions or
concerns about discrimination on the basis of aldlisy should be directed to Bryan
Hanna

Student Records
Policy FL

Student records are confidential and are proteficted unauthorized inspection or use.
Employees should take precautions to maintain einéidentiality of all student records.
The following people are the only people who hageegal access to a student’s records:
Parents Married, separated, or divorced unlesstaneghts have been legally
terminated and the school has been given a cotheafourt order terminating parental
rights

The student (if 18 or older or emancipated by atou
School officials with legitimate educational intste

The student handbook provides parents and studathtsletailed information on student
records. Parents or students who want to reviedesiiurecords should be directed to the
campus principal for assistance.

Parent and Student Complaints
Policy FNG

In an effort to hear and resolve parent and studemiplaints in a timely manner and at
the lowest administrative level possible, the bdaad adopted orderly processes for han-
dling complaints on different issues. Any campugefor the superintendent’s office

can provide parents and students with informatiofilong a complaint.
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Parents are encouraged to discuss problems or aongoWith the teachers or the appro-
priate administrator at any time. Parents and stisd@ith complaints that cannot be
resolved to their satisfaction should be directethe campus principal. The formal
complaint process provides parents and studentsamibpportunity to be heard up to the
highest level of management if they are dissatisiveh a principal’s response.

Administering Medication to Students
Policy FFAC

Only designated employees can administer presgniptiedication, nonprescription
medication, and herbal or dietary supplementsudesits. A student who must take
medication during the school day must bring a emittequest from his or her parent and
the medicine, in its original, properly labeled taner. Contact the principal or school
nurse for information on procedures that must tlei@d when administering
medication to students.

Dietary Supplements
Policies DH, FFAC

District employees are prohibited by state law fiamowingly selling, marketing, or dis-
tributing a dietary supplement that contains penfamce-enhancing compounds to a stu-
dent with whom the employee has contact as pdrisodr her school district duties. In
addition, employees may not knowingly endorse ggsst the ingestion, intranasal
application, or inhalation of a performance-enhagdietary supplement to any student.

Psychotropic Drugs
Policy FFAC

A psychotropic drug is a substance used in thendisig, treatment, or prevention of a
disease or as a component of a medication. riténded to have an altering effect on
perception, emotion, or behavior and is commonkcdbed as a mood- or behavior-
altering substance.

District employees are prohibited by state law frdming 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 mdstration of a psychotropic drug to a
student

Student Discipline
Policies in the FN series and FO series
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Students are expected to follow the classroom relspus rules, and rules listed in the
Student Handbook and Student Code of Conduct. Bea@nd administrators are
responsible for taking disciplinary action basedaaange of discipline management
strategies that have been adopted by the digbiber employees that have concerns
about a particular student’s conduct should cortteectlassroom teacher or principal.

Student Attendance
Policy FEB

Teachers and staff should be familiar with thergiss policies and procedures for atten-
dance accounting. These procedures require mindests to have parental consent
before they are allowed to leave campus. When a&liigen school, the student, upon
returning to school, must bring a note signed leypgharent that describes the reason for
the absence. These requirements are addressetpusaraining and in the student
handbook. Contact the principal for additional nmfi@tion.

Bullying
Policy FFI

All employees are required to report student compdaof bullying to the principal. The
district’s policy that includes definitions and pealures for reporting and investigating
bullying of students is found in board policy FFI.

Hazing
Policy FNCC, FO

Students must have prior approval from the pridaypalesignee for any type of “initia-
tion rites” of a school club or organization. Whitest initiation rites are permissible,
engaging in or permitting “hazing” is a criminaferfise. Any teacher, administrator, or
employee who observes a student engaged in anydbh@azing, who has reason to

know or suspect that a student intends to engalgaaimg, or has engaged in hazing must
report that fact or suspicion to the principal.
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Employee Handbook Receipt

Name

Grandview-Hopkins ISD

| hereby acknowledge receipt of a copy of the Gvaawd-Hopkins ISD Employee Hand-
book. | agree to read the handbook and abide bgtdmelards, policies, and procedures
defined or referenced in this document.

The information in this handbook is subject to a@an understand that changes in dis-
trict policies may supersede, modify, or renderotdte the information summarized in
this booklet. As the district provides updated ppinformation, | accept responsibility
for reading and abiding by the changes.

| understand that no modifications to contractedtronships or alterations of at-will
employment relationships are intended by this haollb

| understand that | have an obligation to inform sapervisor or department head of any
changes in personal information, such as phone agymalddress, etc. | also accept
responsibility for contacting the superintenderithifive questions or concerns or need
further explanation.

Signature Date

Note: You have been given two copies of this foRtease sign and date one and keep it.
Sign and date the other copy and forward it to Brya
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