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HELPFUL NUMBERS

District Service Center 937-0000 SISD Police 937-0780
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*A complete District directory is available on the District Website at www.sisd.net
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INTRODUCTION

The purpose of this handbook is to provide information that will help answer employee
questions and pave the way for a successful year. Not all district policies and procedures are
included. Those that are included have been summarized. Suggestions for additions and
improvements to this handbook are welcome and may be sent to the Department of Human
Resources in writing or you may email humanresources@sisd.net.

Please Note: This Handbook is not a contract, an amendment of any written employment
contract, nor a substitute for the official District Policy nor is it intended to alter the at-will
status of non-contract employees in any way. Rather, it is a guide to, and a brief explanation
of, district policies, administrative regulations, and procedures related to employment. These
policies, administrative regulations, and procedures can change at any time; these changes
shall supersede any handbook provisions that are not compatible with the change. In case of
any inconsistency, the official district policy takes precedence over any information given in
this handbook. For more information, employees may refer to the policy codes that are
associated with handbook topics, confer with their supervisor, or call the appropriate district
office. The district policies can be accessed on the district website at www.sisd.net or
employees may also contact the Department of Human Resources at 937-0299 for assistance.

School Calendar

The approved instructional school calendar and employee calendars are published annually
and can be obtained on the district website: www.sisd.net

District Information

The Socorro Independent School District is located in the southeastern portion of El Paso
County, Texas. It serves Socorro, Horizon City, and the eastern portion of the City of El
Paso. The District covers 136 square miles of El Paso County. The District's northern
boundary is the Texas/New Mexico line its southern boundary is the Rio Grande River. We
are in the Texas Education Agency Region XIX.

Socorro 1.S.D. is one of the fastest growing school Districts in the State of Texas. The
District has nineteen (19) elementary schools, seven (7) combo schools, eight (8) middle
schools, six (6) high schools, one (1) alternative school and a community education program.
The Student Activities Complex includes an 11,000-seat stadium, and the adjacent Aquatic
Center, also open throughout the year, has indoor and outdoor pools.

Mission Statement

The Socorro Independent School District exists to maximize our children's academic, artistic,
athletic and social skills.
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Our Core Values
Accountability Respect
We believe in the highest standards of We believe in the importance or
behavior and performance. respecting ourselves, our students and
our community.
Commitment
We believe in committing ourselves to Integrity
our mission & goals. We believe our behavior must be
consistent with our values.
Trust
We believe in gaining our community's High Expectations
trust. We believe in the pursuit of

excellence.

Teamwork
We believe in the discipline and power of teamwork.

Board of Trustees

Policy BA, BAA, BBA, BBB, BBE, BBF, BE, BEC, BED

Texas law grants the Board of Trustees the power to govern and oversee the management of the
district’s schools. The Board is the policy-making body within the district and has overall
responsibility for the curriculum, school taxes, annual budget, facilities and employment of the
superintendent. The Board has complete and final control over school matters within limits
established by state and federal law and regulations.

The Board of Trustees consists of seven members who are elected by the citizens of the District to
represent the community’s commitment to a strong educational program for the District’s children.
Trustees are elected in intervals and serve 3-year terms. Trustees serve without compensation, must
be registered voters, and must reside in the district.

The Board of Trustees usually meets on the third Tuesday of the month at 6:00 pm. Meetings are
held in the District Service Center Boardroom at 12440 Rojas Drive. Special meetings may be
called when necessary. A written notice of regular and special meetings will be posted at the
District Service Center and on the district website (www.sisd.net) at least 72 hours before the
scheduled meeting time. The written notice will show the date, time, place, and subjects of each
meeting. In emergencies, a meeting may be held with a two-hour notice.

All meetings are open to the public. In certain circumstances, Texas Law permits the Board to go
into a closed session from which the public and others are excluded. Closed session may occur for
such things as discussing prospective gifts or donations, real-estate property acquisition, certain
personnel matters including employee complaints, security matters, student discipline, or to
consult with attorneys.




2008-09 School Year
Employee Handbook

Employment

Equal Employment Opportunity
Policy DAA

Socorro ISD does not discriminate against any employee or applicant for employment because of
race, color, religion, sex, national origin, age, disability, military status, or on any other basis
prohibited by law. Employment decisions will be made on the basis of each applicant’s job
qualifications, experience, and abilities.

Employees with questions or concerns relating to discrimination on any of the basis listed above
should contact Director of Employee Relations at 915-937-0355 or the Assistant Superintendent of
Human Resources at 915-937-0201.

Job Vacancy Announcements
Policy DC

Announcements of job vacancies by position and location are distributed on a weekly basis and
posted at the District Service Center, Campus Offices, and on the District’s Web Site.

Employment after Retirement

Retiring employees should consult TRS officials about conditions and restrictions on employment
after retirement. The district adheres to TRS guidelines regarding the hiring of retirees. Every
effort is made to hire a contributing member of TRS before hiring a retiree. Also, there may be no
“promise of employment” before an employee retires.

Employees can contact TRS for additional information by calling 800-223-8778 or 512-542-6400.
TRS information is also available on the Web (www.trs.state.tx.us).

Contract and Non-Contract Employment
Policy DC, DCA, DCB, DCD, DCE

State law requires the district to employ all full-time professional employees in positions requiring a
certificate from State Board for Educator Certification (SBEC) and nurses under probationary, term,
or continuing contracts. Employees in all other positions are employed at-will or by a contract that
is not subject to the procedures for non-renewal or termination under Chapter 21 of the Texas
Education Code. The paragraphs that follow provide a general description of the employment
arrangements used by the district.

Probationary Contracts

Full-time professional employees new to the district and employed in positions requiring SBEC
certification must receive a probationary contract during their first year of employment. Former
employees who are hired after at least a two-year lapse in district employment may also be
employed by probationary contract. Probationary contracts are one-year contracts. The probationary

10
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period for those who have been employed in public schools for at least five of the eight years
preceding employment with the district may not exceed one school year. For those with less
experience, the probationary period will be three school years (i.e., three one-year, probationary
contracts) with an optional fourth school year upon Board approval.

Term Contracts

Full-time classroom teachers and librarians, will be employed by term contracts after they have
successfully completed the probationary period. Other full time professional employed in
positions requiring certification, including campus principals and central office administrators
and nurses, are employed under one-year term contracts. The terms and conditions of
employment are detailed in the contract and employment policies. All employees will receive a
copy of their contract (or be provided with an electronic copy) and will be given directions on
how to access policies online.

Non-Certified Professional and Administrative Employees

Employees in professional and administrative positions that do not require SBEC certification (such
as Non-Instructional Administrators) may be employed by a one- year contract that is not subject to
the procedures for non-renewal or termination under the Texas Education Code. (See Board Policy
DCE)

Paraprofessional and Auxiliary Employees

All paraprofessional and auxiliary personnel, regardless of certification, are employed at-will and
not by contract. Employment is not for any specified term and may be terminated at any time by
either the employee or the district. It is expected that such employees resigning or retiring from the
district will provide at least a two-week advance notice.

Searches and Alcohol and Drug Testing
Policy DHE

Non-investigative searches in the workplace, including accessing an employee’s desk, file cabinets,
or work area to obtain information needed for usual business purposes may occur when an
employee is unavailable. Therefore, employees are hereby notified that they have no legitimate
expectation of privacy in those places. In addition, the district reserves the right to conduct searches
when there is reasonable cause to believe a search will uncover evidence of work-related
misconduct. The district may search the employee, the employee’s personal items, work areas,
computers, lockers, and private vehicles parked on district premises or work sites or used in district
business.

Employees Required to Hold a Commercial Driver’s License

Any employee who is required to have a commercial driver’s license (CDL) is subject to drug
and alcohol testing. This includes all drivers who operate a motor vehicle designed to transport

11
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16 or more people, counting the driver; drivers of large vehicles; or drivers of vehicles used in
the transportation of hazardous materials.

Drug testing will be conducted before an individual assumes driving responsibilities. Alcohol
and drug tests will be conducted when reasonable suspicion exists, at random, when an employee
returns to duty after engaging in prohibited conduct, and as a follow-up measure. Testing may be
conducted following accidents. Return-to-duty and follow-up testing will be conducted when an
employee who has violated the prohibited alcohol conduct standards or tested positive for
alcohol or drugs returns to duty.

All employees required to have a CDL who are subject to alcohol and drug testing will receive a
copy of the district’s policy, the testing requirements, and detailed information on alcohol and
drug abuse and the availability of assistance programs. Employees with questions or concerns
relating to alcohol and drug policies and related educational material should contact the Director
of Transportation at 937-0602 or the Department of Human Resources.

First Aid and CPR Certification
Policy DBA

The following group of employees must hold and maintain current certification in CPR/First Aid to
be eligible for employment in their field.

Coaches of Athletic Programs
Physical Education Teachers
Cheerleading Sponsors

All Fine Arts Instructors
ROTC Instructors

Athletic Trainers

YVVYVYYYVY

It is the employee’s responsibility to become certified upon employment and maintain certification
at all times. The district offers CPR/first aid certification classes in the spring and fall through the
Athletic Department. These classes are offered on a limited basis and at a reduced fee. Proof of
current certification must be submitted to your department director or campus supervisor at the
beginning of each school year.

For further information and clarification contact your department director, campus supervisor, or the
Department of Human Resources.

Reassignments and Transfers
Policy DK

All personnel are subject to assignment and reassignment by the Superintendent or designee when
the Superintendent determines that the assignment or reassignment is in the best interest of the
District. Reassignment is a transfer to another position, department, or facility that does not
necessitate a change in the employment contract. The Principal at the receiving campus must
approve reassignments (except when reassignments are due to enrollment shifts or program
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changes). Extracurricular or supplemental duty assignments may be reassigned at any time.
Employees who object to a reassignment may follow the district process for employee complaints
as outlined in this handbook and District Policy DGBA (Local).

Employees with the required qualifications for a position may request a transfer to another campus
or department. A written request for transfer must be completed and signed by the employee.
Teachers requesting a transfer to another campus before the school year begins must submit their
request by the date posted by Human Resources each year. Requests for transfer during the school
year will be considered only when the change will not adversely affect students. All transfer
requests will be coordinated by the Human Resources Department and must be approved by the
receiving supervisor and the Department of Human Resources.

Please note that employees seeking a transfer need to be prepared to interview for vacant positions.

Workload and Work Schedules
Policy DK, DL

Professional Employees

Professional and Administrative employees are exempt from overtime pay and are employed
according to the work schedules set by the district. A school calendar is adopted each year
designating the work schedule for teachers and all school holidays.

Classroom teachers will have planning periods for instructional preparation and conferences. The
schedule of planning periods is set at the campus level but must provide at least 450 minutes within
each two-week period in blocks not less than 45 minutes. Teachers and librarians are entitled to a
duty-free lunch period of at least 30 minutes.

Paraprofessional and Auxiliary Employees

Paraprofessional and Auxiliary employees are employed at-will and will be notified of the required
duty days, holidays, and hours of work for their position on an annual basis. Hourly employees are
not exempt from overtime and are not authorized to work in excess of their assigned schedule
without prior approval from their supervisor. All hours on duty must be accurately reflected on the
weekly time sheet.

Hours on Duty
Policy DK, DEA

Administrators and Other Professional Personnel

Administrator and other Professional Personnel will work eight hours a day for a minimum of 40
hours per week. The Superintendent has the authority to adjust duty hours to meet the needs of
the District. The Superintendent will notify the Board of Trustees of any adjustments. In order to
insure the smooth operation of the schools, employees may be assigned extra duty (such as
playground supervision) as needed. Faculty and staff development meetings may be scheduled
before or after regular duty hours. Employees’ attendance at such meetings may be required by
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his or her supervisor. Each campus will develop and submit a staff development plan based on
goals and priorities to their school improvement team for approval.

Teachers

Employees are required to be on duty fifteen minutes prior to the start time for students and must
remain on duty until all housekeeping has been completed at the end of the day. Teachers may be
required to attend meetings before or after school. Teachers are entitled to a 30 minute duty-free
lunch. The Campus Principal or Department Head may adjust the start time and end time when it is
in the best interest of the district.

Paraprofessionals

Employees typically are on duty a minimum of 37.5 hours a week as early as 7:00 am and as late as
5:00 pm. Depending on the type of position held paraprofessional employees are to take a minimum
45-minute lunch. The Campus Principal or Department Head may adjust the start time and end time
when it is in the best interest of the District.

Auxiliary

Employees typically are on duty a minimum of 40 hours per week with a minimum of 45 minutes
for lunch. No auxiliary employee will work more than 40 hours per week without proper
authorization. Overtime must have prior authorization from the appropriate Assistant
Superintendent or his/her designee. No other employee may authorize overtime. The campus
principal or department head may adjust the start time and end time when it is in the best interest of
the District.

Notification of Parents Regarding Qualifications

Policy DK, EHBD

In schools receiving Title | funds, the district is required by the No Child Left Behind Act
(NCLB) to notify parents at the beginning of each school year that they may request information
regarding the professional qualifications of their child’s teacher. NCLB also requires that parents
be notified if their child has been assigned to, or taught for more than 20 consecutive
instructional days by, a teacher who is not highly qualified.

Texas Law also requires that parents be notified if their child is assigned for more than 30
consecutive days to a teacher who does not hold an appropriate teaching certificate. This notice
is not required if parental notification under NCLB is sent. No later than the 30th instructional
day after the date of assignment the Campus Principal will send a written notice to parents.
Information relating to teacher certification will be made available to the public upon request.

Employees who have questions about their certification status can call the Certification Officers at
937-0204 or 937-0236.
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Outside Employment and Tutoring

An employee shall not engage in any outside business or employment that may interfere with the
employee’s assigned duties. Private coaching/tutoring for pay may not be done on school property.
Private coaching/tutoring of students for pay is permitted provided the child is not coached/ tutored
in a subject by a certified employee who is at the time teaching the student the subject. Employees
working in the District tutorial program are not governed by the above.

Performance Evaluation

Policy DN, DNA, DNB

Evaluation of an employee’s job performance is a continuous process that focuses on
improvement. Performance evaluation is based on an employee’s assigned job duties and other
job-related criteria. Employees will participate in the evaluation process with their assigned
supervisor at least annually, but teachers on a continuing contract may be eligible for a less-than-
annual appraisal. Please refer to policy DNA (Local) for specific details.

Evaluations will be completed on written or electronic forms approved by the District. Reports,
correspondence, and memoranda can also be used to document performance information. All
employees will receive a copy of their written evaluation, have a performance conference with
their supervisor, and get the opportunity to respond to the evaluation. The information calendar
on deadlines is provided to Department Heads and Principals yearly.

Employee Involvement

Policy BOA, BOB

At both the Campus and District levels, Socorro ISD offers opportunities for input in matters that
affect employees. As part of the District’s planning and decision-making process, employees are
elected to serve on district- or campus-level advisory committees. Plans and detailed information
about the shared decision-making process are available in each campus office or from the Assistant
Superintendent of Support Services at 937-0053.

Staff Development

Policy DMA

Staff development activities are organized to meet the needs of employees and the District. Staff
development for instructional personnel is predominantly campus-driven, related to achieving
campus performance objectives, addressed in the campus improvement plan, and approved by a
campus-level advisory committee. Staff development for non-instructional personnel is designed
to meet specific licensing requirements (e.g., bus drivers) and continued employee skill
development.

Please note that individuals holding renewable SBEC certificates are responsible for obtaining
the required training hours and maintaining appropriate documentation.

Additional information on available staff development opportunities can be found on
“my.sisd.net” on the district’s website (www.sisd.net) or at 937-0302.
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Compensation

Salaries, Wages, and Stipends
Policy DEA

Employees are paid in accordance with administrative guidelines and a pay structure established for
each position. The District’s pay plans are reviewed by the Administration and adjusted as needed.
All District positions are classified as exempt or nonexempt according to Federal Law. Professional
and Administrative employees are generally classified as exempt and are paid on a salary basis.
They are not entitled to overtime compensation. Other employees are generally classified as
nonexempt and are paid based on hourly wages and receive compensatory time or overtime pay for
each overtime hour worked beyond 40 in a workweek. (See Overtime section)

Employees will receive written notice of their pay at the start of each school year. Classroom
teachers, full-time librarians, full-time nurses, and full-time counselors will be paid no less than the
minimum state salary schedule. Contract employees who perform extracurricular or supplemental
duties may be paid a stipend in addition to their salary according to the District’s extra-duty pay
schedule. Employees should contact Human Resources, at 937-0000, for more information about
the District’s pay schedules or their own pay.

Paychecks
Policy CFEA

All professional employees will be paid on the last district working day of each month.

Paraprofessional and auxiliary employees will be paid twice each month on the fifteenth and the
last work day of the month. If the fifteenth falls on a weekend or a holiday, paychecks will be
issued on the last working day before the fifteenth. The second check will be on the last district
working day of each month.

An employee’s paycheck will be sent to the campus/department office for distribution. For
substitute teachers, paychecks will be mailed one day prior to payday. An employee’s direct
deposit voucher will be available to the employee at the SISD website (my.sisd.net).

In the event the employee has not received his/her check within five working days, the employee
may notify the payroll department and sign a form certifying that his/her check has not been
received. At this time a new check will be issued on verification of non-payment by the District’s
bank. Paychecks will not be released to any person other than the District employee named on
the check without the employee’s written authorization.

Employees will be required to notify the payroll department of any check received after a
reissued check has been provided and to return the original check to the Payroll Department.

Direct Deposit

Employees can have their paychecks electronically deposited directly into a checking or savings
account. Once an original completed direct deposit form is received in the Payroll Office, it may
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take up to four active paydays to become effective. With direct deposit, an employee’s pay should
be immediately available on the pay date. A change of bank information or cancellation of direct
deposit is required in writing at least two weeks prior to the payday. Direct deposit is automatically
canceled for employees leaving the District. ~ Direct deposit forms are available online at
www.my.sisd.net You may contact the payroll department at 937-0142 for more information.

Payroll Deductions
Policy CFEA

Automatic payroll deductions for the Teacher Retirement System of Texas (TRS) and Federal
Income Tax are required for all full-time employees. Medicare tax deductions are also required
for all employees hired after March 31, 1986. Additionally, court ordered levies or wage
garnishments may also be deducted per legal documents. Salary deductions are automatically
made for unauthorized or unpaid leave.

Other payroll deductions employees may elect include deductions for the employee’s share of
premiums for health, dental, life, disability and vision insurance and annuities. Employees also
may request payroll deduction for payment of membership dues to professional organizations, etc.
All voluntary deductions require authorization from the employee.

Overtime Compensation
Policy DEA

The District compensates overtime for nonexempt employees in accordance with Federal Wage
and Hour Laws. All employees are classified as exempt or nonexempt for purposes of overtime
compensation. Professional and administrative employees are ineligible for overtime
compensation. Only nonexempt employees (hourly employees, paraprofessional and clerical
employees) are entitled to overtime compensation. Nonexempt employees are not authorized to
work beyond their normal work schedule without advance approval from their supervisor.

Overtime is legally defined as all hours worked in excess of 40 hours weekly and eight (8) hours
per day and is not measured by the day or by the employee’s regular work schedule. For the
purpose of calculating overtime, a workweek begins at 12:00 am Sunday and ends at 11:59 pm on
Saturday. Unauthorized overtime may subject an employee to disciplinary action including
termination.

Employees may be compensated for overtime in two ways: (1) the employee may accumulate
compensatory time at time-and-a-half rate or (2)the employee may submit a time card to be paid the
overtime. Before the employee works the additional hours, the employee should agree with the
supervisor which method of compensation will be used. The following applies to all non-exempt
employees:

e Employees can accumulate up to 60 hours of Compensatory time

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

e Use of Comp Time may be at the employee’s request with supervisor approval as

workload permits
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e Employees are required to use comp time before using any other available paid leave
(e.g., sick, personal, vacation).

Weekly time sheets will be maintained on all nonexempt employees for the purpose of wage and
salary administration. Employees are responsible to complete the time sheet to reflect ACTUAL
time worked.

Time Clock Regulations
Ad Reg DEA

All non-exempt personnel who are paid semi-monthly are required to use the time clock system
as a form of managing their work hours. Each employee will comply with SISD established
clock in and out policies and procedures. This Administrative Regulation is enforced by the Fair
Labor Standards Act (FLSA). For more detailed information please refer to the Administrative
Regulation DEA.

Travel Expense Reimbursement
Policy DEE

Before any travel expenses are incurred by an employee, the employee’s supervisor must give
written approval. For approved travel, employees will be reimbursed for mileage and other travel
expenditures according to the current rate schedule established by the District. For more detailed
information, see Bulletin 23 on Travel Guidelines and refer to policy DEE.

Employee Benefits

Health and Life insurance
Policy CRD

The District currently provides health insurance for full-time and certain part-time employees.
Detailed descriptions of insurance coverage, employee cost, and eligibility requirements are
provided to employees upon initial enrollment and can be found in the Employee Benefits
website at my.sisd.net or by visiting the Employee Benefits Department at the District Service
Center.

Group health insurance coverage is available to all full time employees working no less than
37.5 hours per week or Food Service, Bus Drivers, and Bus Monitors who normally work no less
than 20 hours a week. The district’s contribution to employee insurance premiums is determined
annually by the Board of Trustees. The Health Insurance Plan year is from September 1 through
August 31. New employees must enroll within the first 30 days of employment. Current
employees can make changes in their insurance coverage during annual enrollment or anytime
there is a change in family status. Employees have a 30 day window to make changes due to a
change in family status to include: marriage, birth, adoption, death, divorce, dependent turning of
age, etc.
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Employees requiring assistance may contact Employee Benefits at 915-937-0227 or visit the
Employee Benefits Website at my.sisd.net

Voluntary insurance benefits
Policy CRG

At their own expense, employees may enroll in district offered, voluntary insurance programs.
Premiums for these programs are paid by payroll deduction. For more information on voluntary
benefit plans, visit http://www.sisd.net and click on Employee Benefits.

Cafeteria Plan Benefits (Section 125) or Flex Plan

Employees may be eligible to participate in the Cafeteria Plan (Section 125 Premium
Conversion). This plan enables eligible employees to pay certain insurance premiums on a pre-
tax basis (e.g., medical, vision and dental, and additional term life insurance). These
contributions are automatically deducted from your payroll prior to being taxed. Employees who
choose not to pre-tax these contributions must submit a written request during annual open
enrollment to the Employee Benefits Office.

Additionally, the District offers a Flexible Spending Account Program for out-of-pocket medical
and dependent care expenses. New employees must accept or reject this benefit during their first
month of employment. All employees must elect or waive coverage during their initial
enrollment period and during any specified mandatory enrollment and annual enrollment for
each new plan year. Enrollment is required annually in order to specify the annual pledge
amount.

Employees requiring assistance may contact Employee Benefits at 915-937-0227 or visit the
Employee Benefits website at my.sisd.net

Worker’'s Compensation Insurance
Policy CRE

The District, in accordance with State Law, provides workers’ compensation benefits to employees.
The District provides workers’ compensation coverage through self-insurance, which pays for
reasonable and necessary medical treatment and provides temporary income benefits (TIBs) to
compensate the employee for lost wages due to a compensable injury. Specific benefits are
prescribed by law depending on the circumstances of each case.

All work-related accidents must be reported to your supervisor immediately. Failure to report a
work related accident can result in loss of benefits. Employees with questions or concerns relating
to the workers’ compensation insurance can contact Risk Management Department at (915) 937-
0000.
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Unemployment Compensation Insurance
Policy CRF

Employees who have been laid off or terminated through no fault of their own may be eligible
for Unemployment Compensation Benefits under the Texas Unemployment Compensation Act.
Employees are not eligible to collect unemployment benefits during regularly scheduled breaks
in the school year or the summer months if they have employment contracts or reasonable
assurance of returning to service. Employees with questions about unemployment benefits
should contact the Risk Management Department.

Teacher Retirement

All personnel employed on a regular basis for at least one-half of the normal work schedule are
members of the Teacher Retirement System of Texas (TRS). Substitutes not receiving TRS service
retirement benefits who work at least 90 days a year may, upon permanent employment of at least
one-half of the normal work schedule, be eligible to purchase a year of creditable service for each
school year (September through August) in which they worked 90 days or more. TRS provides
members with an annual statement of their account showing all deposits and the total account
balance for the year ending August 31, as well as an estimate of their retirement benefits.

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

The District encourages employees planning to retire, to provide at least a six-month advance notice
to TRS to ensure timely processing of TRS benefits.

Tax Deferred Programs

The District offers a variety of retirement savings accounts to help employees save for their
retirement future.  Currently, the District offers an employer sponsored 457-Tax Deferred
Compensation Plan and a 403b-Tax Sheltered Annuity Program. Both plans allow the employee to
establish a retirement savings account tax deferred. For more information on these benefit plans
visit my.sisd.net or contact Employee Benefits at 937-0227.

Absences

Religious
A school district may not deny a teacher a salary bonus or similar compensation given in whole or
in part on the basis of teacher attendance or because of the teacher’s absence from school for
observance of a holy day.
a. In this section, “religious holy day” means a holy day observed by a religion whose
places of worship are exempt from property taxation under Section 11.20 Tax Code. Texas
Education Code, Section 21.406
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Absence/Substitutes

If you are to be absent for any reason, call the Subfinder System at (915) 937-1231.  Please note
that it is the employee’s responsibility to report the absence.

Early Leave

The District requests that you schedule appointments (doctor, dentist, etc.) late in the afternoon so
that you will not have to leave school early. Requests must be made in accordance with the
campus/department procedures. The absence must be reported to the Subfinder System for a half-
day absence. In cases of unusual circumstances, emergencies, or sudden illness, leaving early can
be justified.

Jury Service Release Time (Policy DEC)

You are not exempt from jury service, and if you are required to serve on jury duty by the proper
authority, you will be paid your regular salary. Each employee serving on the jury must produce the
jury summons and the release form to the immediate supervisor. Employees summoned for jury
duty will be granted release time from their duties to perform that service upon presentation to their
immediate supervisor of a copy of the summons. If you are not selected/chosen for duty after you
have reported to court, you must return to work. Please note that employees’ salary and other
benefits will accrue, without penalty, during the term of the jury service. Any reimbursement paid
by the courts may be retained by the employee.

Excessive Absences for lllness or Emergency

Socorro 1ISD monitors excessive employee absences very carefully. Absences in excess of 10% of
the employee’s workdays in any given school year without, proper medical certification may be
considered excessive and may be subject to review and/or disciplinary action. This can include
excessive absences for personal leave, illness, emergency, death in immediate family, and religious
holidays. The District may require verification documents when absences seem questionable.

Half Day Absences on Full Time Employees

Employees will be counted absent for a half day if he/she misses more than 1 hour and less than 5
hours of a workday. If the employee misses more than 5 hours, he/she will be counted absent for
the full day.

Personnel who arrive one hour late or leave one hour early will be charged a one half day absence
and the absence must be documented in the Subfinder System.
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Compensation and Benefits

Policy DEC

Leaves and Absences:

State Personal Leave:

A state minimum personal leave program consisting of five days per year personal leave with no
limit on accumulation and transferable among Districts shall be provided for school District
employees. Education Code Sec. 22.003 (a)

State sick leave accumulated prior to 1995 under former Section 13.904(c) Texas Education Code,
shall be used only for:

I llIness of the employee.

2. lllness of a member of employee's immediate family.
3. Family emergency.

4. Death in the employee's immediate family.

Eligibility:

Under authority of Education Code 22.003 and to preserve the employee’s entitlement while
minimizing disruption to the instructional program, the Board requires that employees differentiate
between uses of state personal leave as:

Non-Discretionary - to be used for the same reasons as for state sick leave accumulated prior
to 1995: personal or family illness, family emergency or death in the immediate family.
The use of accrued non-discretionary personal leave or of accumulated sick leave may not
be withheld from an employee but an absence in excess of five days shall require
certification of a health care provider before returning to work.

Discretionary (Ad Reg DEC) - to be taken at the individual employee’s discretion, for which
it is possible to set a schedule in advance. A notice of request for discretionary personal
leave shall be submitted to the Principal or Department Supervisor 3 days in advance of the
anticipated absence. Unusual use of personal leave days may be investigated and /or denied
by the Superintendent and reported to the Board. Discretionary leave shall not be allowed in
the following except for extenuating circumstances:

The day before or after a school holiday or an intersession
Test administration days

Professional or staff development days

First and last days of school

Parent conference days

SAEIE A
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Immediate Family Defined:

For state sick leave purposes, the term "immediate family" includes the following:
Husband;

Wife;

Son, son-in-law, stepson;

Daughter, daughter-in-law, stepdaughter;

Father, father-in-law, stepfather;

Mother, mother-in-law, stepmother;

Brother, brother-in-law, stepbrother;

Sister, sister-in-law, stepsister;

9. Grandparents;

10. Grandchildren;

11. Any person who may be residing in the covered employee's household at the time of illness or
death.

N~ WN —

Family Emergency Defined:

The term "family emergency" shall be limited to natural disasters and life-threatening situations
involving the covered employee or a member of the employee's immediate family.

Accumulation:

Personnel employed 100% of the day shall earn state personal leave at the rate of one-half day for
each eighteen days employed and paid. Not more than five days shall be earned in any one school
year.

Personnel employed less than 100% of the day, but at least 50% of the day, shall earn state personal
leave at the rate of one-half day for each thirty-six days of employment. No more than two and one-
half days shall be earned in any one school year.

Personnel employed and who regularly work in the "part-time™ category, not to include substitutes,
will earn one-half day of state personal leave, on the basis of the length of their work day, for each
18 days of employment. Not more than five state days (length of work day) will be earned in any
one school year.

All full-time and part-time employees eligible for personal leave days are credited with leave days
at the beginning of the contract year. If an employee’s resignation is tendered before leave is
earned, or a leave of absence is granted for the remainder of the school year, any leave used (paid)
but unearned must be repaid to the District.

Use and Recording:

Employees shall be charged personal leave as used even if a substitute is not employed.
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Personal leave shall be earned and recorded in whole workdays and half workdays only (except
when coordinated with workers' compensation benefits as provided in policy).

Local personal leave shall be used before state sick leave accumulated prior to 1995 or newly
accrued state personal leave. State sick leave earned prior to the 1995-96 school year shall be used
prior to state personal leave. State sick leave shall also be used in accordance with the reasons
stated in old law. The order of utilization of sick leave and personal leave for the Superintendent
shall be governed by his/her employment contract with the Board of Trustees.

Absences for illness in excess of earned leave shall result in a deduction of the daily rate of pay for
each workday of absence.

Local Personal Leave

The District may provide additional personal leave beyond the state minimum personal leave
program. Education Code Sec. 22.003(a)

All personnel employed on a regular basis shall earn additional days of local personal leave
concurrently with state personal leave. The five days of state personal leave will be supplemented
with the number of local personal leave days to provide one day of personal leave for each eighteen
days employed and paid. Local personal leave is accumulative but not transferable to other
Districts. Local personal leave days will be credited at the beginning of the year for all employees.
Local personal leave days shall be earned and used according to the same guidelines as the state
personal leave plan. All local sick leave earned and carried over at the end of the 1994-95 school
year and all local leave earned beginning with the 1995-96 school year shall become local personal
leave and will be administered and taken under the same guidelines as state personal leave. After all
earned state and local personal leave have been used, each absent day thereafter will be deducted at
a daily rate from the employee's pay.

Medical Leaves of Absence

An employee on any medical leave of absence for more than five consecutive workdays shall
submit a Doctor’s Certification of Illness and of the employee’s fitness to return to work. An
employee on any medical leave of absence shall be deemed to have vacated his/her position after
180 days.

If an employee returns to work from a medical leave of absence for less than ten (10) scheduled

working days and goes back out on a medical leave of absence for the same or related cause, then,
that employee will be deemed to have been on a continuous medical leave from the original date.

Assault Leave

In addition to all other days of leave, a District employee who is physically assaulted during the
performance of regular duties is entitled to the number of days of leave necessary to recuperate from
physical injuries sustained as a result of the assault. At the request of an employee, the District must
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immediately assign the employee to assault leave. Days of assault leave may not be deducted from
accrued personal leave. Assault leave may not extend more than two years beyond the date of the
assault. Please note that following an investigation of the claim, the District may change the assault
leave status and charge the leave against the employee’s accrued personal leave or against the
employee’s pay if insufficient accrued personal leave is available.

Notwithstanding any other law, assault leave benefits due to an employee shall be coordinated with
temporary income benefits due from workers’ compensation so the employee’s total compensation
from temporary income benefits and assault leave policy benefits will equal 100 percent of the
employee’s weekly rate of pay. Education Code 22.003(b).

The Board has chosen to coordinate assault leave benefits with workers’ compensation wage
benefits so that the combined payment to an employee who has been assaulted during performance
of regular duties does not exceed the amount of weekly compensation the employee was receiving
prior to the assault.

Assault leave, during which the employee receives worker’s compensation wage benefits
supplemented by the District up to the pre-assault weekly salary, shall not be designated as family
medical leave.

Other Court Appearances:

Absences for court appearances related to an employee's personal business shall be deducted from
the employee's personal leave or shall be taken by the employee as leave without pay.

Pregnancy:

Disabilities caused or contributed to by pregnancy, child birth, or related medical conditions, for all
job-related purposes, shall be treated the same as disabilities caused or contributed to by other
medical conditions, under any health or disability insurance or sick leave plan available in
connection with employment. 29 C.F.R. 1604.10 (b)

Difference between Personal Leave and Temporary Disability:

An employee’s entitlement to personal leave is unaffected by any concurrent eligibility for a leave of
absence for temporary disability. The two types of leave are different, and each must be granted by
its own terms. Atty. Gen. Op. H-352 (1974); Education Code 22.003, 21.409

Temporary Disability

The Superintendent shall grant to full-time employees a leave of absence for temporary disability at
any time the employee's condition interferes with the performance of regular duties. The Board
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shall not terminate the employment of the employee during leave of absence for temporary
disability. Temporary disability includes pregnancy.

The employee shall submit to the Superintendent a request for leave of absence for temporary
disability. Supervisors will provide employees with disability forms and instruct them to return
them to the Department of Human Resources. It is the employee’s responsibility to complete the
disability forms. The request must be accompanied by a physician's statement confirming the
employee's inability to work, the date upon which the employee has requested that the leave begin,
and the probable date of the employee's return. All medical leaves will run concurrently.

Employee’s insurance payments made by the District are considered to be one of the employee’s
earned benefits. Therefore, employees who are granted disability leave are not entitled to this
benefit if no salary is being earned. An employee on disability leave may choose to continue his or
her group health and life insurance, if not earning salary, by paying premiums in advance to the
Department of Human Resources.

The employee shall notify the Superintendent of a desire to return to active duty upon release by the
physician and at least thirty days before the expected date of return. The notice must include a
physician’s statement indicating the employee’s physical fitness to return to regular duties.

The employee returning to active duty after a leave of absence for temporary disability shall be
entitled to an assignment at the school where the employee formerly was assigned, subject to the
availability of an appropriate position. In any event, the employee shall be placed on active duty no
later than the beginning of the next school year. A principal at another campus voluntarily may
approve the appointment of an employee who wishes to return from leave of absence. However, if
no other principal approves the assignment by the beginning of the next school year, the District
must place the employee at the school at which the employee formerly taught or was assigned.
Atty. Gen. Op. DM-177 (1992)

The Superintendent shall grant the length of leave of absence for temporary disability required by
the employee. The maximum length for a leave of absence for temporary disability shall be not
more than 180 calendar days. The Superintendent will consider requests for extensions on a case by
case basis in light of the needs of the educational program of the District. Atty. Gen. Op. H-352
(1974). Education Code 21.409

Federal Military Leave

Any person who is absent from a position of employment by reason of voluntary or involuntary
service in the uniformed services (the Armed Forces, the Army National Guard and the Air National
Guard when engaged in active duty for training, inactive duty training, or full-time National Guard
duty, the commissioned corps of the Public Health Services, and any other category of persons
designated by the President in time of war or emergency) shall be entitled to certain re-employment
rights and benefits under the Uniformed Services Employment and Re-employment Rights Act of
1994 (USERRA) if:
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1. The person (or an appropriate officer of the uniformed service in which such service is
performed) has given advance written or verbal notice of such service to the District (unless notice
is precluded by military necessity or is otherwise unreasonable or impossible);

2. The cumulative length of the absence and of all previous absences from a position of
employment with the District does not exceed five years; and,

3. The person reports to or submits an application for re-employment to the District and complies
with the appropriate procedural requirements that apply under the circumstances.

A person who is re-employed under this Act is entitled to the seniority and other rights and benefits
determined by seniority that the person had on the date of the commencement of service in the
uniformed services plus the additional seniority and rights and benefits that such person would have
attained if the person had remained continuously employed.

The District is not required to re-employ a person if:

1. The District’s circumstances have so changed as to make re-employment impossible or
unreasonable;

2. The re-employment of such person would impose an undue hardship on the District; or,

3. The employment from which the person leaves to serve in the uniformed services is for a brief,
non-recurrent period and there is no reasonable expectation that such employment will continue
indefinitely for a significant period. 38 U.S.C. 4301, et.seq.

State Military Leave — Short Term:

All employees of the District who are members of the state military forces or the reserve
components of the United States Armed Forces shall be granted a leave of absence from their duties
without loss of time, efficiency rating, vacation time, or salary on all days during which they are
engaged in authorized training or duty ordered or authorized by proper authority, not to exceed
fifteen days in a federal fiscal year.

Such employees who are ordered to duty by proper authority shall be restored, when relieved from
duty, to the position held by them when ordered to duty. Gov’t Code 431.005

State Military Leave - Long Term:

Any employee, other than a temporary employee, who leaves his position with the District to enter
active state military service is entitled to be re-employed by the District in the same position held at
the time of induction, enlistment, or order, or to a position of similar seniority, status, and pay. To
be entitled to re-employment, the employee must be discharged, separated, or released from active
state military service under honorable conditions not later than the fifth anniversary after the date of
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induction, enlistment, or call to active military service and must be physically and mentally
qualified to perform the duties of the position. Gov’t Code 613.001(3), 613.002

An employee who cannot perform the duties of his previous position by reason of disability
sustained during state military service, is entitled to re-employment in the District in a position that
the employee can perform and that has like seniority, status, and pay as the former position or the
nearest possible seniority, status, and pay. Gov’t Code 613.003

To be re-employed, a veteran of the state military must apply for re-employment not later than the
90th day after the date the veteran is discharged or released from active state military service.
Application must be made in writing to the Superintendent and have attached to it evidence of the
veteran’s discharge, separation, or release under honorable conditions. Gov’t Code 613.004

A person re-employed after active State military service shall not be discharged without cause
before the first anniversary of the date of re-employment. Gov’t Code 613.005

“Military service” means service as a member of the regular or reserve Armed Forces of the United
States, the Texas National Guard, or the Texas State Guard. Gov’t Code 613.001(2)

Federal Family and Medical Leave
(Family and Medical Leave Act of 1993 - Effective August 5, 1993.)

An employee who has been employed by the District for at least 12 months and for 1,250 hours
during the previous 12 month period shall be entitled to a total of 12 workweeks of leave, without
loss of any employment benefit accrued prior to the beginning of the leave, during any 12-month
period for one or more of the following reasons:

1. Because of the birth or adoption, including placement for foster care, of the employee’s
child and in order to care for the child, provided the leave is taken within 12 months of the
birth, adoption, or placement of the child. By agreement between the employee and the
District, this leave may be taken intermittently or on a reduced leave schedule.

2. To care for the employee’s spouse, child, or parent if the spouse, child, or parent has a
serious health condition.

3. Because of the employee’s serious health condition that makes the employee unable to
perform functions of his her position. 29 U.S.C. 2611(2), 2612(a)

4. Because of “any qualifying exigency” arising out of the fact that the spouse, child or
parent is on military active duty or has been notified of an impending call to active duty
status, in support of a contingency operation.

Eligible employees can take up to 26 weeks of leave in a twelve-month period to care for a spouse,

child, parent or next of kin who is recovering from a serious illness or injury sustained in the line of
duty while the spouse, child, parent, or next of kin was a covered service member on active duty.
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Employees requiring family and medical leave should contact Employee Benefits at 937-0227 for
details on eligibility, requirements, and limitations.

Serious Health Condition:

A “serious health condition” means an illness, injury, impairment, or physical or mental condition
that involves:

1. inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care
facility ; including any period of incapacity (inability to work, attend school, or perform
other regular daily activities due to the serious health condition, treatment therefore or
recovery there from) or any subsequent treatment in connection with such inpatient care; or,

2. continuing treatment by or under the supervision of a health care provider for a period of
incapacity (as described above) for:

a. more than three consecutive calendar days, and any subsequent treatment or period of
incapacity relating to the same condition.

b. pregnancy or prenatal care;

c. treatment for such incapacity due to a chronic serious health condition (one that requires
periodic visits for treatment by a health care provider, continues over an extended period of
time, and may cause episodic rather than a continuing period of incapacity);

d. a condition for which treatment may not be effective and for which the employee or
family member is under the continuing supervision of a health care provider (i.e.,
Alzheimer’s, a severe stroke, or the terminal stages of a disease);

e. the purpose of receiving multiple treatments by a health care provider, either for
restorative surgery after an accident or other injury, or for a condition that would likely
result in a period of incapacity of more than three consecutive calendar days in the absence
of medical intervention or treatment, such as cancer, severe arthritis, or kidney disease. 29
CFR 825.114(a)

Health Care Provider

For FMLA leave purposes, a “health care provider” is defined as any of the following:

1. a doctor of medicine or osteopathy who is authorized to practice medicine or surgery (as
appropriate) by the state in which the doctor practices;

2. podiatrist, dentist, clinical psychologist, optometrist, or chiropractor (limited to treatment

consisting of manual manipulation of the spine to correct a subluxation as demonstrated by X-ray to
exist) authorized to practice in the state (meaning that the provider must be authorized to diagnose
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and treat physical or mental health conditions without supervision by a doctor or other health care
provider) and performing within the scope of their practice as defined by state law;

3. nurse practitioner or nurse-midwife authorized to practice under state law and performing within
the scope of their practice as defined by state law;

4. a Christian Science practitioner who is listed with the First Church of Christ, Scientist in Boston,
Massachusetts. 29 CFR 825.118

5. Any health care provider from whom an employer or the employer’s group health plan’s benefits
Director will accept certification of the existence of a serious health condition to substantiate a claim
for benefits.

Both spouses employed in District:

A husband and wife who are eligible for FMLA (DEC) leave and are both employed in the District
shall be permitted to take only a combined total of 12 weeks of leave during any 12 month period if
the leave is taken:

1. For the birth or adoption of a son or daughter or to care for the child after birth.

2. For the placement of a son or daughter for adoption or foster care, or to care for the child after
placement.

3. To care for a parent with a serious health condition.

When the husband and wife both use a portion of the total 12 week entitlement for one of the
purposes noted above, each spouse shall be entitled to the difference between the amount he/she has
taken individually and 12 weeks of FMLA leave for a purpose other than those listed above. 29
U.S.C. 2612(f); 29 CFR 825.202;

Designation of leave:

When notified of an employee’s absence of as few as two calendar days (need not be workdays) for
a purpose which qualifies under FMLA, the Department of Human Resources will provide the
employee with notice of the employee’s rights and obligations while on leave, including the
consequences of failure to meet those obligations.

Employees who qualify under FMLA will receive 12 calendar weeks of unpaid leave unless the
employee has accrued sick or personal leave. FMLA leave will run concurrent with accrued sick or
personal leave, disability leave, assault leave and/or worker’s compensation leave. Benefits earned
and paid by the District before the beginning of FMLA leave will continue to be paid by the District
for the duration of the FMLA leave. The 12 weeks of FMLA leave will be 12 continuous calendar
work weeks unless the leave is taken on an intermittent basis. (Intersession, holidays, vacation, etc.
will be excluded.)
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The District may retroactively designate the absence of an employee who qualifies as FMLA leave
by informing the employee before he or she returns from the leave. All employees must be
informed that an absence which qualifies under FMLA will be counted against FMLA leave. Each
employee who qualifies for FMLA leave may not qualify again until one calendar year from the
first day of absence on FMLA.

The employee who qualifies for FMLA leave is obligated to provide medical certification within 15
calendar days of the leave request. If the need for the leave is unforeseeable, medical certification is
required within 15 calendar days or as soon as reasonably possible under the circumstances. Failure
to provide medical certification in a timely manner can result in denial of the leave.

If the District has reason to doubt the validity of a medical certification, it may require a second
opinion from a health care provider designated by the District. If the two opinions differ, a third
health care provider may be jointly designated by the employer and the employee. The third
opinion is final and binding.

The District may require periodic recertification of medical conditions to support leaves, but not
more often than every 30 days unless:

1. the employee requests an extension of the medical or family care leave;

2. circumstances described by the original certification have changed significantly (i.e. duration or
nature of illness or complications);

3. information surfaces which casts doubt on the validity of the certification; or,

4. an employee is unable to return from FMLA leave as scheduled and the District is trying to
determine whether insurance premium payments may be recovered from the employee.

Notice to Employees

The District shall post and keep posted in conspicuous places on each campus where notices to
employees are usually posted, a notice approved by the Secretary of Labor that sets out excerpts
from or summaries of the Family and Medical Leave Act and information pertaining to the filing of
a charge. 29 U.S.C. 2619

If the District’s work force is comprised of a significant portion of workers who are not literate in
English, the District shall be responsible for providing the information required by the notice in a
language in which the employees are literate. 29 CFR 825.300(c)

Medical Certification

The District shall require a certification issued by the health care provider of the spouse, child,
parent, or employee that the employee is needed to care for the spouse, child, or parent or, in case of
leave for the employee’s condition, that the employee is unable to perform the functions of his or
her position. The certification shall include the date on which the serious health condition began,
the probable duration of the condition, and the appropriate medical facts within the provider’s
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knowledge regarding the condition. The employee shall in a timely manner provide a copy of the
certification to the District. 29 U.S.C.2613

Recertification

The District may request recertification at any reasonable interval, but not more often than every 30
days, unless more frequent recertification is warranted because:

1. the employee requests an extension of leave;

2. circumstances described by the original certification have changed significantly (e.g., the
duration or nature of the illness or complications);

3. the District receives information that casts doubt upon the continuing validity of the
certification.

The employee must provide the requested recertification to the District within the time frame
requested by the District (which must allow at least 15 days to submit a recertification), unless it is
not practicable under the particular circumstances to do so despite the employee’s diligent, good
faith efforts.

Any recertification requested by the District shall be at the employee’s expense, unless the District
provides otherwise. No second or third opinion on recertification may be required. 29 U.S.C.
2613(e); 29 CFR 825.308

Return to work

The District shall uniformly require, as a prerequisite for reinstating employees whose FMLA leave
was due to their own serious health condition, medical certification of their ability to resume work.
29 U.S.C. 2614(a)(4)

Concurrent Use of Paid Leave and FMLA Leave

The District shall designate any appropriate paid leave to which the employee is entitled as
substituting for all or some portion of the employee’s FMLA entitlement. Except for employees
who are receiving worker’s compensation wage benefits, the District shall require the use of all
applicable accumulated leave in the order determined by this policy, followed by temporary
disability leave, when applicable, concurrently with family and medical leave. Once the District
has acquired knowledge that the leave is being taken for an FMLA required reason, the District
must promptly (within two business days absent extenuating circumstances) notify the employee
that the paid leave is designated and will be counted as FMLA leave. 29 U.S.C. 2612(d)(2); 29 CFR
825.208(b)(1)
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Intermittent Leave

An employee, other than one employed principally in an instructional capacity, may take leave
intermittently or on a reduced leave schedule when medically necessary to care for a spouse, parent,
or child or to receive planned medical treatment for himself or herself.

If an employee who is principally employed in an instructional capacity requests leave to care for a
spouse, parent, or child or because of his or her own serious health condition that is foreseeable
based on planned medical treatment and the employee would be on leave for greater than 20 percent
of the total number of working days in the period during which the leave would extend, the District
shall require the employee to choose either to:

1. take leave for periods of a particular duration, not to exceed the duration of the planned medical
treatment; or

2. transfer temporarily to an available alternative position offered by the District for which the
teacher is qualified and that has equivalent pay and benefits and better accommodates recurring
periods of leave than the teacher’s regular employment position. 29 U.S.C. 2618(c)

“Instructional employees” are those whose principal function is to teach and instruct students in a
class, a small group, or an individual setting. This term includes not only teachers, but also athletic
coaches, driving instructors, and special education assistants, such as signers for the hearing
impaired. It does not include teacher assistants or aides who do not have as their principal job actual
teaching or instruction, nor does it include personnel such as counselors, psychologists, or
curriculum specialists. It also does not include cafeteria workers, maintenance workers, or bus
drivers. 29 CFR 825.600(c)

Child Care/Adoption

The District may allow any of its employees to take intermittent leave for child care and/or adoption
purposes, but only if an eligible employee complies with the 30 days’ notice required for leave that
is foreseeable. 29 U.S.C. 2618(c)(2)

Notice by employees — Foreseeable Leave

When the necessity for leave for the birth, adoption, or placement of a child is foreseeable, the
employee shall provide the District with not less than 30 days notice before the date the leave is to
begin of the intention to take leave; however, if the date of the birth, adoption, or placement requires
leave to begin in less than 30 days, the employee shall provide as much notice as is practicable.

When the necessity for leave to care for a spouse, parent, or child or because of the employee’s own
serious health condition is foreseeable based on planned medical treatment, the employee shall
make a reasonable effort to schedule the treatment so as not to disrupt unduly the operations of the
District and shall provide the District with not less than 30 days notice of the date the leave is to
begin of the intention to take leave; however, if the date of the treatment requires the leave to begin
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in less than 30 days, the employee shall provide as much notice as is practicable. Sec. 102 (e), P.L.
103-3, Acts of 103rd Congress

“As soon as practicable” means as soon as possible and practical taking into account all of the facts
and circumstances in the individual case. Ordinarily, it would mean at least verbal notification to
the employer within one or two business days of when the need for leave becomes known to the
employee. 29 CFR 825.302

Leave That is not Foreseeable

When the need for leave, or its approximate timing, is not foreseeable an employee shall provide
notice to the District as soon as practicable under the facts and circumstances of the particular case.
Ordinarily, notice shall be provided within no more than one or two working days of learning of the
need for leave. Notice should be provided either in person or by telephone, telegraph, “fax”
machine, or other electronic means. 29 CFR 825.303

End-of-Term Leave

When an employee who is principally in an instructional capacity requests leave near the end of a
semester, the District shall impose the following restrictions on the timing of a return to duty:

1. If the leave begins more than five weeks prior to the end of the semester, the District shall
require the employee to continue taking leave to the end of the semester if the leave is of at least
three weeks duration and the return to employment would occur during the three-week period
before the end of the semester.

2. If the leave begins less than five weeks prior to the end of the semester and it is for a purpose
other than the employee’s own serious health condition, the District shall require the employee to
continue taking leave until the end of the semester if the leave is of greater than two weeks duration
and return to employment would occur during the two-week period before the end of the semester.

3. If the leave begins less than three weeks prior to the end of the semester for a purpose other than
the employee’s own serious health condition and the duration of the leave is greater than five
working days, the District shall require the employee to continue to take leave until the end of the
semester. If the District requires an employee to take leave until the end of an academic term, only
the period of leave until the employee is ready and able to return to work shall be charged against
the employee’s FMLA entitlement. 29 U.S.C. 2618(d); 29 CFR 825.600(c), 825.602,825.603(b)

Maintenance of Health Benefits

During any period that an eligible employee takes FMLA leave, the District shall maintain coverage
under any “group health plan” for the duration of the leave at the level and under the conditions
coverage would have been provided if the employee had continued in active duty with the District.
29 U.S.C. 2614 (c)(1)
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Failure to Return From Leave

The District may recover its share of health care premiums during a period of FMLA leave if an
employee fails to return to work after his or her FMLA leave entitlement has been exhausted or
expires, unless one of the following conditions exists:

1. the continuation, recurrence, or onset of a serious health condition that entitles the employee to
leave under FMLA; or

2. other circumstances beyond the employee’s control.

When an employee fails to return to work, except for the reasons stated above, health premiums
paid by the District during a period of FMLA leave are a debt owed the District by the non-
returning employee, and may be recovered by the District through deduction of any sums due the
employee or through legal action. 29 U.S.C. 2614(c)(2); 29 CFR 825.213(a)(f)

Return to Position

An employee who takes Family and Medical Leave under these provisions is entitled to be restored
to the position held when the leave commenced or to an equivalent position with equivalent
employment benefits, pay, and other terms and conditions of employment. The determination of an
“equivalent position” shall be made on the basis of established Board policies and practices.

29 U.S.C.2614(a)(1),2618(e);29 CFR 825.604

Denial of Restoration

The District may deny restoration to “key employees,” as described below, and to any employee
who fails to provide a fitness-for-duty certificate to return to work, if such is required by the
District.

A “key employee’ is a salaried FMLA-eligible employee who is among the highest paid 10 percent
of all District employees within 75 miles of the employee’s work site. Key employees may be
denied restoration to their original or equivalent positions under the following conditions:

1. At the time FMLA leave is requested (or FMLA leave begins, if earlier), the employee has
received written notice that he or she is a “key employee,” and has been informed of the potential
consequences with respect to reinstatement and maintenance of health benefits if the District
determines that substantial and grievous economic injury will result to District operations if the
employee is reinstated from FMLA leave.

2. The Board determines that denial of restoration is necessary to prevent substantial and grievous
economic injury to the District.

35



2008-09 School Year
Employee Handbook

3. On making the determination that injury would occur, the District notifies the employee in
writing, either in person or by certified mail, of its intent to deny restoration to employment of
FMLA leave. The notice must explain the basis for the Board’s finding of injury and must provide
the employee a reasonable time in which to return to work, taking into account the circumstances,
such as the length of leave and the urgency of the need for the employee to return.

4. If the employee does not return to work in response to the District’s notice, he or she continues to
be entitled to maintenance of health benefits at the District’s expense. The employee’s FMLA
rights continue unless and until the employee gives notice he or she no longer wishes to return to
duty or the District actually denies restoration at the end of the leave period.

5. An employee who has received notice as set out at item 3 above is still entitled to request rein-
statement at the end of the leave period. The District must then determine whether it will suffer
substantial and grievous economic injury from reinstatement based on the facts at that time. If such
a determination is made, the District shall notify the employee in writing (in person or by certified
mail) of denial of restoration. 29 U.S.C.2614(b);29 CFR 825.216, 825.217, 825.219; 825.312(c

Religious Observances

The District shall reasonably accommodate an employee's request to be absent from duty in order to
participate in religious observances and practice so long as it does not cause undue hardship on the
conduct of the District business. Such absence shall be without pay unless applicable local leave is
available.

Workers’ Compensation

An employee who is receiving Workers’ Compensation benefits is allowed to use accumulated
sick leave and/or personal leave by submitting the appropriate request form. In such case, the
District shall pay the difference between the weekly income benefit received under Workers’
Compensation and the employee’s regular weekly compensation and shall be charged sick leave
and/or personal leave proportionately. Workers’ Compensation will run concurrently with
Family Medical Leave (FMLA) and Temporary Disability Leave.

Compliance with a subpoena:

The District shall not discharge, discipline, or otherwise penalize an employee because the
employee complies with a valid subpoena to appear in a civil, criminal, legislative or administrative
proceeding. Labor Code 52.051(a).

Earned State and Local Personal Leave Schedule

State personal leave days shall be earned at a rate specified by the District. Local personal leave
shall be earned at a rate comparable to state sick leave with no limit on accumulation.
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State and local personal leave shall be earned in accordance with the schedule below:

DAYS EMPLOYED STATE LOCAL TOTAL
AT 100% OF THE PIL PIL PIL

DAY DAYS DAYS DAYS
|
0-17 0.00 0.00 0.00
18-35 0.50 0.50 1.00
36-53 1.00 1.00 2.00
54-71 1.50 1.50 3.00
72-89 2.00 2.00 4.00
90-107 2.50 2.50 5.00
108-125 3.00 3.00 6.00
126-143 3.50 3.50 7.00
144-161 4.00 4.00 8.00
162-179 4.50 4.50 9.00
180-201 5.00 5.00 10.00
202-215 5.00 6.00 11.00
216 + 5.00 7.00 12.00

Designation of Responsibility:

All the authority delegated to the Superintendent under policy DEC may be assigned to the
Assistant Superintendent for Human Resources.

Procedures for Leaves of Absences and other Personnel/ Payroll Issues

Employees that will be out on any leave of absence (more than 5 consecutive days) must comply
with the procedures established by the Department of Human Resources. Below is a breakdown of
procedures.

1. Employee must notify the Department of Human Resources and their immediate supervisor of

the leave and the date when they are expected to go out and the expected date of return. A leave of
absence can be requested for: illness of employee or illness of an immediate family member.
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2. Employee must fill out the “Request for Leave” (FMLA) 30 days prior to the leave, if the
extended leave is foreseeable. Either request must be submitted with a Doctor’s Certification
stating the employee’s inability to work and the length of time the employee needs to be off work.
If the employee is requesting the leave for an immediate family member, the Doctor’s Certification
shall state the employee needs to take care of this particular member of the family with an
explanation of the nature of the illness and the approximate time off work.

3. Employee must submit a Doctor’s Release to the Department of Human Resources personally to
obtain a Return to Duty Permit prior to returning to work. Without this permit the employee will
not be allowed to return to work. If the employee was out due to an immediate family member’s
iliness, the Doctor’s Certification must state that the employee is being released from taking care of
that particular member of the immediate family.

4. Employees returning to work from any leave of absence must also follow the Payroll Schedule
established by the Payroll Department. The Payroll Schedule shows the start and end dates of the
pay periods in the school District. In order for the employee to receive a paycheck after returning
from leave (if no personal days are available), the employee must return by the end date for that
payroll. (For example: to receive a paycheck on May 31st the employee must return to work before
May 15th). Payroll schedules are updated each school year and will be posted at each
campus/department.

Any questions regarding this information can be directed to the Department of Human Resources or
to the Department of Payroll at (915) 937-0140.

Catastrophic Leave
Policy DEC

The District has established a Sick Leave bank to benefit employees who are faced with
extended absences due to catastrophic, long-term illness or injury to the employee or to an
immediate member of his or her family. Catastrophic leave bank participants whose sick and
personal leave is exhausted may draw from the bank for catastrophic illness or injury.

All requests for consideration of Sick Leave Bank benefits shall be submitted to the Director of
Employee Benefits.

Employees who are eligible to draw from the Sick Bank will receive no more than 20 days per
school year. Leave from the bank may not be used from one school year to the next. Any leave
days given to a contributor shall be coordinated with any collateral benefits being received by the
contributor, so that the sum of the amount of collateral benefits and the amount of sick leave
benefits received by the contributor, does not exceed the contributor’s pre-illness or pre-injury
rate of pay.

Contact Employee Benefits at 937-0227 or the Employee Benefits Website for additional
information on the catastrophic sick leave bank.
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Continuation of Health Insurance

Employees who perform service in the uniformed services may elect to continue their health plan
coverage at their own cost for a period not to exceed 24 months. Employees should contact
Employee Benefits (937-0227) for details on eligibility, requirements, and limitations.

Non Duty Days
Policy DED

Non-Duty days are days in excess of the employee’s approved work days on the approved calendar.
Non duty days may be taken by obtaining appropriate approval by the supervisor prior to the leave.

Employees assigned to positions normally requiring 11 or 12 months or a minimum of 192 days of
service shall be granted Non-Duty days if not on a common calendar. The number of non duty days
available shall be determined by the approved calendar for the current school year.

Approval will be obtained by submitting the request form for non duty days to the employee’s
immediate supervisor and reporting the non duty day(s) to the Subfinder System.

It is recommended that employees working at a campus refrain from using non duty days during
school days.

Employee Relations and Communications

Employee Recognition and Appreciation
Continuous efforts are made throughout the year to recognize employees who make an extra

effort to contribute to the success of the District. Employees are recognized at Board meetings, in
the District Newsletter, and through special events and activities.

District Communications

Throughout the school year, the Public Relations Department publishes newsletters, brochures,
fliers, calendars, news releases, and other communication materials online. These publications
offer employees and the community information pertaining to school activities and
achievements.

Complaints and grievances
Policy DGBA

In an effort to hear and resolve employee concerns or complaints in a timely manner and at the
lowest administrative level possible, the Board has adopted an orderly process that all employees
must follow. Employees are encouraged to discuss their concerns or complaints with their
supervisors or an appropriate administrator at any time.
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The formal process provides all employees with an opportunity to be heard up to the highest level of
management if they are dissatisfied with an administrative response. Once all administrative
procedures are exhausted, employees can bring concerns or complaints to the Board of Trustees. For
ease of reference, the district’s policy concerning the process of bringing concerns and complaints is
reprinted as follows:

Policy DGBA Local

Guiding Principles
Informal Process

The Board encourages employees to discuss their concerns and complaints through informal
conferences with their supervisor, principal, or other appropriate administrator.

Concerns should be expressed as soon as possible to allow early resolution at the lowest possible
administrative level.

Formal Process

If an informal conference regarding a complaint fails to reach the outcome requested by the
employee, he or she may initiate the formal process described below by timely filing a written
complaint form. Even after initiating the formal complaint process, employees are encouraged to
seek informal resolution of their concerns. An employee whose concerns are resolved may
withdraw a formal complaint at any time. The process described in this policy shall not be
construed to create new or additional rights beyond those granted by law or Board policy, nor to
require a full evidentiary hearing or “mini-trial” at any level.

Freedom from Retaliation
Neither the Board nor any District employee shall retaliate against an employee for bringing a
concern or complaint. [See DG]

Notice to Employees
The principal of each campus and other supervisory personnel shall inform employees of this

policy.

Specific Complaints

For more information on how to proceed with complaints regarding:
1) Alleged discrimination, including violations of Title IX or Section 504 (see DAA)
2) Instructional materials (see EFA)
3) A commissioned peace officer who is an employee of the District (see CKE)

Other Review Processes
Complaints alleging certain forms of harassment shall be processed in accordance with DHC.
Complaints arising from any of the following must be addressed through the local and statutory
processes indicated below:
1) The proposed non-renewal of a term contract issued under Chapter 21 of the Texas
Education Code, in accordance with DFBB
2) The proposed termination or suspension without pay of an employee on a probationary,
term, or continuing contract issued under Chapter 21 of the Texas Education Code during
the contract term, in accordance with DFAA, DFBA, or DFCA, respectively
This policy shall apply to all other employee complaints.
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Definitions

For purposes of this policy, terms are defined as follows:

*Complaint/ Grievance

The terms “complaint” and *“grievance” shall have the same meaning. A complaint under this
policy may include:

1) Grievances concerning an employee’s wages, hours, or conditions of work;

2) Specific allegations of unlawful discrimination in employment based on the employee’s
sex, race, religion, national origin, age, or disability;

3) Specific allegations of unlawful discrimination or retaliation based on the employee’s
exercise of legally protected rights;

4) Specific allegations of adverse personnel action based on the employee’s good faith
report to an appropriate law enforcement authority of a violation of a law by the District
or a District employee, i.e., “whistleblower complaints”; [See DG]

5) Complaints arising from the dismissal or termination of an at-will employee; or [See
DCD]

6) Complaints arising from the termination at end of year of the probationary contract of a
professional employee [See DFAA]

Filing

Complaint forms and appeal notices may be filed by hand-delivery, fax, or U.S. Mail. Hand-
delivered filings shall be timely filed if received by the appropriate administrator or designee by
the close of business on the deadline. Fax filings shall be timely filed if they are faxed on or
before the deadline, as indicated by the date/time shown on the fax copy. Mail filings shall be
timely filed if they are postmarked by U.S. Mail on the deadline and received by the appropriate
administrator or designated representative no more than three days after the deadline.

Response
At Levels One and Two, “response” shall mean a written communication to the employee from

the appropriate administrator. Responses may be hand-delivered, faxed, or sent by U.S. Mail to
the employee’s (or, in the case of a represented employee, the employee’s designated
representative) at the fax number or mailing address of record. Faxed responses shall be timely
filed if they are faxed on or before the deadline, as indicated by the date/time shown on the fax
copy. Mailed responses shall be timely if they are postmarked by U.S. Mail on the deadline and
received by the employee or designated representative no more than three days after the response
deadline.

Days
“Days” shall mean District business days. In calculating time lines under this policy, the day a

document is filed is “day zero,” and all deadlines shall be determined by counting the following
day as “day one.”

Representative
“Representative” means any person who or an organization that does not claim the right to strike
and is designated by the employee to represent him or her in the complaint process.
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The employee may designate a representative through written notice to the District at any level
of this process. If the employee designates a representative with fewer than three days’ notice to
the District before a scheduled conference or hearing, the District may reschedule the conference
or hearing to a later date, if desired, in order to include the District’s counsel.

If the District chooses to be represented by its counsel, it shall notify the employee at least three
days before a scheduled interview or hearing, or the employee may reschedule the interview or
hearing in order to include the employee’s representative, if desired.

Whistleblower Complaints

Whistleblower complaints shall be filed within the time specified by law. Such complaints shall
first be filed in accordance with LEVEL TWO, below. Time lines for the employee and the
District set out in this policy may be shortened to allow the Board to make a final decision within
60 days of the initiation of the complaint. [See DG]

General Provisions

Complaints arising out of an event or a series of related events shall be addressed in one
complaint. Employees shall not bring separate or serial complaints arising from any event or
series of events that have been or could have been addressed in a previous complaint.

When two or more complaints are sufficiently similar in nature and remedy sought to permit
their resolution through one proceeding, the District may consolidate the complaints.

Untimely Filings
All time limits shall be strictly followed unless modified by mutual written consent.

If a complaint form or appeal notice is not timely filed, the complaint may be dismissed, on
written notice to the employee, at any point during the complaint process. The employee may
appeal the dismissal by seeking review in writing within ten business days, starting at the level at
which the complaint was dismissed. Such appeal shall be limited to the issue of timeliness.

Costs Incurred
Each party shall pay its own costs incurred in the course of the complaint.

Complaint Form

Complaints under this policy shall be submitted in writing on a form provided by the District.
Copies of any supporting documents involving the complaint should be attached to the complaint
form. If the employee does not have copies of these documents, they may be presented at the
Level One conference. After the Level One conference, no new documents may be submitted
unless the employee did not know they existed before the Level One conference.

The District shall expeditiously accommodate the employee’s requests for information subject to
the Texas Public Information Act so that documents may be timely received, or the District shall
agree to a continuation of the time lines so that documents may be received and used by the
employee.
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A complaint form that is incomplete in any material aspect may be dismissed, but may be re-
filed with all the requested information if the re-filing is within the designated time for filing a
complaint.

Level One

Complaint forms must be filed:
1) Within 15 business days of the date the employee first knew, or with reasonable diligence
should have
2) Known, of the decision or action giving rise to the complaint or grievance; and
3) With the lowest level administrator who has the authority to remedy the alleged problem

In most circumstances, employees on a school campus shall file Level One complaints with the
campus principal; other District employees shall file Level One complaints with their immediate
supervisor or the Employee Relations Office in the Department of Human Resources. The
employee has the option to present the grievance at Level Two if the highest level campus or
department administrator is the respondent to the grievance. In this situation, the complaint may
begin at Level Two following the procedure, including deadlines, for filing the complaint form at
Level One.

If the complaint is not filed with the appropriate administrator, the receiving administrator must
note the date and time the complaint form he/she received the form and immediately forward the
complaint form to the appropriate administrator and the Employee Relations Office in the
Department of Human Resources.

The appropriate administrator shall hold a conference with the employee within ten (10) business
days after receipt of the written complaint. The administrator shall have ten (10) business days
following the conference to provide the employee a written response.

Level Two

If the employee did not receive the relief requested at Level One or if the time for a response has
expired, the employee may submit an appeal in writing to the Director of Employee Relations.
The appeal notice must be filed in writing, on a form provided by the District, within ten
business days after receipt of a response, or if no response was received, within ten business days
of the response deadline at Level One. This form, along with any attachments from Level One,
and all available documentation shall be forwarded by the Director of Employee Relations to the
next level administrator who has jurisdiction over the employee’s area of employment (Director,
Executive Director, or Assistant Superintendent).

The administrator with jurisdiction shall hold a conference with the employee within ten working
days after the written notice of appeal from Level One has been filed. At the conference, the
administrator shall consider only the issues and documents presented at Level One and identified
in the Level Two appeal notice.

The administrative response shall be communicated in writing to the employee and the Director
of Employee Relations within ten (10) business days after the scheduled conference.
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Level Three

If the employee did not receive the relief requested at Level Two or if the time for a response has
expired, the employee may appeal the decision. Refer to Policy DGBA or visit with the
Employee Relations Department in Human Resources.

The Level Three appeal notice must be filed in writing to the Director of Employee Relations, on
a form provided by the District, within ten (10) business days after receipt of a response or, if no
response was received, within ten (10) business days of the response deadline at Level Two.

Board Hearing

The Director of Employee Relations shall inform the employee of the date, time, and place of the
scheduled hearing. The form of presentation of the grievance shall be determined by the Board
designated Hearing Officer and all proceedings before the hearing officer shall be recorded by
audiotape. Generally, no witnesses shall be presented and no cross examination of witnesses
shall occur, unless due process so requires. In each case, the grievant shall be permitted to make
a presentation to the designated Hearing Officer within the time allotted and shall be able to offer
such written evidence as the Board or its designated Hearing Officer may deem relevant. The
administration shall, in turn, be entitled to respond to the grievant with its own presentation and
written evidence.

The Director of Employee Relations shall, in advance of any hearing, provide the designated
Hearing Officer and the employee with copies of the employee’s original grievance, all
responses, and any written documentation previously submitted by the employee and the
administration. The designated hearing officer is not required to consider documentation not
previously submitted or issues not previously presented.

If the employee desires to appeal the designated hearing officer’s decision to the Board, the
employee shall notify the Director of Employee Relations within ten (10) business days of
receipt of the hearing officer’s recommendation. The Board shall review the hearing officer’s
written recommendation at its first regular meeting following receipt of the notice requesting
Board review to the Director of Employee Relations. The employee and the administration shall
be given an opportunity to provide a written response to the Board. The Board, at its sole
discretion, shall determine whether to review only the written information or to allow oral
presentations. The Board shall then make and communicate its decision at any time up to and
including the next regularly scheduled Board meeting. The Board may decide to accept, reject,
or modify the recommendation of the hearing officer. In the event the Board authorizes an oral
presentation on a grievance, the employee and the administration shall be limited to ten (10)
minutes each. Additionally, the District shall determine whether the complaint will be presented
in open or closed meeting in accordance with the Texas Open Meetings Act and other applicable
Law. [See BE]

If at any time, in the opinion of the Superintendent, decisions on grievances appear to conflict
with other decisions on grievances, law or regulations, or District policy, the Superintendent may
direct that the conflicting decisions be reconsidered or may be the subject of additional
consideration by the Superintendent. In the event of such a determination by the Superintendent,
the Superintendent shall direct the procedure and time lines for resolving the conflict. The
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Superintendent may also choose to refer conflicts to the Board or to the Hearing Officer for

reconsideration.
SOCORRO INDEPENDENT SCHOOL DISTRICT
PERSONNEL-MANAGEMENT RELATIONS EMPLOYEE
Complaints/Grievances (Local)
Date Issued: 3/7/2005 1 of 6LDU-10-05 DGBA(LOCAL)-X

Employee Conduct and Welfare

Standards of conduct
Policy DH

All employees are expected to work together in a cooperative spirit to serve the best interests of
the district and to be courteous to students, one another, and the public. Employees are expected
to observe the following standards of conduct:
e Recognize and respect the rights of students, parents, other employees, and members of
the community
e Maintain confidentiality in all matters relating to students and coworkers
e Report to work according to the assigned schedule
¢ Notify their immediate supervisor in advance or as early as possible in the event that they
must be absent or late. Unauthorized absences, chronic absenteeism, tardiness, and failure
to follow procedures for reporting an absence will be cause for disciplinary action
e Know and comply with department and district policies and procedures
e Express concerns, complaints, or criticism through appropriate channels
e Observe all safety rules and regulations and report injuries or unsafe conditions to a
supervisor immediately
e Use District time, funds, and property for authorized district business and activities only
e All District employees should perform their duties in accordance with state and federal
law, district policies and procedures, and ethical standards. Violation of policies,
regulations, or guidelines may result in disciplinary action, including termination of
employment. Alleged incidents of certain misconduct by educators, including having a
criminal record, must be reported to SBEC not later than the seventh day the
Superintendent first learns of the incident

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

Code of Ethics and Standard Practices for Texas Educators

Statement of Purpose
The Texas Educator shall comply with standard practices and ethical conduct toward
students, professional colleagues, school officials, parents, and members of the
community and shall safeguard academic freedom. The Texas Educator, in maintaining
the dignity of the profession, shall respect and obey the law, demonstrate personal
integrity, and exemplify honesty. The Texas Educator, in exemplifying ethical relations
with colleagues, shall extend just and equitable treatment to all members of the
profession. The Texas Educator, in accepting a position of public trust, shall measure
success by the progress of each student toward realization of his or her potential as an

45



http://www.tasb.org/policy/pol/private/071909/pol.cfm?DisplayPage=DH(LEGAL).pdf

2008-09 School Year
Employee Handbook

effective citizen. The Texas Educator, in fulfilling responsibilities in the community,
shall cooperate with parents and others to improve the public schools of the community.

Professional Standards

1. Professional Ethical Conduct, Practices, and Performance

Standard 1.1 The educator shall not knowingly engage in deceptive practices regarding official
policies of the school district or educational institution.

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

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

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

Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that impair
professional judgment or to obtain special advantage. This standard shall not restrict the
acceptance of gifts or tokens offered and accepted openly from students, parents, or other
persons or organizations in recognition or appreciation of service.

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

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

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

2. Ethical Conduct toward Professional Colleagues

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

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

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

Standard 2.4 The educator shall not interfere with a colleague's exercise of political,
professional, or citizenship rights and responsibilities.

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

Standard 2.6 The educator shall not use coercive means or promise of special treatment in order
to influence professional decisions or colleagues.

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

3. Ethical Conduct toward Students

Standard 3.1 The educator shall not reveal confidential information concerning students unless
disclosure serves lawful professional purposes or is required by law.
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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 knowingly misrepresent facts regarding a
student.

Standard 3.4 The educator shall not exclude a student from participation in a program, deny
benefits to a student, or grant an advantage to a student on the basis of race, color, sex, disability,
national origin, religion, or family status.

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

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

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

Dress Code
Policy DH

The district observes the following dress and grooming standards:
1. Cleanliness and neatness are expected of all staff at all times
2. Employees’ clothing should not be revealing, immodest, or inappropriate

Harassment
Policy DH, DI

Employees shall not engage in prohibited harassment, including sexual harassment, of other
employees or students. While acting in the course of their employment, employees shall not
engage in prohibited harassment of other persons, including Board members, vendors,
contractors, volunteers, or parents. A substantiated charge of harassment will result in
disciplinary action.

Employees who believe they have been harassed are encouraged to promptly report such
incidents to the campus principal, supervisor, Director of Employee Relations, or appropriate
district official. If the campus principal or supervisor is the subject of a complaint, the employee
should report the complaint directly to the Director of Employee Relations.

The District’s policy that includes definitions and procedures for reporting and investigating
harassment can be found online at sisd.net (see policy DIA).

Harassment of Students
Policy DH, FFG, FFH

Sexual and other harassment of students by employees are forms of discrimination and are
prohibited by law. Employees who suspect a student may have experienced prohibited
harassment are obligated to report their concerns to the campus principal or other appropriate
district official. All allegations of prohibited harassment or abuse of a student will be reported to
the student’s parents and promptly investigated. An employee who knows of or suspects child
abuse must also report his or her knowledge or suspicion to the appropriate authorities, as
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required by law. See Reporting suspected child abuse, below, for additional information. The
District’s policy that includes definitions and procedures for reporting and investigating
harassment of students can be found online at sisd.net (see Policy FFH).

Drug-Abuse Prevention
Policy DH, DI

Socorro Independent School District is committed to maintaining a drug-free environment and
will not tolerate the use of illegal drugs in the workplace. Employees who use or are under the
influence of alcohol or illegal drugs as defined by the Texas Controlled Substances Act during
working hours may be dismissed. The District’s policy regarding employee drug use can be
found online at www.sisd.net. (See Policies DH (Local) and DI (Local/Exhibit))

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

All employees are required by state law to report any suspected child abuse or neglect to a law
enforcement agency, Child Protective Services, or appropriate state agency (e.g., state agency
operating, licensing, certifying, or registering a facility) within 48 hours of the event that led to
the suspicion. This includes abuse, neglect or exploitation of any student with a disability,
whether or not a minor. The school nurse can provide information on how to report abuse or you
may contact the Texas Abuse Hotline (800-252-5400) or online at http://www.dfps.state.tx.us/.
State law specifies that an employee may not delegate to or rely on another person to make the
report.

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

An employee’s failure to report suspected child abuse may result in prosecution for the
commission of a Class B misdemeanor. In addition, a certified employee’s failure to report
suspected child abuse may result in disciplinary procedures by SBEC for a violation of the Code
of Ethics and Standard Practices for Texas Educators.

Employees who suspect that a student has been or may be abused or neglected should also report
their concerns to the campus principal. Employees are not required to report their concern to the
principal before making a report to the appropriate agencies. In addition, employees must
cooperate with child abuse and neglect investigators. Reporting the concern to the principal does
not relieve the employee of the requirement to report to the appropriate state agency. Interference
with a child abuse investigation by denying an interviewer’s request to interview a student at
school or requiring the presence of a parent or school administrator against the desires of the
duly authorized investigator is prohibited.
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Fraud and Financial Impropriety
Policy DG, CAA

All employees should act with integrity and diligence in duties involving the district’s financial
resources. The District prohibits fraud and financial impropriety, as defined below.
Fraud and financial impropriety includes, but is not limited to, the following:
e Forgery or unauthorized alteration of any document or account belonging to the District
e [Forgery or unauthorized alteration of a check, bank draft, or any other financial document
e Misappropriation of funds, securities, supplies, or other district assets, including
employee time
Impropriety in the handling of money or reporting of District financial transaction
Profiteering as a result of insider knowledge of district information or activities
Unauthorized disclosure of confidential or proprietary information to outside parties
Unauthorized disclosure of investment activities engaged in or contemplated by the
District
Accepting or seeking anything of material value from contractors, vendors, or other
persons providing services or materials to the District
Destroying, removing, or inappropriately using records, furniture, fixtures, or equipment
Failure to provide financial records required by state or local entities
Failure to disclose conflicts of interest as required by policy
Any other dishonest act regarding the finances of the District

Gifts and Favors
Policy DBD

Employees may not accept gifts or favors that could influence, or be construed to influence, the
employee’s discharge of assigned duties, or that have more than nominal intrinsic value (see
Policy DBD for allowable dollar limits). The acceptance of a gift, favor, or service by an
administrator or teacher that might reasonably tend to influence the selection of textbooks may
result in prosecution of a Class B Misdemeanor offense. This does not include staff development,
teacher training, or instructional materials, such as maps or worksheets, that convey information
to students or contribute to the learning process.

Associations and Political Activities
Policy DGA

The District will not directly or indirectly discourage employees from participating in political
events or require any employee to join any group, club, committee, organization, or association.
Employees may join or refuse to join any professional association or organization. An
individual’s employment will not be affected by membership or a decision not to be a member of
any employee organization that exists for the purpose of dealing with employers concerning
grievances, labor disputes, wages, rates of pay, hours of employment, or conditions of work.
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Safety
Policy CK

The District has developed and promotes a comprehensive accident prevention plan to ensure the
safety of its employees, students, and visitors. The accident prevention plan includes guidelines
and procedures for reporting and responding to accidents. The goal of the Accident Prevention
Plan is to prevent and reduce the frequency of accidents to employees, students, and visitors and
to protect and conserve district equipment.

Employees should:

Observe all safety rules

Keep work areas clean and orderly at all times

Immediately report all accidents to their supervisor

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

Employees with questions or concerns relating to the accident prevention plan can contact the
Risk Management Department at 937-0227.

Tobacco Use
Policy DH, GKA, ENCD

Smoking or using tobacco products is prohibited on all district-owned property and at school
related or school-sanctioned activities, on or off campus. This includes all buildings, playground
areas, parking facilities, and facilities used for athletics and other activities. Drivers of district-
owned vehicles are prohibited from smoking while inside the vehicle.

Employee Arrests and Convictions
Policy DH

An employee who is arrested for any felony or any offense must report the arrest to the principal
or immediate supervisor within three calendar days of the arrest. An employee who is arrested
for an offense involving moral turpitude, convicted, or receives deferred adjudication for such an
offense must also report that event to the principal or immediate supervisor within three days of
the event. Moral turpitude includes, but is not limited to, the following:

Dishonesty

Fraud

Deceit

Theft

Misrepresentation

Deliberate violence

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

e Drug- or alcohol-related offenses

e Acts constituting abuse under the Texas Family Code
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Possession of Firearms and Weapons
Policy ENCG, GKA

Employees, visitors, and students are prohibited from bringing firearms, knives, clubs or other
prohibited weapons onto school premises (i.e., building or portion of a building) or any grounds
or building where a school-sponsored activity takes place. To ensure the safety of all persons,
employees who observe or suspect a violation of the District’s weapons policy should report it to
their supervisors or call Police Services, 937-0780 immediately.

Visitors in the Workplace
Policy GKC

All visitors are expected to enter any district facility through the main entrance and sign in or
report to the building’s main office. Authorized visitors will receive directions or be escorted to
their destination. Employees who observe an unauthorized individual on the district premises
should immediately direct him or her to the building office or contact the administrator in charge.

Copyrighted Materials
Policy ENCD

Employees are expected to comply with the provisions of copyright law relating to the
unauthorized use, reproduction, distribution, performance, or display of copyrighted materials
(i.e., printed material, videos, computer data and programs, etc.). Rented videotapes are to be
used in the classroom for educational purposes only. Duplication or backups of computer
programs and data must be made within the provisions of the purchase agreement.

Computer Use and Data Management
Policy CQ

Access to the District’s electronic communications system is a privilege, not a right. The
District’s electronic communications system, including network access to the Internet, is for
administrative and educational purposes.

Limited personal use of the system is permitted if the use:
e Imposes no tangible cost to the District
e Does not unduly burden the District’s computer or network resources
e Has no adverse effect on job performance or on a student’s academic performance
e And is limited to: before or after work, during approved breaks, or during lunch

Electronic mail transmissions and other use of the electronic communications systems are not
confidential, are stored indefinitely, and can be monitored at any time to ensure appropriate use.

Employees have no right to privacy as the technology system belongs to the District. Monitoring
for pornography, dating sites, e-bay, chain letters, college class-work, etc. is ongoing and
prohibited and does not fall under “limited personal use.”

51


http://www.tasb.org/policy/pol/private/071909/pol.cfm?DisplayPage=FNCG(LEGAL).pdf
http://www.tasb.org/policy/pol/private/071909/pol.cfm?DisplayPage=GKA(LEGAL).pdf
http://www.tasb.org/policy/pol/private/071909/pol.cfm?DisplayPage=GKC(LEGAL).pdf
http://www.tasb.org/policy/pol/private/071909/pol.cfm?DisplayPage=FNCD(LEGAL).pdf

2008-09 School Year
Employee Handbook

Employees and students who are authorized to use the systems are required to abide by the
provisions of the District’s Non-Student Acceptable Use Agreement. Failure to do so can result
in suspension or termination of privileges and may lead to disciplinary action. Employees with
questions about computer use and data management can contact Technology and Information
Systems Help Desk at 937-1111

The District’s Acceptable User Policy can be found on the District website www.sisd.net

Asbestos Management Plan
Policy CKA

The District is committed to providing a safe environment for employees. An accredited
management planner has developed an asbestos management plan and updated 3-year re-
inspection reports for each piece of district property. Copies of the District’s Management Plan
and re-inspection reports are kept in the Facilities, Maintenance and Construction Office and are
available for inspection during normal business hours.

Pest Control Treatment
Policy DI, CLB

Employees are prohibited from applying any pesticide or herbicide on district property. Any
application of pesticide must be coordinated through the Integrated Pest Manager (IPM) as
required by Board Policy, State/Federal Law, and the district’s integrated Pest Management
Program. Notices of planned pest control treatment will be posted in a district building 48 hours
before the treatment begins. Pest control information sheets are available from campus principals
or facility managers upon request.

General Procedures

Bad Weather Closing
Policy CKC

The District may close schools because of bad weather or emergency conditions. When such
conditions exist, the Superintendent will make the official decision concerning the closing of the
district’s facilities. When it becomes necessary to close schools, open late, or release students
early, all local radio and television stations will be notified by school officials. This information
will also be posted on the district’s website (www.sisd.net).

Emergencies
Policy CKC

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

Each campus has a written Crisis Management Plan. You must familiarize yourself with this
plan.

Purchasing Procedures
Policy CH

No purchases, charges, or commitments to buy goods or services for the District can be made
without a purchase order number. The District will not reimburse employees or assume
responsibility for purchases made without authorization. Any employee who makes a purchase
without following District procedures will be personally liable for such purchase. Employees are
not permitted to purchase supplies or equipment for personal use through the District’s business
office. Contact the Purchasing Department (937-0164) for additional information on purchasing
procedures.

Name and Address Changes

It is important that employment records be kept up to date. Employees should review their
demographic information periodically on “my.sisd.net” on the District website. It is the
employee’s responsibility to keep their address and phone number current by making the
appropriate changes on the website. All employees must have a street address on file. Name
changes require the employee to come to Human Resources and present proper documentation
for a name change. Forms for the name change can be completed in Human Resources.

Personnel Records
Policy GBA

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

e Home Address

e Home Phone number

e Social Security number

e Information that reveals whether they have family members

The choice to restrict public access to this information may be done at anytime. The choice to
secure or not secure information is included in the district employee directory on the website at
“my.sisd.net”. New or terminating employees have 14 days after hire or termination to submit
changes in writing (forms are available in the Human Resources Department). If you do not
protect this information, this information can be released to the public.
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Termination of Employment

Resignations
Policy DFE

Contract Employees
Contract employees may resign their position without penalty effective at the end of any school
year if written notice is received 45 days before the first day of instruction of the following
school year. Resignation any other time of the year is subject to consent of the Board, which may
be withheld for any reason the Board deems appropriate. A written notice of resignation should
be submitted to:

e Assistant Superintendent for Human Resources, or

e Human Resources Director of Elementary Personnel, or

e Human Resources Director of Secondary Personnel

Resignation during the term of the contract, without the consent of the Board of Trustees,
Superintendent or Designee may result in disciplinary action by the State Board for Educator
Certification (SBEC).

The Superintendent will notify SBEC when an employee resigns and reasonable evidence exists
to indicate that the employee has engaged in any of the acts listed in Reports to the State Board
for Educator Certification, on page 42.

Non-Contract Employees
Non-contract employees may resign their positions at any time. A written notice of resignation
should be submitted to:
e Human Resources Support Personnel Director, or
Human Resources Elementary Personnel Director, or
Human Resources Secondary Personnel Director, or
Human Resources Personnel Administration Director, or
Human Resources Employee Relations Director

The notice of resignation should be received at least two weeks prior to the effective date.
Employees are encouraged to include the reason for leaving in the letter of resignation but are
not required to do so.

Dismissal or Non-Renewal of Contract Employees
Policy DFAA, DFAB, DFBA, DFBB, DFD, DFF

Employees on Probationary, Term, and Continuing Contracts can be dismissed during the school
year or non-renewed at the end of the year according to the procedures outlined in District
policies. Contract employees dismissed during the school year, suspended without pay, or
subject to a reduction in force are entitled to receive notice of the recommended action, an
explanation of the charges against them, and an opportunity for a hearing. The time lines and
procedures to be followed when a suspension, termination, or non-renewal occurs
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will be provided when a written notice is given to an employee, and can be found in the DF
series policies that are provided on the District website (sisd.net). Advance notification
requirements do not apply when a contract employee is dismissed for failing to obtain or
maintain appropriate certification or whose certification is revoked for misconduct.

Dismissal of Non-Contract Employees
Policy DCD

Non-Contract employees are employed at-will and may be dismissed without notice, a
description of the reasons for dismissal, or a hearing. It is unlawful for the District to dismiss any
employee for reasons of race, religion, sex, national origin, disability, military status, age, any
other basis protected by law, or in retaliation for the exercise of certain protected legal rights.
Non-Contract employees who are dismissed have the right to grieve the termination. The
dismissed employee must follow the District process outlined in Board Policy DGBA. (See
Complaints and Grievances section)

Exit Interviews and Procedures
Policy DC

Exit interviews are conducted for all employees leaving the District. Information on the
continuation of benefits, release of information, and procedures for requesting references will be
provided at this time. Separating employees are asked to provide the district with a forwarding
address and phone number and complete a questionnaire that provides the district with feedback
on his or her employment experience. All District keys, books, property, and equipment must be
returned upon separation from employment. Any employee that has not returned District items
will be required to report to Human Resources to receive their final check. The check will NOT
be mailed. Final paychecks may be picked up in Human Resources or Payroll Department until
3:00 pm on pay day. At 3:00 pm, all checks not picked up will be mailed to the address on file.

Reports to TEA - Educator Certification
Policy DF, DFE

The Superintendent will make a report to SBEC when an educator resigns and reasonable
evidence exists to support a determination, or and educator is terminated based on a
determination that the educator engaged in any of the following:
e Any form of sexual or physical abuse of a minor or any other illegal conduct with a
student or a minor
e The possession, transfer, sale, or distribution of a controlled substance
e The illegal transfer, appropriation, or expenditure of school property or funds
e An attempt by fraudulent or unauthorized means to obtain or alter any certificate or
permit that would entitle the individual to a professional position or to receive additional
compensation associated with his/her position
e Committing a crime, any part of a crime, on school property or a school-sponsored event
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Reports Concerning Court-Ordered Withholding
The District is required to report the employment termination of employees that are under court
order or writ of withholding for child support or spousal maintenance to the court and the
individual receiving the support (Texas Family Code §8.210, §158.211). Notice of the following
must be sent to the court and support recipient:

e Termination of employment no later than the seventh day after the date of termination

e Employee’s last known address

e Name and address of the employee’s new employer, if known
[ ]

Student Issues

Equal Educational Opportunities

Policies in the FE Series F — Students

The Socorro Independent School District does not discriminate on the basis of race, color,
religion, national origin, sex, or disability in providing education services, activities, and
programs, including vocational programs, in accordance with Title VI of the Civil Rights Act of
1964, as amended; Title IX of the Educational Amendments of 1972; and Section 504 of the
Rehabilitation Act of 1973, as amended.

Student Records

Policy FL

Student records are confidential and are protected from unauthorized inspection or use.
Employees should take precautions to maintain the confidentiality of all student records, both
electronic and physical.

Administering Medication to Students

Policy FFAC

Only designated employees can administer medication to students. A student who must take
prescription or over-the-counter medication during the school day must bring a written request
from his or her parent and the medicine, in its original, properly labeled container. Contact the
principal or school nurse for information on procedures that must be followed when
administering medication to students.

Dietary Supplements

Policy DH, FFAC

District employees are prohibited by state law from knowingly selling, marketing, or distributing
a dietary supplement that contains performance-enhancing compounds to a student with whom
the employee has contact as part of his or her school district duties. In addition, employees may
not knowingly endorse or suggest the ingestion, intranasal application, or inhalation of a
performance-enhancing dietary supplement to any student.

Psychotropic Drugs
Policy FFAC
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District employees are prohibited by state law from doing the following:
e Recommending that a student use a psychotropic drug
e Suggesting a particular diagnosis
e Excluding from class or school-related activity a student whose parent refuses to consent
to a psychiatric evaluation or to authorize the administration of a psychotropic drug to a
student

Student Discipline
Policies in the FN series and FO series F — Students

Students are expected to follow the classroom rules, campus rules, and rules listed in the Student
Code of Conduct. Teachers and administrators are responsible for taking disciplinary action
based on a range of discipline management strategies that have been adopted by the district.
Other employees that have concerns about a particular student’s conduct should contact the
campus administrator.

Student Attendance

Policies in the FE Series F — Students

Teachers and staff should be familiar with the District’s policies and procedures for attendance
accounting.

Hazing

Policy ENCC, FO

Any type of hazing is prohibited. Any teacher, administrator, or employee who observes a
student engaged in any form of hazing, who has reason to know or suspect that a student intends
to engage in hazing, or has engaged in hazing, must report that fact or suspicion to the designated
campus discipline person.
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District Employee Acceptable Use Policy

IR )

NETWORK

Please read this Acceptable Use Policy

Sign and return the included Employee Account Agreement to your Campus / Department
Technology Coordinator

Socorro 1.S.D. is now offering Internet access for staff use. This document contains the
Acceptable Use policy for your use of the S.I1.S.D. System.

Educational Purpose

The S.1.S.D. system has been established for a limited educational purpose. The term
"educational purpose™” includes classroom activities, career development, and limited high-
quality self-discovery activities.

The S.1.S.D. system has not been established as a public access service or a public forum.
S.1.S.D. has the right to place reasonable restrictions on the material you access or post
through the system. You are also expected to follow the rules set forth in the Employee
Handbook (EHB), Board Policy and the law in your use of S.I1.S.D.’s System.

You may not use the S.I1.S.D. system for commercial purposes. This means you may not
offer, provide, or purchase products or services through the S.1.S.D System.

You may not use the S.1.S.D. system for political lobbying. But you may use the system to
communicate with elected representatives and to express your opinion on political issues.

The system may not be used by employee associations for recruiting, lobbying or employee
association purposes without prior written consent or in compliance with other School
District policies.

Unacceptable Uses
The following uses of the S.1.S.D. system are considered unacceptable:

Illegal Activities

Users will not attempt to gain unauthorized access to the S.1.S.D. system or to any other
computer system through the District System, or go beyond their authorized access. This
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includes attempting to log in through another person's account or access another person's
files. These actions are illegal, even if only for the purposes of "browsing".

Users will not make deliberate attempts to disrupt the computer system performance or
destroy data by spreading computer viruses or by any other means. These actions are illegal.

Users will not use the S.I1.S.D. system to engage in any illegal act such, as but not limited
to, arranging for a drug sale or the purchase of alcohol, engaging in criminal activity,
threatening the safety of person, etc.

System Security

Users are responsible for the use of their individual account and should take all reasonable
precautions to prevent others from being able to use their account. Under no conditions
should a user provide their password to another person.

You must always log off of any computer that you have logged on to with your assigned
username to prevent use by anyone else. Failure to do so may result in someone else using
your username for illegal or inappropriate access. Remember, you are responsible for all
activity which occurs while logged on with your username.

Users will not remove, disconnect, tamper with or otherwise interfere with any District
computer/technology. Furthermore, no attempt will be made to bypass or uninstall any
District installed software including, but not limited to, firewalls, internet filtering or
antivirus software.

Users will not attempt to bypass the District Internet content filtering system in order to gain
access to inappropriate or blocked sites by any means such as, but not limited to,
anonymizers or anonymous proxies.

Users will not connect any computer or network device into the District network without
prior approval from the SISD Computer Services Department.

Users may not install or place any software or hardware on any District computer or network
device without the prior written approval from the Computer Services Department.

Users will immediately notify the Department of Computer Services if they have
identified a possible security problem. Users will not go looking for security problems,
because this may be construed as an illegal attempt to gain access.

Users will avoid the inadvertent spread of computer viruses by following the District virus
protection procedures if they download software.

Inappropriate Language

Restrictions against inappropriate language apply to public messages, private messages, and
material posted on Web pages.

Users will not use obscene, profane, lewd, vulgar, rude, inflammatory, threatening, or
disrespectful language.

Users will not post information that, if acted upon, could cause damage or a danger of
disruption.
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Users will not engage in personal attacks, including, but not limited to, prejudicial or
discriminatory attacks.

Users will not harass another person. Harassment is persistently acting in a manner that
distresses or annoys another person. If a user is told by a person to stop sending
messages, they must stop.

Users will not knowingly or recklessly post false or defamatory information about a person
or organization.

You will not utilize the District network/internet to send anonymous email or to forge email
messages to make them appear to come from another person.

Respect for Privacy

Users will not repost a message that was sent to them privately without permission of the
person who sent them the message.

Users will not post private information about another person.

Respecting Resource Limits

Users will use the system only for educational and professional or career development
activities and limited, high-quality, self-discovery activities.

Users will not download large files unless absolutely necessary. If necessary, users will
download the file at a time when the system is not being heavily used and immediately
remove the file from the system computer to their personal computer.

Users will not use audio or video streaming unless it is for educational purposes. Overuse of
these technologies causes the District network to slow down for everyone. This can affect the
reliability and availability of important education and work related programs and access.
Examples of streaming are: online radio and video, podcasts, etc.

Users will not post chain letters or engage in "spamming”. Spamming is sending an
annoying or unnecessary message to a large number of people.

Users will check their e-mail frequently, delete unwanted messages promptly.

Users will subscribe only to high quality discussion group mail-lists that are relevant to their
education or professional/career development.

Plagiarism and Copyright Infringement

Users will not plagiarize works that they find on the Internet. Plagiarism is taking the ideas
or writings of others and presenting them as if they were original to the user.

Users will respect the rights of copyright owners. Copyright infringement occurs when an
individual inappropriately reproduces a work that is protected by a copyright. If a work
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contains language that specifies acceptable use of that work, the user should follow the
expressed requirements. If the user is unsure whether or not they can use a work, they should
request permission from the copyright owner.

e Downloading, copying, or installing copyrighted materials (i.e. music, movies, software, etc.)
on a District computer or storing them on a District Network Share (such as the users Home
Drive) is unacceptable and may also constitute a violation of applicable local, state, or federal
law.

Inappropriate Access to Material

e Users will not use the District technology system to access material that is profane or
obscene (pornography), inappropriate, or that would embarrass or offend others around them
(such as, but not limited to, graphic violence, nudity, and pornography).

e Material that advocates illegal acts, or that advocates violence or discrimination towards
other people (such as hate literature) will not be accessed. District employees may access the
above material only in the context of legitimate research.

e If a user inadvertently accesses such information, they should immediately disclose the
inadvertent access in a manner specified by their school. This will protect users against an
allegation that they have intentionally violated the Acceptable Use Policy.

Your Rights

Free Speech

e Your right to free speech, as set forth in the EHB, applies also to your communication on the
Internet. The S.1.S.D. system is considered a limited forum and therefore the District may
restrict your speech for valid educational reasons. The District will not restrict your speech on
the basis of a disagreement with the opinions you are expressing.

Search and Seizure

e System users have no privacy expectation in the contents of any files on the District system
including any personal files which a user may maintain in the system. This system belongs to
the School District, which has the right to access any portion of the system and any files
contained in the system as authorized by the Superintendent designee, at any time and from
time to time.

e Routine maintenance and monitoring of the system may lead to discovery that the user has or
is violating the District Acceptable Use Policy, District policy, Administrative Regulations or
the law.

e |If there is reasonable suspicion that a user has violated the law or District policy, District
officials have the right to access any files or computers/technology at any time. The nature
of the investigation will be reasonable and in the context of the nature of the alleged
violation.
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Due Process

e The District will cooperate fully with local, state, or federal officials in any investigation
related to any illegal activities conducted through the S.1.S.D system.

e In the event there is an allegation that a staff member has violated the District Acceptable
Use Policy, the staff member will be afforded such rights and subject to such sanctions as set
forth in District policy and the EHB.

Disciplinary actions will be tailored to meet specific concerns related to the violation and to
assist the staff member in gaining the self-discipline necessary to behave appropriately on an
electronic network. If the alleged violation also involves a violation of other provisions of the
EHB, the violation will be handled in accord with the applicable provision of the EHB.

Limitation of Liability

The District makes no guarantee that the functions or the services provided by or through the
District system will be error-free or without defect. The District will not be responsible for any
damage you may suffer, including but not limited to, loss of data or interruptions of service. The
District is not responsible for the accuracy or quality of the information obtained through or
stored on the system. The District will not be responsible for financial obligations arising
through the unauthorized use of the system.
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Possession of Firearms and Weapons
Policy ENCG, GKA

Employees, visitors, and students are prohibited from bringing firearms, knives, clubs or other
prohibited weapons onto school premises (i.e., building or portion of a building) or any grounds
or building where a school-sponsored activity takes place. To ensure the safety of all persons,
employees who observe or suspect a violation of the District’s weapons policy should report it to
their supervisors or call Police Services, 937-0780 immediately.

Visitors in the Workplace
Policy GKC

All visitors are expected to enter any district facility through the main entrance and sign in or
report to the building’s main office. Authorized visitors will receive directions or be escorted to
their destination. Employees who observe an unauthorized individual on the district premises
should immediately direct him or her to the building office or contact the administrator in charge.

Copyrighted Materials

Employees are expected to comply with the provisions of copyright law relating to the
unauthorized use, reproduction, distribution, performance, or display of copyrighted materials
(i.e., printed material, videos, computer data and programs, etc.). Rented videotapes are to be
used in the classroom for educational purposes only. Duplication or backups of computer
programs and data must be made within the provisions of the purchase agreement.

Computer Use and Data Management
Policy CQ

Access to the District’s electronic communications system is a privilege, not a right. The
District’s electronic communications system, including network access to the Internet, is for
administrative and educational 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 or network resources

Has no adverse effect on job performance or on a student’s academic performance
And is limited to: before or after work, during approved breaks, or during lunch

Electronic mail transmissions and other use of the electronic communications systems are not
confidential, are stored indefinitely, and can be monitored at any time to ensure appropriate use.

Employees have no right to privacy as the technology system belongs to the District. Monitoring
for pornography, dating sites, e-bay, chain letters, college class-work, etc. is ongoing and
prohibited and does not fall under ‘limited personal use.”
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http://www.tasb.org/policy/pol/private/071909/pol.cfm?DisplayPage=FNCG(LEGAL).pdf
http://www.tasb.org/policy/pol/private/071909/pol.cfm?DisplayPage=GKA(LEGAL).pdf
http://www.tasb.org/policy/pol/private/071909/pol.cfm?DisplayPage=GKC(LEGAL).pdf



