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INTRODUCTION

The purpose of this handbook is to pae/information that will help with questions and
pave the way for a successful year. Not all district policies and procedures are included.
Those that are have been summarized. Suggestions for additions and improvements to
this handbook are welcome and nieeysento the Superintendent.

This handbook is neither a contract nor a substitute for the official district policy manual.
Nor is it intended to alter the-atill status of noncontract employees in any way. Rather,

it is a guide to and a brief explaiwat of district policies and procedures related to
employment. These policies and procedures can change at any time; these changes shall
supersede any handbook provisions that are not compatible with the change. For more
information, employees may referttee policy codes that are associated with handbook
topics, confer with their supervisor, or call the appropriate district offistrict policies

can be accessed on linehdp://www.detroiteagles.net.



EMPLOYEE HANDBOOK RECEIPT

Name

Campus/depament

| hereby acknowledge receipt@topy of theDetroit ISD Employee Harfabok. | agree
to read the handbook and abide by the standards, policies, and procedures defined or
referenced in this document.

Employees have the option of receiving thedimok in electronic format or hard copy.

Please indicate your choice by checking the appropriate box below:

A | choose to receive the employee handbook in electronic format and accept
responsibility for accessing accandito the instructions provided
www.detroiteagles.net

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

The information in this handbook is subject to change. | understand that changes in dis
trict policies may supersede, modify, or render obsolete the information surmdniariz

this booklet. As the district provides updated policy information, | accept responsibility
for reading and abiding by the changes.

| understand that no modifications to contractual relationships or alterationwidif at
employment relationships argended by this handbook.

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

Signature Date

Note: You have been given two copies of this form. Please sign and date one and keep it.
Sign and date thother copy and forward it @entral Office.



DISTRICT INFORMATION

Mission statement
Policy AE

Detroit Independent School District will provide a quality education to prepare students
for the challenges of the future. We accept the responsibilifgyréaring our students to
live and work in a nation that is undergoing dramatic changes.

All of our students will be expected to master the Texas Essential Knowledge and Skills
objectives on which to build future learning. Our students will also be tauggre
curriculum as specified by the Texas Education Agency. As part of that curriculum, all
students will develop an appreciation and knowledge of citizenship and their unique
Texas Heritage.

Detroit ISD will accomplish this mission by providing oppaorities for each student to
think logically and independently.

District goals and objectives
Policies AB, AF

Detroit ISD will strive to increase parental and community involvement in all school
functions.

All campuses will strive to achieve Exemplary
Reward academic performance as well as athletic performance.

Detroit ISD will enhance technology and provide outstanding staff development in its
use.

Alignment and enhancement of mathematics and science curriculum will ensure a smooth
transition fromcampus to campus.

An increased emphasis on DISD Fine Arts program will promote student success.

Detroit ISD will implement plans and strategies to reduce energy usage and to maximize
resources.

Board of trustees
Policies BABB, BD, and BE series

Texas law grants the board of trustees the power to govern and oversee the management
of the districtés s analongbody.withinlthe districcandbdasi s t he
overall responsibility fothe curriculum, school taxesnnual budget, employmeaot the



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

The board of trustees is elected by the citizens of gtadito represent the commu

nityés commitment to a strong educational pr
areelected annuallgnd servehreeyear terms. Trustees serve without pemsation,

must be registered voters, and must reside inigtaat.

Current board members include:Joyce Haglei President
Dale Milleri Vice President
Barbara Goldein Secretary
James Sprools Member
Daniel Harti Member
DeWayne Nancé Member
Susan YarbroughMember

The board usuallyneets the ¥ Mondayat 6:30PM in the High School Libraryln the

event that large attendance is anticipated, the board may nidwet ktiddle School

Cafeteria Special meetings may balled when necessary. A written notice of regular

and special meetings will lposted at Central Officat least 72 hours before the

scheduled meeting time. The written notice will show the date, time, place, and subjects
of each meeting. In emergenciesnaeting may be held with a twweur 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 thingslescussing prospective gifts or donations, ‘falp-

erty acquisition, certain personnel matters including employee complaints, security mat
ters, student discipline, or consoy with attorneys regarding pending litigation.

Administration

Steve Drummod, Superintendent

Jolea Coleman, Payroll/Accounts Payable and Administrative Assistant
Greg Jones, Business Manager

Sandra Galley, PEIMS Coordinator and Food Services and Janitorial Director
Donna Pyeatt, Counselor

Misty Looney,High School Princip@Curnculum Director

Stuart ProctgrAdministrator

Chris Bradshawklementary Principal

Becky McCoin, Head Start Director

Jackie Barber, Transportation/Maintenance Director

Kenny Horne, Technology Director

Mike Barley, Athletic Director



Helpful contacts

From time to time, employees have questions or concerns. If those questions or concerns
cannot be answered by supervisors or at the campus or department level, the employee is
encouraged to contact the appropriate departoreBtiperintendent



EMPLOYMENT

Equal employment opportunity
PoliciesDAA, DIA

TheDetroit 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 prohileitl by law. Employment decisions will be made on the basis of

each applicantdés jJjob qualifications, experie

Employees with questions or concerns about discrimination on the basis of race, color,

religion, sex, national origin, age, or itaky status shdd contact the superintendetiig
districtds Title | X coor dicerastaoout. Empl oyees w
discrimination on the basis of a disability should contlaetSuperintendent

Job vacancy announcements
Policy DC

Announcemats of job vacanciesytposition and location are diigouted on a regular
basis and posted at the central adstration building, campus offices, and on the
districtds Web site.

Employment after retirement

Individuals receiving retirement benefits frahe Teacher Retirement System (TRS) may
be employed itimited circumstancesn a full or parttime basis without affecting their
benefits, according to TRS rules and state Retailed information about employment
after retirement is available in th&RE publicatiorEmployment After Retirement
Employees can contact TRS for additional information by callingZBt88778 or 512
542-6400. Information is also available on the TRS Web Sitev(.trs.state.tx.Us

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

State law requires the district to employ all fithe professional employees in positions
requiring a certificate from State Board for Educator Certification (SBEC) and nurses
unde probationary, term, or continuing contracts. Employees in all other positions are
employed awill or by a contract that is not subject to the procedures for nonrenewal or
termination under Chapter 21 of the Texas Education Code. The paragraphsahat foll
provide a general description of the employment arrangements used by the district.

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

tract during their first year of employment. Former employees who are hired after at least
a twoyear lapse in district employment also may be employed by probationary contract.


http://www.trs.state.tx.us/

Probationary contracts are epear contracts. The probationary periodthose who

have been employeas a teacher ipublic educatiorfor at least five of the eight years
preceding employment with the district may not exceed one school year. For those with
less expegnce, the probationary period will be three school ygars three ongear
contracts) with an optional fourth school year if the board determines it is doubtful
whether a term or continuing contract should be given.

Term and continuing contracts.Full-time professionla employed in positions requig
cerification and nurses will be employed by term or continuing contracts after they have
successfully completed the probationary period. Campus principals and central office
administrators are employethder multiyear term contracts. The terms and conditimins
employment are detailed in the contract and employment policies. All employees will
receive a copy of their contract and employment policies.

Noncertified professional and administrative employee€mployees in professional

and administrative positierthat do not require SBEC certification (such as noninstruc
tional administrators) are not employed by contract. Employment is not for any specified
term and may be terminated at any time by either the employee or the district.
Paraprofessional and auxsity employeesAll paraprofessional and auxiliary employees,
regardless of certification, are employed at will and not by contract. Employment is not
for any specified term and may be terminated at any time by either the employee or the
district.

Searchesnd alcohol and drug testing
Policy DHE

Noni nvestigatory searches in the workpl ace,
cabinets, or work area to obtain information needed for usual business purposes may

occur when an employee is unavailableeffore, 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 workelated misconduct. Such an investigatory search may

include drug and alcohol testing if the suspected violation relates to drug or alcohol use.

The district may search the employee, the en
including districtowned computes, lockers, and private vehicles parked on district

premises or work sites or used in district business.

Empl oyees required to haAngemployeeshosedutiesi al dr i v
requireac o mmer ci al dri ver 6s | i daloobobtes(inG.DHis) i s sub
includes all drivers who operate a motor vehicle designed to transport 16 or more people,

counting the driver; drivers of large vehicles; or drivers of vehicles used in the

transportation of hazardous materials. Teachers, coachEbeo employees who

primarily perform duties other than driving are subject to testing requirements when their

duties include driving.



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

All employees required to have a CBLwho is otherwissubject to alcohol and drug

testing will receive acopyafhe di strictds policy, the test]
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 matél should contact the Superintendent.

First aid CPR, and AED certification
Policies DBA, DMA

Certain employees who are involved in physical activities for studeumgs maintain and
submit to the district proof of ctent certification in first aidgardiopulmonary

resuscitation (CPRand the use of an automated external defibrillator (AED)
Certification must be issued by the American Red Cross, the American Heart
Association, or another organization that provides equivalent training and certification.

Reassignments and transfers
Policy DK

All personnel are subject to assignment and reassignment by the superintendent or desig
nee when the superintendemtdesigneeletermines that the assignment or reassignment

is in the best interest of the district.&8signment is a transfer to another position,
department, or facility that does not necessitate a change in the employment contract.
Campus reassignments must be approved by the principal at thengcampus except

when reassigments are due to enrolant shifts or program changes. Extracurricular or
supplemental duty assignments may be reassigned at anyrtiess an extracurricular or
supplemental duty assignment is part of a-@ssignment contradEmployees who

object to a reassigment may follev the district process for employee complaints as

outlined in this hangook and district policy DGBA (Local).

An employee with the required qualifications for a position may request a transfer to

another campus or department. A written request for #ansiist be completed and

signed by the empl oyee Ageacheréqbestingeartransferfoe e 6 s s u
another campus before the school year begins must submit their reqtrestdst school

day of the proceeding yeaRequests for transfeudng the school year will be

considered only when the change will not adversely affect students and after a

replacement has been found. All transfer requests will be coordinated Ggritral

office and must be approved by the receiving supervisor.



Workoad and work schedules
Policies DEA,DL

Professional employeesrofessional and administrative employees are exempt from
overtime pay and are employed on a, 1d-, or 12month basis, according to the work
schedules set by the district. A school caend adopted each year designating the work
schedule for teachers and all school holidays. Notice of work schedules including
required days of service and scheduled holidays will be distributed each school year.

Classroom teachers will have planning pds for instructional preparatipmcluding
confeeences. The schedule of planning periods is set at the campus level but must provide
at least 450 minutes within each tme@ek period in blocksot less than 45 minutes.

Teaclers and librarians are entitlénla dutyfree lunch perioaf at least 30 minutes. The
district may require teachers to supervise studéatsg lunchone day a week when no

other personnel are available.

Paraprofessional and auxiliary employeesSupportemployees are employed at il

and will be notified of the required duty days, holidays, and hours of work for their posi
tion on an annual basis. Paraprofessional and auxiliary employees are not exempt from
overtime and are not authorized to work in excess of their assigned sohedale

prior approval from their supervisor.

Notification of parents regarding qualifications
Policies DK, DBA

In schools receiving Title | funds, the district is required by the No Child Left Behind Act

(NCLB) to notify parents at the beginning of eaciool year that they may request
information regarding the professional qual.
requires that parents be notified if their child has been assigned, or taught for four or

more consecutive weeks by, a teacher whwt highly qualified.

Texas law also requires that parents be notified if their child is assigned for more than 30
consecutivenstructionaldays to a teacher who does not hold an appropriate teaching
certificate. This notice is not required if pardmtatification under NCLB is sent.
Inappropriately cerfied or uncertified teachers include individuals serving with an
emergency permit (including individuals waiting to take the EXCET exam) or individuals
who do not hold any certificate or permit. Infwation relating to teacher certification

will be made available to the public upon request.

Employees who have questions about their certification statusatidhe campus
principal or superintendent.



Outside employment and tutoring
Policy DBD

Empoyees are required to disclose in writing to their immediate supervisor any outside
employment that may create a potential conflict of interest with their assigned duties and
responsibilities or the best interest of the district. Supervisors will cormitsde
employment on a cad®y/-case basis and determine whether it should be prohibited
because of a conflict of interest.

Performance evaluation
PoliciesDN, DNA, DNB

Evaluation of an employeebs job performance

i mprovement. Performance evaluation is based
other jobrelated criteria. All employees will participate in the evaluation process with

their assigned supervisor at least annually. Written evaluations will be cethplet

forms approved by the district. Reports, correspondence, and memoranda also can be

used to document performance information. All employees will receive a copy of their

written evaluation, have a performance conference with their supervisor, ahd get t

opportunity to respond to the evaluation.

Employee involvement
PoliciesBQA, BQB

At both the campus and district leveletroit ISD offers opportunities for input in

matters that affect employeasd influence the instructional effectiveness ofdisérict

As part of the di s tmakirgprocsss,emhpoyeesiamne glecteadital deci s
serve on distrietor campudevel advisory committees. Plans and detailed information

about the shared decisiomaking process are available in each cangfiise or from
www.detroiteagles.net

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 cabgses,

related taachieving campus performance objectives, addressed in the campus improve
ment plan, and approved by a camymisel advisory committee. Staff development for
noninstructional personnel is designed to meet specific licensing requirements (e.g., bus
drivers)and continued employee skill development.

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



COMPENSATION AND BENEFITS

Salaries, wages, and stipends
Policy DEA

Employees are paid in accordance with administrative guidelines and a pay structure
established for each position. The districto
each year and adjusted as needed. All district positions are classieehnagt or nonex

empt according to federal law. Professional and administrative employees are generally

classified as exempt and are paid monthly salaries. They are not entitled to overtime com
pensation. Other employees are generally classified as nopeaathare paidnhourly

wage orsalary and receiveompensatory timer overtime payor each overtime hour

workedbeyond 40 in a workweeKkSeeOvertimeCompensation

All employees will receive written notice of their pay and work schedules befosgsitie

of each school year. Classroom teacherstiui librarians, fultime nurses, and full

time counselors will be paid no less than the mirm state salary schedule. Contract

employees who perform extracurricular or suppatal duties may be mha stipend in
addition to their sal adwypayschenuledi ng t o t he di

Attendance Incentive Plan
Teachers: Perfect Attendancg500.00
1 absence $400.00
2 absences$300.00
3 absences$200.00
4 absences$100.00
Professionals (non teachers): Perfect Attenda®&©90.00
Paraprofessionals: Perfect Attendan250.00

Employees should contatte Businesdlanagef or mor e i nf ormation abo
pay schedules or their own pay.

Annualized ampensation
Policy DEA

The district pays all salaried employees over 12 months regardless of the number of
months employed during the school year. Salaried @yepbk will be paid in equal

monthly or bimonthly payments, beginning with the first pay period of the school year.
An employee who separates from service before the last day of instruction or retires
under TRS, will receive in his or her final paycheckyrap sum payment for wages actu
ally earned from the beginning of the school year to the date of separation. Employees
that separate after the last day of instruction will continue to receive paychecks through
the end of the summer.

Paychecks



All employees are paid monthlyraychecks will not be released to any person other than
the district employee named on the check autitheerp| oyeeds wri tten auth

An empl oyeeds payroll statement contains det
withholding information, and the amount of leave accumudlaBee the illustrated guide
if you have questions about your payroll statement.

The schedule of pay dates the20092010school year follows:

September 25, October 23, November 24, Decembher 18
Jaruary 22 February 25, March 25, Ap@23, May 25
June 24, July 22August 25

Automatic payroll deposit

Employees can have their paychecks electronically deposited detsignated account.

A notification period obne weeks necessary to activate ¢rservice. With automatic

deposit, an employeeds pay is i theedi ately av
Business Managdor more information about the automatic payroll deposit service.

Payroll deductions
Policy CFEA

Automatic payroll deductions fahe Teacher Retirement System of Texas (TRS) and
federal income tax are required for all ftithe employees. Medicare tax deductions also
are required for all employees hired after March 31, 1986. Temporary artagart
employees who are not eligible fBRS membership must have their Social Security con
tributions deducted.

Ot her payroll deductions empl oyees may el ect
share of premiums for health, dental, life, and vision insurance; annaitidisigher

educdionsavings plansEmployees also may request payroll deduction for payment of

membership dues to dassional organizationSalary deductions are automatically

made for unauthorized or unpaid leave.

Overtime compensation
Policy DEA

The district compensatevertime for nonexempt employees in accordantiefederal
wage and hour law©nly nonexempt employees (hourly employees and paraprofes
employees) are entitled to overtime compensation. Nonexempt employees are not
authorized to work beyond theiormal work schedule without advance approval from
their supervisor.



Overtime is legally defined as all hours worked in excess of 40 hoara/ork weelkand

i's not measured by the day or Ndngxeniphe empl oye
employees thare paid on a salary basis are paid for-dd@r workweek and do not

earn additional pay unless they work more than 40 horshe purpose of calculating

overtime, a workweek begins H2:00 AM Sundaynd ends at1:59PM Saturday.

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

1 Employees can accumulate up to 60 hours of comp time.
Comp time must be used in the duty year thateaimed.
Use of comp time may be at the employeeds
workload permits or at the swpervisoroés direction
1 An employee may be required to use comp time before using any other available
paid leave (e.g., sick, personal, vaoaji
1 Weekly timerecordswill be maintained on all nonexempt employees for the
purpose of wage and salary administration.

Travel expense reimbursement
Policy DEE

Before any travel expenses are incandred by a
Superintendenmust give approval. For approved travel, employees will be reimbursed

for mileage and other travel expenditures according to the current rate schedule estab

lished by the districtlt is encouraged to use school vehicles for businassltr

Employees must submit receipts, to the extent possible, to beursied for expenses

other than mileage.

Health, dental, and life insurance
Policy CRD

Group health insurance coverage is provided throughA&®&eCare, the statewide
publicschooheal t h i nsurance program. The district
premiums is determined annually by the board of trustees. Employees eligible for health
insurance coverage include the following:

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

TRS retirees and employees who are not contributing TRS members that are regularly
scheduled to work less than 10 hours per week ardigitie to participate in TRS
ActiveCare.

The insurance plan year is from September 1 through August 31. Current employees can
make changes in their insurance coverage during open enrollment each spring. Detailed



descriptions of insurance coverage, emptygost, and eligibility requirements are{pro
vided to all employees in a separate booklet. Employees sbautidct the Business
Managerfor more information.

Supplemental insurance benefits
Policy CRD

At their own expense, employees may enrollupgemental insurance programs for
vision, dental, and cafeteria plafemiums for these programs can be paid by payroll
deduction. Employees should contdet Business Managésr more information.

Cafeteria plan benefits (Section 125)

Employees mabe eligible to participate in the Cafeteria Plan (Section 125) and, under
IRS regulations, must either accept or reject this benefit. This plan enables eligible
employees to pay certain insurance premiums on a pretax basis (i.e., disability, accidental
deah and dismemberment, cancer and dread disease, dental, and additional term life
insurance). A thirgparty administrator handles employee claims made on these accounts.

New employees must accept or reject this benefit during their first month of emptoymen
All employees must accept or reject this benefit on an annual basis and during the speci
fied time period.

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

employees whaguffer a workrelated illness or are injured on the job. The district has
wor ker sd ¢ o mp eBeseéts help pay for medecal tregtment and make up
for part of the income lost while recovering. Specific benefits are prescribed by law
depending onhe circumstances of each case.

All work-related accidents or injuries should be reported immediatéhetonmediate
supervisor and the superintenddfinployees who are unable to work because of a-work
related injury will be notified of their rightsd responsibilities under the Texas Labor
Code.Se&Vor ker s & ¢ o mp garisfarmation on ubeeofpaid I€avedor such
absences.

Unemployment compensation insurance
Policy CRF



Employees who have been laid off or terminated through no fatileomfown may be
eligible for unenployment compensation benefiEanployees are not eligible to collect
unemployment benefits during rdgty scheduled breaks in the school year or the
summer months if they have employment contracts or reasonable assoiragturning
to service. Employees with questions about unemployment benefits should tmatact
Business Manager

Teacher retirement
Policy DEG

All personnel employed on a regular basis for at lEastand onehalf monthsare

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

Employees who plan to retire under TRS should ndtis as soon as possible.
Information on the applation procedures for TRS benefigsavailablefrom TRS at
Teacher Retirement System of Texas, 1000 Red River Street, Austin, TX-Z898,1or
call 800223-8778 or 512542-6400. TRS information is also available on the Web
(www.trs.state.tx.us)..



Leaves and absences
Policy DEC

The district offers employees paid and unpaid leaves of absence in times of personal
need. This handbook describes the basic types of leave available and restrictions on
leaves of absence. Employees who have personal needslithegwre long leaves of
absence should cdalle Superintendeifibr counseling about leave options, continuation
of benefits, and communicating with the district.

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

Employees must follow district and department or campus procedures to report or request
any leave of absence and complete the appropriate leave request form. Any employee
who is absent more th&days because of a personal or famlilyeiss must submit a

medical certification from a qualified health care provider confirming the specific dates

of the iliness, the reason for the illness, @rid the case of personal illnésshe

empl oyeebs fitness to return to worKk.

Personal and local ¢ideaveisearmnedd eave i s availabla for the e
neededIf an employee leaves the district before the end of the work year, the cost of any
unearned | eave days taken shall be deducted

Personal leave

Stae law entitles all employees to five days of paid personal leave per year. Personal
leave is earned at a rate*afday for each 18 workday&.day of earned personal leave is
equivalent to an assigned workday. There is no limit on the accumulationeof stat
personal leave, and it can be transferred to other Texas school districts and is generally
transferable to education service centers. There are two types of personal leave:
nondiscretionary and discretionary.

Nondiscretionary. Leave that is taken for pgonal or family illness, emergency, a death

in the family, or active military service is considered nondiscretionary leave. This type of
leave allows very little or no advance planning and will be granted to employees in the
same manner adatesick leae.

Discretionary.L.eave that is taken at an employeebds
in advance is considered discretionary leave. An employee wishing to take discretionary

personal leave must submit a notice of the redudalys in advance of thanticipated

absence to his or her principal or supervisor. Discretionary personal leave will be granted

on afirstcome, firsts er ved basis. The effect of the emp



educational program or department operations, as well as the ditgitslsubstitutes,
will be considered by the principal or supervisor.

Sick leave

Previously accumulated state sick leave is available for use and may be transferred to

other school districts in Texas. Sick leave can be used oBIlynorements excepthen

coordinated with family and medical leave taken on an intermittent or redobedule

basis or when coordinated with workersd comp

Sick leave may be used for the following reasons only:

1 Employee illness

9 Il ness i n immedateéamiyl oyeeds

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

1 Active military service

Local leave

Temporary disability

Certified employees.Any full-time employee whose position requires cixdiion from

the State Board for Educator Certification (SBEC) is eligible for temporary disability
leave. The purpose of temporary disability leave is to provide job protection-torfell
educators who cannot work for an extended period of time beoaaseental or physi

cal disability of a temporary nature. A faline educator may request to be placed on
temporary disability leave or be placed on leave. Pregnancy and conditions related to
pregnancy are treated the same as any other temporary tisabili

Employees must request approval for temporary disability leave. The leave request must

be accompanied by a physiciands statement <co
and estimating a probable date of return. If disability leave is approvddntith of

leave is no longathan 180 dayslf disability leave is not approved, the employee must

return to work or be subject to termination procedures.

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

When an employee is ready to return to widinke, Superintendeshould be notified at

least 30 days in advance. The ratto-work notice must be accompanied by a physi

cianbdés statement <conf i rresumnmegegulahduttes t he empl oye
Professional emplaes returning from leave will be reinstated to the school to which

they were previously assigned as sooaraappropriate position is available. If a position



is not available before the end of the school year, professional employees will be
reinstated at the begimg of the following school year.

Family and medical leafFeMLA)

Eligibility. Employees whdnave been employed by the district for at least 12 months and
have worked at least 1,250 hours in the 12 months immediately preceding the need for
leave are eligible for family and medical leave. Eligible employees can take up to 12
weeks of unpaid leaveaeh year fothe following reasons:

The birth, adoption, or foster placement of a child

To care for a spouse, parent, or child with a serious health condition

An empl oyeeds serious health condition
A qualifying exigency resulting from active militaryrsee of a spouse, child, or

parent

A husband and wife who are both employed by the district are subject to limits in the
amount of leave that they can take to care for a parent with a serious health condition or
for the birth, adoption, or foster placeneha child or to care for a covered military

service member
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Military service family leave. An eligible employee is entitled to leave to care for an

active duty military service member who incurs a serious illness or injury in the line of

duty. Theseri ce member must be the employeebs spol
An eligible employee may take up to 26 weeks on atimne basis to provide care to a

covered service member.

Continuation of benefits and job restoration.Eligible employees are @tled to

continue their health care benefits under the same terms and conditions as when they
were on the job and are entitled to return to their previous job or an equivalent job at the
end of their leave. Under some circumstances, teachers who ate adilen to work at

or near the conclusion of a semester may be required to continue their leave until the end
of the semester.

Use of paid leaveFamily and medical leave runs concurrently with accrued sick and
personal leave, tempary disability leae, and absences due to a woglated illness or

injury. The district will designate the leave as family and medical leave, if applicable, and
notify the employee that accumulated leave will run concurrently.

Intermittent leave. In some circumstances, elapees may take family and medical
leave in blocks of time or by reducing their normal weekly or daily work schedule.
Intermittent leave may be taken under the following circumstances:

An employee is needed to care for a seriously ill spouse, childremtpa

An employee requires medical treatment for a serious illness

An employee is seriously ill and unable to work

An employee becomes a parent or has a foster child placed in his or her home
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Requests for FMLA. When the need for family and medicehle $ foreseeable,
employees must provide 8&ys advance noticéo the district When the need for leave
is not foreseable, employees musbntact the Superintendeas soon as possible.
Employees may be required to provide the following:

1 Medical certificaion from a qualified health care provider supporting the need for
leave due to a serious health condition affecting the employee or an immediate
family member

1 Second or third medical opinions and periodic recertification of the need for leave

Periodicrepr t s during the | eave regarding the e
to work

1 Medical certification from a qualified health care provider at the conclusion of leave
of an employeebds ability to return to work

1 Certification of the need for family militg leave
Employees requiring family and medical leave should cotit@cBusiness Managésr
details on eligibility, requirements, and limitations.

Wor kersd compensation benefits

An employee absent from duty because of ar@ated illness or injury nyabe eligible
for workerso6é compensation weekly income bene
days.

An empl oyee receiving wor ker srélated dlmgserns at i on
injury may choose to use sick leave or any other paid leavefits. While an employee

i's receiving workersd compensation wage bene
proportionately so that the employee receive
salary.

Assault leave

Assault leave provides tended job income and benefits protection to an employee who

is injured as the result of a physical assault suffered during the performance of his or her

job. An injury is treated as an assault if the person causing the injury could be prosecuted
forassabt or could not be prosecuted only becau
renders the person nonresponsible for purposes of criminal liability.

An employee who is physically assaulted at work may take all the leave time medically

necessary (up to twwyears) to recover from the physical injuries he or she sustained. At

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

leave. Days of leave granted under the assault leave provision will not be deducted from
accruedper sonal | eave and must be coordinated wi
Upon investigation the district may change the assault leave status and charge leave used



against the employeebds accrued paid | eave. T
accruedpaid leave is not available.

Jury duty

Employees will receive leave with pay and without loss of accumulated leave for jury
duty. Employees must present documentation of the seautenay retaiany
compensation they receive.

Othercourt appearances

Employees will be granted paid leave to comply with a valid subpoena to appear in a

civil, criminal, legislative, or dministrative proceeding.@sences for court appeaces

related to an employeeds personahbhvebusiness n
without pay (if no personal leave is available). Employees may be required to submit
documentation of their need for leave for court appearances.

Military leave

Paid leave for military service.Any employee who is a member of the Texas National
Guard Texas State Guard, or reserve component diitiieed States AnedForces will

be granted a paid leave of absence without loss of any accumulated leave for authorized
training or duty orders. Paid military leave will not exceed 15 dag federal fisda

year (October 1September 30)n addition, an employee is entitled to use available state
and local personal or sick leave during a time of active military service.

Reemployment after military leave.Employees who leave the district to enter into the
United States uniformed servicesvano areordered to active state military duty (Texas
National Guard or Texas State Guard) may return to employment if they are honorably
discharged. Employees who wish to return to the district will be reemployed in the
position they would have held if employment had not been interrupted or reassigned to an
equivalent or similar position provided thegn bequalified to perform the required

duties. To be djjible for reemployment, employees must provide notice of their

obligation or intent to perform military service, provide evidence of honorable discharge
or release, and submit an application for reemploymethiet&uperintendent

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 cont@cBusiness Managésr details on

eligibility, requirements, and limitations



Employee relations and communications

Employee recognition and appreciation
Policy DJ

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 newsler, and through special events and activities.

District communications

Throughout the school year, newsletterschroes, fliers, calendars, news releases, and
other communication materiadse publishedThese publications offer employees and the
community information pertaining to school actigs and achievements. They include
the following:

Newspapers, Newsletters, Website and other approved publications



Complaints and grievances
Policy DGBA

In an effort to hear and resolve employee camer complaints in a timely manner and
at the lowest administrative level possible, the board has adopted an grabdynce
processEmployees are encouraged to discuss their concerns or complaints with their
supervisors or an appropriate administratoany time.

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 candmiegns or Com

plaints to the board of trustees. For ease o0
process of bringing concerns and complaints is reprinted as follows:
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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.

Employees shall not be prohibited from communicating with a
member of the Board regarding District operations except when
communication between an employee and a Board member would
be inappropriate because of a pending hearing or appeal related to
the employee.

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 em-
ployee whose concerns are resolved may withdraw a formal com-
plaint at any time.

The process described in this policy shall not be construed to cre-
ate 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.

The District shall inform employees of this policy.

Neither the Board nor any District employee shall unlawfully retali-
ate against an employee for bringing a concern or complaint.

Whistleblower complaints shall be filed within the time specified by
law and may be made to the Superintendent or designee beginning
at Level Two. 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 calendar days of the initiation of the complaint.
[See DG]

Complaints alleging a violation of law by a supervisor may be made
to the Superintendent or desighee. Complaints alleging a violation
of law by the Superintendent may be made directly to the Board or
designee.

In this policy, the terms “complaint” and “grievance” shall have the
same meaning. This policy shall apply to all employee complaints,
except as provided below.
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This policy shall not apply to:

1. Complaints alleging discrimination, including violations of Title
IX {gender), Title VIl (sex, race, color, religion, national origin),
ADEA (age), or Section 504 (disability). [See DIA]

2. Complaints alleging certain forms of harassment, including
harassment by a supervisor and violations of Title VII. [See
DIA]

3. Complaints concerning retaliation relating to discrimination
and harassment. [See DIA]

4. Complaints concerning instructional materials. [See EFA]

5. Complaints concerning a commissioned peace officer who is
an employee of the District. [See CKE]

6. Complaints arising from the proposed nonrenewal of a term
contract issued under Chapter 21 of the Education Code.
[See DFBB]

7. Complaints arising from the proposed termination or suspen-
sion without pay of an employee on a probationary, term, or
continuing contract issued under Chapter 21 of the Education
Gode during the contract term. [See DFAA, DFBA, or DFCA,
respectively]

Complaint forms and appeal notices may be filed by hand-delivery,
fax, or U.S. Mail. Hand-delivered filings shall be timely filed if re-
ceived by the appropriate administrator or designee by the close of
business on the deadline. Fax filings shall be timely filed if they
are received 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 or before the deadline and
received by the appropriate administrator or designated represen-
tative no more than three days after the deadline.

At Levels One and Two, “response” shall mean a written communi-
cation to the employee from the appropriate administrator. Re-
sponses may be hand-delivered or sent by U.S. Mail to the em-
ployee’s mailing address of record. Mailed responses shall be
timely if they are postmarked by U.S. Mail on or before the dead-
line.

“Days” shall mean District business days, unless otherwise noted.
In calculating time lines under this policy, the day a document is
filed is “day zero.” The following business day is “day one.”
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that does not claim the right to strike and is designated by the em-
ployee to reprasent him or her in the complaint process.

The employee may designate a representative through written no-
tice to the District at any level of this process. If the employee des-
ignates 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. The District may be repre-
sented by counsel at any level of the process.

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.

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 com-
plaint 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 days from the date
of the written dismissal notice, starting at the level at which the
complaint was dismissed. Such appeal shall be limited to the issue
of timeliness.

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

Complaints under this policy shall be submitted in writing on a form
provided by the District.

Copies of any documents that support the complaint should be at-
tached to the complaint form. If the employee does not have cop-
ies of these documents, they may be presented at the Level One
conference. After the Level One conference, no new documents
may be submitted by the employee unless the employee did not
know the documents existed before the Level One conference.

A complaint form that is incomplete in any material aspect may be
dismissed, but may be refiled with all the required information if the
refiling is within the designated time for filing a complaint.
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Complaint forms must be filed:

1. Within 15 days of the date the employee first knew, or with
reasonable diligence should have known, of the decision or
action giving rise to the complaint or grievance; and

2. With the lowest level administrator who has the authority to
remedy the alleged problem.

In most circumstances, employees on a school campus shalll
file Level One complaints with the campus principal; other
District employees shall file Level One complaints with their
immediate supervisor.

If the only administrator who has authority to remedy the al-
leged problem is the Superintendent or designee, the com-
plaint may begin at Level Two following the procedure, includ-
ing 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 was received and immediately forward the complaint form to
the appropriate administrator.

The appropriate administrator shall investigate as necessary and
hold a conference with the employee within ten days after receipt
of the written complaint. The administrator may set reasonable
time limits for the conference.

The administrator shall provide the employee a written response
within ten days following the conference. The written response
shall set forth the basis of the decision. In reaching a decision, the
administrator may consider information provided at the Level One
conference and any other relevant documents or information the
administrator believes will help resolve the complaint.

If the employee did not receive the relief requested at Level One or
if the time for a response has expired, the employee may request a
conference with the Superintendent or designee to appeal the
Level One decision.

The appeal notice must be filed in writing, on a form provided by
the District, within ten days of the date of the written Level One re-
sponse or, if no response was received, within ten days of the
Level One response deadline.

After receiving notice of the appeal, the Level One administrator
shall prepare and forward a record of the Level One complaint to
the Level Two administrator. The employee may request a copy of
the Level One record.
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