Introduction

The purpose of this handbook is to provide 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.

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 explanation of district policies andguhaies 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 refer to the policy codes that are as=mbevith handbook

topics, confer with their supervisor, or call the appropriate office. La Pryor ISD Policy
manuals are located on linevatvw.tasb.org/policy/private/254902

This book is providedor educational purposes only and contains information to facilitate
a general understanding of the law. It is not an exhaustive treatment of the law on these
subjects nor is it intended to substitute for advice of an attorney. It is important for you to
consult with your own attorneys in order to apply legal information contained in this
publication to specifiact situations. Copyright 200Bexas Association of School

Boards. All rights reserved.


http://www.tasb.org/policy/private/254902

Employee handbook receipt

Name

Campus/department

| hereby acknowledge receipt of a copy of the La Pryor ISD Employeebidakdl agree
to read the handbook and abide by the standards, policies, and proceduresodefined
referenced in this document.

Employees will receive the handbook in hard copy format
Please indicate by checking thex below:

A | havereceival a hard copy of the employee handbook.

The information in this handbook is subject to changederstand that changes in-dis
trict policies may supersede, modify, or render obsolete the information summarized in
this booklet. As the district provides updated policy information, | accept responsibility
for reading and abiding by the changes.

| undestand that no modifications to contractual relationships or alterationswif at
employment relationships are intended by this handbook.

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

Signature Date

Note: You have been given two copies of this form. Please sign and date this one and
keep it.Sign and date the blue comnd forward it tacentral officeas soon as possible
Thank You
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District information

Description of the distriétwww.lapryor.net

District map
B Nl e A

Primary Electrical CuDffs (Red Dot}

1. Central Office 2. Multi-Purpose 3. Elementary
4. 500 Wing 5. Ag Building 6. Gym/Field House

Fire Hydrants(Blue Dot9

1. Corner of Miller & Castro Streets 2. Gym &Field House


http://www.lapryor.net/

Mission statement
Policy AE

Mission Statement

La Pryor Independent School District, a learning community dedicated to a high quality
education, is committed to prepare students to be productive members of society and to
have success in life.

Belief Statements

We believe that long term, mulfiear contingency plans will be in place with innovations
that achieve desired results that support and sustain change.

We believe that the school district shall allocate all resources, align trairdng an
development to maintain a clear focus on students as primary customers.

We believe the board of trustees, superintendent, district leaders, parents and community
shall support innovative uses of technologies to ensure that students are well educated.

We believe that collaboration with all stakeholders is structured around student success.

We believe that the school district shall encourage and support the creation of
collaborative relationships between students, parents and community to ensure students
success.

We believe that all stakeholders embrace a uniform deemsaking framework focused
on providing high quality, engaging work for students.

We believe the district shall establish expectations for the rules, roles, and relationships
that goverrleadership activities in the learning community.

We believe all stakeholders shall focus on providing students withguiglity, engaging
work that they find interesting, challenging, and satisfying.

District goals and objectivé®istrict Improvermet Pl an ( Princi pal
Policies AB, AF

Board of trustees
Policies 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 districtds s eanalnglbody.withintthe districtcanddasi s t he
overall responsibility for the curriculum, school taxes, annual budget, emg@idyhthe



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 citizertheflistrict to represent the commu

nityés commitment to a strong educational pr
are elected at large and serve thyear terms. Trustees serve without pemsation,

must be registered voters, and must residkardistrict.

Current board mmbers include: Mrs. Aurora Najeidr. Robert McHazlett, Dr. Alfonso
Luevang Mrs. Lorena Lopez, Alejandro Perez, Mr. Jose Luis E. Ramirez and Mr. Marcel
Valdez

The board usually meets tBed Tuesday of each month at tekementary library.

Special meetings may be called when necessary. A written notice of regular and special
meetings will be posted at the central office at least 72 hours before the scheduled
meeting time. The written notice will show the date, time,glaad subjects of each
meeting. In emergencies, a meeting may be held with dnbwo 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 ardezkdClosed
session may occur for such things as discussing prospective gifts or donatiepgypeal
erty acquisition, certain personnel matters including employee complaints, security mat
ters, student discipline, or to consult with attorneys reganuimgling litigation.

Board meeting schedule for 200610

August18, 2009 Februaryl6, 2010
Septembel5, 2009 March16, 2010
October20, 2009 April 20, 2010
Novemberl7, 2009 May 18, 2010
Decembed5, 2009 Junel5, 2010
Januaryl9, 2010 July21, 2010
20090 2010Administrators

Joe M. Ximenez Superintendent of Schools
Olivia Talavera Secondary Principal

B.J. Cooper District Librarian/Technology Director
Jill Thompson ElementaryPrincipal

Norma Hernandez District Administrator
Philip Dorflinger Special Education Director
Randy Graf Athletic Director



School calenddor 2009 2010

£ La Pryor ISD

CALEMDAR KEYS

Juidy 2008 August 200%
E M T W T F 5 5 M T W T F []
1 2 a 4 1
5 L] T ] a 10 M 2 3 4 5 L] 7 8
12 15 14 15 16 17 18 a 10 11 12 13 KHH 15
19 20 1 22 23 24 35 1% % 35 & 5 W 22
26 27 2 2 0 M zaffza 25 % 27 2 2
k1) &

October 2009
5 M T W T F 5
1 2 13
4 5 L] T ] 3 10
13 14 15 16 17 1§ 19 11 12 12 14 15 16_ 17
20 21 2 23 M B W 18 19 2 2 B o
F om oM (B [26 27 28 3 0 M
21 e

Mt Hitm CrimyLation
5  Ziof Drwlcpment
YW owenDa
H' Studentidigf Hollday
ST Sudenl HelidawSal Daepanent

Eeer Enr Wadher Days:

[ EegInning of nie e
Enid of nna wesks
TARS Tealing Deya

t High Sichiogl Sraduaiion
I

Ny wezrm by 2008

DATES AT A GLANCE

Aug 14 Maw Teacher Training
Aug 17 - 20 3aff Developrnent
BLEIEL P1 - Wik

ace
E M 2 M T W T F &
1 2 3 4 & & 7 1 2 3 4 5
F 2 10 11 1z 13 14 g8 7 B O 40 11 12
15 16 1T 18 1% 26 11 13 14 115 18 17 13 19
22 2% M4 H H H 2 % H H H H H 2a
% 30 ir H H H H
1B 14
Junuary 2 Febiruary 20110
E M T W T F S &8 M T W T F &
H 2 1 Z 3 L) L g
3 3T 5§ 5 T H| 2 T -] % 10 11 12 13
1M 11 12 13 14 15] i@ 4 H 18 17 1& 1B 20
17  H 1'15 11 B B R | M X M @ 25 e OZT
M 25 26 2O 2™ 30 L3
31 7 19

Mareh 2010

April 2010

Sept 07 - Labor Day

DL 2010 23 = TAKS Teeting

Mow 25 - 27 Thanksgiving Bregk
Dac 2= Jan 4 Shelsimas Brask
Jan (M - Staff Dewv | Stodent Haliday
Jan 08 - Stack Show Holidary

klan 18 - M.L. King Birthday

Feb 15 - Presidents Day

hlareh 1. & 3t 5 - TAKS Teating
Mlar 15 - 19 Spring Break

Wpril &2 « Spad Friday

April (5 - TAKS Testing

Lurne 04 - Wiorkday

Hune 04 - Bad Weadher Oay IF hsacsd
kune & - High School Sraduation

5 M T W T F 3 2 M T W T F & Hine Week Dateg
1 2 RIS 6 1 H | 3 1at Ming Yeeks - Aug 24 - Dot 22
T B ] i 11 12 13 4 5 8 ¥ B 2 10 [2rgd Mina Waghs - Oct 26 - Jan 15
4 H H H H H 20 11 42 13 14 185 1 117 3rel Ming Wheeks - Jan 19 - Mar 28
H 22 13 a4 B M ] r 1B 12 20 H =2 23 24 kb Mirss Weghks - Mar 29 - Juns 33
=[x v A FLI T - | R 1
1B 2 GRADING FERIODS
June 2010 Het BEemester B9 Days
28 M T W T F & S M T W T F 8 Buguest 24, 2009
1 1 2 1 = W Lanuery 15,2010
2 3 4 5 -] T & 8 [ ] a 10 12 2nd Samostar 91 Days
a 0 11 12 13 14 15 13 14 15 16 17 18 19 Lanuary 19, 2050
16 1¥ 18 19 20 21 22 A M 2 1] 24 B OI6 Lune 0.3, 2010
23 24 22 X 2T B 20 X B 2 io dent Daye 180 Tatal
30 ry| 3 Staf Devalopmanl 5 Total
Wiarkdays 2 Total
| Board Approved: May 21, 2008 || [ Stwudent Days In Each Month | whwes | D Ak




T STy
LR RIEE R
uoapen mie SRy oL
MU AR
BB B
[T T
Torld _ Ty _l A
1siBapLaiey
NS PRI
4 =deizy) LTI
UONENPIAELL ypasdgumaymubiei snALmg 1|20 g
B ELIBO| By AT 2B12BE LUGTIRID T3 gy oo vanenpg ienads S1eimiemrg SHOLRZ Sl L
SAruay (e By s
JwRIGy A Rl
_ (| EUa 5T U D O
P oo
=aEy RS W BAED =] B|aBEy gony
1abauRy MiEHED IGERIBNE BHARD
8|09AR] " T I 0B
L Bl b ML
JiE1a o Alicyouyse =8 NEUCral # 4 U B
kot FHEHRILILEr Tl szfeueyy caauEng sy
upuFusdns —

_ SITUprTY j
[ =aunoy @67 _|_ SEabSEL 40 Julying ]

OHOT-5007 HEYD [Euo|eTILREIG
LORILSK] TOOHDE INSONSJSGN| YOAEd ¥

2009 20100rganizational Chart

11



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 tegedmployee

is encouraged to contact the appropriate department as listed below.

Joe M. Ximenei Superintendent of Schools
School telephone directory
Elementary Campus

Administration Office High School Campus

830.365.4000 830.365.4005 830.365.4009

830.365.4001 830.365.4007 830.365.4017

830.3654002 830.365.4008

Fax H.S. Office Fax Elem. Cfice Fax

830.3654006 830.365.4026 830.365.4021
Ag Shop Cafeteria
830.3654003 830.3654010
Technology Room Migrant/At Risk
830.3654011 830.3654013
Band Hall Special Ed. Dept.
830.365.4014 830.365.4004
Athletic Director Special Ed. Fax
830.3654018 830.365.4012
Fax
830.365.4015

Bus Barn Coaches Office

830.365.4020 830.365.4019

School Based Clinic

830.365.4022
830.365.4526
830-365.4528

Fax
830.365.4023

Gym
839.365.4024

12



Employment

Equal employment opportunity
Policy DAA

The La Pryor ISD does not discriminate against any employee or applicant for

employment because of race, color, religion, sex, national origin, age, disability, military
statusgenetic informationgr on any other basis prohibited by le&mployment

deci sions wil |l be made on the basis of each
abilities.

Employees with questions or concerns about discrimination on the basis of race, color,
religion, sex, national origin, age, orlitary statis should contact immediate supervisor
and/orsuperintendent, Mdoe M. XimenezEmployees with questions or amins about
discrimination on the basis of a disability should con®detip Dorflinger, Special

Education Director.

Job vacancy announcemsnt
Policy DC

Announcements of job vacancies by position and location arédied on a regular
basis and posted and on the districtds Web s

Employment after retirement

Individuals receiving retirement benefits from the Teacher Retirement SyBR®) (hay

be employed in certain positions on afolt parttime basis without affecting their bene

fits, according to TRS rules and state law. Service retirees who retire before May 31 may
return to work in a Texas public school without a reduction ivebts one full calendar

month after the retirement date, provided they meet specific conditions. Retiring
employees should consult TRS officials about conditions and restrictions on employment
after retirement. Retirees may work in the following capaitighout a loss of

retirement benefits:

« As a principal or assistant principal or teacher in an acute shortage area en a full
time basis, if appropriately certified and following arh®nth break in service.
Retirees that retired under early age or digglprovisions are excluded.

. As afulttime bus driver (early age and disability retirees excluded).

« As a substitute at no more than the established daily substitute pay rate. (bidividu
receiving disability retirement benefits may not work for mbn 90 days in a
school year.)

« On a halftime or less basis during any month. Hatie employment cannot exceed
the | esser of 50 p-emmedoadot92 bolirsihdneontihosi t i onods

« On a fultime basis during a simonth period during a schbyear, provided that
this is their only employment in a Texas public school. Individuals who retire in

13



August may begin employment in October of the school year following their
retirement.

Under this last provision, retirees must submit annual writbéicaerto TRS by the last
day of the first month of full employment to avoid a disruption of benefits. Working any
part of a month counts as a full month.

Other restrictions apply when a person has retired because of a disability. Individuals
retiring becase of a disability should contact TRS for details about employment restric
tions.

Shortage areasCertain retirees may return to work on a-tithe basis as a principal or
assistant principal or teacher in an acute shortage area without a reduction in their TRS
annuity benefits. Acute teaching shortage areas are determined by the board based on
Commssioner of Education guidelines. When filling acute shortage area positions, the
district must give hiring preference to certified applicants who are not retirees. Te be el
gible for full TRS benefits a retiree must meet the following criteria:

« Have notbeen subject to a reduction in benefits for retirement at an early age or
retired under disability provisions

. Have a 12Zmonth continuous break in public school service since retirement

. Be appropriately certified for the position in the applicable schanl ye

Employees can contact TRS for additional information by callingZZB8778 or 512
542-6400. TRS information is also available on the Web (www.trs.state.tx.us).

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

State law reques the district to employ all futime 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 atwill or by a contract that is not subject to the procedures for nonrenewal 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. Nurses and fultime professional employees new to the district
and employed in positions requiring SBEC certification must receive a probationary con
tract during their first year of employment. Former employees who are hiredtdéasta

a twoyear lapse in district employment also may be employed by probationary contract.
Probationary contracts are epear contracts. The probationary period for those who

have been employed in public schools for at least five of the eight yeaedprg
employment with the district may not exceed one school year. For those with less experi
ence, the probationary period will be three school years (i.e., thregeaneontracts)

with an optional fourth school year if the board determines it istlldwbhether a term

or continuing contract should be given.

14



Term and continuing contracts.Full-time professionals employed in positions reimgjr
certification and nurses will be employedtieym contracts after they have successfully
completel the probaonary period. Administrators are employed under eywar 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 and
employment policies.

Noncertified professional and administrative employees€Employees in professional

and administrative positions that do not require SBEC certification (such as noninstruc
tional administrators) are employed by a-gear contract that is not subject to tirece
dures for nonrenewal or termination under the Texas Education Cuasteicts must
distribute contracts upon request and employment policies to term contract employees.

Searches and alcohol and drug testing
Policy DHE

Noninvestigatory searchestnh e wor kpl ace, including accessi

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 egptation 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 atihol testing if the suspected violation relates to drug or alcohol use.

The district may search the employee, the

lockers, and private vehicles parked on district premises or work sites or used in district
business.

Empl oyees required to haAngemployeeoMmmse r ci al
required to have a commercial driverbs |
ing. This 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, coaches, or other employees who
primarily perform duties other than driving are subject to testing requireméaets tiveir

duties include driving.

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 engagingohibited conduct, and as a-fol

low-up measure. Testing may be conducted following accidents. Retduty and fol
low-up testing will be conducted when an employee who has violated the prohibited
alcohol conduct standards or tested positive for allcohdrugs returns to duty.

All employees required to have a CDL who are subject to alcohol and drug testing will

receive a copy of the districtds policy,
on alcohol and drug abuse and the availabilitgssistance programs. Employees with
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guestions or concerns relating to alcohol and drug policies and related educattenal ma
rial should contact district office

Health safety training
Policies DBA, DMA

Certain employeesvho are involved in physical activities for studemigst maintain and
submit to the district proof of ctent certification in first aidgardiopulmonary
resuscitation (CPRand the use of an automated external defibrillator (AEBad
marching band dectors, head coaches, or chief sponsors of an extracurricu&ticath
activity (including cheerleading) that is sponsored or sanctioned by the district should
complete safety training by the University Interscholastic League (UIL),

Certification musbe issued by the American Red Cross, the American Heart
Association, or another organization that provides equivalent training and certification.
Employees subject to this requiment must submit their certification ¢entral office

upon completion.

Reassignments and transfers
Policy DK

All personnel are subject to assignment and reassignment by the superintendent or desig
nee when the superintendent determines that the assignment or reassignment is in the best
interest of the district. Reassignména transfer to another position, department, or

facility that does not necessitate a change in the employment contract. Campus-reassign
ments must be approved by the principal at the receiving campus except when+eassign
ments are due to enroliment skifir program changes. Extracurricular or supplemental

duty assignments may be reassigned at any time. Employees who object to a-reassign
ment may follow the district process for employee complaints as outlined in this hand

book and district policy DGBA (Lcal).

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 and the empdroyeeds
another campus before the school year begins must shisrartherrequest by Aril 09,

2010 Requests for transfer during the school year will be considered only when the

change will not adversely affect students and after a replacement has ureknAiib
transfer requests wil/ be coordinated by
thedistrict office

Workload and work schedules
Policy DL

Professional employeed?rofessionaémployeesand academic administratase
exempt from overtira pay and are employed on a,101-, or 12month basis, according

16



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. Notice of work
schedules including reqed days of service and scheduled holidays will be distributed
each school year.

Classroom teachers will have planning periods for instructional preparation and confer
ences. The schedule of planning periods is set at the campus level but must provide at
least 450 minutes within each tweeek period in blocks not less than 45 minutes. Teach
ers and librarians are entitled to a dirge lunch period of at least 30 minutes. The dis
trict may require teachers to supervise students one day a week wheemueatbnnel

are available.

Paraprofessional and auxiliary employeesSupport employees are employed at will

and will be notified of the required duty days, holidays, and hours of work for their posi
tion on an annual basis. Paraprofessional and auxdraptoyees are not exempt from
overtime and are not authorized to work in excess of their assigned schedule without
prior approval from their supervisor.

Notification tgarents regarding qualifications
Policy DK, EHBD

In schools receiving Title | fund#he 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

i nformation regarding the professional qual:i
requires that parents betified if their child has been assigned, or taught for four or

more consecutive weeks 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 teackdro does not hold an appropriate teaching certificate. This
notice is not required if parental notification under NCLB is sent. Inappropriately certi
fied or uncertified teachers include individuatsan emergency permit (including

individuals waiting taakea certificationexam) or individuals who do not hold any
certificate or permit. No later than the 30th instructional day after the date ofrassign

the superintendent or designee will send a written notice to parents. Information relating
to teachecertification will be made available to the public upon request.

Employees who have questions about their certification status can call personnel office.

Outside employment and tutoring
Policy DBF

Employees who wish to accept outside employmeengage in other activities for

profit must submit a written request to their supervisor. Approval for outside employment
will be determined by the superintendent and based on whether outside employment
interferes with the duties of the regular assignmesachers are not allowed to privately
tutor their students for pay, except during the summer months.

17



Performance evaluation
Policy DN, DNA, DNB

Evaluation of an employeebs job performance
improvement. Performanceea | uati on i s based on an empl oye
other jobrelated criteria. All employees will participate in the evaluation process with

their assigned supervisor at least annually. Written evaluations will be completed on

forms approved by thdistrict. 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, and get the

opportunity to respontb the evaluation.

Employee involvement
Policy BQA, BQB

At both the campus and district levels, La Pryor ISD offers opportunities for input in

matters that affect empl oyees. -Aakingpart of th
process, employees are&ed to serve on districbr campudevel advisory committees.

Plans and detailed information about the shared deeamsaking process are available in

each campus office.

Staff development
Policy DMA

Staff development activities are organized to nieetneeds of employees and the

district. Staff development for instructional personnel is predominantly cabgses,

related to achieving campus performance objectives, addressed in the campus-improve
ment plan, and approved by a camjmigel advsory 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 responsibtebfaming 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
establishedforeaghosi ti on. The districtodés pay pl ans &
each year and adjusted as needed. All district positions are classified as exempt-or nonex

empt according to federal laRrofessionaémployeesand academic administratase
generallyclassified as exempt and are paid monthly salaries. They are not entitled to

18



overtime corpensation. Other employees are generally classified as nonexempt and are
paid based on hourly wages or salary and receive compensatory time or overtime pay for
eachovertime hour worked beyond 40 in a workweek.

All employees will receive written notice of their pay and work schedules before the start

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

time counselors will be paino less than the mmum state salary schedule. Contract

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

Employees should contactbnse ss of fice for more informati o
schedules or their own pay.

Annualized compensation
Policy DEA

The district pays all salaried employees over 12 months regardless of the number of
months employed during the school year. Salanepleyees will be paid in equal
monthly or bimonthly payments, beginning with the first pay period of the school year.
Employees that separate after the last day of instruction will continue to receive
paychecks through the end of the summer.

Paychecks

All professional and salaried employees are paid monthly. Hourly employees are paid

every two weeks. Paychecks will not be released to any person other than the district
employee named on the check witit t he empl oyeeds written aut

Anemploye 6s payroll statement contains detail ed
withholding information, and the amount of leave accumulated.

The steduk of pay dates for the 2002010school year follows:

August 27, 2009 February 262010
September 25, 2009 March 26, 2010
October 27, 2009 April 27, 2010
November 24, 2009 May 27, 2010
December ?, 2009 June 25, 200
January 27, 210 July 27, 2010

Automatic payroll deposit

Employees can have their paychecks electronically deposited into a designated account.
A notification period of one month is necessary to actittateserviceContact business
office for more information about the automatic payroll deposit se
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Payroll deductions
Policy CFEA

The district is required to make the followingtamatic payroll deductions

o Teacher Retirement System of Texas (TBRiS$ocial Security employee
contributions
Federal income tax
Medicare taxapplicable only temployees hired after March 31, 1986

Ot her payroll deductions empl oyees may el

share of premiums for health, dentdg, and vision insurance; annuities; and higher
educdion savings plans. Employees also may request payroll deduction for payment of
membership dues to @essional organizations. Salary deductions are automatically
made for unauthorized or unpaidvea

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 adstrative employees are ineligible for
overtime compensation. Only nonexempt employees (hourly employees and paraprofes
sional employees) are entitled to overtime compensation. Nonexempt employees are not
authorized to work beyond their normal work scHeduthout advance approval from

their supervisor.

Overtime is legally defined as all hours worked in excess of 40 hours weekly and is not
measured by the day or by the empl oyeeds
that are paid on a salary baare paid for a 4Bour workweek and do not earn additional

pay unless they work more than 40 hours. For the purpose of calculating overtime, a
workweek begins at 12:01 a.m. and ends at midnight Saturday.

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

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

ect

reg

« Useofcomptimemaybeatthegphoyeeds requestappwyvat h super.i

as workload permits.

« An employee may be required to use comp time before using any other available
paid leave (e.g., sick, personal, vacation).

«  Weekly time records will be maintained on all nonexempt employees for the
purpose of wage and safaadministration.

Travel expense reimbursement
Policy DEE
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Before any travel expenses are incurred by a
superintendermust give approval. For approved travel, employees will be reimbursed

for mileage and othdravel expenditures according to the current rate schedule estab

lished by the district. Employees must submit receipts, to the extent possible, to-be reim

bursed for expenses other than mileage.

Health, dental, and life insurance
Policy CRD

Group healthnsurance coverage is provided through 7/&S$iveCare, the statewide

public school health insurance proa@gmwceam. The
premiums is determined annually by the board of trustees. Employees eligible for health
insurarce coverage include the following:

. Employees who are active, contributing TRS members
. Employees who are not contributing TRS members and who are regularlyleched
to work at least 10 hours per week

TRS retireesvho are enrolled in TREare (retiree hadth insurance progranand
employees who areohcontributing TRS members wilaoe regularly scheduled to work
less than 10 hours per week are not eligible to participate inRAdi$eCare.

The insurance plan year is from September 1 through Auguéi@dent employees can
make changes in their insurance coverage during open enrollment each spring. Detailed
descriptions of insurance coverage, employee cost, and eligibility requirements-are pro
vided to all employees in a separate booklet. Employees$dsbontact business office

for more information.

Supplemental insurance benefits
Policy CRG

At their own expense, employees may enroll in supplemental insurance programs and be
paid through payroll deduction. Premiums for these programs can be paigtly pa
deduction. Employees should contact business office for more information.

Cafeteria plan benefits (Section 125)

Employees may be eligible to participate in the Cafeteria Plan (Section 125) and, under
IRS regulations, must either accept or rejeis tienefit. This plan enables eligible

employees to pay certain insurance premiums on a pretax basis (i.e., disability, accidental
death and dismemberment, cancer and dread disease, dental, and additional term life
insurance). A thirgbarty administrator dndles employee claims made on these accounts.
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New employees must accept or reject this benefit during their first month of employment.
All employees must accept or reject this benefit on an annual basis and during the speci
fied time period.

Wo r k empendatian cnsurance
Policy CRE

The district, in accordance with state | aw,
employees who suffer a worklated illness or are injured on the job. Benefits help pay

for medical treatment and make up for parthaf income lost while recovering. Specific

benefits are prescribed by law depending on the circumstances of each case.

All work-related accidents or injuries should be reported immediately to supervisor and
school nurse. Employees who are unable to wedabse of a workelated injury will be
notified of their rights and responsibilities under the Texas Labor Cod&/8eek er s 6
compensation benefits.

Unemployment compensation insurance
Policy CRF

Employees who have been laid off or terminated throwugfault of their own may be

eligible for unemployment compensation benefits under the Texas Unemployment Com
pensation Act. Employees are not eligible to collect unemployment benefits durirg regu
larly scheduled breaks in the school year or the summerhsdrihey have employment
contracts or reasonable assurance of returning to service. Employees with questions about
unemployment benefits should contact business office.

Teacher retirement
Policy DEG

All personnel employed on a regular basis fdeast onehalf of the normal work sched

ule 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 are also
eligible for TRS membership and to purchase a géareditable service. TRS provides
members with an annual statement of their account showing all deposits and the total
account balnce for the year ending August 31, as well as an estimate of their retirement
benefits.

Employees who plan to retire tlerdTRS should notify TRS as soon asgioke.

Information on the application procedures for TRS benefits are available from TRS at
Teacher Retirement System of Texas, 1000 Red River Street, Austin, TX-Z@381or
call 8006223-8778 or 512542-6400. TRSnformation is also available on the Web
(www..trs.state.tx.us).

Other benefit programs
Policy DEB
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Leaves and absences
Policy DEC, DECA, DECB

The district offers employees paid and unpaid leaves of absence in times of personal
need. This handbook des@ththe basic types of leave available and restrictions on
leaves of absence. Employees velxpect to be absent for an extended period of more
than five days shouldall business officéor information about applicable leave benefits,
payment of insurangaremiums andrequirements focommunicating with the district.

Leave is avail abl & thd begnninglofehe gedipweeey state6 s u s e
personal

and local sick leave is earngtbnthly. If an employee leaves the district before the

end ofthe work year, the cost of any unearned leave days taken shall be deducted from
the employeeds final paycheck.

Employees must follow district and department or campus procedures to report or request
any leave of absence and complete the appropriate focertification. Any employee

who is absent more th&xdays because of a personal or family illness must submit

a medical certification from a qualified health care provider confirming the specific dates
of the illness, the reason for the iliness, @i the case of personal ilinésshe

empl oyeebs fitness to return to worKk.

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

Personal leave

State law entitles all employees to five days of paid personal leave per year. Personal
leave is earned at a rate of (see payroll personnel). A day of earned personal leave is
equivalent taan assigned workday.teée personal leaveeccumulates without limit, is
transferableo other Texas school districts and generally trangfeesducation service
centers. There are two types of personal leave: nondiscretionary and discretionary.

Nondiscretionary. Leave that is taken for persormalfamily illness family emergency, a
death in the family, or active military service is considered nondiscretionary leave.
Reasons forhis type of leave allows very littl&f anyadvance planning
Nondiscretionary leaveill be granted to employees the same manner as sick leave.

Discretionary.Leave that is taken at an employeeds
in advance is considered discretionary leave. An employee wishing to take discretionary
personaléave must submrequesto his orher principal or supervisdhree days in

advance of thanticipated absencel he ef fect of the empl oyeeds
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educational program or department operations, as well as the availability of substitutes,
will be considered by the principal or spisor.

Sick leave

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

other school districts in Texas. Statekdeave can be used only in specified increments

except when coordinated with family and medical leave taken on an intermittent or

reduceds chedul e basis or when coordinated with

If an employee uses more sick leave tharor she has earned, the cost of unearned sick
l eave will be deducted from the empl oyeeds n

State gk leave may be used for the following reasons only:

. Employee illness

« I'l'lness in the employeebds i mmediate family
. Family emergency (i.e., ral disasters or litgthreatening situations)

« Death in the immediate family

« Active military service

Local leave

Family and medical leave (FMiLgeneral provisions

The following text is from the federal notidemployee Rights and Responsibilities
Underthe Family and Medical Leave A&pecific information that the district has
adopted to implement the FMLA follows this general notice.

Basic Leave Entitlement FMLA requires covered employers to provide up to 12 weeks
of unpaid, jobprotected leave tdigible employees for the following reasons:

. Forincapacity due to pregnancy, prenatal medical care or child birth;

« To care for the employeebs child after bir
care;

« To care for the empl oygrpaedtswhehavasesrieus son or
health condition; or

. For a serious health condition that makes the employee unable to perform the
empl oyeebs job.

Military Family Leave Entitlements. Eligible employees with a spouse, son, daughter,
or parent on active duty @all to active duty status in the National Guard or Reserves in
support of a contingency operation may use thew&2k leave entitlement to address
certain qualifying exigencies. Qualifying exigencies may include attending certain
military arrangementsattending certain counseling sessions, and attending post
deployment reintegratiobriefings.
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FMLA also includes a special leave entitlement that permits eligible employees to take

up to 26 weeks of leave to care for a covered servicemember dwimgex12month

period. A covered servicemember is a current member of the Armed Forces, including a
member of the National Guard or Reserves, who has a serious injury or iliness incurred in
the line of duty on active duty that may render the servicememéeically unfit to

performhis or her duties for which the servicemember is undergoing medical treatment,
recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired
list.

Benefits and ProtectionsDuring FMLA leave, he employer must maintain the

empl oyeebs health coverage under any fAgroup
employee had continued to work. Upon return from FMLA leave, most employees must

be restored to their original or equivalent positions wifhiwalent pay, benefits, and

other employment terms.

Use of FMLA leave cannot result in the loss of any employment benefit that accrued
prior to the start of an employeeods | eave.

Eligibility Requirements. Employees are eligible if they have worked faoaered
employer for at least one year, for 1,250 hours over the previous 12 months, and if at
least50 employees are employed by the employer within 75 miles.

Definition of Serious Health Condition.A serious health condition is an illness, injury,

impairment, or physical or mental condition that involves either an overnight stay in a

medical care facility, or continuing treatment by a health care provider for a condition

t hat either prevents the employee broom perfo
preventghe qualified family member from participating in school or other daily

activities.

Subiject to certain conditions, the continuing treatment requirement may be met by a
period of incapacity of more than 3 consecutive calendar days combitheak feast two
visits to a health care provider or one visit and a regimen of continuing treatment, or
incapacitydue to pregnancy, or incapacity due to a chronic condition. Other conditions
maymeet the definition of continuing treatment.

Use of Leave An employee does not need to use this leave entitlement in one block.

Leave can be taken intermittently or on a reduced leave schedule when medically
necessaryEmployees must make reasonable efforts to schedule leave for planned
medicaltreatmentsoasont t o unduly di srupt the empl oyer ¢
qualifying exigencies may also be taken on an intermittent basis.

Substitution of Paid Leave for Unpaid LeaveEmployees may choose or employers

may require use of accrued paid leave while @KNLA leave. In order to use paid

|l eave for FMLA | eave, empl oyees must comply
policies.
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Employee ResponsibilitiesEmployees must provide 30 days advance notice of the need
to take FMLA leave when the need is foregde. When 30 days notice is not possible,

the employee must provide notice as soon as practicable and generally must comply with
an empl oy e r-id grocedoresma | cal l

Employees must provide sufficient information for the employer to determineldate

may qualify for FMLA protection and the anticipated timing and duration of the leave.
Sufficient information may include that the employee is unable to perform job functions,
the family member is unable to perform daily activities, the need fortadsption or
continuing treatment by a health care provider, or circumstances supporting the need for
military family leave. Employees also must inform the employer if the requested leave is
for a reason for which FMLA leave was previously taken or eedtiEmployees also

may be requiretb provide a certification and periodic recertification supporting the need
for leave.

Employer Responsibilities.Covered employers must inform employees requesting

leave whether they are eligible under FMLA. If theg Hre notice must specify any
additional information required as well as t
they are not eligible, the employer must provide a reason for the ineligibility.

Covered employers must inform employees if leavelvaltesignated as FMI-A

protected and the amount of | eave counted ag
the employer determines that the leave is not FMrétected, the employer must notify

the employee.

Unlawful Acts by Employers. FMLA makes itunlawful for any employer to:
. Interfere with, restrain, or deny the exercise of any right protected under FMLA;
. Discharge or discriminate against any person for opposing any practice made
unlawful by FMLA or for involvement in angroceeding under or relag to
FMLA.

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

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede
any State or local lawr collective bargaining agreement which provides greater family
or medical leave rights.

FMLA section 109 (29 U.S.C. § 2619) required FMLA covered employers to post the text of this notice.
Regulations 29 C.F.R. § 825.300 (a) may require additidisgllosures.

For additional information:

1-866:4USWAGE (1-866487-9243) TTY: 1877-8895627
www.wagehour.dol.gov
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Local FMLA provisions

Eligible employees can take up to 12 weeks of unpaid leave in thath period
« between August and June

Use of paid leaveFamily and medical leave runs concurrently with accrued sick and
personal leave, temporary disability leave, compensatory time, assault leave, and
absences due to a werélated 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.

Combined leave for spouse®A husband and wife who are both employed by the district
are limited to a combined total of 12 weeks of FMLA letveare for a parent with a
serious health condition; or for the birth, adoption, or foster placement of a child. Military
caregiver leave for spouses is limited to a combined total of 26 weeks.

Intermittent leave. When medically necessary, an employesy take leave
intermittentlyor on a reduced schedule. The district does not permit the use of
intermittent oreducedschedule leave for the care of a newborn child or for adoption or
placement of &hild with the employee.

District contact. Employeeshat require FMLA leave or have questions should contact
Immediate supervisor and/or central offfoe details on eligibility, requirements, and
limitations.

Temporary disability

Certified employees Any full-time employee whose position requires certification from
the State Board for Educator Certification (SBEC) is eligible for temporary disability
leave. The purpose of temporary disability leave is to provide job protection-torfell
educators Wwo cannot work for an extended period of time because of a mental or physi
cal disability of a temporary natur@emporary disability leave must be taken as a
continuous block of time. It may not be taken intermittently or on a reduced schedule.
Pregnany and conditions related to pregnancy are treated the same as any other
temporary disability.

Employees must request approval fortemgor vy di sabi l ity | eave.
notification of need of extended &dmsence
shall be accepted as a request for temporary disability leaveredinest must be

A
due

accompanied by a physiciandés statement <confi

estimating a probable date of return. If disability leave is approved, thé leingtave is
no longer than 180 calendar days. If disability leave is not approved, the employee must
return to work or be subject to termination procedures.
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If an employee is placed on temporary disability leave involuntarily, he or she has the
right torequest 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 work, the superintendent should be notified at

least 30 days in advance. Thé&ure-to-work notice must be accompanied by a physi

ciandés statement confirming that the employe
ees returning from leave will be reinstated to the school to which they were previously

assigned as soon as an ajppiae position is available. If a position is not available

before the end of the school year, professional employees will be reinstated at the begin

ning of the following school year.

Wor kersd® compensation benefits

An employee absent from duty becao$a jobrelated illness or injury may be eligible
for workerso6 compensation weekly income bene
days.

An empl oyee receiving wor ker srélated dlmegserns at i on
injury may choose to usevailable, partiaay increments ddick leave or any other paid

leave benefitso make up the difference between wage benefits anshjory oriillness

wages Whil e an employee is receiving workerso
will chargeavailable leave proportionately so that the employee receives an amount equal

to the employeeds regular sal ary.

Assault leave

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

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

job. Aninjury is treated as an assault if the person causing the injury could be prosecuted

for assault or could not be prosecuted only
renders the person n@sponsible for purposes of criminal liability.

An employee who is physically assaulted at work may take all the leave time medically
necessary (up to two years) to recover from the physical injuries he or she sustained. At
the request of an employee, tfistrict will immediately assign the employee to assault
leave. Days of leave granted under the assault leave provision will not be deducted from

accrued personal | eave and must be coordinat
Upon investigation the dirict may change the assault leave status and charge leave used
against the employeebs accrued paid | eave. T

accrued paid leave is not available.
Bereavement leave

Jury duty
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Employees will receive leave with pay andhout loss of accumulated leave for jury
duty. Employees must present documentation of the service.

Other court appearances

Employees will be granted paid leave to comply with a valid subpoena to appear in a
civil, criminal, legislative, or administti@e proceethg. Employees may be required to
submit documentation of their need for leave for court appearances.

Military leave

Paid leave for military servicdny employee who is a member of the Texas National
Guard, Texas State Guard, or reserve aomapt of the armed forces 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 days per year. In addition, an
employee is entitled to use available stand 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 services or ordered 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 equoivalent
similar position provided they are still qualified to perform the required duties. To-be el
gible for reemployment, employees must provide notice of their obligation or intent to
perform military service, provide evidence of honorable discharge aseeland submit

an application for reemployment digstrict office.

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 24nonths. Employees should contact business office for details on @lgibil
requirements, and limitations.

Employee relations and communications

Employee recognition and appreciation
Continuous efforts are made throughout the year to recognize ereploy® 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. Recognition
and appreciation activities also include yead cererany/activities

District communications
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Throughout the school year, the school district publishes newsletteshubes, fliers,
calendars, news releases, and other communication materials. These publications offer
employees and the communibformation pertaining to school activgs 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 hasediaptorderly process that

all employees must follow. Employees are encouraged to discuss their concerns or com
plaints with their supervisors or an appropriate administrator at any time.

The formal process provides all employees with an opportunity hedxel 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 com

plaints to the board of trustees. For ease of reference, the disis pol i cy concern
process of bringing concerns and complaints is reprinted as follows:

La Pryor ISD
254902
PERSONNEEMANAGEMENT RELATIONS: DGBA
EMPLOYEE COMPLAINTS/GRIEVANCES (LOCAL)
GUIDING
PRINCIPLES
INFORMAL The Board encourages employees to discuss their concerns
PROCESS complaints through informal conferences with their supervisc
principal, or other appropriate administrator.
Concerns should be expressed as soon as possible to allow
resolution at the lowest possible administrative level.
FORMAL If an informal conference regarding a complaint fails to reacl
PROCESS outcome requested by the employee, he or shamtate the

formal process described below by timely filing a written
complaint form.

Even after initiating the formal complaint process, employee:
encouraged to seek informal resolution of their concerns. An
employee whose concerns are resolveg mighdraw a formal
complaint at any time.
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FREEDOM FROM
RETALIATION

NOTICE TO
EMPLOYEES

SPECIFIC
COMPLAINTS

OTHER REVIEW
PROCESSES

DEFINITIONS

COMPLAINT /
GRIEVANCE

The process described in this policy shall not be construed tc
create new or additional rights beyond those granted by law
Board policy, nor to require a full evidentiary hearing or "mini
trial" at any level.

Neither the Boat nor any District employee shall unlawfully
retaliate against an employee for bringing a concern or comg
[See DG]

The principal of each campus and other supervisory personr
shall inform employees of this policy.

For more information on how to proceed with complaints
regarding:

1. Alleged discrimination, including violations of Title IX
Section 504, see DAA.

2. Instructional materials, see EFA.

3. A commissioned peace officer who is an employee of
District, see CKE.

Complaints alleging certain forms of harassment shall be
processed in accordance with DIA.

Complaints arising from any of the following must be addres:
through the local and statutory processes indicated below:

1. The proposed nonrenewal of a term contract issued u
Chapter 21 of the Texas Education Code, in accordar
with DFBB.

2. The proposed termination or suspension without pay
employee on a probationary, term, or continuing contr
issued under Chapt@l 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.
For purposes of this policy, terms are defined as follows:

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,
conditions of work;
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FILING

RESPONSE

DAYS

REPRESENTATIVE

2. Specific allegations of unlawful discrimination in
employment based on the employee's sex, race, relig
national origin, age, or disability;

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

4. Specific allegations of adverse personnel action base
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.” [Se®G]

5. Complaints arising from the dismissal or termination c
atwill employee. [See DCD]

6. Complaints arising from the termination at end of yeat
the probationary contract of a professional employee.
DFAA]

Complaint forms and appeal notices may be filed by hand
delivery, fax, or U.S. Mail. Handelivered filings shall be timel
filed if received by the appropriate administrator or designee
the close of business on the deadline. Fax filings shall be tirr
filed if they are received on or before the deadline, as indicat
the date/time shown on the fax copy. Mail filings shall be tim
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.

At Levels One and Two, "response” shall mean a written
communication to the employee from the appropriate
administrator. Responses may be hdetivered or sent by U.S.
Mail to the employee's mailing address of record. Mailed
responses shall be timely Hday are postmarked by U.S. Mail ¢
the deadline and received by the employee or designated
representative no more than three days after the response
deadline.

"Days" shall mean District business days. In calculating time
under this policythe day a document is filed is "day zero," an
all deadlines shall be determined by counting the following d
"day one."

"Representative" means any person who or an organization
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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WHISTLEBLOWER
COMPLAINTS

GENERAL
PROVISIONS

UNTIMELY
FILINGS

COSTS INCURRED

COMPLAINT FORM

The employee may designate a representative through writte
notice to tke District at any level of this process. If the employ
designates a representative with fewer than three days' notic
the District before a scheduled conference or hearing, the Di
may reschedule the conference or hearing to a later date, if
desred, in order to include the District's counsel.

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

Complaints arising out of an event or a series of related ever
shall be adressed in one complaint. Employees shall not brir
separate or serial complaints arising from any event or serie:
events that have been or could have been addressed in a pr
complaint.

When two or more complaints are sufficiently similar inunat
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
complaint may be dismissed, on written notice to the employ
any point during the complaint process. The employee may
appeal the dismissal by seeking review in writing within ten ¢
stating at the level at which the complaint was dismissed. St
appeal shall be limited to the issue of timeliness.

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

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

Copies of any documents that support the complaint should
attached to the complaint form. If the employee does not hay
copies of these documents, they may be presented at the Le
Oneconference. After the Level One conference, no new
documents may be submitted unless the employee did not k
the documents existed before the Level One conference.

A complaint form that is incomplete in any material aspect m
be dismissed, but may befiled with all the requested
information if the refiling is within the designated time for filin
complaint.
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LEVEL ONE

LEVEL TWO

Complaint forms must be filed:

1. Within 15 days of the date the employee first knew, ot
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 autho
to remedy the alleged @olem.

In most circumstances, employees on a school campi
shall file Level One complaints with the campus princi
other District employees shall file Level One complain
with their immediate supervisor.

If the only administrator who has authorityreanedy the
alleged problem is the Superintendent or designee, th
complaint may begin at Level Two following the
procedure, including deadlines, for filing the complain
form at Level One.

If the complaint is not filed with the appropriate administratioe
receiving administrator must note the date and time the com
form was received and immediately forward the complaint fo
to the appropriate administrator.

The appropriate administrator shall hold a conference with tr
employee within ten des after receipt of the written complaint.

The administrator shall have ten days following the conferen
provide the employee a written response.

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

The appeal notice must be filed imitvng, on a form provided b
the District, within ten days after receipt of a response or, if r
response was received, within ten days of the response dear
Level One.

The Superintendent or designee shall hold a conference witt
days aftethe appeal notice is filed. At the conference, the
Superintendent or designee shall consider only the issues ar
documents presented at Level One and identified in the Leve
Two appeal notice. The Superintendent or designee shall ha
days following tle conference to provide the employee a writt
response.
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LEVEL THREE

If the employee did not receive the relief requested at Level -
or if the time for a response has expired, the employee may
the decision to the Board.

The appeal notice mube filed in writing, on a form provided b
the District, within ten days after receipt of a response or, if r
response was received, within ten days of the response deau
Level Two.

The Superintendent or designee shall inform the employee c
date, time, and place of the Board meeting at which the com
will be on the agenda for presentation to the Board.

The Superintendent or designee shall provide the Board witF
copies of the complaint form, all responses, all appeal notice
all written documentation previously submitted by the employ
or the administration. The Board shall consider only those is:
and documents presented at the preceding levels and identi
the appeal notice.

The District shall determine whether the complaint will be
presented in open or closed meeting in accordance with the
Open Meetings Act and other applicable law. [See BE]

The presiding officer may set reasonable time limits and
guidelines for theresentation. The Board shall hear the
complaint and may request that the administration provide ai
explanation for the decisions at the preceding levels.

In addition to any other record of the Board meeting required
law, the Board shall prepare a segta record of the Level Thre
presentation. The Level Three presentation, including the
presentation by the employee or the employee's representat
any presentation from the administration, and questions frorr
Board with responses, shall be recortigchudio recording,
video/audio recording, or court reporter.

The Board shall then consider the complaint. It may give not
its decision orally or in writing at any time up to and including
next regularly scheduled Board meeting. If for arasomn the

Board fails to reach a decision regarding the complaint by thi
of the next regularly scheduled meeting, the lack of a respon
the Board upholds the administrative decision at Level Two.

DATE ISSUED: 04/01/2005

UPDATE 73
DGBA(LOCAL)-A
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This online presentation of your district's policy is an electronic representation of TASB's record of
the district's currently adopted policy manual. It does not reflect updating activities in progress. The
official, authoritative manual is available for inspection in the office of the Superintendent. [See BF
(LOCAL) for further information.]

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 othe district and to be courteous to students, one another, and the public.
Employees are expected to observe the following standards of conduct:

. Recognize and respect the rights of students, parents, other employees, &#edsmem
of the community.

. Maintain confidentiality in all matters relating to students and coworkers.

« 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 alesermbironic absenteeism,deness,
and failure to follow procedures for reporting an absence may be cause for
disciplinary action.

. Know and comply with department and district policies and procedures.

. Express concerns, complaints, or criticism througbr@griate channels.

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

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

All district employees shoulderform their duties in accordance with state and federal

law, district policies and procedures, and ethical standards. Violation of policies; regula
tions, or guidelines may result in disciplinary action, including termination. Alleged inci
dents of certa 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 inci
dent.

TheCode of Ethics and Standard Practices for Texas Educaddpted 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
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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 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.
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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.

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.

Discrimination, drassmentand retaliation
Policies DH, DIA

Employees shall not engage in prohibited harassment, including sexual harasément, o
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 haraskment
result in disciplinary action.
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Employees who believe they have been harassed are encouraged to promptly report such
incidents to the campus principal, supervisor, or appropriate district official. If the cam

pus principal or supervisor is the sultjeEa complaint, the employee should report the
complaint directly to the superintendent.

The districtds policy that includes -definit.i
ing harassment is reprinted below:

La Pryor ISD

254902

EMPLOYEE WELFARE: DIA

FREEDOM FROM HARASSMENT (LOCAL)
Note: This policy addresses harassment of District employee
For harassment of students, see FFH. For reporting requiren
related to child abuse and neglect, see FFG.
The District prohibits sexual harassment and harassment ba
a person's race, color, gender, national origin, disability, relic
or age.
Employees shall not tolerate harassment of others and shall
reports as required at reporting procedunetow.

SEXUAL Sexual harassment of an employee is defined as unwelcome

HARASSMENT sexual advances; requests for sexual favors; sexually motive

physical, verbal, or nonverbal conduct; or other conduct or
communication of a sexual nature when:

1. Submision to the conduct is either explicitly or implicit
a condition of an employee's employment, or when
submission to or rejection of the conduct is the basis 1
an employment action affecting the employee; or

2. The conduct is so severe, persistent, or pervasive tha
has the purpose or effect of unreasonably interfering \
the employee's work performance or creates an
intimidating, threatening, hostile, or offensive work
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EXAMPLES

OTHER
PROHIBITED
HARASSMENT

EXAMPLES

REPORTING
PROCEDURES

TIMELY
REPORTING

environment.

Examples okexual harassment may include, but are not limit
to, sexual advances; touching intimate body parts; coercing ¢
forcing a sexual act on another; jokes or conversations of a ¢
nature; and other sexually motivated conduct, communicatio
contact.

Harassment of a District employee on the basis of the emplo
race, color, gender, national origin, disability, religion, or age
includes physical, verbal, or nonverbal conduct related to the
characteristics when the aturct is so severe, persistent, or
pervasive that the conduct:

1. Has the purpose or effect of unreasonably interfering
the employee's work performance;

2. Creates an intimidating, threatening, hostile, or offens
work environment; or

3. Otherwise adversely affects the employee's employm
opportunities.

Examples of prohibited harassment may include, but are not
limited to, offensive or derogatory language directed at anott
person's religious beliefs or practices, accent, skin color, or r
for workplace accommodation; threatening or intimidating

condud; offensive jokes, name calling, slurs, or rumors; phys
aggression or assault; display of graffiti or printed material

promoting racial, ethnic, or other negative stereotypes; or ott
types of aggressive conduct such as theft or damage to prog

An employee who believes that he or she has experienced
prohibited harassment should immediately report the alleged
to an appropriate person designated below.

Any District employee with supervisory authority who receive
notice that another employee has or may have experienced
prohibited harassment is required to immediately report the
alleged acts and take whatever other steps are required by t

policy.
Any other person who knows or believes that a District empl

hasexperienced harassment should immediately report the
alleged acts to the appropriate person designated by this pol

Reports of harassment shall be made as soon as possible al
alleged acts. A failure to promptly report alleged harassment
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DISTRICT
OFFICIALS

NOTIFICATION OF
REPORT

CONFIDENTIALITY

INVESTIGATION
OF THE REPORT

impair the District's ability to investigate and address the
harassment.

A District employee may report harassment to nisey
supervisor or campus principal. A person shall not be require
report harassment to the alleged harasser; nothing in this po
prevents a person from reporting harassment directly to one
District officials below:

1. For sexual harassment, the Title IX coordinator. [See
DAA(LOCAL)]

2. For all other prohibited harassment, the Superintende

A report against the Title IX coordinator may be made directl
the Superintendent; a report against the Superintendent may
made directly to the Board.

Upon receipt of a report of harassment, a supervisor or princ
shall mmediately notify the appropriate District official listed
above.

To the greatest extent possible, the District shall respect the
privacy of the complainant, persons against whom a report is
filed, and witnesses. Limited disclosures nbaynecessary in
order to conduct a thorough investigation and comply with
applicable law.

The District may request, but shall not insist upon, a written
report. If a report is made orally, the District official shall redt
the report to written form.

Upon receipt or naotification of a report, the District official sh:
determine whether thalegations, if proven, would constitute
sexual harassment or other prohibited harassment as define
District policy. If so, the District official shall immediately
authorize or undertake an investigation.

If appropriate, the District shall promptigke interim action to
prevent harassment during the course of an investigation.

The investigation may be conducted by the District official or
designee, such as the campus principal, or by a third party
designated by the District, such as an attprii¢hen appropriate
the campus principal or supervisor shall be involved in or
informed of the investigation.

The investigation may consist of personal interviews with the
person making the report, the person against whom the repc
filed, and othes with knowledge of the circumstances

surrounding the allegations. The investigation may also inclu
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CONCLUDING THE
INVESTIGATION

DISTRICT ACTION

APPEAL

RETALIATION
PROHIBITED

RECORDS
RETENTION

ACCESS TO
POLICY

analysis of other information or documents related to the
allegations.

The District's obligation to conduct an investigation is not
satisfied by the fadhat a criminal or regulatory investigation
regarding the same or similar allegations is pending.

Absent extenuating circumstances, the investigation should |
completed within ten business days from the date of the repc
however, the investigator shall take additional time if necess.
complete a thorough investigation.

The investigator shall prepare a written report of the investig.
The report shall be filed with the District official overseeing tt
investigatian.

If the results of an investigation indicate that prohibited
harassment occurred, the District shall promptly respond by
taking appropriate disciplinary or corrective action reasonabl
calculated to address the harassment.

The District may take disciplinary action based on the results
an investigation, even if the District concludes that the condt
did not rise to the level of harassment prohibited by law or
District policy.

A complainant who is dissatisfied thithe outcome of the
investigation may appeal through DGBA(LOCAL), beginning
the appropriate level.

The complainant shall be informed of his or her right to file a
complaint with the Texas Workforce Commission Civil Rights
Division, the Equal Employnm Opportunity Commission, or tl
United States Department of Education Office for Civil Right:

Retaliation against an employee alleged to have experiencel
harassment, a witness, or another person who makes a repc
participages in an investigation is strictly prohibited. A person
who makes a good faith report of prohibited harassment sha
suffer retaliation for making the report. A person who
intentionally makes a false claim, offers false statements, or
refuses to coopate with a District investigation regarding
prohibited harassment is subject to appropriate discipline.

Retention of records shall be in accordance with DAA(LOCA

This policy shall be distributed annually to Distremployees.
Copies of the policy shall be readily available at each campu
the District administrative offices.
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DATE ISSUED: 04/01/2005
UPDATE 75
DIA(LOCAL) -A

This online presentation of your district's policy is an electronic representation of TASB's record of
the district's currently adopted policy manual. It does not reflect updating activities in progress. The
official, authoritative manual is available for inspection in the office of the Superintendent. [See BF
(LOCAL) for further information.]

Harassment of students
Policies DH, FFG, FFH

Sexual and other harassment of students by employees are forms of discrimination and are
prohibited by law. Employeesho suspect a student may have experienced predthib

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 reportedtothe t udent 6 s parents and promptly i nve
knows of or suspects child abuse must also report his or her knowledge or suspicion to the
appropriate authorities, as required by law.

The districtds pol i cy eduresforreporting andlirvestigdte f i ni t i
ing harassment of students is reprinted below:

La Pryor ISD

254902

STUDENT WELFARE: FFH
FREEDOM FROM HARASSMENT (LOCAL)

Note: This policy addresses harassment of District students.
provisions regarding harassment of District employees, see |
For reporting requirements related to child abuse and neglec
FFG.
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SEXUAL
HARASSMENT

BY AN
EMPLOYEE

BY OTHERS

The District prohibits sexual harassment and harassment ba
a person's race, color, gender, national origin, disability, or
religion.

Employees shall not tolerate harassment of students and shi
make reports as required at REPORTING PROCEDURES,
below.

Sexual harassment of a student by a District employee inclu
both welcome and unwelcome sexual advances; requests fo
sexual favors; sexually motivated physical, verbal, or nonver
conduct; or other conduct or communication of a sexual natL
when:

1. A District employee causes the student to believe tha
student must submit to the conduct in order to particig
in a school program or activity, or that the employee v
make an educational decision based on whether or nc
student submits to thenduct; or

2. The conduct is so severe, persistent, or pervasive tha

a. Affects the student's ability to participate in or
benefit from an educational program or activity
otherwise adversely affects the student's
educational opportunities; or

b. Createsan intimidating, threatening, hostile, or
abusive educational environment.

Romantic or inappropriate social relationships between stude
and District employees are prohibited. Any sexual relationshi
between a student and a District employee is avpaghibited,
even if consensual.

Sexual harassment of a student, including harassment comn
by another student, includes unwelcome sexual advances;
requests for sexual favors; or sexually motivated physical, ve
or nonverbal conduct when the conduct is so severe, persist
pervasive that it:

1. Affects a student's ability to participate in or benefit frc

an educational program or activity, or creates an
intimidating, threatening, hostile, or offensive educatic
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EXAMPLES

OTHER
PROHIBITED
HARASSMENT

EXAMPLES

REPORTING
PROCEDURES

environment;

2. Has the purpose or effect of substantially or usmeably
interfering with the student's academic performance; «

3. Otherwise adversely affects the student's educational
opportunities.

Examples of sexual harassment of a student may include, bt
not limited to, sexual advances; touching intimate body parts
coercing physical contact that is sexual in nature; jokes or
conversations of a sexual nature; and other sexually motivat
conduct, communications, or contact.

Necessary or permissible physical contact such as assisting
child by taking the child's hand, comforting a child with a hug
other physical contact not reasonably construed as sexual in
nature is not sexual harassrnen

Prohibited harassment of a student is defined as physical, ve
or nonverbal conduct based on the student's race, color, ger
national origin, disability, or religion that is so severe, persist
or pervasive thahe conduct:

1. Affects a student's ability to participate in or benefit frc
an educational program or activity, or creates an
intimidating, threatening, hostile, or offensive educatic
environment;

2. Has the purpose or effect of substantially or unreason
interfering with the student's academic performance; «

3. Otherwise adversely affects the student's educational
opportunities.

Examples of prohibited harassment may include, but are not
limited to, offensive or derogatory language directed at anotf
person's religious beliefs or practices, accent, skin color, or r
for accommodation; threatening or intimidating conduct;
offensie jokes, name calling, slurs, or rumors; physical
aggression or assault; display of graffiti or printed material
promoting racial, ethnic, or other negative stereotypes; or otl
kinds of aggressive conduct such as theft or damage to prop

Any student who believes that he or she has experienced
prohibited harassment should immediately report the allegec
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TIMELY
REPORTING

DISTRICT
OFFICIALS

NOTIFICATION OF
REPORT

NOTICE TO
PARENTS

CONFIDENTIALITY

to a teacher, counselor, principal, or other District employee.

Any District employee who receives notice that a sttities or
may have experienced prohibited harassment is required to
immediately report the alleged acts to an appropriate person
designated below.

Any other person who knows or believes that a student has
experienced prohibited harassment should immelgia¢port the
alleged acts to the appropriate person designated below.

Reports of known or suspected child abuse or neglect shall t
made as required by law. [See FFG]

Reports of harassment shall be made as soon as possible ai
alleged acts. A failure to promptly report alleged harassment
impair the District's ability to investigate and address the
harassment.

Oral or written reports of prohibited harassmdralsnormally be
made to the campus principal. A person shall not be requirec
report harassment to the alleged harasser; nothing in this po
prevents a person from reporting harassment directly to one
District officials below:

1. For sexual harassment, the Title IX coordinator. [See
FB(LOCAL)]

2. For all other prohibited harassment, the Superintende

A report against the Title IX coordinator may be made directl
the Superintendent; a report against the Superintendent may
made directly to the Board.

Upon receipt of a report of harassment, a principal shall
immediately nafy the appropriate District official listed above

The principal or District official shall promptly notify the parer
of any student alleged to have experienced prohibited haras:
by a District employee or another adult assodiatéh the
District. In cases of studetd-student harassment, the District
shall promptly notify the parents of any student alleged to ha
experienced harassment when the allegations presented, if |
would constitute sexual harassment or other iprtgd
harassment as defined by District policy.

To the greatest extent possible, the District shall respect the
privacy of the complainant, persons against whom a report i<
filed, and witnesses. Limited disclosures may be necessary i
order to conduct a thorough investigation and comply with
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INVESTIGATION
OF THE REPORT

CONCLUDING THE
INVESTIGATION

DISTRICT ACTION

APPEAL

applicablelaw.

The District may request, but shall not insist upon, a written
report. If a report is made orally, the District official shall redt
the report to written form.

Upon receipt or notification of a report, the Distdficial shall
determine whether the allegations, if proven, would constitut
sexual harassment or other prohibited harassment as define
District policy. If so, the District official shall immediately
authorize or undertake an investigation.

If appropriate, the District shall promptly take interim action tc
prevent harassment during the course of an investigation.

The investigation may be conducted by the District official or
designee, such as the campus principal, or by a third party
designatedby the District, such as an attorney. When appropr
the campus principal shall be involved in or informed of the
investigation.

The investigation may consist of personal interviews with the
person making the report, the person against whom thet ispc
filed, and others with knowledge of the circumstances
surrounding the allegations. The investigation may also inclu
analysis of other information or documents related to the
allegations.

The District's obligation to conduct an investigation is not
satisfied by the fact that a criminal or regulatory investigation
regarding the same or similar allegations is pending.

Absent extenuating circumstances, the investigation should |
completed within ten business days from the date of the repc
however, the investigator shall take additional time if necess.
complete a thorough investigation.

The investigator shall ppare a written report of the investigati
The report shall be filed with the District official overseeing tt
investigation.

If the results of an investigation indicate that prohibited
harassment occurred, the District shall promppond by
taking appropriate disciplinary or corrective action reasonabl
calculated to address the harassment.

The District may take disciplinary action based on the results
an investigation, even if the District concludes that the condt
did notrise to the level of harassment prohibited by law or
District policy.

A student, including a complainant, may appeal through
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FNG(LOCAL), beginning at the appropriate level. A complair
shall be informed of his or her right to file a complainttvthe
United States Department of Education Office for Civil Right:

RETALIATION Retaliation against a student alleged to have experienced

PROHIBITED harassment, a witness, or another person who makes a repc
participates in an investigation isistly prohibited. A person
who makes a good faith report of prohibited harassment sha
suffer retaliation for making the report. A person who
intentionally makes a false claim, offers false statements, or
refuses to cooperate with a District inveatign regarding
prohibited harassment is subject to appropriate discipline.

RECORDS Retention of records shall be in accordance with FB(LOCAL)
RETENTION

ACCESS TO Information regarding this policy shall be distributed annually
POLICY District employees and included in the student handbook. Cc

of the policy shall be readily available at each campus and tt
District's administrative offices.

DATE ISSUED: 04/01/205
UPDATE 75
FFH(LOCAL)-A

This online presentation of your district's policy is an electronic representation of TASB's record of
the district's currently adopted policy manual. It does not reflect updating activities in progress. The
official, authori tative manual is available for inspection in the office of the Superintendent. [See BF
(LOCAL) for further information.]

EXHIBIT A DF (LEGAL)

Drugabuse prevention
Policies DH, DI

La Pryor ISD is committed to maintaining a ciinge environment andill 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 di smi snpleygedruise di st r i

follows:

La Pryor ISD
254902

48
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EMPLOYEE STANDARDS OF CONDUCT DH

(LOCAL)

VIOLATIONS OF
STANDARDS OF
CONDUCT

SAFETY
REQUIREMENTS

HARASSMENT
OR ABUSE

RELATIONSHIPS
WITH
STUDENTS

TOBACCO USE

All District employees shall perform their duties in accordance v
state and federal law, District policy, and ethical standards. [Se:
DH(EXHIBIT)]

All District employees shall recognize and respect the rights of
students, parents, other employees, members of the community
and shall work cooperatively with others to serve the best intere
the District.

Employees wishing to express concern, complaints, or criticism
do so through appropriate channels. [See DGBA]

Employees shall comply with the standards of conduct set out ii
policy and with any other policies, regulations, and guidelines tf
impose duties, requirements, or standards attendant to their ste
District enployees. Violation of any policies, regulations, or
guidelines may result in disciplinary action, including terminatiol
employment. [See DCD and DF series]

All employees shall adhere to District safety rules and regulatio
and sfall report unsafe conditions or practices to the appropriate
supervisor.

Employees shall not engage in prohibited harassment, including
sexual harassment, of:

1. Other employees, as defined at DIA.

2. Students, as defined at FFH. [Sed&Rfegarding childbuse
and neglect]

While acting in the course of their employment, employees shal
engage in prohibited harassment, including sexual harassment,
other persons, including Board members, vendors, contractors,
volunteers, or parents.

Employees shall not form romantic or other inappropriate social
relationships with students. Any sexual relationship between a
student and a District employee is always prohibited, even if
consensual. [See FFH]

Employees shall not use tobaqgaroducts on District premises, in
District vehicles, or at school or schaelated activities. [See also
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ALCOHOL AND
DRUGS

EXCEPTIONS

NOTICE

ARRESTS AND
CONVICTIONS

MORAL
TURPITUDE

GKA]

Employees shall not manufacture, distribute, dispense, posses:
or be under the influence of any of the following stalnces during

working hours while at school or at schaelated activities during

or outside of usual working hours:

1. Any controlled substance or dangerous drug as defined |
law, including but not limited to marijuana, any narcotic
drug, hallucinogen,tenulant, depressant, amphetamine, c
barbiturate.

2. Alcohol or any alcoholic beverage.

3. Any abusable glue, aerosol paint, or any other chemical
substance for inhalation.

4. Any other intoxicant, or moadhanging, minehltering, or
behavioraltering drugs.

An employee need not be legally intoxicated to be considered "
the influence" of a controlled substance.

An employee who manufactures, possesses, or dispenses a su
listed above as part of the employee's job responsibilitieshor
uses a drug authorized by a licensed physician prescribed for tt
employee's personal use shall not be considered to have violatt
policy.

Each employee shall be given a copy of the District's notice
regarding drugfree schools. [SeellEXHIBIT)]

A copy of this policy, a purpose of which is to eliminate drug ab
from the workplace, shall be provided to each employee at the
beginning of each year or upon employment.

An employee who is arrested for any felony or any offense invo
moral turpitude shall report the arrest to the principal or immedi
supervisor within three calendar days of the arrest. An employe
is convicted of or receives deferred adjudicafmmsuch an offense
shall also report that event to the principal or immediate superv
within three calendar days of the event.

Moral turpitude includes but is not limited to:
1. Dishonesty; fraud; deceit; theft; misrepresentation;
2. Deliberate violence;

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

4. Felony possession, transfer, sale, distribution, or conspir
to possess, transfer, sell, or distribute any controlled
substance defed in Chapter 481 of the Health and Safety
Code;

5. Acts constituting public intoxication, operating a motor
vehicle while under the influence of alcohol, or disorderly
conduct, if anytwo or more acts are committed within any
12-month period; or

6. Acts corstituting abuse under the Texas Family Code.

DRESS AND The dress and grooming of District employees shall be clean, n

GROOMING a manner appropriate for their assignments, and in accordance
any additional standards established by their sigums/and
approved by the Superintendent.

DATE ISSUED: 04/01/2005
UPDATE 75
DH(LOCAL)-A

This online presentation of your district's policy is an electronic representation of TASB's record of
the district's currently adopted policy manual. It does not reflect updating activities in progress. The
official, authoritative manual is available for inspection in the office of the Superintendent. [See BF
(LOCAL) for further information.]

La Pryor ISD
254902

EMPLOYEE WELFARE DI
(EXHIBIT)

DRUGFREE SCHOOLS REQUIREMENTS
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The District prohibits the unlawful distribution, possession, or use of
illegal

drugs, inhalants, and alcohol on school premises or as part of any of
the

District's activities.

Enployees who violate this prohibition shall be subject to disciplinary
sanctions.

Such sanctions may include referral to drug and alcohol counseling or
rehabilitation programs or employee assistance programs, termination
from

employ ment with the District, and referral to appropriate law
enforcement officials

for prosecution. [See policies at DH and DHE] 41 U.S.C. 702(a)(1)(A);
28 TAC

169.2

Complian ce with these requirements and prohibitions is mandatory and is
a condition
of employment.

[This notice complies with notice requirements imposed by the federal

Drug - Free

Schools an d Communities Act Amendments of 1989 (20 U.S.C. 3224a and 34
CFR 86.201)]

DATE ISSUED: 06/22/2000
UPDATE 63
DI(EXHIBIT) -B

This online presentation of your district's policy is an electronic representation of TASB's record of
the district's currently adopted policy manual. It does not reflect updating activities in progress. The
official, authoritative manual is available for inspection in the office of the Superintendent. [See BF
(LOCAL) for further information.]

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)nv@ hours of

the event that led to the suspicion. Reports to Child Protective Services can be made to
Zavala County Sheriff at (830) 3 B615 or to the Texas Abuse Hotline (8282-5400).
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State law spefies that an employee may not delegate to orarlgnother 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 di&t 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 empl oyeebs fail ur e mayresuleipprasdcutientostipee ct ed c h
commi ssion of a Class B misdemeanor . Il n addi
report suspected child abuse may result in disciplinary procedures by SBEC for a viola

tion of the Code of Ethics and Standard Practioed éxas Educators.

Employees who suspect that a student has been or may be abused or neglected should

also report their concerns to the campus principal. This includes students with disabilities

who are no longer minors. Employees are not required totrdpeir concern to the prn

cipal before making a report to the appropriate agencies. In addition, employees must

cooperate with child abuse and neglect investigators. Reporting the concern to the princi

pal does not relieve the employee of the requirgrteereport to the appropriate state

agency. I nterference with a child abuse inve
to interview a student at school or requiring the presence of a parent or school administra

tor against the desires of the dalythorized investigator is prohibited.

Fraud and financial impropriety
Policy DG, CAA

All employees should act with integrity and
financial resources. The district prohibits fraud and financial improprietefased
below. Fraud and financial impropriety includes, but is not limited to, the following:

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

. Forgery or unauthorized alteration of a check, bank draft, or anyfothacial
document

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

« Impropriety in the handling of money or reporting of district financial transactions

. Profiteering as a result of insider knowledge ofrdisinformation or activities

. Unauthorized disclosure of confidential or proprietary information to outsidiepar

. Unauthorized disclosure of investment activities engaged in or contemplated by the
district

« Accepting or seeking anything of materialwalfrom contractors, vendors, or other
persons providing services or materials to the district

. Destroying, removing, or inappropriately using records, furniture, fixtures, or
equipment
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- Failing to provide financial records required by state or local estitie
. Failure to disclose conflicts of interest as required by policy
. Any other dishonest act regarding the finances of the district

Conflict of interest
Policy BBFA, DBD

Employees are required to disclose to their supervisor any situation that creeties a

tial conflict of interest with proper discharge of assigned duties and responsibilities or
creates a potential conflict of interest with the best interests of the district. This includes
the following:

« A personal financial interest

« Abusiness interés

« Any other obligation or relationship

An employee with a substantial interest in a business entity or interest in real property

must disclose the interest to the district prior to the award of a contract or authorization of
payment. This is done by filghan affidavit with the business office. An employee is also

corsidered to have substantial interest if a close family member (e.g., spouse, parent,

child, or spouseds parent or child) has a su

Gifts and favors
Policy DBD

Employees mg@not accept gifts or favors that could influence, or be construed te influ

ence, the employeebs discharge of assigned d
vice 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 learooess.

Associations and political activities
Policy DGA

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

An individual 6s empl oyment will not be affec
member of any employee organization that exists for the purpose of dealing wittyemp

ers 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 program to ensure the safety of
its employees, students, aviditors. The safety program includes guidelines and proce

dures for responding to emergencies and activities to help reduce the frequency of acci
dents and injuries. To prevent or minimize injuries to employees, coworkers, and students
and to protect andonserve district equipment, employees must comply with the

following requirements:

« Observe all safety rules.

« Keep work areas clean and orderly at all times.

. Immediately report all accidents to their supervisor.

.  Operate only equipment or machines for \ahticey have training and authoriien.

Employees with questions or concerns relating to safety programs and issues can contact
immediate supervisor.

Tobacco use
Policies DH, GKA, FNCD

Smoking or using tobacco products is prohibited on all dististed property and at
schoolrelated or schoedanctioned activities, on or off campus. This includes all build
ings, playground areas, parking facilities, and facilities used for athletics and other activ
ities. Drivers of districbwned vehicles are prohtbd from smoking while inside the
vehicle. Notices stating that smoking is prohibited by law and punishable by a fine are
displayed in prominent places in all school buildings.

Employee arrests and convictions
Policy DH

An employee who is arrested foryaielony or any offense involving moral turpitude

must report the arrest to the principal or immediate supervisor within three calendar days
of the arrest. An employee who is convicted of or receives deferred adjudication for such
an offense must also repahat event to the principal or immediate supervisor within

three days of the event. Moral turpitude includes, but is not limited to, the following:

« Dishonesty

R Fraud
. Deceit
e Theft

« Misrepresentation

« Deliberate violence

. Base, vile, or depraved acts tlaa¢ intended to arouse or gratify the sexual desire of
the actor

« Drug- or alcoholrelated offenses
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. Acts constituting abuse under the Texas Family Code

Possession of firearms and weapons
Policies FNCG, GKA

Employees, visitors, and students are prohilfitesh 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 schepbnsored activity takes place. To ensure the

safety of all persons, employees wheabr ve or suspect a violation
weapons policy should report it to their sup
office at (830) 3743615 immediately.

Visitors in the workplace
Policy GKC

All visitors are expected to enter any didtfacility through the main entrance and sign

in or report to the buildingdbs main office.
escorted to their destination. Employees who observe an unauthorized individual on the

district premises shouldnimediately direct him or her to the building office or contact

the administrator in charge.

Copyrighted materials
Policy EFE

Employees are expected to comply with the provisions of copyright law relating to the
unauthorized use, reproduction, distribatiperformance, or display of copyrighted
materials (i.e., printed material, videos, computer data and programs, etc.). Rented video
tapes are to be used in the classroom for educational purposes only. Duplicatiorn or back
ups of computer programs and datast be made within the provisions of the purchase
agreement.

Computer use and data management

Policy CQ

The districtbds electronic communications sys
Internet, is primarily for administrative and instructiopatposes. Limited personal use
of the system is permitted if the use:

« Imposes no tangible cost to the district
« Does not unduly burden the districtébés comp
. Has no adverse effect on | obpedoemahcer mance o0

Electronic mail transmissions and other use of the electronic communications systems are
not confidential and can be monitored at any time to ensure appropriate use.
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Employees and students who are authorized to use the systems are reqoreel by

the provisions of the districtés communicat.
dures. Failure to do so can result in suspension or termination of privileges and may lead

to disciplinary action. Employees with questions about computendgedata manage

ment can contact immediate supervisor.

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 for eath piece

district property A copy of the districtds management
and is available for inspection during normal business hours.

Pest control treatment
Policy DI, CLB

Employees are prohibited from applying any pesticide dritiele without appropriate

training and prior approval of the integrated pest management (IPM) coordinator. Any

application of pesticide or herbicide must be done in a manner prescribed by law and the
districtds integrated pest management progra

Notices of planned pest control treatment will be posted in a district building 48 hours
before the treatment begins. Notices are generally located at each campus and/or central
office. Pest cotmol information sheets are available from campus principals ditfyac
managers upon request.

Other topics

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 deasiocerning the

closing of the districtés facilities. When i
students early, the following radio and television stations will be notified by school offi

cials:

KVOU Uvalde

KBEN Crystal City

www.lapryor.net  School District Website

San Antonio local subsidiary stations of ABC, NBC, & CBS (KENS, KSAT, & WOAI)

Emergencies
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