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Introduction

The purpose of this handbook is to provide infororathat will help with questions and

pave the way for a successful year. Not all disralicies and procedures are included.
Those that are have been summarized. Suggestioraifiitions and improvements to

this handbook are welcomed and may be sent to B&high.

This handbook is neither a contract nor a substiiut the official district policy manual.
Nor is it intended to alter the at-will status @imcontract employees in any way. Rather,
it is a guide to and a brief explanation of digtjolicies and procedures related to
employment. These policies and procedures can ehangny time; these changes shall
supersede any handbook provisions that are not atioig with the change. For more
information, employees may refer to the policy cotleat are associated with handbook
topics, confer with their supervisor, or call th@peopriate district office. District Policies
can be accessed online at: http:/tasb.org/politAgpwate/074911/




Employee 2010-2011 handbook receipt

Name

Campus/department

| hereby acknowledge receipt of a copy of the Sd®@y Employee Handbook. | agree to
read the handbook and abide by the standards,igmliand procedures defined or
referenced in this document.

Employees have the option of receiving the handbnaMectronic format or hard copy.
The electronic version is posted on the districhsewww.savoyisd.org It is located in
the General Info tab under documents and titled gieyee Handbook.” It may be
downloaded and hard copies may be printed if preder

Please indicate your choice by checking the appatgbox below:

1 | choose to receive the employee handbook in eleictr format and accept
responsibility for accessing according to the imstions provided.

1 |1 choose to receive a hard copy of the employeédlawk from the administration office.

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

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

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

Signature Date

Note: Please sign and date this form and make g fwpyour records. Forward the
original form to Denise Pugh in the administratadfice.



District information

Description of the district. Savoy ISD is fully accredited by the Texas Educatio
Agency. The district covers approximately 51 squamles and is located in western
Fannin County.

Mission statement, goals and objectives
Policy AE

The Savoy ISD Board of Trustees has adopted th@afivlg as the Mission Statement of
the District:

The purpose of Savoy ISD is to prepare today’sesttedfor tomorrow’s world. The
Savoy Schools will instill pride in its studentsdawmill provide the educational
opportunities to prepare the students to functienpaoductive, responsible adults by
providing an academic setting where the student$ lvé challenged to excel both
mentally and physically.

Goals of Savoy ISD

GOAL 1: Savoy ISD will have a flexible curriculuthat supports the
mission statement of the District.

GOAL 2: Savoy ISD will graduate 100% of all stutkewho enter the ninth
grade.

GOAL 3: At least 75% of the Savoy ISD graduate @antinue training in a
trade school, a junior college, or a four-yeaivarsity.

GOAL 4. Savoy ISD will develop a plan each yeaatliress the need for
more community support of the schools.

GOAL 5: Savoy ISD will provide the needed techmyyldo prepare its
students to compete in a world of work.

GOAL 6: Savoy ISD will recruit and develop qualdagministrators and
teachers.

GOAL 7: Savoy ISD will develop and support a gtyadixtra-curricular
program that will be the pride of the District.

GOAL 8: The Savoy ISD Board will formulate a planfacilitate the growth
of the Savoy ISD.

The State Board of Education has adopted thesetokgs for Public Education
in Texas. The Savoy ISD supports these objectives:

Objective 1:  Parents will be full partners withuedtors in the education of
their children.

Objective 2: Students will be encouraged and ehgkd to meet their full
educational potential.

Objective 3: Through enhanced dropout preventftorts, all students will
remain in school until they obtain a diploma.

Objective 4: A well-balanced and appropriate @ulam will be provided to all



students.

Objective 5:  Qualified and highly effective persehwill be recruited,
developed, and retained.

Objective 6: Texas students will demonstrate exanggperformance in
comparison to national and international statislar

Objective 7:  School campuses will maintain a semfe disciplined environment
conducive to student learning.

Objective 8: Educators will keep abreast of theettgpment of creative and
innovative techniques in instruction and adntraison using those
techniques as appropriate to improve studenileg

Objective 9: Technology will be implemented anddio increase the
effectiveness of student learning, instructianahagement, staff
development, and administration.

The academic goals of public education are to sasva foundation for a well-balanced
and appropriate education. The students in thdéigpeducation system in Texas will
demonstrate exemplary performance in:

GOAL 1: The reading and writing of the Englishdaage.
GOAL 2: The understanding of mathematics.

GOAL 3: The understanding of science.

GOAL 4: The understanding of social studies.

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

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

The board of trustees is elected by the citizenthefdistrict to represent the commu-
nity’'s commitment to a strong educational program the district’s children. Trustees
are elected at large and serve three-year termstelas serve without compensation,
must be registered voters, and must reside inigtead.

Current board members include:
Terry Lewis-President

Bill Harris-Vice President

Jami McGehee-Secretary

Billy Foster

Barbara Malone

Jimmy Ferguson

Darlene Fuller



The board usually meets on the second Monday df eamnth at 7:00 p.m. in the Savoy

ISD administration office Board Room of 302 W. Hayand is subject to change. In the
event that large attendance is anticipated, thedbmay meet at the high school cafeteria.
Special meetings may be called when necessary.ittewnotice of regular and special

meetings will be posted on the front window of #tiministration office at least 72 hours

before the scheduled meeting time. The writtenceotvill show the date, time, place, and
subjects of each meeting. In emergencies, a meetaygbe held with a two-hour notice.

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

Board meeting schedule for 2010-2011

09/13/10 10/11/10 11/08/10 12/13/10 01/10/P114/11
03/14/11 04/11/11 05/09/11 06/13/11 07/11/BI08/11

Administration

Superintendent: Brian Neal Business Manager: Denise Pugh
903-965-5262
903-965-7282 fax

HS Principal: Mike Smith Vice Principal: Tammy Smith
903-965-4024 Secretary: Dana Harris
903-965-5608 fax

ELEM Principal: Bob Biggers Secretary: Donna Leach

903-965-7738
903-965-7282 fax

School calendar-see web site

Helpful contacts

From time to time, employees have questions oremsc If those questions or concerns
cannot be answered by supervisors or at the caoruespartment level, the employee is
encouraged to contact the appropriate departmdisted below.

School directory
Elementary School (101)

Administrator:
Bob Biggers



Teachers:
Alshawish, Krista
Blain, Jeannie
Bradley, Galil
Burkhalter, Sarah
Cooke, Theresa
Foster, Page
Grant, Julie
Green, Jennifer
Keck, Trish
McAlester, Kalyn
Richards, Karen
Sweet, Jennifer
Vance, Jennifer
Weger, Molly

Support Staff:
Dugger, Ann
Elk, Teri
Gritzman. Lois
Leach, Donna
Sanders, Lesslie

Custodial:
Banker, Jackie
Binion, Ashley

Cafeteria:
Berube, Linda
Rivera, Suzanne

High School (001)

Administrator:
Mike Smith
Tammy Smith

Teachers:

Bos, Brad
Burkhalter, Dusty
Davis, Janet
Dillard, Kevin
Eddins, Phillip
Essary, Terry
Harp, Brent



Hoak, Lydia
Lewis, Terry Don
Ratliff, Rachel
Reynolds, Jeremy
Smith, Lance
Smith, Tammy
Sweet, Jeff
Sweet, Stephanie

Support Staff:

Harris, Dana

Miller, Sue
Neighbors, Diane
Stewart, Amy
Meek-Sweet, Dolores
Wilson, Clay

Custodial:
Binion, Ashley
Teems, Jim

Cafeteria:
Baker, Tammy
Clinton, Robbie

District-Wide Personnel
Superintendent-Brian Neal

Business Manager/PEIMS-Denise Pugh
Technology Director-Rapee Sritairat
Maintenance/Transportation Director-Joe Baca
Food Service Director-Georgena Green

Employment

Equal employment opportunity
Policies DAA, DIA

The Savoy ISD does not discriminate against anyl@yep or applicant for employment

because of race, color, religion, gender, nationgin, age, disability, military status, or

on any other basis prohibited by law. Employmemigiens will be made on the basis of
each applicant’s job qualifications, experience] ahilities.

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



Job vacancy announcements
Policy DC

Announcements of job vacancies by position andtiocaare distributed on a regular
basis and posted at the central administratiording| campus employee lounges, and on
the district’'s Web site.

Employment after retirement

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

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

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

Probationary contracts. Nurses and full-time professional employees nethéodistrict
and employed in positions requiring SBEC certifmatmust receive a probationary con-
tract during their first year of employment. Forneenployees who are hired after at least
a two-year lapse in district employment also maeimployed by probationary contract.
Probationary contracts are one-year contracts. probationary period for those who
have been employed in public schools for at leas 6f the eight years preceding
employment with the district may not exceed oneostlgear. For those with less experi-
ence, the probationary period will be three schgars (i.e., three one-year contracts)
with an optional fourth school year if the boardedmines it is doubtful whether a term
or continuing contract should be given.

Term and continuing contracts. Full-time professionals employed in positions lieqg
certification and nurses will be employed by terntontinuing contracts after they have
successfully completed the probationary period.clieess employed after that date are
employed by term contracts. Campus principals agmtral office administrators are
employed under one to three-year term contractee Tdérms and conditions of
employment are detailed in the contract and empémtnpolicies. All employees will
receive a copy of their contract and employmenicped upon request.
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Non-certified professional and administrative emplgees.Employees in professional
and administrative positions that do not requirdeSRertification (such as non-instruc-
tional administrators) are not employed by contreohployment is not for any specified
term and may be terminated at any time by eitheethployee or the district.

Paraprofessional and auxiliary employeesAll paraprofessional and auxiliary employ-
ees, regardless of certification, are employedithitand not by contract. Employment is
not for any specified term and may be terminatedngttime by either the employee or
the district.

Searches and alcohol and drug testing
Policy DHE

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

Employees required to have a commercial driver's tiense any employee whose
duties require a commercial driver’s license (C.3ubject to drug and alcohol testing.
This includes all drivers who operate a motor viehaesigned to transport 16 or more
people, counting the driver; drivers of large vésc or drivers of vehicles used in the
transportation of hazardous materials. Teacherachms, or other employees who
primarily perform duties other than driving are gab to testing requirements when their
duties include driving.

Drug testing will be conducted before an individa@asisumes driving responsibilities.
Alcohol and drug tests will be conducted when reabte suspicion exists, at random,
when an employee returns to duty after engagingrahibited conduct, and as a fol-
low-up measure. Testing may be conducted follov@ngdents. Return-to-duty and fol-
low-up testing will be conducted when an employea®whas violated the prohibited
alcohol conduct standards or tested positive fooladl or drugs returns to duty.

All employees required to have a CDL or who otheenare subject to alcohol and drug
testing will receive a copy of the district’s pglidhe testing requirements, and detailed
information on alcohol and drug abuse and the abaily of assistance programs.

Employees with questions or concerns relating tolal and drug policies and related
educational material should contact Brian Neal(#-965-5262.

11



Health safety training
Policies DBA, DMA

Certain employees who are involved in physicah@ats for students must maintain and
submit to the district proof of current certifiaati in first aid, cardiopulmonary
resuscitation (CPR) and the use of an automatedrreait defibrillator (AED), and
extracurricular athletic safety. Certification documentation must be issued by the
American Red Cross, the American Heart Associatmmanother organization that
provides equivalent training and certification. oyees subject to this requirement
must submit their certification or documentatiortiie school nurse upon completion.

Reassignments and transfers
Policy DK

All personnel are subject to assignment and reassgt by the superintendent or desig-
nee when the superintendent or designee deterrttinethe assignment or reassignment
is in the best interest of the district. Reassigmime a transfer to another position,

department, or facility that does not necessitathange in the employment contract.

Campus reassignments must be approved by the gairati the receiving campus except
when reassignments are due to enrollment shiffgrayram changes. Extracurricular or

supplemental duty assignments may be reassigreed/dime unless an extracurricular or

supplemental duty assignment is part of a duagassent contract. Employees who

object to a reassignment may follow the districbgeiss for employee complaints as
outlined in this handbook and district polio¢¥cBA (Local).

An employee with the required qualifications folpasition may request a transfer to
another campus or department. A written requesttrionsfer must be completed and
signed by the employee and the employee’s supenAsteacher requesting a transfer to
another campus before the school year begins mbstistheir request by July 1 of each
school year. Requests for transfer during the dchear will be considered only when

the change will not adversely affect students dtet a replacement has been found. All
transfer requests will be coordinated by the supendent’s office and must be approved
by the receiving supervisor.

Workload and work schedules
Policies DEA, DL

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

required days of service and scheduled holidaylsbeitistributed each school year.

Classroom teachers will have planning periods mstructional preparation and confer-

ences. The schedule of planning periods is sdteatampus level but must provide at
least 450 minutes within each two-week period wcks not less than 45 minutes within
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the instructional day. Teachers and librarianseatéled to a duty-free lunch period of at
least 30 minutes. The district may require teacheupervise students one day a week
when no other personnel are available.

Paraprofessional and auxiliary employeesSupport employees are employed at will
and will be notified of the required duty days,ilals, and hours of work for their posi-
tion on an annual basis. Paraprofessional andiakigmployees are not exempt from
overtime and are not authorized to work in excedstheir assigned schedule without
prior approval from their supervisor.

Notification of parents regarding qualifications
Policies DK, DBA

In schools receiving Title | funds, the districtreqjuired by the No Child Left Behind Act

(NCLB) to notify parents at the beginning of eadhaol year that they may request
information regarding the professional qualificagoof their child’s teacher. NCLB also

requires that parents be notified if their childsHaeen assigned, or taught for four or
more consecutive weeks by, a teacher who is nbtyhgualified.

Texas law also requires that parents be notifiéddir child is assigned for more than 30
consecutive instructional days to a teacher whos da# hold an appropriate teaching
certificate. This notice is not required if pardntetification under NCLB is sent.
Inappropriately certified or uncertified teacherxlude individuals serving with an
emergency permit (including individuals waitingtéke the EXCET exam) or individuals
who do not hold any certificate or permit. Informat relating to teacher certification
will be made available to the public upon requdsinployees who have questions about
their certification status can call Brian Neal BBP65-5262.

Outside employment and tutoring
Policy DBD

Employees are required to disclose in writing teithmmediate supervisor any outside
employment that may create a potential conflicintérest with their assigned duties and
responsibilities or the best interest of the distri Supervisors will consider outside
employment on a case-by-case basis and determireg¢herhit should be prohibited

because of a conflict of interest

Performance evaluation
Policies DN, DNA, DNB

Evaluation of an employee’s job performance is atiooous process that focuses on
improvement. Performance evaluation is based oengployee’s assigned job duties and
other job-related criteria. All employees will paipate in the evaluation process with
their assigned supervisor at least annually. Wrigealuations will be completed on
forms approved by the district. Reports, correspocd, and memoranda also can be
used to document performance information. All ergpés will receive a copy of their

13



written evaluation, have a performance conferengd their supervisor, and get the
opportunity to respond to the evaluation.

Employee involvement
Policies BQA, BQB

At both the campus and district levels, Savoy ISiere opportunities for input in
matters that affect employees and influence thieuasonal effectiveness of the district.
As part of the district’'s planning and decision-makprocess, employees are elected to
serve on district- or campus-level advisory comee$t Plans and detailed information
about the shared decision-making process are alailaeach campus office.

Staff development
Policy DMA

Staff development activities are organized to mibet needs of employees and the
district. Staff development for instructional pemsel is predominantly campus-based,
related to achieving campus performance objectiaddressed in the campus improve-
ment plan, and approved by a campus-level advisomymittee. Staff development for

non-instructional personnel is designed to meetipdicensing requirements (e.g., bus
drivers) and continued employee skill development.

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

Compensation and benefits

Salaries, wages, and stipends
Policies DEA, DEAA

Employees are paid in accordance with adminisgaguidelines and a pay structure
established for each position. The district’s p&anp are reviewed by the administration
each year and adjusted as needed. All districtipasiare classified as exempt or nonex-
empt according to federal law. Professional andiadtnative employees are generally
classified as exempt and are paid monthly salafiesy are not entitled to overtime com-
pensation. Other employees are generally classafsedonexempt and are paid an hourly
wage or salary and receive compensatory time ortiove pay for each overtime hour
worked beyond 40 in a workweek. (S@eertime Compensatippage 16.)

All employees will receive written notice of thgiay and work schedules before the start
of each school year. Classroom teachers, full-fimarians, full-time nurses, and full-
time counselors will be paid no less than the mummstate salary schedule. Contract
employees who perform extracurricular or supplemaletitities may be paid a stipend in
addition to their salary according to the distgatXtra-duty pay schedule.
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Employees should contact Denise Pugh for more nmédion about the district’s pay
schedules or their own pay.

Annualized compensation
Policy DEA

The district pays all salaried employees over 1htm® regardless of the number of
month employed during the school year. Salariegleyees will be paid in equal
monthly payments, beginning with the first pay pdrof the school year. An employee
who separates from service before the last daysifuction or retires under TRS, will
receive in his or her final paycheck, a lump surynpent for wages actually earned from
the beginning of the school year to the date ohsspn. Employees that separate after
the last day of instruction will continue to receipaychecks through the end of the
summer.

Paychecks

All employees of Savoy ISD are paid monthly. Paygisewill not be released to any
person other than the district employee named enctieck without the employee’s
written authorization. During summer breaks, emeés must pick up their checks at the
administration building if the do not have dire@pdsit or sign the “release to mail”
form.

An employee’s payroll statement contains detaitédrmation including deductions,
withholding information, and the amount of leavewaulated.

The schedule of pay dates for the 2009-2010 scgleaolfollows:

Septemberl5, October 15, November 15, Decembdatbary 14, February 14,
March 11, April 16, May 14, June 15, July 14, aadjust 15

Automatic payroll deductions

Employees can have their paychecks electronicajosdited into a designated account.
A notification period of one month is necessarattivate this service. With automatic
deposit, an employee’s pay is immediately availabiethe pay date. Contact Denise
Pugh for more information about the automatic pkgleposit service.

Payroll deductions
Policy CFEA

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

Teacher Retirement System of Texas (TRS) or S&aaurity contributions
Federal income tax
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Medicare tax deductions (applicable to only empésydired after March 31,
1986.

Other payroll deductions employees may elect irelddductions for the employee’s
share of premiums for health, dental, life, andovisinsurance; annuities; and higher
education savings plans. Employees also may reguagsoll deduction for payment of

membership dues to professional organizations (With more participants) and cafeteria
plan. Salary deductions are automatically madeif@uthorized or unpaid leave.

Overtime compensation
Policy DEA

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

Overtime is legally defined as all hours workedxtess of 40 hours in a workweek and
is not measured by the day or by the employee’slaegvork schedule. Nonexempt
employees that are paid on a salary basis arefpaia 40-hour workweek and do not
earn additional pay unless they work more thana@@$ For the purpose of calculating
overtime, a workweek begins at 12:01a.m. Sundayeand at midnight Saturday.

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

Employees can accumulate up to 60 hours of compaydane.

Comp time must be used in the duty year thatetimed.

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

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

Weekly time records will be maintained on all enygles for the purpose of wage,
salary administration and attendance.

Travel expense reimbursement
Policy DEE

Before any travel expenses are incurred by an graplahe employee’s supervisor and
superintendent must give approval. Travel formsaaaglable in each campus office. For
approved travel, employees will be reimbursed fdeage and other travel expenditures
according to the current rate schedule establiblyatie district. Employees must submit
receipts, to the extent possible, to be reimbufsedxpenses other than mileage and
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meals. Employees will receive reimbursementdm-approved trips with a limit of
$36.00 per day for meals ($10.00 breakfast, $1Ru8¢h, $14.00 dinner) these rates are
subject to departure/return times and $85.00 pghtnis allowed for lodging. An
exception may be granted by the superintendemddihg in the area is unavailable at
that rate. All travel vouchers must have mileagefication indicating the start and stop
destination with total miles. Map searches caddiee on the internet.

Health, dental, and life insurance
Policy CRD

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

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

TRS retirees and employees who are not contribdtR§ members that are regularly
scheduled to work less than 10 hours per weekdareligible to participate in TRS-
ActiveCare.

The insurance plan year is from September 1 thrdugiust 31. Current employees can
make changes in their insurance coverage during epeollment each spring. Detailed

descriptions of insurance coverage, employee ewst,eligibility requirements are pro-

vided to all employees in a separate booklet. Eygadle should contact Denise Pugh for
more information.

Supplemental insurance benefits
Policy CRG

At their own expense, employees may enroll in saipgintal insurance programs for
heart, cancer, dental, vision, disability, life dacatastrophic illness. Premiums for these
programs can be paid by payroll deduction. Emplsyd®uld contact Mary Sue Walker
for more information. 800-439-7073

Cafeteria plan benefits (Section 125)

Employees may be eligible to participate in theeBaia Plan (Section 125) and, under
IRS regulations, must either accept or reject thesefit. This plan enables eligible
employees to pay certain insurance premiums ortaybasis (i.e., disability, accidental
death and dismemberment, cancer and dread disgestl and additional term life

insurance). A third-party administrator handles Eyge claims made on these accounts.
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New employees must accept or reject this benefinduheir first month of employment.
All employees must accept or reject this benefisarannual basis and during the speci-
fied time period.

Workers’ compensation insurance
Policy CRE

The district, in accordance with state law, prosideorkers’ compensation benefits to
employees who suffer a work-related illness oriajered on the job. The district has
workers’ compensation coverage from SchoolCompfaSeptember 1, 2001. Benefits
help pay for medical treatment and make up for phathe income lost while recovering.
Specific benefits are prescribed by law dependimthe circumstances of each case.

All work-related accidents or injuries should beaded immediately to Denise Pugh, at
903-965-5262. Employees who are unable to work usecaf a work-related injury will
be notified of their rights and responsibilitiesden the Texas Labor Code. S&®rkers’
compensation benefjtpage 26 for information on use of paid leavesiach absences.

Unemployment compensation insurance
Policy CRF

Employees who have been laid off or terminatedughono fault of their own may be

eligible for unemployment compensation benefits.pliyees are not eligible to collect

unemployment benefits during regularly scheduledaks in the school year or the
summer months if they have employment contracteasonable assurance of returning
to service. Employees with questions about unemnmpéoyt benefits should contact

Denise Pugh.

Teacher retirement
Policy DEG

All personnel employed on a regular basis for astiefour and one-half months are
members of the Teacher Retirement System of TEKAS), Substitute’s not receiving
TRS service retirement benefits who work at ledstd@ys a year are also eligible for
TRS membership and to purchase a year of credisslgce. TRS provides members
with an annual statement of their account showlhdeposits and the total account bal-
ance for the year ending August 31, as well assiimate of their retirement benefits.

Employees who plan to retire under TRS should noliRS as soon as possible.
Information on the application procedures for TRShdfits are available from TRS at
Teacher Retirement System of Texas, 1000 Red Ftreet, Austin, TX 78701-2698, or
call 800-223-8778 or 512-542-6400. TRS informatisnalso available on the Web
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(www.trs.state.tx.us). See page 10 for informat@n restrictions of employment of
retirees in Texas public schools.

Other benefit programs

Jury Duty. An employee shall be granted leave with pay andhaut loss of
accumulated leave for jury duty. The employee Ished required to present
documentation of the service and shall be allowedetain any compensation for this
service.

Extended Sick Leave. After all available state and local leave haverbexhausted, an
employee shall be granted in a school year a maximiu30 workdays of extended sick
leave to be used for the employee’s catastroplmess or injury, including pregnancy-
related illness or injury, or for absences relatedhe catastrophic illness or injury of a
member of the employee’s immediate family.

To be eligible for extended sick leave, the empéogkall have been absent at least five
workdays without pay.

A written request for extended sick leave must tmompanied by medical certification
of the illness or injury.

For professional employees, the average dailyafpay of a substitute shall be deducted
($67.00) for each day of extended sick leave takeimether or not a substitute is
employees. For employees other than professioaalgmount equal to one-third the
individual employee’s daily rate of pay shall beldeted for each day of extended sick
leave taken.

Local Personal Leave.All employees shall earn an additional two equinalgorkdays

of local personal leave per school year, conculrenith state personal leave. Local
personal leave is non-cumulative and shall be takénno loss of pay. If any employee
does not use the local personal leave days anchdtasiissed more than one day, the
employee will be paid $50.00 for each day leftuty bf each year.

Free admission to ballgamesEmployees, spouses and school age dependents are
permitted into all local ballgames free of charge.

Vacation. The Savoy ISD Maintenance/Custodial staff (24§ dmployees) will shut
down for vacation from July 04, 2011 - July 15, 2(dnd return to work on July 18,
2011.

226 day employees will be granted 2 weeks vacdtiahmay be taken from Jun& and

no later that one week before 10-month employeetsrn to work. Vacation request
forms must be filled out and turned in to DenisglPfor approval.
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The local policy concerning non —paid holidays I@rmonth employees will be as
follows:

* New Years Day

* Martin Luther King Day (if school is not scheduled)

* President’s Day (if school is not scheduled)

* Good Friday

* Memorial Day (if school is not scheduled)

* July Fourth

* Labor Day

* Thanksgiving and the day after

* Christmas Eve/Christmas Day

Leaves and absences
Policy DEC, DECA, DECB

The district offers employees paid and unpaid |lsavkabsence in times of personal
need. This handbook describes the basic typesavklavailable and restrictions on
leaves of absence. Employees who have personas ieadwill require long leaves of
absence should call Denise Pugh for counseling taleave options, continuation of
benefits, and communicating with the district.

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

Employees must follow district and department anpas procedures to report or request
any leave of absence and complete the appropeate Irequest form. Any employee

who is absent more than five days because of aparer family illness must submit a

medical certification from a qualified health cagm@vider confirming the specific dates

of the illness, the reason for the illness, and-the case of personal illness—the
employee’s fitness to return to work.

Employees shall earn state personal leave, in atpnvworkdays, at the rate of one-half
a workday for each 18 workdays of employment, uph® statutory maximum of five
workdays annually. Leave is available for the emeds use at the beginning of the
current year. If an employee leaves the distri¢bigethe end of the work year, the cost
of any unearned leave days taken shall be dedficiedthe employee’s final paycheck
at their daily rate of pay.
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Personal leave

State law entitles all employees to five days afipzersonal leave per year. Personal
leave is earned at a rate of one-half day for dactvorkdays of employment. A day of
earned personal leave is equivalent to an assigreklday. There is no limit on the
accumulation of state personal leave, and it canrdmesferred to other Texas school
districts and is generally transferable to educasiervice centers. There are two types of
personal leave: nondiscretionary and discretionary.

Nondiscretionary. Leave that is taken for personal or family illnessiergency, a death

in the family, or active military service is consréd nondiscretionary leave. This type of
leave allows very little or no advance planning avlll be granted to employees in the
same manner as state sick leave.

Discretionary. Leave that is taken at an employee’s discretiahthat can be scheduled
in advance is considered discretionary leave. Apleypee wishing to take discretionary
personal leave must submit a notice of the reqgimeste days in advance of the antici-
pated absence to his or her principal or supervidmcretionary personal leave will be
granted on a first-come, first-served basis. THecefof the employee’s absence on the
educational program or department operations, disasdhe availability of substitutes,
will be considered by the principal or supervisoPlease consider the following
limitations:
A maximum of 25 percent of campus employees in gabhcategory will be
permitted to take discretionary personal leavéatsame time.
» Discretionary leave may not last more than threeseoutive workdays, except
with special approval by the Superintendent
» Discretionary leave may not be taken on the foltmywkey days: day before a
school holiday, the day after a school holiday,sdsgheduled for end-of-semester
or end-of-year exams, days scheduled for TAKS testprofessional or staff
development days.
* Leave is recorded in half-day increments

State Sick leave

Previously accumulated state sick leave is avaldbl use and may be transferred to
other school districts in Texas. Sick leave canubed only in three-day increments
except when coordinated with family and medicalvédaaken on an intermittent or
reduced-schedule basis or when coordinated witlk@vsr compensation benefits.

Sick leave may be used for the following reasorig:on
Employee iliness
lliness in the employee’s immediate family

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

Excessive absencesEmployees who take more than the seven allotted deg/ subject
to disciplinary actions, including termination.

Local leave
Personal Appointments: AKA 2-Hour Rule

As an added benefit, the district will allow empdeg to take up to 2 hours off for
personal appointments. The appointment is for theleyee or immediate family
members only. The employee must retain prior aggrivom their immediate supervisor
for personal appointments along with filling out alpsent from duty form. This rule is
subject to change in the event of abuse.

The district strongly encourages you to make agpwnts on your time off or after

hours but realizes that some appointments must &#enduring your scheduled work
time. The employee will be allowed this benefitimes per year. In the event that the
employee cannot meet the 2 hour rule, then the ®raplwill need to fill out an absent
from duty slip for a whole day or half day.

Family and medical leave (FMLA) general provisions

The following text is from the federal noticEmployee Rights and Responsibilities
Under the Family and Medical Leave AcSpecific information that the district had
adopted to implement the FMLA follows this genaratice.

Basic Leave Entitlement. FMLA requires covered employers to provide up tonEeks
of unpaid, job protected leave to eligible emplsyfe the following reasons:

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

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

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

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

Military Family Leave Entitlements. Eligible employee with a spouse, son, daughter,
or parent on active duty or call to active dutytisteon the National Guard or Reserves in
support of a contingency operation may use theiwé&gks leave entitlement to address
certain qualifying exigencies. Qualifying exigezximay include attending certain
military events, arranging for alternative childeaaddressing certain financial and legal
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arrangements, attending certain counseling sessiamgd attending post-deployment
reintegration briefings.

Employee Responsibilities. Employees must provide 30-days advance notice ¢o th
district when the need to take FMLA is foreseeabl®/hen the 30 days notice is not

possible the employee must provide notice as s@ompractical and generally must

comply with and employer’s normal call-in procediire

Employees must provide sufficient information foe temployer to determine if the leave
may qualify for FMLA protection and the anticipatedching and duration of the leave.
Sufficient information may include that the empleyie unable to perform job functions;
the family member is unable to perform daily adies, the need for hospitalization or
continuing treatment by a health care providecimumstances supporting the need for
military family leave. Employees also must infotine employer if the requested leave is
for a reason for which FMLA leave was previousliggia or certified. Employees also
may be required to provide a certification and qaid recertification supporting the need
for leave.

Employer Responsibilities.Covered employers must inform employees requestinge
whether they are eligible under FMLA. If they ahe hotice must specify any additional
information required as well as the employees’tsgnd responsibilities. If they are not
eligible, the employer must provide a reason feritieligibility.

Covered employers must inform employees if leavEbei designated as FMLA
protected and the amount of leave counted agdiastrployee’s leave entitlement. If
the employer determines that the leave is not FNdk@dtected; the employer must notify
the employee.

Unlawful Acts by Employers. FMLA makes it unlawful for any employer to:
* Interfere with, restrain, or deny the exerciserof eght protected under FMLA,;
» Discharge or discriminate against any person f@osmg any practice made
unlawful by FMLA or for involvement in any proceedj under or relating to
FMLA.

Enforcement. An employee may file a complaint with the U.S. Deymeent of Labor or
may bring a private lawsuit against an employdviLA does not affect any Federal or
State law prohibiting discrimination, or supersedg State or local law or collective
bargaining agreement which provides greater faorilgedical leave rights.

FMLA section 109 (29 U.S.C. §2619) required FMLAared employers to post the text of this notice.
Regulations 29 C.F.R. 8825.300 (a) may require thaltil disclosures.

For additional information:
1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627
www.wagehour.dol.gov
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FMLA also includes a special leave entitlement fhetmits eligible employees to take
up to 26 weeks to care for a covered service mewhir@ng a single 12-month period. A
covered service member is a current member of tineed Forces, including a member
of the National Guard or Reserves, who has a seigury or iliness incurred in the line

of duty on active duty that may render the serm@mber medically unfit to perform his
or her duties for which the service member is ugdielg medical treatment,

recuperation, or therapy; or is in outpatient statur is on the temporary disability retired
list.

Benefits and Protections. During FMLA leave, the employer must maintain the
employee’ health coverage under any “group hedtin’pon the same terms as if the
employee had continued to work. Upon return fraviLR leave, most employees must
be restored to their original or equivalent posisionvith equivalent pay, benefits, and
other employment terms.

Use of FMLA leave cannot result in the loss of amgployment benefit that accrued
prior to the start of an employee’s leave.

Eligibility Requirements. Employees are eligible if they have worked for aered
employer for a least one year, for 1250 hours tivemprevious 12 months, and if at least
50 employees are employed by the employer withimilés.

Definition of Serious Health Condition. A serious health condition is an illness, injury,
impairment, or physical or mental condition thatalves either and overnight stay in a
medical care facility, or continuing treatment by@alth care provider for a condition
that either prevents the employee from performirggftinctions of the employee’s job, or
prevents the qualified family member from partitipg in school or other daily
activities.

Subject to certain conditions, the continuing tme&t requirement may be met by a
period of incapacity of more than 3 consecutivewrdar days combined with at least two
visits to a health care provider or one visit andegimen of continuing treatment, or
incapacity due to pregnancy, or incapacity due thr@nic condition. Other conditions
may meet the definition of continuing treatment.

Use of Leave. An employee does not need to use this leave engtie in one block.
Leave can be taken intermittently or on a reducesmvé schedule when medically
necessary. Employees must make reasonable etforsshedule leave for planned
medical treatment so as not to unduly disrupt tim@leyer’s operations. Leave due to
gualifying exigencies may also be taken on an migent basis.

Substitution of Paid Leave for Unpaid Leave. Employees may choose or employers
may require use of accrued paid leave while takiM_A leave. In order to use paid
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leave for FMLA, leave, employees must comply witle €mployer’'s normal paid leave
policies.

Local FMLA provisions

Eligible employees can take up to 12 weeks of uhpaave in the 12-month period
beginning on the first duty day of the school year.

Use of paid leave. Family and medical leave runs concurrently withraed sick and
personal leave, temporary disability leave, comptarg time, assault leave and absences
due to a work-related illness or injury. The dttwill designate the leave as family and
medical leave, if applicable, and notify the empgleythat accumulated leave will run
concurrently.

Combined leave for spouses.A husband and wife who are both employees by the
district are limited to a combined total of 12 week FMLA leave to care for a parent
with a serious health condition; or for the birdldloption, or foster placement of a child.
Military caregiver leave for spouses is limitedateombined total of 26 weeks.

Intermittent leave. When medically necessary or in the case of a qurdjfexigency,
an employee may take leave intermittently or oe@uced schedule. The district does
not permit the use of intermittent or reduced sdtedeave for the care of a newborn
child or for adoption or placement of a child wille employee.

Distict contact. Employees that require FMLA leave or have questghtild contact
Denise Pugh for details on eligibility, requiremgrdnd limitations.

Temporary disability leave

Certified employees.Any full-time employee whose position requirestifieation from
the State Board for Educator Certification (SBECgligible for temporary disability
leave. The purpose of temporary disability leavi®igrovide job protection to full-time
educators who cannot work for an extended peridthad because of a mental or physi-
cal disability of a temporary nature. Temporaryabdity leave must be taken as a
continuous block of time. It may not be taken iintigtently or on a reduced schedule.
Pregnancy and conditions related to pregnancy aatedd the same as any other
temporary disability.

Employees must request approval for temporary digadeave. An Employee’s
notification of need for extended absence due ¢oetimployee’s own medical condition
shall be accepted as a request for temporary titgdbave. The leave request must be
accompanied by a physician’s statement confirmiregemployee’s inability to work and
estimating a probable date of return. If disabilégive is approved, the length of leave is
no longer than 180 calendar days. If disabilitywee& not approved, the employee must
return to work or be subject to termination procesu
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If an employee is placed on temporary disabilitgvie involuntarily, he or she has the
right to request a hearing before the board oftérss The employee may protest the
action and present additional evidence of fithessdrk.

When an employee is ready to return to work, thee8atendent and Business Manager
should be notified at least 30 days in advance. f@tarn-to-work notice must be

accompanied by a physician’s statement confirmivag the employee is able to resume
regular duties. Professional employees returnimgnfleave will be reinstated to the

school to which they were previously assigned amsas an appropriate position is
available. If a position is not available before tbnd of the school year, professional
employees will be reinstated at the beginning efftllowing school year.

Workers’ compensation benefits

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

An employee receiving workers’ compensation wageekbts for a job-related illness or

injury may choose to use sick leave or any othet [@ave benefits. While an employee
is receiving workers’ compensation wage benefits,district will charge available leave
proportionately so that the employee receives aouatnequal to the employee’s regular
salary.

Assault leave

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

An employee who is physically assaulted at work rizke all the leave time medically
necessary (up to two years) to recover from thesjghy injuries he or she sustained. At
the request of an employee, the district will imimagely assign the employee to assault
leave. Days of leave granted under the assaulelpawision will not be deducted from
accrued personal leave and must be coordinated wotlkers’ compensation benefits.
Upon investigation the district may change the @$$@ave status and charge leave used
against the employee’s accrued paid leave. The aymels pay will be deducted if
accrued paid leave is not available.
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Jury duty

Employees will receive leave with pay and withoogd of accumulated leave for jury
duty. Employees must present documentation of thevicee and may keep any
compensation they receive.

Other court appearances

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

civil, criminal, legislative, or administrative preeding. Absences for court appearances
related to an employee’s personal business musak®En as personal leave or leave
without pay (if no personal leave is available). foyees may be required to submit

documentation of their need for leave for courtegrpnces.

Military leave

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

Reemployment after military leave.Employees who leave the district to enter into the
United States uniformed services who are orderedctive state military duty (Texas
National Guard or Texas State Guard) may returamgloyment if they are honorably
discharged. Employees who wish to return to theridiswill be reemployed in the
position they would have held if employment had Ime¢n interrupted or reassigned to an
equivalent or similar position provided they can duealified to perform the required
duties. To be eligible for reemployment, employerast provide notice of their
obligation or intent to perform military servicejopide evidence of honorable discharge
or release, and submit an application for reemplayinto the Superintendent.

Continuation of health insurance. Employees who perform service in the uniformed
services may elect to continue their health plarecage at their own cost for a period not
to exceed 24 months. Employees should contact Bdtigh for details on eligibility,
requirements, and limitations.

Recording of leave.Use of leave shall be recorded in whole workdaylsabirworkdays
only.
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Employee relations and communications

Employee recognition and appreciation
Policy DJ

Continuous efforts are made throughout the yeaetognize employees who make an
extra effort to contribute to the success of thstrotit. Employees are recognized at board
meetings, in the district newsletter, and througgcsal events and activities. Recognition
and appreciation activities also include staff hans, service pin awards, etc.

District communications

Throughout the school year, each campus and Sugedent's office publishes
newsletters, brochures, fliers, calendars, newgasels, and other communication
materials. These publications offer employees aedccommunity information pertaining
to school activities and achievements. They inclindefollowing: _North Texas E-News
at www.nte-news.comHerald Democrat, The Bonham Journal, and Howerarise for
publications.

Complaints and grievances
Policy DGBA

In an effort to hear and resolve employee concerrcomplaints in a timely manner and

at the lowest administrative level possible, thardohas adopted an orderly grievance
process. Employees are encouraged to discussdbreierns or complaints with their

supervisors or an appropriate administrator atteng.

The formal process provides all employees with ppodtunity to be heard up to the
highest level of management if they are dissatisfieth an administrative response.
Once all administrative procedures are exhaustag)ayees can bring concerns or com-
plaints to the board of trustees. Talking to boardmbers before the administrative
process is completed is unprofessional for the eygal and the board member. For ease
of reference, the district's policy concerning theocess of bringing concerns and
complaints is located in each campus principalfscefand at central office or you may
click on the following link: Local Policy DGBA

Employee conduct and welfare

Standards of conduct
Policy DH

All employees are expected to work together in apeoative spirit to serve the best

interests of the district and to be courteous talemts, one another, and the public.
Employees are expected to observe the followingdstals of conduct:
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Recognize and respect the rights of students, {smretmer employees, and members
of the community.

Maintain confidentiality in all matters relating $tudents and coworkers.

Report to work according to the assigned schedule.

Notify their immediate supervisor in advance oeasdy as possible in the event that
they must be absent or late. Unauthorized abseadlemic absenteeism, tardiness,
and failure to follow procedures for reporting ds@nce may be cause for
disciplinary action.

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

Express concerns, complaints, or criticism throagpropriate channels.

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

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

All district employees should perform their dutiesaccordance with state and federal
law, district policies and procedures, and ethistahdards. Violation of policies, reg-
ulations, or guidelines may result in disciplinagtion, including termination. Alleged
incidents of certain misconduct by educators, idicig having a criminal record, must be
reported to SBEC not later than the seventh daguperintendent first learns of the inci-
dent. SeeRreports to the State Board for Educator Certifioatipage 41 for additional
information.

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

Code of Ethics and Standard Practices for Texas Edators
Statement of Purpose

The Texas educator shall comply with standard mestand ethical conduct toward
students, professional colleagues, school officipErents, and members of the
community and shall safeguard academic freedom.TExes educator, in maintain-
ing the dignity of the profession, shall respeatl abey the law, demonstrate per-
sonal integrity, and exemplify honesty. The Texdsoator, in exemplifying ethical
relations with colleagues, shall extend just andgitagle treatment to all members of
the profession. The Texas educator, in acceptpasdion of public trust, shall

measure success by the progress of each studeatdtoealization of his or her
potential as an effective citizen. The Texas educah fulfilling responsibilities in
the community, shall cooperate with parents anderstito improve the public
schools of the community.
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Professional Standards
1. Professional Ethical Conduct, Practices, and Pfarmance

Standard 1.1 The educator shall not knowingly engage in decepiactices
regarding official policies of the school distrant educational institution.
Standard 1.2 The educator shall not knowingly misappropriateedi or use
monies, personnel, property, or equipment commitidds or her charge for
personal gain or advantage.

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

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

Standard 1.5 The educator shall neither accept nor offer griatsliifts, or
favors that impair professional judgment or to ob&pecial advantage. This
standard shall not restrict the acceptance of giftekens offered and accepted
openly from students, parents, or other persomsganizations in recognition or
appreciation of service.

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

Standard 1.7 The educator shall comply with state regulationstten local
school board policies, and other applicable statefaderal laws.

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

2. Ethical Conduct toward Professional Colleagues

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

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

Standard 2.3 The educator shall adhere to written local schoalr® policies
and state and federal laws regarding the hiringluation, and dismissal of
personnel.

Standard 2.4 The educator shall not interfere with a colleagagesrcise of
political, professional, or citizenship rights aredponsibilities.

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

Standard 2.6 The educator shall not use coercive means or peoafispecial
treatment in order to influence professional decisior colleagues.
Standard 2.7 The educator shall not retaliate against any idiai who has
filed a complaint with the SBEC under this chapter.
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3. Ethical Conduct toward Students

Standard 3.1 The educator shall not reveal confidential inforiomat
concerning students unless disclosure serves lgprdfessional purposes or is
required by law.

Standard 3.2 The educator shall not knowingly treat a studerst manner that
adversely affects the student's learning, physiealth, mental health, or safety.
Standard 3.3 The educator shall not deliberately or knowinglgrapresent
facts regarding a student.

Standard 3.4 The educator shall not exclude a student from gipgtiion in a
program, deny benefits to a student, or grant aargdge to a student on the
basis of race, color, sex, disability, nationagorj religion, or family status.
Standard 3.5 The educator shall not engage in physical mistreatrof a
student.

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

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

Discrimination, harassment and retaliation
Policies DH, DIA

Employees shall not engage in prohibited harassmecitiding sexual harassment, of
other employees or students. While acting in thersm of their employment, employees
shall not engage in prohibited harassment of offeesons, including board members,
vendors, contractors, volunteers, or parents. Astsuitiated charge of harassment will
result in disciplinary action.

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

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

DIA (LOCAL) Employees who believe they have been harassed nmemaged to
promptly report such incidents to the campus ppalcior supervisor. If the campus
principal or supervisor is the subject of the camm] the employee shall report the
complaint directly to the superintendent. An emypl® who suspects or knows that a
student is being harassed by a school employeg antther student shall inform his or
her principal or immediate supervisor.
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Any allegations of harassment of students or enga@syshall be investigated and
addressed. An employee may appeal the decisitreqgdrincipal or supervisor regarding
the investigation into the allegations in accordamdth the employee complaint and
grievance policies and procedures. To the greatdsint possible, complaints shall be
treated as confidential. Limited disclosure mayneeessary to complete a thorough
investigation. The district will not retaliate agst an employee who in good faith
reports perceived harassment.

Harassment of students
Policies DF, DH, FFG, FFH

Sexual and other harassment of students by em@@recforms of discrimination and are
prohibited by law. Romantic or inappropriate soceationships between students and
district employees are prohibited. @Employees whspect a student may have
experienced prohibited harassment are obligateefort their concerns to the campus
principal or other appropriate district officialllAllegations of prohibited harassment or
abuse of a student will be reported to the studgmdrents and promptly investigated. An
employee who knows of or suspects child abuse aiastreport his or her knowledge or
suspicion to the appropriate authorities, as regulny law. Se®eporting suspected child
abuse page 32 for additional information.

The district’s policy that includes definitions amdocedures for reporting and investigating
harassment of students is covered in policy FFHc&)oand may be reviewed at the
administration office or you may click on the follmg link: FFH (Local)

Alcohol and Drug-abuse prevention
Policies DH, DI

Savoy ISD is committed to maintaining an alcohall anug-free environment and will
not tolerate the use of alcohol and illegal drugghe workplace and at school-related or
school-sanctioned activities on or off of schoobgmrty. Employees who use or are
under the influence of alcohol or illegal drugs @éefined by the Texas Controlled
Substances Act during working hours may be disrdis§ae district’s policies on drug-
free schools can be found at the administratioitcefr you may click on the following
links: DH (Local) andDI (Exhibit)

Reporting suspected child abuse
Policies DF, DG, DH, FFG, GRA

All employees are required by state law to repoyt suspected child abuse or neglect to
a law enforcement agency, Child Protective Seryioesappropriate state agency (e.qg.,
state agency operating, licensing, certifying, egistering a facility) within 48 hours of
the event that led to the suspicion. Abuse is @efiny Texas Family Code and includes
and sexual conduct involving an educator and aestiuagninor. Reports to Child
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Protective Services can be made to a local offide the Texas Abuse Hotline (800-252-
5400). State law specifies that an employee mayleleigate to or rely on another person
to make the report.

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

An employee’s failure to report suspected childssbmay result in prosecution for the
commission of a Class B misdemeanor. In additiaceréified employee’s failure to

report suspected child abuse may result in dis@pjyi procedures by SBEC for a viola-
tion of the Code of Ethics and Standard Practioeg éxas Educators.

Employees who suspect that a student has been ybenabused or neglected should
also report their concerns to the campus principlais includes students with disabilities

who are no longer minors. Employees are not requoeeport their concern to the prin-

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

cooperate with child abuse and neglect investigat®eporting the concern to the princi-

pal does not relieve the employee of the requireért@meport to the appropriate state

agency. Interference with a child abuse investigally denying an interviewer’s request

to interview a student at school or requiring thesence of a parent or school administra-
tor against the desires of the duly authorizedstigator is prohibited.

Fraud and financial impropriety
Policy CAA

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

Forgery or unauthorized alteration of any docunoergccount belonging to the
district

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

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

Impropriety in the handling of money or reportinigdestrict financial transactions
Profiteering as a result of insider knowledge atuilct information or activities
Unauthorized disclosure of confidential or pro@rgtinformation to outside parties
Unauthorized disclosure of investment activitiegaged in or contemplated by the
district
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Accepting or seeking anything of material valuenrocontractors, vendors, or other
persons providing services or materials to theidist

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

Failing to provide financial records required bgtstor local entities

Failure to disclose conflicts of interest as regdiby policy

Any other dishonest act regarding the financefefdistrict

Conflict of interest
Policies BBFA, DBD

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

A personal financial interest

A business interest

Any other obligation or relationship
Nonschool employment

Gifts and favors
Policy DBD

Employees may not accept gifts or favors that canfldence, or be construed to influ-

ence, the employee’s discharge of assigned ddtesacceptance of a gift, favor, or ser-
vice by an administrator or teacher that might eeably tend to influence the selection
of textbooks may result in prosecution of a ClasmiBdemeanor offense. This does not
include staff development, teacher training, otrindional materials, such as maps or
worksheets, that convey information to studentsomtribute to the learning process.

Associations and political activities
Policy DGA

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

An individual’'s employment will not be affected bhyembership or a decision not to be a
member of any employee organization that existshferpurpose of dealing with employ-

ers concerning grievances, labor disputes, wagéss of pay, hours of employment, or
conditions of work.

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

The district has developed and promotes a compsaleeprogram to ensure the safety of
its employees, students, and visitors. The safeigram includes guidelines and proce-
dures for responding to emergencies and activitiéglp reduce the frequency of acci-
dents and injuries. To prevent or minimize injutiegmployees, coworkers, and students
and to protect and conserve district equipment, leyees must comply with the
following requirements:

Observe all safety rules.

Keep work areas clean and orderly at all times.

Immediately report all accidents to their superxiso

Operate only equipment or machines for which theyehtraining and authorization.

Employees with questions or concerns relating tetgg@rograms and issues can contact
the campus principal or supervisor.

Tobacco use
Policies DH, GKA, FNCD

State law prohibits smoking or using tobacco présloen all district-owned property and
at school-related or school-sanctioned activit@s,or off campus. This includes all

buildings, playground areas, parking facilitiesd dacilities used for athletics and other
activities. Drivers of district-owned vehicles gweohibited from smoking while inside

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

Criminal history background checks
Policy DBAA

Employees may be subject to a review of their arahhistory record information at any
time during employment. National criminal histociiecks based on an individual's
fingerprints, photo and other identification wilke ltonducted on certain employees and
entered into the Texas Department of Public SgfeBS) Clearinghouse. This database
provides the district and SBEC with access to apleyee’s current national criminal
history and updates to the employee’s subsequininal history.

Employee arrests and convictions
Policy DH
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An employee must notify his or her principal or iednte supervisor within three
calendar days of any arrest, indictment, convigtiom contest or guilty plea, or other
adjudication of any felony, any offence involvingoral turpitude and any of the other
offences listed below:

Crimes involving school property or funds

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

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

Crimes involving moral turpitude

Moral turpitude includes the following:

Dishonesty

Fraud

Deceit

Theft

Misrepresentation

Deliberate violence

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

Drug- or alcohol-related offenses

Acts constituting abuse or neglect under the Té&easily Code

Possession of firearms and weapons
Policies FNCG, GKA

Employees, visitors, and students are prohibitechfbringing firearms, knives, clubs or
other prohibited weapons onto school premises fuelding or portion of a building) or
any grounds or building where a school-sponsorédigctakes place. To ensure the
safety of all persons, employees who observe opesisa violation of the district’s
weapons policy should report it to their supenssor call the Savoy Police Department
at 903-965-4546 immediately.

Visitors in the workplace
Policy GKC

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

Employees are expected to comply with the provsiohfederal copyright law relating
to the unauthorized use, reproduction, distribytiggerformance, or display of
copyrighted materials (i.e., printed material, wisdecomputer data and programs, etc.).
Rented videotapes are to be used in the classrooedficational purposes only.

Duplication or backup of computer programs and dawast be made within the
provisions of the purchase agreement.

Computer use and data management
Policy CQ

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

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

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

Employees who are authorized to use the systemequéred to abide by the provisions
of the district’'s communications systems policy adeninistrative procedures. Failure to
do so can result in suspension or termination pilpges and may lead to disciplinary
action. Employees with questions about computeramgedata management can contact
the technology coordinator or the superintendent.

Asbestos management plan
Policy CKA

The district is committed to providing a safe eomiment for employees. An accredited
management planner has developed an asbestos mrerdgplan for each piece of
district property. A copy of the district’'s managemh plan is kept in the maintenance
director’s office and is available for inspectiourithg normal business hours.
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Pest control treatment
Policy DI, CLB

Employees are prohibited from applying any pes#iaid herbicide without appropriate

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

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

Notices of planned pest control treatment will lmstpd in a district building 48 hours
before the treatment begins. Notices are genel@tigted on the window of the school
entrances. Pest control information sheets ardadlaifrom campus principals or facility
managers upon request.

Management of activity funds

A student activity account is maintained by DenRegh to manage class funds,
organization funds, and any other funds into whsttldents have put money in the name
of the school. All monies collected shall be reteil and forwarded to the central office
on the same day, if possible.

The principal of each campus is responsible for pheper administration of each
organization’s funds in accordance with state aandall law. District approved
accounting practices and procedures must be uUStedient activity funds are included in
the annual audit of the District’s fiscal accounts.

Monies collected by student groups can be used famlypurposes authorized by the
organization or upon the approval of the sponsdie principal must approve all
disbursements. All funds raised by student orgdiins must be expended for the
benefit of the students and must be consumable.

Telephone use

Personal calls during regular school hours arengtyodiscouraged by the district and
should be limited to emergency situations. Congaxir campus administrator if you
need to use a long distance code so these callbengged for audit purposes.

Dress Code

The dress and grooming of District employees shall clean, neat, in a manner

appropriate for their assignments, and in accorlawgh any additional standards

established by their supervisors and approved b\stiperintendent. Tattoos need to be
covered at all times while working for the distriach campus administrator may
establish a stricter dress code than what polioyiges.

Teachers shall not wear shorts during the reguhod day or while on field trips that

are inside a building. Coaches shall not wear tshor the main building or in a
classroom. Coaches may wear shorts during physaatation class or while coaching
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an athletic team during the day, but before theyngo a regular academic class must
change into approved attire.

The administration has approved Friday as castia¢ alay. On this day, teachers may
wear jeans. Jeans should not be worn on other widgss arrangements are made with
your supervisor.

General procedures
Bad weather closing

The district may close schools because of bad weathemergency conditions. When
such conditions exist, the superintendent will mtie official decision concerning the
closing of the district’s facilities. When it becesinecessary to open late or to release

students early, the following radio and televisgtations will be notified by school offi-
cials: Channel 10 & 12, KFYN-FM (98.3), KATY-FM 831), KLAK-FM (97.5).

Emergencies
Policy CKC

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

Purchasing procedures
Policy CH

All requests for purchases must be submitted tosthperintendent office on an official
district purchase order (PO) form with the appratgriapproval signatures. No purchases,
charges, or commitments to buy goods or servicethiodistrict can be made without a
PO number. The district will not reimburse emplaye® assume responsibility for
purchases made without authorization. Employeesatr@ermitted to purchase supplies
or equipment for personal use through the distribtisiness office. Contact Denise Pugh
for additional information on purchasing procedures

Name and address changes

It is important that employment records be kepttamglate. Employees must notify the
Denise Pugh in the central office if there are ahgnges or corrections to their name,
home address, home telephone number, marital seahergency contact, or beneficiary.
Forms to process a change in personal informatorbe obtained from central office.
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Maintenance Request.All maintenance requests shall be submitted tacémdral office
for approval.

Personnel records
Policy GBA

Most district records, including personnel recorai®e public information and must be
released upon request. Employees may choose talmadalowing personal information
withheld:

Address

Phone number

Social Security number

Information that reveals whether they have famignmbers

The choice to not allow public access to this infation may be done at anytime by sub-
mitting a written request to Denise Pugh. New omteating employees have 14 days
after hire or termination to submit a request. @tliee, personal information will be
released to the public.

Building use
Policies DGA, GKD

Employees who wish to use district facilities aehool hours must follow established
procedures. The campus principal is responsilsledbeduling the use of facilities after
school hours. Contact Brian Neal to request to seool facilities and to obtain

information on the fees charged.

Termination of employment

Resignations
Policy DFE

Contract employees.Contract employees may resign their position withpenalty at
the end of any school year if written notice iseiged 45 days before the first day of
instruction of the following school year. A writtarotice of resignation should be sub-
mitted to the Superintendent. Contract employeegnesign at any other time only with
the approval of the superintendent. Resignatiorhaut the consent may result in
disciplinary action by the State Board for Educa&ertification (SBEC).
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The superintendent will notify SBEC when an empyesigns and reasonable evidence
exists to indicate that the employee has engagedyrof the acts listed in Reports to the
State Board for Educator Certification, on page 41.

Noncontract employeesNoncontract employees may resign their positidreng time.

A written notice of resignation should be submittedthe superintendent at least two
weeks prior to the effective date. Employees ameraged to include the reasons for
leaving in the letter of resignation but are najuieed to do so.

Dismissal or nonrenewal of contract employees
Policies DFAA, DFAB, DFBA, DFBB, DFCA, DFD, DFF

Employees on probationary, term, and continuingreats can be dismissed during the
school year or nonrenewed at the end of the yeaording to the procedures outlined in
district policies. Contract employees dismissedrduthe school year, suspended without
pay, or subject to a reduction in force are ertitie receive notice of the recommended
action, an explanation of the charges against tla&mh,an opportunity for a hearing. The
time lines and procedures to be followed when @e&usion, termination, or nonrenewal
occurs will be provided when a written notice igegi to an employee.

Advance notification requirements do not apply wiaeoontract employee is dismissed
for failing to obtain or maintain appropriate cecttion or whose certification is revoked
for misconduct. Information on the time lines andgedures can be found in the DF
series policies that are provided to employeesnathé policy manuals located in the
principals’ offices, or the superintendent’s office

Dismissal of noncontract employees
Policy DCD

Noncontract employees are employed at will and feydismissed without notice, a
description of the reasons for dismissal, or aihgatt is unlawful for the district to dis-
miss any employee for reasons of race, religior, sational origin, disability, military
status, any other basis protected by law, or ialiegion for the exercise of certain pro-
tected legal rights. Noncontract employees whadamissed have the right to grieve the
termination. The dismissed employee must follow dm&rict process outlined in this
handbook when pursuing the grievance. (Semplaints and grievancepage 28.)

Exit interviews and procedures
Policy DC

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

the continuation of benefits, release of informatand procedures for requesting refer-
ences will be provided at this time. Separating leyges are asked to provide the district
with a forwarding address and phone number and Eiep questionnaire that provides
the district with feedback on his or her employmexyperience. All district keys, books,

property, and equipment must be returned upon agparfrom employment.
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Reports to State Board for Educator Certification
Policy DF

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

A reported criminal history

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

Soliciting or engaging in sexual conduct or a rotitarelationship with a student or
minor

The possession, transfer, sale, or distributioa odntrolled substance

The illegal transfer, appropriation, or expenditafeschool property or funds

An attempt by fraudulent or unauthorized meandtaia or alter any certificate or
permit that would entitle the individual to a preé@nal position or to receive
additional compensation associated with a position

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

Violating assessment instrument security procedures

Reports concerning court-ordered withholding

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

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

Employee’s last known address

Name and address of the employee’s new employkempifvn

Student issues

Equal educational opportunities
Policies FB, FFH

The Savoy ISD does not discriminate on the basraa#, color, religion, national origin,
gender or disability in providing education sergicactivities, and programs, including
vocational programs, in accordance with Title Viloé Civil Rights Act of 1964, as
amended; Title IX of the Educational Amendments16#¥2; and Section 504 of the
Rehabilitation Act of 1973, as amended.
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Questions or concerns about discrimination of sttglen any of the bases listed above
should be directed to Brian Neal, Superintende®g, B/. Hayes, Savoy, Texas 75479,
903-965-5262.

Student records
Policy FL

Student records are confidential and are proteftted unauthorized inspection or use.
Employees should take precautions to maintain einéidentiality of all student records.
The following people are the only people who hageegal access to a student’s records:

- Parents: Married, separated, or divorced unlessnp rights have been legally
terminated and the school has been given a cotheafourt order terminating
parental rights

- The student (if 18 or older or emancipated by atjou

« School officials with legitimate educational intste

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

Parent and student complaints
Policy FNG

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

Parents are encouraged to discuss problems or aotgpWwith the teachers or the appro-
priate administrator at any time. Parents and sitsdeiith complaints that cannot be
resolved should be directed to the campus principfa¢ formal complaint process pro-
vides parents and students with an opportunityetbdard up to the highest level of man-
agement if they are dissatisfied with a principa#sponse.

Administering medication to students
Policy FFAC

Only designated employees can administer medicatistudents. A student who must
take prescription medication during the school dayst bring a written request from his
or her parent and the medicine, in its originabparly labeled container. Contact the
principal or school nurse for information on progezs that must be followed when
administering medication to students.
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Dietary supplements
Policies DH, FFAC

District employees are prohibited by state law friemowingly selling, marketing, or dis-

tributing a dietary supplement that contains penamce-enhancing compounds to a stu-
dent with whom the employee has contact as pahisobr her school district duties. In
addition, employees may not knowingly endorse aggsst the ingestion, intranasal
application, or inhalation of a performance-enhagdietary supplement to any student.

Psychotropic drugs
Policy FFAC

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

District employees are prohibited by state law frdmng the following:

Recommending that a student use a psychotropic drug

Suggesting a particular diagnosis

Excluding from class or school-related activitytadent whose parent refuses to
consent to a psychiatric evaluation or to authattieeadministration of a psycho-
tropic drug to a student

Student discipline
Policies in the FN series and FO series

Students are expected to follow the classroom ral@sipus rules, and rules listed in the
Student Handbook and Student Code of Conduct. Besachnd administrators are

responsible for taking disciplinary action based amange of discipline management
strategies that have been adopted by the dis@itter employees that have concerns
about a particular student’s conduct should conteetlassroom teacher or campus prin-
cipal.

Student attendance
Policy FEB

Teachers and staff should be familiar with theraliss policies and procedures for atten-
dance accounting. These procedures require minmests to have parental consent
before they are allowed to leave campus. When aldsem school, the student, upon
returning to school, must bring a note signed keypghrent that describes the reason for
the absence. These requirements are addressednpugaraining and in the student
handbook. Contact the campus principal for addatiamformation.
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Bullying
Policy FFI

All employees are required to report student comgdaof bullying to your campus
administrator. The districts policy that includisfinitions and procedures for reporting
and investigating bullying of students can be foatid=FI (Local)

Hazing
Policy FNCC, FO

Students must have prior approval from the pridaypaesignee for any type of

“initiation rites” of a school club or organizatiowhile most initiation rites are permissible, egiga in or
permitting “ Hazing” is a criminal offense. Anyather, administrator, or employee who observes a
student engaged in any form of hazing, who hasress know or suspect that a student intends tagag

in hazing, or has engaged in hazing must repottfétd or suspicion to the designated campus diseip
person.
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