KILGORLE,

Independent School District

EMPLOYEE HANDBOOK



TABLE OF CONTENTS

INTRODUCTION. ettt emm et e et ettt e s et e et e et e s s et e et s sanaams s ssn e ssenesnsesnreneensesnrennnes 1
EMPLOYEE HANDBOOK .......cuviititeteieteeeseeisaesee e sesesteiesesee e sess e sessesesesessanessese e s asssasesesesenenns 2
DESCRIPTION OF THE DISTRICT. .. euuiituetitt ettt e ittt e ettt e e et eeettaeaeaat e s et aes st e e eaaaesanaesta e eean s saaaeesansassansssnneestneessnesssnaeesnnns 2
MISSION STATEMENT. ... ctttttiteetetteeeeett e eeeeeta e et e seaaaaseesastaneesestaneesestanaeseetaneeeeesansan s eesestaneessssaneesestansaeeessnnannanns 2
BOARD OF TRUSTEES. .. tttttutiettettiteetettiteeeesti e eetestaaaaaeesastaneeses b eeseetanaeeeetaneeeeeaantaneesestaneessstaneesestanaeeestansannanes 2
BOARD MEETING SCHEDULE FOR2008-2009 .......ciiiiiiiieiiiiiie ettt seeee e e e e et e e e e e et e e e e eaaa e e e e e st aeeeesestan e e eeeban e eeeeranes 3
ADMINISTRATION .11t uetittuteeeeettt e eeeeettt e eeeesataeeeeeaaaaa s eesestaaeesastaneesessanaesestaneeaeesassaseessssaaesesssanaesssstnaeessstnnseeesnnssnns 3
[ =TI O T o] N 7Y 1TSS 4
SCHOOL DIRECTORY. ..etttuteetttteeeesetteeeeesst e sessastateaeeassaasaeeeestaaesestaaaeeessanaetestanaaaaessstanaessstaneessstanseessstanseesesrnnnnnss 4
ot O 1, = N PSP 4
EQUAL EMPLOYMENT OPPORTUNITY ... tttttiteettttiteetestiseessstaneessstaaaaaessssaasaeeestannaaeessanaeesssaaaeessennnneeesstaneeeesrnnaaeeenrnns 4
JOB VACANCY ANNOUNCEMENTS ... ttttttuteetttteeeeettaaeessttaeesseeanaaeesstan e eesesaaaeeestssaeeesssanseeeeantaneessetanaeeestanaaeeeernnnns 4
CONTRACT AND NON-CONTRACT EMPLOYMENT 1111 eetittiteeeettiteeeesttseessstaaeeesesannnsaeesssaanaeeesstanaeeesstsaaeessannaeeesnstanaaesees 5
SEARCHES AND ALCOHOL AND DRUG TESTING ..ttt etttttuneetettuneeessstuneessstuneesessassasesssssnnaesssstnnaeesestnteesestiaeseesssaneeesmnn, 5
FIRST AID AND CPRCERTIFICATION ...ttt eetettiteetettiteeesstaa s eesestantaeseeesstanaeessssaneesassaneeesstanaeesstaaaaaeesstanaeeessanaeeeesrnnns 6
REASSIGNMENTS AND TRANSHFERS .. .cttttuieettttiteetettiteesestu e etssaanaaaeessstaaeesestaessateessstanaeteeaantreeesrtaaeersrtnaesesrnnnns 6
WORKLOAD AND WORK SCHEDULES.......uuiitieiit et e et e ettt et e et e e e eeta e e st ee st e e et e e sa e e st e ssa s ssnnaaestaaeeanessnnaassnaeesnnaes 7
NOTIFICATION OF PARENTS REGARDING QUALIFICATIONS ... .ctivtttteereetttieeeeersneeeeeessneeeeessnnsseesesssnseeseessnsessssssneessssssnneesibos
PERFORMANCE EVALUATION. ... ittt ettt ettt e ettt e ettt e et e e e e e e e ea e e e et e e s ateesaa e s et e st e e st e saan s esaaeeetn e ssannsesnaesaneeennessnneansnns 8
(=Y 12T ) = = NIV @ TRV = V] =1 N PSR PORPPP 8
ST AFF DEVELOPMENT ... ctu ittt e ettt e et e ettt e ettt e e et eeeeaeeeta e e eaa e s aan e e ta e eeanessaneestnaaesannssssnnsetnaessnsaesanesssnaaesnsessnnaaannn 8
COMPENSATION AND BENEFIT S ..o et e e e e rnan e et e e e s e e e 9
SALARIES, WAGES, AND STIPENDS. ... .euuititeetttettaeeetee et eeet e e e aaaaeeta e e st aeeatessaaees st aeean s st esbanaeaesnessaneestnaaestneessnaeesnns 9
[N ol =01 € TR OO 9
AUTOMATIC PAYROLL DEPOSIT ... ittt ettt et ettt e et te ettt e et e e e taaaeet e e eaa e e st e e ettt e e etaestan e etanessaaaeasanaeetneesnnesetnaeesneeenneesan 9
PAYROLL DEDUCTIONS ...ttt mmt ettt et e et e s s et e et e s e et s eanee b e st e anrean e et aeneens 10
OVERTIME COMPENSATION. ...cttttitettttteeeetetteeeessttaeeeessttaaaaesestaaaeeeetan e eeeesaaaeeessssaaeessananaessstansaesestanaeeessssaeeessnnnnns 10
TRAVEL EXPENSEREIMBURMENT ..ottt eemme e e e e et e e e et e e e e et s e e e ast e eaeeaesaaeeeeesaaeeeeessanaeeeens 11
APPROVAL FORTRAVEL .11t uiitittteeeettit e e e sttt e eeeeata e e e e e e aaae e e e s ettt aee s e st eeeeetan s eesestan e eaeesasseeessasnsaessssnsaeesstaaeeesnnnnss 1.1
TRAVEL OBJIECTIVES. ... e etietiteettt et e et e e et e e et e e et e e e e et e e et e e st e e s et e eaaes st e e e aaesaannaessaneesneeaanessanseetnaesnnseesnnaesnnns 11
KISD TRAVEL SUPPORT. ... ittt ettt ee e et e et e e e et e e e eaeee et e e et e e et e et e e et e eaa s saneeennaaesanessanastaeeeanessnneeetnaarennnns 1.1
GUIDELINESFORPAYING FORTRAVEL.....cc ittt ettt e e e et e e e et e e e et e e e e e eaeta e e e eeaananns 12
L 27\ =1 USSP 12
HOTEL/IM OTEL EXPENSES. ... eeeittit e ettt e e e ettt e e e ettt eeeeeeat e e e e e ettt e e e e e tat e e e e e s st e eessas e aaesestanaeesesan s eesssaanaeessssnnaeeeesrans 12
AADVANGCES .. ettt e ettt e et ee et e et ettt e e e eet e e eat e et eeetteeeaneetaaeeetaeettaaeeeataeestaeetaneettaaeeetaeetaeeetaeetniaaennneeanaarrans 13
(D11 YT BV = T I T 13
I TN I T NS = =T = RSP 13
TRAVEL WITH STUDENT S, .. ttttuuetttttutteetettunaeesestanaessstanaeaeesestaneesestaneeeestanaetaetanaeteetanaaseesestieesestnieesestniaererrinnaerrens 13
HEALTH, DENTAL AND LIFE INSURANC E ...ttt s e e e e e e e e s e e e s et e e e e s et e e aeeestan e eeeenans 14
SUPPLEMENTAL INSURANCE BENEFITS. .. tttttuuetttttteeeesttteeeessstaaeessrannsaeessannaaeesssneeeestnreeessseeeernnaeerrreerer 14
CAFETERIA PLAN BENEFITS(SECTION 125) ...ttt ettt oottt ettt e e e e e e e e e e eaeansbnbbnsbseeeeeeaeeas 14
WORKERS COMPENSATION INSURANCE . .....uttttetiteettt e eeet e eett e es b e e eata e e et e e et aeatn s eaaeestaaeeansaessnessaaaeesnaessnessnnaersnns 15
UNEMPLOYMENT COMPENSATION INSURANCE .....cuuiitueiiteeit et e ettt e ett e e s taeeeeta e e st e st eeetn e eaanesstnaestneessnnaaeetnaasennns 15
LEAVES AND ABSENSES ...ttt e e s et e et ettt e e e ettt e e e e et e e e e e basa e e e s ae b e e s ee b e eseeban e eeeeransnnss 15.
STATE PERSONAL LEAVE ... ettt ittt e et e ettt e et e et e e et e e e eaeae st e e e et e e et ee et e e et e esan e st e sennassans e st eesnsessnnsestnaeetnaersnneennn 16

STATE SICK LEAVE (DAYS ACCRUED BEFOREMAY 30,1995) .....uiiiiiiiiiiiiiiiaeiaeee e memmmreeeeeeeeeee e e e e e e e e e e s e s snennnnnnnnnnn e L



USE OFPARTIAL DAY SICK LEAVE ....uu ittt i e et e e et e e et e e et ettt e e e e et e e e e e s at e e e e e e st e e e e s saa e aeenastan s eesestanseesestnnaeaees 19
ABSENTFROM DUTY REPORTIORM ... iiiitiiieiiiitie e e e sttt e e e ettt e e e et taae e e e e e et e e e e e aate e e e e aat s e e e sstan e e e eeeansa e eeesssneeeessnnnaaaes 19
COMPENSATION FOR ACCUMULATED LOCAL LEAVE. .....ut ittt eeii et e et e e e e e e e e e e e et e et e e et e e e e e et e e et e e et e staaeeennnss 19
TEMPORARY DISABILITY .. ittiiit ettt e et e et te e et ee et e e et aee e et e e eat e et e e st eeeaa e s saneesta e e ssnnaesanneesta e saanessaneeetneaesnneesnnaansnns 0.2
FAMILY AND IMEDICAL LEAVE .. .ottt eei et e et e e ettt e et e e e e e e e ettt e e et e e et e e e ta e s et e e e annn e san e ssanesstaaeeetneeennneeeen 20
WORKERS COMPENSATION BENEFITS ... ituiiitiieiiteeite ettt ee et e et eeeeaeee e aa e et eeeaa e s et e st eeeta e sannsesnnaesetnaeesnnesennaeesnnns 21
A S S AULT LEAVE ...ttt eeeit et e ettt e et e et e e et e et e ee e e et e e et e e e ta e e et ee ettt e e saaes st e esanaeeasnessaneeeanessanestaeestaaeesnaeessaaaannnanaes 21
(0] o T 1 USSR 21
OTHER COURT APPEARANCES. ... .. tttttttiettittieeeeettttaeesesttt e eeesaatanaeeestan e eeeetan e eeeetaa e eestaaaaseerestanaeesstanaeesetanaeerersnaes 22
IMHILITARY LEAVE .. .itittiieeeittie e e eete e e e et e e e e e e ta e e aae e e et e e e e e et s e e e e et eeeeetan e e e e e banaaeseesssaa s eeesssanaeeessaan s eeeessaneeesrnnnnnnnns 22
COMPLAINTS AND GRIEVANCES .......cuiiiitiiiieteine ettt ettt et eeennsse s eese e e 22
EMPLOYEE CONDUCT AND WELFARE. ... ..ottt e e et eneee e eas 22
STANDARDS OF CONDUCT ... etttttuteetttttseeesettaeesatta s eeseeaaaaeaessaaaeessasaaaessasaaeeesstaneeesasanasaeeestanaeereranaeeeertnaeeesrrnnaes 22
CODE OFETHICS AND STANDARD PRACTICES FORTEXAS EDUCATORS ... ccituiiieiiiiitieeeeetiieeeeestiie e e e s saaaeeeeesetanseeeessanaeeaens 23
H AR AS SIMENT ...ttt e ettt e ettt e e e et e e e e et eeeeee e ettt e e e e e taa e e e e e taa e e e eesaa e e e et ana e aeeeestan s eeesasan e eesasan e eesassn s eessnnnnnnaeeeernns 25
SEXUAL HARASSIMENT ..t eettttieeeettiseeessta s eessstaaeesseesaaa s easesaa s eaessaaaaaaessasaaaessssaaeesnsssnaesessanaeeessanaeeessannaeeessnsnnns 25
DRUG-ABUSE PREVENTION. ...ttt ttttetiteettt e eetteeetaee et e e s e taaeeeta e e st e e et s st aee st eesanessanaee s aesana s saneessnsessnnsestnnesetnaessnneeeen 26
DIETARY SUPPLEMENT S ¢ tttttttt ettt e ettt e et e e et ee et e e eaaaee st e e e ta e e eta e s aanee b e sesa e saansesaaesasnessnnasssnaessnsaesnnessnneansnnns 21.
REPORTING SUSPECTED CHILD ABUSE. .....uucituuiiti ettt ettt e et e ettt e e e s eae st e e e ta e e et e s st e e e taeeaan e ssan s senaasssnssssnaesstnaaesnnaees 27
ASSOCIATIONS AND POLITICAL ACTIVITIES ..t u ittt ettt ettt ee et e et e et e e e et e e e eaae e e et e e st e e et e sanesetaesatesasnasennaaassnesennaessan 27
SAF E T Y ittt et oot e et oot oo eeeeaeeeeiaeetaeeetieesstaeestaeeesteeestsseesaneeestteeesttieetteetttteettnetaaeettaeeannaaettaaeetaaaertaas 28
B K] =7 Yo 0T 1 U 1] = PP 28
EMPLOYEE ARRESTS AND CONVICTIONS. ...eetuuuetitttieeetettteeesettaaeessstuaaeaesssssasaeesestaaaesastanaaessstaneessrenneaeeessnsaeeessnnnnss 28
POSSESSION OF FIREARMS AND WEAPONS. .....euuutiettittteeestttieeesettaeeessesnnaeeessssaeessstaaaessssaeessssaesessnnnnsaeersrnaaeeenes 29
VISITORS IN THE WORKPLACE . ...ttt eetttttieeetsttaaeesettaaeessstaseaaassssaaaeessataaeessssaaaessataaeesssannnaaesestanaeesstnnaeeesrsnaeeresnnns 29
COPYRIGHTED MATERIALS ...ttt teetttteteeteate e e e eeate s e e e e st seaaeaesaaaseessaaaseeessaa s aeeessaanaeeesss s aaesessanaesessanaessstanaesessanaeeens 29
COMPUTER USE AND DATA MANAGEMENT. ... ttttttteeetttteeeeesteeesestanaeessssanaaaseessstanaessstanaessstanseeesstanseeeesnnansaeeesrannaaeeees 29
GIFTS AND FAVORS. ... ctuitit ettt ee ettt e et e e et e et e e e e teeeeeta e st e e et e e et e et e e st e eaaes s s aeessseesanessanaestasessnnsastneeetneessnnnarnen 30
ASBESTOS MANAGEMENT PLAN .. .ettuiiittiitieett e e st ee et e e eat e e st eeeetaeeateesaaes st eeeaaessanastaasssanaassanestaasstneessnaeestaeannnsaes 30
PEST CONTROL TREATMENT. ...ttt ititt ettt ee it e et e e ete e et t e e e aaaeeeaaaeeeteesaaessaa e s st eesaa e s sanestanaaeeansessanestnasssnsessnnsestnaaennns 30
GENERAL PROCEDURES ...ttt e e e et e e et e et e e et e s e s e ann s et e ea e an et eenennss 30
(O8N o1 = = 7Y N = PPN 30
BAD WEATHER CLOSING. ... tttttuueettttieeetttttaeeeesestsaeesaeaasaeseessa e eeestasaeaessataaeessstaneeesasasasaeesssansaeeesssanaseessssnseesessnnnss 1.3
EMERGENCIES ...ttt eetiitt e ettt e e ettt e e et et e e e e e e ettt e e e e e taaeeeeeetaa e e eeetaa e e e et aaa i aeeeestanaeesesan e eesasan e eesasan e eessnnnnaaeeeernnn 31
PURCHASING PROCEDURES. ... ..iitutiiitiettt ettt e et e e et ee et aaa e et e e et e e et e e st e e e st eeeaaessan e et e e sata s saneestnesanneetnnaeetnaessnneeeen 31
NAME AND ADDRESS CHANGES. ... .. iituuiiitteiti et etee ettt e et e e et aaaeeat e st ee st aeeaa e e aaaaeetaeeetaessnnaaeeansaesanassanaestnaasetneessnaneeen 31
PERSONNEL RECORDS. ... cittuieitieetieette e et e ettt e e et eeeeeat e e et ee et e e e st e e et essaneeetaessanaaeeanaeesanessanestaesatnesesnaesssaaennnans 32
BUILDING USE. ... itiiiiii e ettt e e ettt e e e et e ettt e et e et ee et e e et e s eaeaeeta e eeta e s saneeet e eataeeetaasssneesnnnaaeesnneesen 32
RESIGNATIONS. ... et ettt e et et et e et e et ettt e et e e et e e et ee et e e e et e e e e e estneesanaaaesta e s aaaeeeanessanaeetaaesansstnnassnnnaeesnnnanen 32
DISMISSAL OR NONRENEWAL OF CONTRACT EMPLOYEES ... cttvttteeeiettteeeeetttaeeeesstteseeesesattaeeesstnaeesssstaaaeessstaeeesessnnnns 3.3
DISMISSAL OF NONCONTRACT EMPLOYEES. . ...utuuteettttiieetettiteessettaeessstunsaeaeessstnaeessstaaeessstaaaeestrtaeesrnsnnasaesesssnaaeeens 33
EXIT INTERVIEWS AND PROCEDURES. .....uuuuiittittteeettttieeeestteeesestsiaeaeessstanaessstaneesestanaetestanaessstanaeseessssnaeessstnaessenes 33
REPORTS TO THESTATE BOARD FOREDUCATOR CERTIFICATION ...iituuuieeiitieeeesttteeeessstaseessssnaeeserssnnasessssnnaeessssnnaeeesenes 34
ST UDENT IS SUES ... it et e et e e b e ea e ba s teansmt s ebsea st aa s easea s saas et araaens 34
EQUAL EDUCATIONAL OPPORTUNITIES. ... tttuettteettt ettt ee et e eeeteestt e s eaaaaesat e e e s e e st aeeaaessanaastanaeetnsssennaaestneestneestnaeeennns 34
STUDENT RECORDS. ... etuetitueettt ettt e ettt e e et e ettt ee st aeeeta et s aesta e s et e et aestaeaeansssaaaaesssseeesnsessanaestnsassnnsastnaesetneessnnnarnen 34
PARENT AND STUDENT COMPLAINTS .11ttt tettttteeeettttaseesastasesesstnteeeeasesaseesertnaerestanaeterteesestaeseessnnaaerssnnaneeersnnnns 35
ADMINISTERING MEDICATION TO STUDENTS. 1.1 ettttttueeeetttteeeeetttaeeresensaeesseannaaeesestaaeesestaeesarteesartteesernnneaeersns 35
DIETARY SUPPLEMENTS .. tttttutetttttiteesstttteessttuteessttuaaaeseetan e etestan e eeeetaaaeeestanaaeestasanteesestanaesestantaesestnnseeeesrnnaees 35
P SY CHOTROPIC DRUGS ... eieitteeeeetti e e e e ettt e e e e ettt e e e e e eatta e e e ee et e e e e e taaaeeestaaaeeessasaeaaessstanaeeestanaeseetansaeeeesnnnneeeernnn 35
STUDENT DISCIPLINE .. tttttutteetetti e eesetteeesesta e eeseeta i aaaaeessstaeesassanaeesessanseasastaneessssannaaessssasaeesssnneesessnneeesssnnseeeernnnn 36
STUDENT ATTENDANCE ...ttt eetttti e etett e e eseeti s eeesetaa s eeeeeestanaeeeetaaaeeeetanaeaessanaaeessss e aaessstanaesestansaesestnnsaeeentnnsaeeenes 36
HAZING ...ttt et et et e et e et e ettt e et e et e e et e eeataeetaeeetneetaneeetaeeeetaeeetaeettaaeentaeranaeeraaaerans 36



INTRODUCTION

The purpose of this handbook is to provide infororathat will help with questions and
pave the way for a successful yeaNot all district policies and procedures are
included” Those that are have been summarized. Suggestmmsadditions and
improvements to this handbook are welcome and neagdmt to Becky Moss, Human
Resources Specialist.

This handbook is neither a contract nor a substitmt the official district policy manual.

It is not intended to alter the at-will status ofigoyees in any way. Rather, it is a guide
to and a brief explanation of district policiessDict policies and procedures can change
at any time; these changes shall supersede anybb@kdprovisions that are not
compatible with the change. For more informatiompkyees may refer to the policy
codes that are associated with handbook topicdecenth their supervisor, or call the
appropriate district office. A hard copy of the iegl manual is located at the
Administration Building and is available for empé®y review during normal working
hours.



Description of the district

Kilgore Independent School District is located ab® miles east of Tyler, 115 miles east of Dallés,
miles west of Shreveport, LA and approximately 1®des northeast of Houston. Kilgore ISD
encompasses 107 square miles in Northwestern GmeddNorth Central Rusk County with a student
enrollment of approximately 3700. The district nposed of seven (7) campuses consisting of Kilgore
Heights (Pre-K, K), Chandler (grades 1-3), Kilgdntermediate (grades 4-5), Maude Laird Middle
School (grades 6-8), and Kilgore High School (gsa@€ 2).

Mission statement
Policy AE

Kilgore ISD is a community committed to doiMyHATEVER IT TAKES in helping all students
reach a high level of academic achievement as rdated by state and national standards with the
ability to creatively think, lead, collaborate, comnicate and thrive in our local and a global stycie
We commit to a comprehensive system of supportssurg this outcome. We believe our mission
includes the education and preparation of our stisdéor lifelong academic as well as workforce
opportunities with an uncompromising commitmenatoigher level of excellence.

Board of trustees
Policies BA, BAA, BBA, BBB, BBE, BBF, BE, BEC, BED

Texas law grants the board of trustees the powgovern and oversee the management of the district’
schools. The board is the policy-making body witthe district and has overall responsibility foe th
curriculum, school taxes, annual budget, employrnoéite superintendent and other professional,staff
facilities, and expansions. The board has comg@atk final control over school matters within limits
established by state and federal law and regukation

Trustees serve without compensation, must be srgidtvoters, and must reside in the district.
Current Board members:

President, Terry George
Vice-President, Guy Hargrave
Secretary, Mark Dickey
Member, Dereck Borders
Member, Bryan Cole
Member, Janet Marley

Member, Dale Sistrunk



Trustees usually meet in the Board Room locatedeaAdministration Building. In the event that larg
attendance is anticipated, the board may meet altamate site as posted. Special meetings may be
called when necessary. A written notice of regalad special meetings will be posted near the front
door of the Administration Building at least 72 n@ulefore the scheduled meeting time. The written
notice will show the date, time, place, and sulsj@fteach meeting. In emergencies, a meeting may be
held with a two-hour notice.

All meetings are open to the public. Under certarnoumstances, Texas law permits the board to o in
a closed session. Closed session may occur forthudds as discussing prospective gifts or donation
real-property acquisition, certain personnel mattecluding employee complaints, security matters,
student discipline, or to consult with attorneygaring pending litigation.

Board meeting schedule for 2009-2010

Regular meetings of the Board shall be held orfabheh Monday of each month at 6:00 p.m. Should it
become necessary to change the date or time ofdaremeeting, the notice for that meeting shall
reflect the changed date or time. All board meetintices are posted in the bulletin board locakeal n
the main entrance of the Administration buildingppto each meeting.

Administration

JOAY ClEMEBNES . ..ot e e e e e e e e e Superimgent
Dennis WilllamsS. ... e Deputy Supatendent
Revard Pfeffer ... Assistant Superintendent of Finance
Bobby Wheeley..............c.coiiiini Assistant Superintemdef Administrative Services
Y= U = T Director of Tahnology
WA A =] Y = L (o 1T S Curriculum Director
Elizabeth JOAry.......cooo e Curriculum Director
Jerome TOWNS.....c.oi ittt it i e e e e e e e DiFECEOY Of 8gal Projects
IMIKE BIOWN.... ettt e e e e e e e e e e Maintenance Director
S Lo =0 o o] o 1= P PUPURS Transportation Director
N\ [o] 11 4 T= WA= T o - £- DT PR Food S&e Director
Elizabeth Allen.............cooiiiiii i eee e e PUIChasing Director
Nancy RODErtS.........cccoviiiiiiiiiii i i ee e e AL ACadem@oordinator
Frank Baggett............cccoo i iiiiiiiieiiiive i eeieeie e ee e . VOC. ACademic Coordinator
JOY SWETNAM. .. . e e e e ESL Coorditor
Dena Alexander.............c..ccceiiiiiiiiciicieee e ee oo JAccounting Progra@oordinator



Helpful contacts

From time to time, employees have questions or emsc If those questions or concerns cannot be
answered by supervisors or at the campus or depattlavel, the employee is encouraged to contact
Dennis Williams, Deputy Superintendent at 903-998¢8

School directory

Central Administration.................. 903-988-3900....ccmeerrneeenr e 301 N. Kilgore Street
High School..... ........cccccc 903-988-3901................ .711 N. Longview Street
Middle School..........cccccuveeini i, 903-988-290......ccevriiiieeieiiiieee 2500 Shasta Way
Kilgore Intermediate................... 903-988-3903.........comu- -.......2300 Whippoorwill
Chandler Elementary. ................... 903-988-3904.....................2500 Chandler Street
Kilgore Heights Elementary.......... 903-988-3905.....cccceeeeriereeeeen, 701 Houston Street
Elder Coop. Alternative School...903-984-0021............cccceevvvveeeeiiivienceenem e Hwy 31
Food Services.............ovveeer.......903-988-3900.......covvvveeeennn. 301 N. Kilgore Street
Maintenance/Transportation.......... 903-988-3907.....ccu-............ 711 N. Longview Street

EMPLOYMENT

Equal employment opportunity

Policy DAA

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

Employees with questions or concerns about disodation on the bases of race, color, religion, sex,
national origin, age or employees with questionsa@mncerns about discrimination on the bases of a
disability should contact Jody D. Clements, Sugerident.

Job vacancy announcements
Policy DC

To the extent possible, announcements of job vaearty position and location are distributed on a
regular basis and posted at the central adminmtrdiuilding, on campuses, Region VII Website,
Chamber of Commerce, College Campuses, and KISDsit¢eb

A vacancy in an existing position of employmenthwihe District occurs when (1) an employee
assigned to that position is reassigned or leavedistrict’'s employment for any reason and (2) the
Superintendent does not eliminate that positioreassign existing District personnel to the positio



Contract and Non-contract employment
Policies DC, DCA, DCB, DCC, DCD, DCE

State law requires the district to employ all fiithe professional employees in positions requiring
certificate from State Board of Educator Certifioat(SBEC) and nurses under probationary, term, or
continuing contracts. All non-contract employees employed on an at-will basis. The paragraphs that
follow provide a general description of the empl&rharrangements used by the district.

Probationary contracts. Nurses and full-time professional employees nethéodistrict and employed

in positions requiring SBEC certification must rieeeprobationary contracts during their first yedr
employment if they have not been previously empddyg the district. Former employees who are hired
after at least a two-year lapse in district emplegimalso may be employed by probationary contract
(HB 558, SB 1394). The probationary period forsevho have been employed in public schools for at
least five of the eight years preceding employnéttt the district may not exceed one school year. F
those with less experience, the probationary penididbe three school years, with an optional fburt
school year if the district has doubts about wheghierm or continuing contract should be given.

Term and continuing contracts. After serving on a probationary contract, the bolaag chosen to
employ by term contracts, as authorized by Educafiode 21.002 and 21.201, the following categories
of full-time certified professional employees: @&t central office and campus administrators,
teachers, counselors, librarians, full-time nursed technology personnel. The terms and condiwdns
employment are detailed in the contract and empémrpolicies. All employees will receive a copy of
their contract and employment policies.

Paraprofessional and auxiliary employeesAll paraprofessional and auxiliary employees, rdtgss
of certification, are employed at-will and not byntract. Employment is not for any specified temad a
may be terminated at any time by either the em@ayethe district.

Searches and alcohol and drug testing
Policy DHE

Non-investigatory searches in the workplace, incigcaccessing an employee’s desk, file cabinets, or
work area to obtain information needed for usudaitess purposes may occur when an employee is
unavailable. Therefore, employees are hereby edtithat they have no legitimate expectation of
privacy in those places. In addition, the distrieserves the right to conduct searches when tisere i
reasonable cause to believe a search will uncoxrderece of work-related misconduct. The districtyma
search the employee, the employee’s personal iteork areas, lockers, and private vehicles parked o
district premises or worksites or used in distoigsiness.

Employees requiring a commercial driver’'s license.Any employee who is required to have a
commercial driver’s license (CDL) is subject to glrand alcohol testing. This includes all driversowh
operate a motor vehicle designed to transport 1&ane people, counting the driver; drivers of large
vehicles; or drivers of vehicles used in the tramsgiion of hazardous materials. Teachers, coadres,



other employees who primarily perform duties ottiean driving are subject to testing requirements
when their duties include driving.

Drug testing will be conducted before an individaasumes driving responsibilities. Alcohol and drug

tests will be conducted when reasonable suspici@isg at random, when an employee returns to duty
after engaging in prohibited conduct, and as a¥ollp measure. Testing may be conducted following
accidents. Return-to-duty and follow-up testinglwe& conducted when an employee who has violated
the prohibited alcohol conduct standards or tegtaitive for alcohol or drugs returns to duty.

All employees requiring a CDL who are subject toolbl and drug testing will receive a copy of the
district’s policy, the testing requirements, andagled information on alcohol and drug abuse ared th
availability of assistance programs. Employees witlestions or concerns relating to alcohol and drug
policies and related educational material shoulttaxct Joe Hooper, Transportation Director at 903-98
3907.

First aid and CPR certification
Policy DBA

Head marching band directors, head coaches or sp@mfisors of an extracurricular athletic activity
(including cheerleading) that is sponsored or sanetl by the district or University Interscholastic
League (UIL) must maintain and submit to the di$tproof of current certification in first aid and
cardiopulmonary resuscitation (CPR). CPR trainmgeiquired of these individuals at the beginning of
each school year as part of their in-service trgnCertification must be issued by the Americanl Re
Cross, the American Heart Association, or anothigamization that provides equivalent training and
certification.

Reassignments and transfers
Policy DK

All personnel are subject to assignment and reasggt by the superintendent or designee when the
superintendent determines that the assignmentassignment is in the best interest of the district.
Reassignment is a transfer to another positionardeent, or facility that does not necessitate angle

in the employment contract. Campus reassignmeunst be approved by the principal at the receiving
campus except when reassignments are due to esrdllmhifts or program changes. When
reassignments are due to enrollment shifts or pragchanges, the superintendent has final placement
authority. Extracurricular or supplemental dutyigesients may be reassigned at any time. Employees
who object to a reassignment may follow the disfrocess for employee complaints as outlinedim th
handbook and district policy DGBA (Local).

Employees with the required qualifications for aifjion may request a transfer to another campus or
department. A written request for transfer mustcbenpleted and signed by the employee and the
employee’s supervisor. Each principal has a redoestansfer form in his or her office.



Workload and work schedules
Policy DL

Professional employeesProfessional and administrative employees are pkénom overtime pay and
are employed on a 10, 10 %, 11, 11 %, or 12-moasiisbaccording to the work schedules set by the
district. A school calendar is adopted each yeaigating the work schedule for teachers and all
school holidays. Notice of work schedules includneguired days of service and scheduled holidays
will be distributed each school year.

Planning and Preparation:

Each classroom teacher is entitled to at leastdiBOtes within each two-week period for instructibn
preparation including parent teacher conferenceduating students’ homework, and planning. A
planning and preparation period may not be less #%aminutes within the instructional day. During
that time, a teacher may not be required to padtei in any other activitfducationCode 21.404

Duty-Free Lunch

Each classroom teacher or full-time librarian iitead to at least a 30-minute lunch period fresrirall
duties and responsibilities connected with therutston and supervision of studenEslucation

Code 21.405

Exception
If necessary because of a personnel shortagenexteonomic conditions, or unavoidable or
unforeseen circumstances, and in accordance witimissioner rules, the District may require a
classroom teacher or librarian to supervise stideuting lunch no more than one day in any school
week.Education Code 21.405
In determining whether an exceptional circumstasasts, the District shall use the following
guidelines:
1. A personnel shortage exists when, despite redgd®efforts to use non-teaching personnel or
the assistance of community volunteers to supestisgents during lunch, no other personnel
are available.
2. Extreme economic conditions exist when the peege of a local tax increase, including the
cost of implementing duty-free lunch requiremenisuld place the District in jeopardy of a
potential roll-back election.
3. Unavoidable or unforeseen circumstances exisnwhecause of illness, epidemic, or natural
or man-made disaster, the District is unable td findividuals to supervise students during
lunch.19 TAC 153.1001

Paraprofessional and auxiliary employeesSupport employees are employed at will and will be
notified of the required duty days, holidays, armiis of work for their position on an annual basis.
Paraprofessional and auxiliary employees are net@x from overtime and are not authorized to work
in excess of their assigned schedule without @jpmroval from their supervisor.

Notification of parents regarding qualifications
Policy DK, EHBD

In schools receiving Title | funds, the districtalso required by the No Child Left Behind Act (NB)L
to notify parents at the beginning of each schadrythat they may request information regarding
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professional qualifications of their child’s teacheNCLB also requires that parents be notifiethdir
child has been assigned or taught for four or nomrgsecutive weeks by a teacher who is not highly
gualified.

Texas law requires that parents be notified ifrtbhild is assigned for more than 30 consecutiyes da

a teacher who does not hold an appropriate teadt@rtgficate. This notice is not required if pam@nt
notification under NCLB is sent. Inappropriatelgritfied or uncertified teachers include individsal
serving with an emergency permit (including indivéds waiting to take the EXCET/TEXES exam) or
individuals who do not hold any certificate or pérrio later than the 30th instructional day aftiee
date of assignment the superintendent or desiginiksend a written notice to parents. The distsicall
retain a copy of the notice and make informatidatireg to teacher certification available to thebji

on request.

Employees who have questions about their certifinastatus can call Dennis Williams, Deputy
Superintendent at 903-988-3900.

Performance evaluation
Policy DN, DNA, DNB

Evaluation of an employee’s job performance is atiooous process that focuses on improvement.
Performance evaluation is based on an employesigreesi job duties and other job-related criterith. A
employees will participate in the evaluation pracesth their assigned supervisor at least annually.
Written evaluations will be completed on forms ap@d by the district. Reports, correspondence, and
memoranda also can be used to document performiafoceation. All employees will receive a copy
of their written evaluation, have a performancefemence with their supervisor, and get the oppatyun

to respond to the evaluation.

Employees may present complaints regarding theuatiah appraisal process in accordance with the
District’'s complaint policy for employees. [See DR@Eegal) and (local)]

Employee involvement
Policy BQA, BQB

At both the campus and district levels, Kilgore I8fers opportunities for involvement in matteratth
affect employees. As part of the district’s plargnand decision-making process, employees may either
be asked or elected to serve on district- or cangwed advisory committees. Plans and detailed
information about the shared decision-making pre@e available in each campus office or from the
policy manual.

Staff development
Policy DMA

Staff development activities are organized to nibet needs of employees and the district. Staff

development for instructional personnel is predantty campus-based, related to achieving campus
performance objectives, and addressed in the canmmppsovement plan, which is approved by a
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campus-level advisory committee. Staff developnfi@nhon-instructional personnel is designed to meet
specific licensing requirements (e.g., bus drivarg) continued employee skill development.

Individuals holding renewable SBEC certificates r@gponsible for obtaining the required training
hours and maintaining appropriate documentatiomofksheet is provided under thppendixsection
of this handbook.

COMPENSATION AND BENEFITS

Salaries, wages, and stipends
Policy DEA

Employees are paid in accordance with adminisgaguidelines and a pay structure established for
each position. The district's pay plans are reviwg the administration each year and adjusted as
needed. All district positions are classified asrapt or nonexempt according to federal law.

Professional and administrative employees are gépeclassified as exempt and are paid monthly

salaries. They are not entitled to overtime comaeois. Other employees are generally classified as
nonexempt and are paid based on hourly wages orde compensatory time for each overtime hour

worked. (Se@®vertime page 11)

Salary and wage schedules are reviewed on an abasa& and adjusted according to the budgeted
amounts approved by the board. All employees witbive written notice of their pay by the™@ay of
September. Classroom teachers, full-time libratidnlé-time nurses, and full-time counselors wik b
paid no less than the minimum state salary sche@astract employees who perform extracurricular or
supplemental duties may be paid a stipend in amiditd their salary according to the district’'s axtr
duty pay schedule.

Employees should contact Jody D. Clements, Sugsment for more information concerning their own
pay.

Paychecks

All employees are paid monthly. During the schoeblry paychecks are delivered to each campus.
Paychecks will not be released to any person athesn the district employee named on the check
without the employee’s written authorization. Dgrisummer breaks, paychecks will be mailed to the
employee’s current address on file with the HumasdRirces office.

An employee’s payroll statement contains detailetbrmation including deductions, withholding
information, and the amount of leave accumulateycRecks are distributed on the"26f each month.
If the 26" falls on a Saturday or Sunday, payday will beptexeding Friday. If the &bfalls during a
school break, payday will be the last day schooi session prior to the holiday.

Automatic Payroll Deposit

The district offers employees automatic payrollasp Contact the Payroll Office for more infornaati
about the automatic payroll deposit service at Y3&B-3900. Direct deposit forms are available loa t
district web-site at www.kisd.org.



Payroll deductions
Policy CFEA

Automatic payroll deductions for the Texas TeadRetirement System (TRS) and federal income tax
are required for all full-time employees. Medicasg deductions are also required for all employees
hired after March 31, 1986. Temporary and part-tismployees who are not eligible for TRS
membership must have their Social Security contibims deducted. All employees, working on a less-
than-12 month basis, excluding substitutes wilph&l on an annualized basis.

Other payroll deductions employees may elect ttude are: deductions for the employee’s share of
premiums for health, dental, life, and disabilingurance; annuities; higher education savings @lad;
savings deposits and loan payments through EastsTerofessional Credit Union. Employees also may
request payroll deduction for payment of memberships to professional organizations and United
Way Fund. Salary deductions are automatically nfadenauthorized or excess personal leave or sick
leave. Employees may request additional voluntafsrg deductions or change the amount(s) of those
deductions in accordance with administrative pracesl Employees wishing to make changes to their
voluntary payroll deductiongnust notify the payroll department by the last day bk tmonth.
Employees wishing to make changes with their instgacoverage including, but not limited to, Health,
Dental, and/or any supplemental policresist also contact the Human Resources Department by the
end of the month to make the necessary changestieéfehe 1' day of the following month.. Any
notification received after the last day of the nmowill not be considered until the following month
(This deadline is strictly enforced by our insurawarriers).

As an employee of a public school district you eligible to participate in section 403(b) of theeimal
Revenue code allowing pre-tax savings. Please hseatl that the District uses a Third Party
Administrator (TPA) to process 403(b) contributiciosensure compliance with all state and federal
guidelines. The district will no longer accept, gees transactions or authorize deduction changes
without approval from the Third Party Administratdieacher (TPA) Retirement System of Texas rules
and regulations still apply.

Overtime Compensation
Policy DEA

The district compensates overtime for nonexemptleyegs in accordance with federal wage and hour
laws. All employees are classified as exempt oremempt for purposes of overtime compensation.
Professional and administrative employees aregitééi for overtime compensation. Only nonexempt
employees (hourly employees and paraprofessionplog®es) are entitled to overtime compensation.
Nonexempt employees are not authorized to work meybeir normal work schedule without advance
approval from their supervisor. Compensatory titmeusd be of beneficial nature to the District, nt
accumulated at the convenience of the employee.

Overtime is legally defined as all hours workeeaxtess of 40 hours weekly and is not measuredey th
day or by the employee’s regular work schedule. lByges who must work beyond their normal
schedule but less than 40 hours per week will Imepamsated in straight-time pay or equivalent tiriie o
in the same workweek. Employees must work more #@notal hours in a week to earn overtime
compensation. For the purpose of calculating owertia workweek begins at 12:00 a.m. Sunday and
ends at 11:59 Saturday.
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Employees may be compensated for overtime at timleaahalf rate with compensatory time off (comp
time) or direct pay. The following applies to atimexempt employees:

Employees can accumulate up to 22.5 hours of cosgpery time in addition to hours
required to cover the remaining equivalency timégir current duty year.

Compensatory time must be used prior to any otyye of leave after the paraprofessional
has banked enough time to cover their remainingvatgncy days in the current duty year.
Emergency situations in which compensatory canretubed must be approved by the
superintendent and can result in paraprofessiagiaptpaid for their excess time.
Compensatory time must be used in the duty yeaittlsaearned.

Use of compensatory time may be at the employeedgiest or as determined by the
employee’s supervisor to protect the District’enetst.

Employee’s time will be tracked daily.

TRAVEL EXPENSE REIMBURMENT
Policy DEE

Approval for Travel

Employees wishing to attend functions on behalftled District must secure approval from their
immediate supervisor, the Assistant Superintendamd, Business Manager prior to making plans to
attend. This applies whether the function involegpenditure of money or is free. This approvasmu
be done using the District's “REQUEST TO ATTEND EDATIONAL MEETING” form, and must

be submitted at least two weeks prior to travehéve

Travel Objectives

Travel should serve to improve the instructionalgpams for students directly or indirectly as iates

to the employees daily job assignment. Adminietiatapproving such travel are responsible for

ensuring that the travel: a) fulfills the statedeative, b) is based upon stated program needuyality

of requested program, d) reasonableness of nunileaidang and frequency of attendance and e) that as
many people gain knowledge from attendance by ewgstinat lessons learned are communicated with

remainder of staff.

KISD Travel Support

Only in state travel will be considered for approwghout extenuating circumstances

Substitute workers will be hired as needed. (Renezntivo weeks notice helps with this
scheduling)

District employees can choose to use their own aadsbe reimbursed on a per diem basis, or
may reserve and use a District provided vehiclesdrvation of a district vehicle should be done
as soon as you know about the event, as vehiokebnaited in number. The District will pay
mileage for only one vehicle per four people attegad function.

Plane tickets will only be paid for in extenuatir@rcumstances. Without extenuating
circumstances, airplane travel will only be paidtoghe standard mileage that would have been
allowable to the same destination. All additioeapenditure will be borne by the employee,
including rental vehicle if applicable.
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The District expects two employees of the samea®nding a meeting to share a room. An
employee who chooses not to share a room will bpamsible for their own room expense. If
employees agree not to share a room, employeebeg@aid one-half each of the lowest cost
room.

Employees will be reimbursed for meals on a pemdbasis. This reimbursement is based on
the currently approved per diem schedule and tifndeparture from and return to District.
When a banquet is part of a conference and thajusdrexceeds District reimbursement rates,
the District will pay for the Conference meal iediof the standard amount for that particular
meal.

GUIDELINES FOR PAYING FOR TRAVEL

At least two weeks prior to traveling, employee iddocomplete “Request to Attend Educational
Meeting” form. Once approved by all necessary depents, a copy will be given to the business effic
when travel requires expenditures of any kind. sTarm should list all anticipated expenditures dra
considered reimbursable by the District.

Employees may upon appropriate approval pay foredlited expenditures by personal means and
request reimbursement upon their return. In sustaites the employees should maintain and submit
copies of receipts for all expenditures exceptni@als and mileage expenses which are paid based on
approved District Schedules. Employees shouldreegiiax exempt form prior to travel as the Distric
will not reimburse for state sales taxes.

Travel

Travel cards will only work for selected items, Buas hotel expenses and when traveling in a distric
owned vehicle, expenses associated with that vehitéms such as meals, etc will not charge toaine
these cards. It is important to realize that ptabeing given an employee travel card the em@oye
must sign off on a usage statement. This formest#tat improper usage will result in the District
withholding such usage from the employees payclifec&t corrected prior by other means. Business
Office personnel will determine which type of proement card employees need for their particular
travel.

Hotel/Motel Expenses

If employees do not wish to pay for expenses ugiagsonal means a District travel card may be
secured. This card will be good only for hotel exgitures. Employees that wish for the Districp&y

for hotel/motel expenses should come by the Busit#fice the day before departure to secure such
card. In order to secure such card, the employest read and sign a travel card usage form pritheo
travel. In such instances when the employee n#edBistrict to secure the reservation, the engxoy
should make all appropriate reservations and faiwhe reservation number, phone number, hotel
name, etc., to the business office using the agardorm for such, so the reservation can be coefirm
Warning: If plans change, verify that reservationshave been canceled, failure to do so could
result in employees pay being docked.The travel card and receipt for charges shouldeb&med to
the business office immediately upon return from titavel. Detailed receipts are required in aflesa
Business office personnel will determine which tgb@rocurement card an employee will need.
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Advances

Kilgore Independent School District employees db negeive travel advances for travel not involving
students. Advances for per diem meals when tiavelves students will be made upon completion of
proper paperwork. In such cases employees shoake sure that these requests are made at least two
weeks in advance to allow sufficient time to getethe requested check. Kilgore Independent School
District provides credit cards to employees foreh@xpenses when requested. District employees may
also use a provided credit card to cover automadiigenses when the employee is using a District
owned vehicle. The preferred method for all traxethted expenses is for the employee to pay for al
expenses by personal means and to be reimburst#teyistrict upon return. Travel expense reports
should be completed upon return to the Districivaich time the business office will give priority t
reimbursing employees for their expenses.

District Vehicles

District vehicles are provided based on Distriangportation needs, meaning that if we have teams o
groups traveling they will be given preference insincases. Following those mandatory needs, the
remaining vehicles will be distributed on a firsinee, first served basis, so it is very importamnt fo
employees to make reservations as soon as possiiten requesting a District vehicle, in addition t
calling the transportation department to resereevihicle please note such on the “Request to dtten
Educational Meeting” form. When it is noted that @mployee is using a District vehicle, a special
travel card will be given the employee that willoal for the charging of fuel and emergency vehicle
repairs. Just like noted in Hotel Expenses abthue,card should be secured from the businesseoffic
the day before the travel, and again, a travel caaje form must be read and signed before you are
allowed to leave with the card. If you are tranglion a same day departure and return trip, camds f
vehicle expenses will be distributed by the tramgtimn office when you pick up the vehicle keys.
Upon return from the travel in either case, thedsahould be returned immediately, and all receipts
charged to those cards submitted. Detail recsiptsild be secured in all cases.

Travel Expense Report

In all cases a travel expense report should be Eetpbupon return from travel. This form must be

completed within one week of travel completion. isTis true even when there is no additional money
due the employee. It is imperative that the emmaoged supervisor's make sure the form is completed
correctly, as correcting error to the form couldagiehe actual reimbursement.

Travel with Students
Employees will follow the same guidelines as abwite several additional requirements.

Students meals will be reimbursed for actual ordsem which ever is smaller.

Advances for meal money will be given when apprateri paperwork is completed,
approved and turned into the Business Office.

If students are given their per diem travel amouiné employee must get the students
signature as to such receipt.

If actual meals are charged, copies of detail pgsenust be submitted.

When travel requires overnight stay, same sex stadge required to stay four to a room.
Travel cards are available for covering these studepenses. Appropriate forms noted
above should be completed prior to travel.
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HEALTH, DENTAL AND LIFE INSURANCE
Policy CRD

Group health insurance coverage is provided throlBIS-ActiveCare, the statewide public school
health insurance program. The district’s contitiuto employee’s insurance premiums is determined
annually by the Board of Trustees. Employees ldkgifor health insurance coverage include the
following:

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

TRS retirees and employees who are not contribufliR§ members regularly scheduled to work less
than 10 hours per week are not eligible to parit@pn TRS-ActiveCare.

The insurance plan year is from September 1 thrdugjust 31. Current employees can make changes
in their insurance coverage during annual enrollneach August. All changes made during annual
enrollment will become effective September 1. Dethdescriptions of insurance coverage, employee
cost, and eligibility requirements are providedilicemployees under separate cover. Employeeddhou
contact the Human Resources Department for mooenation concerning all supplemental insurance.

Information may be obtained on the district's wébsat www.kisd.orgor by calling the Human
Resources Department at 903-988-3900.

Supplemental insurance benefits
Policy CRG

At their own expense, employees may enroll in seqmgintal insurance programs. Premiums for these
programs can be paid by payroll deduction. Emplsyséould contact the Human Resources
Department for more information concerning all deppental insurance. Notification of supplemental

insurance changes must be made to the Human ResdDepartment by the last day of the month for
the change to become effective tfieof the following month.

Cafeteria plan benefits (Section 125)

Employees may be eligible to participate in theeBaia Plan (Section 125) and, under IRS regulation
must either accept or reject this benefit. Thimmpdaables eligible employees to pay certain insagan
premiums on a pretax basis (i.e., disability, aeotdl death and dismemberment, cancer and dread
disease, dental and additional term life insuran&ehird-party administrator handles employee roki
made on these accounts. New employees must accegjeot this benefit during their first month of
employment. All employees must accept or rejecs thenefit on an annual basis and during the
specified time period.
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Workers’ compensation insurance
Policy CRE

The district, in accordance with state law, prosideorkers’ compensation benefits to employees who
suffer a work-related illness or are injured on jihie Benefits help pay for medical treatment araken

up for part of the income lost while recoveringe8ific benefits are prescribed by law dependinghen
circumstances of each case.

All work-related accidents or injuries should b@aded immediately to your supervisor. Employees
who are unable to work due to a work-related injwily be notified of their rights and responsiligis
under the Texas Labor Code.

Effective January 1, 2006, the Kilgore Independ&etiool District initiated a Safety Control Commgtte
dealing with all district accidents. Mandatory niegs will be held on an as-needed basis.

Unemployment compensation insurance
Policy CRF

Employees who have been laid off or terminated uphono fault of their own may be eligible for
unemployment compensation benefits under the Texmsnployment Compensation Act. Employees
are not eligible to collect unemployment benefitsing regularly scheduled breaks in the school pear
the summer months if they have employment contraicteasonable assurance of returning to service.
Employees with questions about unemployment benedtould contact the Human Resources
Department or the Texas Workforce Commission.

LEAVES AND ABSENSES
Policy DEC

The district offers employees paid and unpaid Isagk absence in times of personal need. This
handbook describes the basic types of leave almi&id restrictions on leaves of absence. Employees
who have personal needs that will require long ésaef absence should call the Human Resources
Department for counseling about leave options,inaation of benefits, and communicating with the
district.

Employees who take an unpaid leave of absence miaynoe their insurance benefits at their own
expense. Health care benefits for employees orelaathorized under the Family and Medical Leave
Act will be paid by the district as they were whibey were working. Otherwise, the district does not
make benefit contributions for employees who areomoactive payroll status.

Employees must follow district and department anpas procedures to report or request any leave of
absence and complete the appropriate leave retprest Any employee who is absent more than five
days because of a personal or family illness muistinst a medical certification from a qualified higal
care provider confirming the specific dates of tlheess, the reason for the illness, and in thee azs
personal illness—the employee’s fithess to retarwark.
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Personal and local leave is earned on an annuigl hasve is available for the employee’s use valit

not be paid for more workdays than have been aclaietlin prior years plus those earned during the
current year. If an employee leaves the distritbigethe end of the work year, the cost of any umeh
leave days taken shall be deducted from the emelsymal paycheck.

State Personal leave

State law entitles all employees to five days ofl personal leave per year. Personal leave is éaha
rate of two and a half workdays per semester ofleynpent, up to the statutory maximum of five
workdays annually. A day of earned personal leavequivalent to an assigned workday. There is no
limit on the accumulation of state personal leare] it can be transferred to other Texas schotias
and is generally transferable to education servergers.

Under authority of Education Code 22.003 and tsgmee the employee’s leave entitlement while
minimizing disruption to the instructional prograthe Board requires employees to differentiate
between uses of personal leave:

Nondiscretionary. Leave that is taken for personal or family illnemsiergency, or a death in the family
or active military leave is considered nondiscregiy leave. This type of leave allows very littlerm
advance planning and will be granted to employadébé same manner as state sick leave accumulated
prior to May 30, 1995.

For purposes of state sick leave accrued before Blayl995, and local leave, the term “immediate
family” shall include:
1. Spouse

2. Son or daughter, including a biological, adoptedfoster child, a son- or daughter-in-
law, a stepchild a legal ward, or a child for whtira employee standis loco parentis
3. Parent, stepparent, parent-in-law, or other indigldvho stand#n loco parentisto the
employee
4. Sibling, stepsibling, sibling-in-law.
5. Grandparent or grandchild.
6. Any person who may be residing in the employee'sskbold at the time of illness or
death.
For purposes of the Family Medical Leave Act, tieérdtion of “family” shall include only items 1,,2
and 3 on the above list, but shall exclude somlamghter-in-law and parent-in-law.

Discretionary. Leave that is taken at an employee’s discretiahthat can be scheduled in advance is
considered discretionary leave. An employee wishintgake discretionary personal leave must submit a
notice of the request five days in advance of thtecgated absence to his or her principal or super.
Discretionary personal leave will be granted oirs&t-tome, first-served basis and will be subjecthie
following limitations:

o Discretionary personal leave may not be taken forenthan five consecutive days.

o Discretionary leave shall not be taken for morentfiee days per year.
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o Discretionary leave may not be taken on the foltayvkey days: day before a school
holiday, day after a school holiday, day beforeradng period, day after a grading
period, days scheduled for state testing, or si&felopment or clerical days.

Use of discretionary leave shall be considered tgchmnless the principal or designee notifies the
employee to the contrary within 72 hours of receipthe request.

The effect of the employee’s absence on the edudtprogram or department operations, as well as
the availability of substitutes, will be considet@dthe principal or supervisor.

State Sick leave (days accrued before May 30, 1995)

Previously accumulated state sick leave is avaldbt use and may be transferred to other school
districts in Texas. State sick leave can be usdylianwhole work-day and half work-day increments
except when coordinated with family and medicalvéetaken on an intermittent or reduced-schedule
basis or when coordinated with workers’ compensatenefits.

If an employee uses more leave than he or shedrasd the cost of unearned leave will be deducted
from the employee’s next paycheck.

State sick leave may be used for the following@easonly:
* Employee illness
* lliness in the employee’s immediate family
* Family emergency
* Death in the immediate family
Active military service

The term “family emergency” shall be limited to wmatl disasters and life-threatening situations
involving the employee or a member of the employ@®mediate family.

Local leave
Policy DEC (Local)

All employees of the District who qualify shall lgeanted local leaves as follows, earned at the same
rate as state personal leave: (Accrual of stateopet leave caps at five workdays per year.) Ltazate
can be used only in whole work-day and half work-olerements except when coordinated with family
and medical leave taken on an intermittent or redtschedule basis or when coordinated with workers’
compensation benefits.
o Ten month employees — Five workdays of local leaith full pay and five workdays at partial
pay
o Eleven month employees — Five and one-half workaddyscal leave with full pay and five and
one-half workdays at partial leave.
o Twelve month employees — Six workdays of local éewith full pay and six workdays at partial

pay
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Professional employees that have depleted all lacdl state days will be able to use partial-pal sic
days at the rate set forth by the Board of Trustddbe beginning of each school year. The doaok rat
will be consistent with the substitute pay salaryexiule of a long-term certified teacher.

Nonprofessional employees accumulate the same leaak with the exception of partial days at the
same increments as professionblgn-professionals do not receive partial day locdéave

Annual accrual rate of state and local leave is dsllows:

Days Employed At 100% of the Day

0-17
18 -35
36 — 53

94 -71

72 -89

90 - 107
108 — 125
126 — 143
144 — 161
162 - 179
180 +

Accumulation of local leave chart:

Ten-Month Employees
Length of Service

Full Workdays

Days Earned
0.0

0.5
1.0
15
2.0
2.5
3.0
3.5
4.0
4.5
5.0

Partial Workdays

1-9 years
10-19 years
20-29 years
30 or more years

Eleven-Month Employees
Length of Service

20

20

20
20

Full Workdays

20
30
40
50

Partial Workdays

1-9 years
10-19 years
20-29 years
30 or more years

Twelve-Month Employees
Length of Service

22

22

22
22

Full Workdays

22
30
40
50

Partial Workdays

1-9 years
10-19 years
20-29 years
30 or more years

24

24

24
24

18

24
30
40
50



Use of Partial Day Sick Leave

Local partial days are a benefit that Kilgore ISDvpdes to its contracted employees. Days accumulat
at the same rate as local sick leave. Partial degygonly be used for reasons that sgité leave may
be used for and may not under any circumstancesée for personal days.

Use and Recording
For purposes of use and recording, available lsha# be used in the following order:
1. Local Leave.
2. State sick leave accumulated prior to the 1995-k2960l year.
3. State personal leave.
4. Local partial leave, if applicable.

All leave used shall be recorded in incrementsatff thays and whole days. Employees shall be charged
leave as used even if a substitute is not employed.

Any leave taken for which balances are insufficishall result in a deduction from the employee’s
paycheck commensurate with the amount of leaventakiee absent from duty report, once turned
into the business office, will not be changed.

Absent From Duty Report Form

All employees must submit an absent from duty refiym to their campus principal on the day they
return to work following an absence. An absent frdaty report form is required on all absences
regardless of reason or duration. It is the emmt®syeesponsibility to ensure accurate informatisn i
used when completing the absent from duty formraméxceptions may be made in regards to revising
the form once received by the business offitke absent from duty report, once turned into the
business office, will not be changed.

Compensation for Accumulated Local Leave

At the end of the school year, employees shall & for unused local leave above the minimum
accumulation reached. The minimum number of daysvfoch an employee shall be eligible will be the
number of local leave days above 15, 16 1/2, od&Bending on the number of months employed.

The rate of compensation for unused local leavé bhahe daily rate of pay for the employee asvaho
on the District salary schedule for that year.

Effective July 1, 2006, administrators of the Dgdtshall not qualify for annual reimbursement o¢dl
leave.

Reimbursement upon Retirement

Retirement is defined as the time when an empldygesecompleted all forms required for retirement by
the Teacher Retirement System of Texas. A persanregigns will not be eligible for this benefit.

Upon retirement an employee shall be paid for amysad local days that he or she has accrued. The
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maximum number of days that the employee made I yaon retirement is 20, 22, or 24 days,
depending on the number of months employed.

The rate of compensation for unused local sickdestvall be the daily rate of pay for the employge a
shown on the district salary schedule for that year

Effective July 1, 2006, administrators of the Dadtishall not qualify for reimbursement of locahle
upon retirement.

Temporary disability

Certified employees. Any full-time employee whose position requirestifeation from the State
Board for Educator Certification (SBEC) is eligibler temporary disability leave. The purpose of
temporary disability leave is to provide job prdiee to full-time educators who cannot work for an
extended period of time because of a mental oriphlydisability of a temporary nature. A full-time
educator may request to be placed on temporarypitiigdeave or be placed on leave. Pregnancy and
conditions related to pregnancy are treated theessyany other temporary disability.

Employees must request approval for temporary disabdeave. The leave request must be
accompanied by a physician’s statement confirmhegdmployee’s inability to work and estimating a
probable date of return. If disability leave is eppged, the length of leave is no longer than 18@sda
When an employee is ready to return to work, theeHntendent should be notified at least 30 days in
advance. The return-to-work notice must be accomegany a physician’s statement confirming that the
employee is able to do the job. Professional eng#eyreturning from leave 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 the end of theostlyear, professional employees will be reinstated
the beginning of the following school year.

Family and Medical Leave
Policy DEC (local)

Employees who have been employed by the districatdeast 12 months, and have worked at least
1,250 hours in the 12 months immediately precedivegneed for leave are eligible for family and
medical leave. Eligible employees can take up tonve2ks or 26 weeks for a military caregiver of
unpaid leave each year beginning on the first datyof the school year for the following reasons:

* The birth, adoption, or foster placement ohddc
» To care for a spouse, parent, or child witlerosis health condition
* An employee’s serious health condition

A husband and wife who are both employed by theidisare subject to limits in the amount of leave
that they can take to care for a parent with abserhealth condition or for the birth, adoptionfaster
placement of a child. Both employees may be limited combined total of 12 weeks or 26 weeks for a
military caregiver as determined by the needs efistrict.

Eligible employees are entitled to continue thegalth care benefits under the same terms and
conditions as when they were on the job and andezhto return to their previous job or an equersl
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job at the end of their leave. Under some circuntsg, teachers who are able to return to work at or
near the conclusion of a semester may be requiredritinue their leave until the end of the semeste

Family and medical leave runs concurrently withraed sick and personal leave, temporary disability
leave, and absences due to a work-related illnesguny. The district will designate the leavefamily
and medical leave, if applicable, and notify theplayee that accumulated leave will run concurrently

When the need for family and medical leave is feeable, employees who want to use it must provide
30-day advance notice of their need. When the faddave is not foreseeable, employees must contac
Personnel Office as soon as possible. Employeedmagquired to provide the following:

* Medical certification from a qualified healthre provider supporting the need for leave due to a
serious health condition affecting the employearormmediate family member

» Second or third medical opinions and periodizertification of the need for leave

» Periodic reports during the leave regardingaimployee’s status and intent to return to work

* Medical certification from a qualified healtlare provider at the conclusion of leave of an
employee’s ability to return to work

Employees requiring family and medical leave shatgdtact the Human Resources Department for
details on eligibility, requirements, and limitais

Workers’ compensation benefits
Policy DEC (Local)

An employee absent from duty because of a jobegeldiness or injury may be eligible for workers’
compensation weekly income benefits. An employeseat because of a job-related injury or illness
shall be assigned to family and medical leavepdli@able.

Paid Leave Offset
The employee shall inform the appropriate admiaistrwhether he or she chooses to use availalbde pai
leave. Any paid leave used shall be offset agaweskers’ compensation wage benefits.

Assault leave

Assault leave provides extended job income andfliempeotection to an employee who is injured as th
result of a physical assault suffered during thefgpmance of his or her job. An employee who is
physically assaulted at work may take all the leawe medically necessary (up to two years) toveco
from the physical injuries he or she sustained.<afyleave granted under the assault leave pravisio
will not be deducted from accrued personal leavkranst be coordinated with workers’ compensation
benefits.

Jury duty

Employees will receive leave with pay and withcagd of accumulated leave for jury duty. Employees
must present documentation of the service and raap kny compensation they receive.
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Other court appearances
Employees shall use personal leave or leave withaytfor absentees dealing with personal mattetrs no
related with school business.

Military leave

Paid leave for military service.Any employee who is a member of the Texas Nati@ard, Texas
State Guard, or reserves component of the armeddavill be granted a paid leave of absence without
loss of any accumulated leave for authorized tngrar duty orders. Paid military leave will not erd

15 days per year. In addition, an employee igledtto use available state and local personalabr s
leave during active military service.

Reemployment after military leave.Employees who leave the district to enter into Wmited States
uniformed services or state military duty (Texadidveal Guard or Texas State Guard) may return to
employment if they are honorably discharged. Emgésywho wish to return to the district will be
reemployed in the position they would have heldnfployment had not been interrupted or reassigned
to an equivalent or similar position provided tlag still qualified to perform the required duti&s. be
eligible for reemployment, employees must providgiae of their obligation or intent to perform
military service, provide evidence of honorablectmrge or release, and submit an application for
reemployment to the Superintendent.

Employees who perform service in the uniformed isess may elect to continue their health plan
coverage at their own cost for a period not to egcg8 months. Employees should contact the Human
Resources Department for details on eligibilityjuieements, and limitations.

COMPLAINTS AND GRIEVANCES
Policy DGBA

In an effort to hear and resolve employee compdamt timely manner and at the lowest administeati
level possible, the board has adopted an ordedggsss that all employees must follow when bringing
formal complaints and grievances. Employees arewaged to discuss problems or complaints with
their supervisors or an appropriate administrat@ng time.

The formal grievance process provides all employeds an opportunity to be heard up to the highest
level of management if they are dissatisfied withaa@ministrative response. Once all administrative
grievance procedures are exhausted, employeesicgngoievances to the board of trustees. For ease
reference, the district’s policy concerning thegass of bringing complaints and grievances is négdii
and inserted in the Appendix.

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 to students, one a&no#mnd the public. Employees are expected to wbser
the following standards of conduct:
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Observe all safety rules and regulations and repgities or unsafe conditions to a supervisor
immediately.

Employees shall be courteous to one another anplutibiéc.

Employees shall not use tobacco products on Digbriemises, in District vehicles, nor in the
presence of students at school or school-relatidtees.

Employees shall not unlawfully manufacture, disitdy dispense, possess, use, or be under the
influence of any controlled substance or dangedyug, alcohol or any alcoholic beverage, any
abusable glue, aerosol paint, any other chemidsdtance for inhalation, or any other intoxicant,
or mood-changing, mind-altering, or behavior-atigridrugs during working hours while at
school or at school-related activities during otsale of usual working hours. An employee
need not be legally intoxicated to be considerauitun the influence” of a controlled substance.
An employee who is arrested for any felony or afigrse involving moral turpitude must report
the arrest to the principal or immediate superwsithin three (3) calendar days of the arrest. An
employee who is convicted of or receives deferrdjdidication for such an offense must also
report that event to the principal or immediateesuisor within three calendar days of the event.
The dress and grooming of District employees dhaltlean, neat, in a manner appropriate for
their assignments, and in accordance with any iaddit standards established by their
supervisors and approved by the Superintendent.

All district employees should perform their dutiesaccordance with state and federal law, district
policy, and ethical standards for professional atius. Alleged incidents of certain misconduct by
educators, including having a criminal record, nmhesteported SBEC no later than the seventh day the
superintendent first learns of the incident.

The Code of Ethics and Standard Practices for TEdagators is reprinted below:

Code of Ethics and Standard Practices for Texas Eaators

Statement of Purpose

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

Professional Standards
Professional Ethical Conduct, Practices, and Perfor mance

Standard 1.1 The educator shall not knowingly engage in deceptive practices regarding
official policies of the school district or educational institution.
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Standard 1.2 The educator shall not knowingly misappropriate, divert, or use monies,
personnel, property, or equipment committed to his or her charge for personal gain or
advantage.

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

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

Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that
impair professional judgment or to obtain special advantage. This standard shall not
restrict the acceptance of gifts or tokens offered and accepted openly from students,
parents, or other persons or organizations in recognition or appreciation of service.
Standard 1.6 The educator shall not falsify records, or direct or coerce others to do so.
Standard 1.7 The educator shall comply with state regulations, written local school
board policies, and other applicable state and federal laws.

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

Ethical Conduct toward Professional Colleagues

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

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

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

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

Standard 2.5. The educator shall not discriminate against or coerce a colleague on the
basis of race, color, religion, national origin, age, sex, disability, or family status.
Standard 2.6 The educator shall not use coercive means or promise of special
treatment in order to influence professional decisions or colleagues.

Standard 2. 7 The educator shall not retaliate against any individual who has filed a
complaint with the SBEC under this chapter.

Ethical Conduct toward Students

Standard 3.1. The educator shall not reveal confidential information concerning
students unless disclosure serves lawful professional purposes or is required by law.
Standard 3.2. The educator shall not knowingly treat a student in a manner that
adversely affects the student’s learning, physical health, mental health, or safety.
Standard 3.3. The educator shall not deliberately or knowingly misrepresent facts
regarding a student.
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Standard 3.4. The educator shall not exclude a student from participation in a program,
deny benefits to a student, or grant an advantage to a student on the basis of race,
color, sex, disability, national origin, religion, or family status.

Standard 3.5. The educator shall not engage in physical mistreatment of a student.
Standard 3.6. The educator shall not solicit or engage in sexual conduct or a romantic
relationship with a student.

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

Harassment
Policies DHB, FNCL

Harassment of a coworker or student motivated bg,reolor, religion, national origin, disability; age

is a form of discrimination and is prohibited byvlaA substantiated charge of harassment against a
student or employee shall result in disciplinarytiaac The term harassment includes repeated
unwelcome and offensive slurs, jokes, or other, avakten, graphic, or physical conduct relatingaio
individual's race, color, religion, national origidisability, or age that creates an intimidatihgstile,

or offensive educational or work environment.

Employees who believe they have been harassedheoeiaged to promptly report such incidents to the
campus principal or supervisor. If the campus ppigicor supervisor is the subject of a complaihg t
employee shall report the complaint directly to siperintendent. An employee who suspects or knows
that a student is being harassed by a school eeploy by another student shall inform his or her
principal or immediate supervisor.

Any allegation of harassment of students or emmeyshall be investigated and addressed. An
employee may appeal the decision of the principasupervisor regarding the investigation into the

allegations in accordance with the employee compland grievance policy and procedures (See
Complaints and Grievance®olicy DGBA, in Appendix).To the greatest extent possible, complaints steall b

treated as confidential. Limited disclosure maynkeessary to complete a thorough investigation. The
district will not retaliate against an employee wha@ood faith reports perceived harassment.

Sexual harassment
Policies DHC, FNCJ, FFG

Employee-to-employeeSexual harassment of a coworker is a form of giigoation and is prohibited
by law. Sexual harassment is defined as unwelcaraas advances, requests for sexual favors, and
other verbal or physical conduct under the follayvoionditions:

* Submission to such conduct is made either eitiglior implicitly a term or condition of an
individual’'s employment;

» Submission to or rejection of such conduct byiradividual is used as the basis for employment
decisions affecting the individual; or.
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* Such conduct has the purpose of effect of wamably interfering with an individual’'s work
performance or creating an intimidating, hostileptherwise offensive work environment.

Employees who believe that they have been sexthallgssed by another employee are encouraged to
come forward with complaints and should inform thefincipal, supervisor, or the Superintendent.
Employees must follow the procedures outlined is trandbook for filing a complaint except when it
would require presenting a complaint to the allegadhsser. (See Complaints and Grievances, Policy
DGBA, in Appendix). District officials or their agés shall promptly investigate all allegations exsal
harassment of employees by other employees, amdatdfshall take prompt appropriate disciplinary
action against employees found to have engagesmduct constituting sexual harassment of other
employees.

Employee-to-student.Sexual harassment of students by employees isna db discrimination and is
prohibited by law. Sexual harassment of studerdsides any welcome or unwelcome sexual advances,
requests for sexual favors, and other oral, wrjtigmysical, or visual conduct of a sexual nature.
Romantic relationships between district employees students are strictly prohibited. Other proleithit
conduct includes the following:

* Engaging in sexually oriented conversationglierpurpose of personal sexual gratification

» Telephoning students at home or elsewhereltcitsoappropriate social relationships

* Engaging in physical contact that would readbnbe construed as sexual in nature

» Enticing or threatening students to get therarigage in sexual behavior in exchange for grades
or other school-related benefits

In most instances, sexual abuse of a student lgyrgotoyee violates the student’s constitutional trigh
bodily integrity. Sexual abuse may include, buna limited to, fondling, sexual assault, or sexual
intercourse.

Employees who suspect a student is being sexualigsked or abused by another employee are
obligated to report their concerns to the campucjal. All allegations of sexual harassment owuse
abuse of a student will be reported to the studguarents and promptly investigated. Conduct thet m
be characterized as known or suspected child adasewill be reported to the appropriate authasitie
as required by law. Employees with questions orceans relating to the alleged sexual harassmeat of
student should contact the Superintendent.

Drug-abuse prevention
Policies DH, DI

Kilgore ISD is committed to maintaining a drug-freevironment and will not tolerate the use of ileg
drugs in the workplace. Employees who use or agewuthe influence of alcohol or illegal drugs as
defined by the Texas Controlled Substances Actnduviorking hours may be dismissed. See the
appendix for the district’s policy on drug abuséd anug-free schools.
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Dietary supplements
Policy DH

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

Reporting suspected child abuse
Policy DH, FFG, GRA

All employees are required by state law to repay auspected child abuse or neglect to a law
enforcement agency, Child Protective Servicesppr@oriate state agency (e.g.: state agency opgrati
licensing, certifying, or registering a facility)ithin 48 hours of the event that led to the suspici
Reports to Child Protective Services can be madelboxal office or to the Texas Abuse Hotlilg®Q-
252-5400 reports can also be made on the web at httgsoftabuse.ws/. State law specifies that an
employee may not delegate to or rely on anothesgoeto make the report.

Under state law, any person reporting or assistirtge investigation of reported child abuse orleeyg

is immune from liability unless the report is madebad faith or with malicious intent. In additiotine
district is prohibited from retaliating against amployee who, in good faith, reports child abuse or
neglect or who participates in an investigatioraredgg an allegation of child abuse or neglect.

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

Employees who suspect that a student has beenybenabused or neglected should also report their
concerns to the campus principal. This includeslesits with disabilities who are no longer minors.
Employees are not required to report their conderrthe principal before making a report to the
appropriate agencies. In addition, employees mugperate with child abuse and neglect investigators
Reporting the concern to the principal does naevelthe employee of the requirement to reporhio t
appropriate state agency. Interference with a cabdse investigation by denying an interviewer’s
request to interview a student at school or rengithe presence of a parent or school administrator
against the desires of the duly authorized invagtigis prohibited. Procedures to follow in repagti
child abuse may be found in the appendix. (PoliegHegal)

Associations and political activities
Policy DGA

The district will not directly or indirectly discoage employees from participating in political aleor

require any employee to join any group, club, cottesj organization, or association. Employees may
join or refuse to join any professional associatomrganization.
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An individual’'s employment will not be affected Ioyembership or a decision not to be a member of
any employee organization that exists for the psepaf dealing with employers concerning grievances,
labor disputes, wages, rates of pay, hours of eyngat, or conditions of work.

Safety
Policy CK

The district has developed and promotes a comps@reprogram to ensure the safety of its employees,
students, and visitors. The safety program includeslelines and procedures for responding to

emergencies and activities to help reduce the &equ of accidents and injuries. To prevent or

minimize injuries to employees, coworkers, and shisl and to protect and conserve district equipment
employees must comply with the following requirensen

* Observe all safety rules

* Keep work areas clean and orderly at all times

* Immediately report all accidents to their swsar

» Operate only equipment or machines for whigythave training and authorization

Employees with questions or concerns relating tetggprograms and/or safety issues can contaat thei
campus Principal or Becky Moss, Human Resourcesi8s at 903-984-2073.

Tobacco use
Policies DH, GKA, FNCD

Smoking or using tobacco products is prohibitecabbristrict-owned property and at school-related o
school-sanctioned activities, on or off campus.sTihcludes all buildings, playground areas, parking
facilities, and facilities used for athletics anther activities. Drivers of district-owned vehiclese
prohibited from smoking while inside the vehicleotides stating that smoking is prohibited by lavd an
punishable by a fine are displayed in prominentgdan all school buildings.

Employee arrests and convictions
Policy DH

An employee who is arrested for any felony or affgrse involving moral turpitude must report the
arrest to the principal or immediate supervisorhwitthree calendar days of the arrest. An employee
who is convicted of or receives deferred adjudarafior such an offense must also report that etgent
the principal or immediate supervisor within thosgys of the event. Moral turpitude includes, butas
limited to, the following:

» Dishonesty

* Fraud

» Deceit

* Theft

* Misrepresentation

» Deliberate violence

* Base, vile, or depraved acts that are intendedouse or gratify the sexual desire of the actor
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* Drug- or alcohol-related offenses
» Acts constituting abuse under the Texas Fafdge

Possession of firearms and weapons
Policies FNCG, GKA

Employees, visitors, and students are prohibitechfbringing firearms, knives, or other weapons onto
school premises or any grounds or building whesehaol-sponsored activity takes place. To enswe th
safety of all persons, employees who observe goesisa violation of the district's weapons policy

should report it to their supervisors or call thgp&intendent’s office immediately (903-988-3900).

Visitors in the workplace
Policy GKC

All visitors are expected to enter any districtiliac through the main entrance and sign in or repo
the building’s main office. Authorized visitors Wikceive directions or be escorted to their desitm.
Employees who observe an unauthorized individualhendistrict premises should immediately direct
him or her to the building office or contact theradistrator in charge.

Copyrighted materials
Policy EFE

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

Computer use and data management
Policy CQ

The district’'s electronic communications systemluding its network access to the Internet, are
primarily for administrative and instructional poges. Limited personal use of the system is pecitt
if the use:

* Imposes no tangible cost to the district
* Does not unduly burden the district’s compuatenetwork resources
» Has no adverse effect on job performance a student’s academic performance

Electronic mail transmissions and other use of #hectronic communications systems are not
confidential and can be monitored at any time ®ues appropriate use.

Employees and students who are authorized to esgygtems are required to abide by the provisibns o
the district’s communications systems policy anthedstrative procedureCQ Legal & CQ Loc3lsee
Appendix. Failure to do so can result in suspensiortermination of privileges and may lead to
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disciplinary action. Employees with questions aboomputer use and data management can contact
Mark Lane, Director of Technology at 903-988-3900.

Gifts and favors
Policy DBD

Employees may not accept or solicit any gift, favaarvice, or other benefit that could influencepe
construed to influence, the employee’s dischargassigned duties and responsibilities. The acceptan
of a gift, favor, or service by an administratorteacher that might reasonably tend to influenee th
selection of textbooks may result in prosecutioa afass B misdemeanor offense.

An employee shall not have a personal financi@regt, a business interest, or any other obligatiah
in anyway creates a substantial conflict with theper discharge of assigned duties and resporisbili
or that creates a conflict with the best interéshe District.

Asbestos management plan
Policy CKA

The district is committed to providing a safe eomiment for employees. An accredited management
planner has developed an asbestos managementoplaadh piece of district property. A copy of the
district's management plan is kept in the Mainteabirector’s office as well as each campus office
and is available for inspection during normal basshours.

Pest control treatment
Policy DI

Notices of planned pest control treatment will bested in a district building 48 hours before the
treatment begins. Notices are generally locatedhim front office of each campus. Pest control
information sheets are available from campus ppasior facility managers upon request.

GENERAL PROCEDURES

Check Acceptance

Kilgore ISD has established the following policy Bccepting checks and collecting bad checks: aFor

check to be an acceptable form of payment it ngdtde your current, full and accurate name, addres
telephone number, driver’s license number and .stdtethe event your check is returned for non-
payment, the face value may be recovered elecaliyialong with a state allowed recovery fee. Also

if you have a check returned for non-payment, chewil no longer be an acceptable form of payment
for the remainder of the school year.
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Bad weather closing
Policy CKC

The district may close schools because of bad weathemergency conditions. When such conditions
exist, the superintendent will make the officiatd&n concerning the closing of the district’sifities.
When it becomes necessary to open late or to eelgaslents early the following radio and television
stations will be notified by school officials:

KKTX, FM 96X KYKX, FM 105 KOOI, FM 106.5 KLTV, Chanel 7, Tyler
KETX, Channel 56, Jacksonville KSLA, Channel 12re8feport KTPB, FM 88.7, Kilgore
KIXK, FM 99.3

Emergencies
Policy CKC

All employees should be familiar with the evacuatthagrams posted in their work areas. Fire, toonad
and other emergency drills will be conducted to ifamze employees and students with evacuation
procedures. Fire extinguishers are located throuwighlb district buildings. Employees should knove th
location of the extinguishers nearest their pldosark and how to use them.

Purchasing procedures
Policy CH

All requests for purchases must be submitted tdBim@ness department using the automatic requisitio
system with appropriate approvals to secure a ceteglpurchase order (PO). No purchases, charges, or
commitments to buy goods or services for the distan be made without a PO numbEme district

will not reimburse employees or assume responsili§i for purchases made without proper
authorization. Employees are not permitted to purchase suppfiesjuipment for personal use through
the district’'s business office. Contact Beth Alldtxecutive Finance Assistant, at 903-988-3900 for
additional information on purchasing procedures.

Name and address changes

It is important that employment records be kepttapdate. Employees must notify the Human
Resources Department at 903-988-3900 if there ayechanges or corrections to their name, home
address, home telephone number, marital statuggemsy contact, or beneficiary. Forms to process a
change in personal information can be obtained fileenHuman Resources Department. Changes must
be made in person and requests either by phoneragahail will not be accepted.

Effective December 2, 2002, every educator cedificholder or applicant must maintain a current
mailing address with the State Board for Educatertification (SBEC). The address must be able to
receive mail delivered by the United States Pd&taice. Failure to maintain a current mailing redd
with SBEC may result in the following:

failure to receive important information or notioea proceeding regarding an individual’s certifica
or application status, including renewal requiretadar a Standard Educator Certificate;
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failure to receive a certificate; or
Certificated sanction or denial.

A certificate holder or applicant must update hisher mailing address through the secure website,
SBEC Online for Educators ahttps://secure.sbec.state.tx.us/SBECOnline/logm.aslif further
assistance is needed, please contact the Infonm&tipport Center toll free at 1-888-863-5880.

TAC, Title 19 (Education)  Part 7 (State Board oliEator Certification)

Chapter 230 (Professional Educator Preparation &wttification)

Subchapter N (Certificate Issuance Procedures)

Information concerning your certification shoulddieected to Dennis Williams, Deputy Superintendent
at 903-988-3900. Information can also be foundhendistrict’'s website at www.kisd.org.

Personnel records
Policy GBA

Most district records, including personnel recoral®e public information and must be released upon
request. Employees may choose to have the follop#mgonal information withheld:

* Address

* Phone number

» Social Security number

« Information that reveals whether they have fammembers

The choice to not allow public access to this infation may be done at anytime by submitting a
written request to the Human Resources DepartnNaw. or terminating employees have 14 days after
hire or termination to submit a request. Otherwmssonal information will be released to the publi

Building use
Policy GKD

The Campus Principal is responsible for scheduleguse of facilities after school hours. Contéaet t
Campus Principal to request to use school faaliéied 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 is received 45 dagfobe the first day of instruction of the following
school year. A written notice of resignation sholld submitted to the Superintendent. Contract
employees may resign at any other time only with d@pproval of the board of trustees. Resignation
without the consent of the board may result inigistary action by the State Board for Educator
Certification (SBEC).
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The superintendent will notify SBEC when an emp#yesigns and reasonable evidence exists to
indicate that the employee has engaged in any efattts listed irReports to the State Board for
Educator Certification(See policy DFE (Legal) in Appendix.)

Non-contract employeesNon-contract employees may resign their positiansiny time. A written
notice of resignation should be submitted to ti&ipervisor or the Human Resources Department at
least two weeks prior to the effective date. Empéssyare encouraged to include the reasons fonigavi
in the letter of resignation but are not requiredd so.

Dismissal or non-renewal 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
non-renewed at the end of the year according tgptheedures outlined in district policies. Contract
employees dismissed during the school year, susgewithout pay, or subject to a reduction in force
are entitled to receive notice of the recommendtid® an explanation of the charges against tlaam,

an opportunity for a hearing. The time lines andcpdures to be followed when a suspension,
termination, or non-renewal occurs will be provideden a written notice is given to an employee.
Advance notification requirements do not apply wkenontract employee is dismissed for failing to
obtain or maintain appropriate certification or who certification is revoked for misconduct.
Information on the time lines and procedures carfdumd in the DF policies that are provided to
employees or in the policy manual located at theniistration Office.

Dismissal of non-contract employees
Policy DCD

Non-contract employees are employed at will and begismissed without notice, a description of the
reasons for dismissal, or a hearing. It is unlaidulthe district to dismiss any employee for reesof
race, religion, sex, national origin, disabilityjlitary status, any other basis protected by lawjno
retaliation for the exercise of certain protectedal rights. Non-contract employees who are disdiss
have the right to grieve the termination. The dssad employee must follow the district process
outlined in this handbook when pursuing the grieeariSeeComplaints and GrievanceBplicy DGBA
(local) in Appendix).

Exit interviews and procedures
Policy DC (Local)

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

of benefits, release of information, and proceddoesrequesting references will be provided at this
time. Separating employees are asked to providedisteict with a forwarding address and phone
number.

All district keys, books, property, and equipmenisinbe returned upon separation from employment.
The district may withhold the cost of any unretwritems from the final paycheck.
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Reports to the State Board for Educator Certificatbn
Policy DF

The dismissal or resignation of a certified emp®yeill be reported to the SBEC when the
superintendent first learns about an alleged imtidéconduct that involves the following:

* Any form of sexual or physical abuse of a miapany other illegal conduct with a minor

* The possession, transfer, sale, or distribubioam controlled substance

* The illegal transfer, appropriation, or expéuack of school property or funds

* An attempt by fraudulent or unauthorized metnsbtain or alter any certificate or permit that
would entitle the individual to a professional pgmsi or to receive additional compensation
associated with a position

« Committing a crime on school property or athal-sponsored event

STUDENT ISSUES

Equal educational opportunities
Policy FB

The Kilgore Independent School District does nacdminate on the basis of race, color, religion,
national origin, sex, or disability in providing wzhtion services, activities, and programs, inclgdi
vocational programs, in accordance with Title Vitioé Civil Rights Act of 1964, as amended; Title IX
of the Educational Amendments of 1972; and SecB0A4 of the Rehabilitation Act of 1973, as
amended.

Questions or concerns about discrimination of gttglen the basis of race, cologligion, sex, or
national origin should be directed to Dennis Wit Deputy Superintendent at 903-988-3900.
Questions or concerns about discrimination on thgisbof a disability should be directed to Dennis
Williams, Deputy Superintendent at 903-988-3900.

Student records
Policy FL

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

» Parents of a minor or of a student who is aeddpnt for tax purposes
« The student (if 18 or older) or attending astitate of postsecondary education
» School officials with legitimate education irgsts

The student handbook provides parents and studeithsdetailed information on student records.

Parents or students who want to review studentrdscshould be directed to the campus principal for
assistance.
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Parent and student complaints
Policy FNG

In an effort to hear and resolve parent and studentplaints in a timely manner and at the lowest
administrative level possible, the board has adbpisderly processes for handing complaints on
different issues. Any campus office or the supendent’s office can provide parents and students wi
information on filing a complaint.

Parents are encouraged to discuss problems or aongplwith the teachers or the appropriate
administrator at any time. Parents and studenth wamplaints that cannot be resolved should be
directed to the campus principal. The formal conmplarocess provides parents and students with an
opportunity to be heard up to the highest levanahagement if they are dissatisfied with a prin&pa
response. Once all administrative complaint proceslare exhausted, parents and students can bring
complaints to the board of trustees.

Administering medication to students
Policy FFAC

Only designated employees can administer medicatigiudents. A student who must take medicine
during the school day must bring a written requestn his or her parent and the medicine, in its
original, properly labeled container. The Diststiall provide and dispense prescription medicatiuy
under a physician’s standing order for each meidicatHerbal substances or dietary supplements
provided by the parent and only if required by lildividualized Education Program or Section 50hpla
of a student with disabilities. Contact the primtipr school nurse for information on procedurest th
must be followed when administering medicationttalents.

Dietary supplements
Policy DH, FFAC

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

Psychotropic drugs
Policy FFAC

District employees are prohibited by state law frdomng the following:
Recommending that a student use a psychotropic drug
Suggesting a particular diagnosis
Excluding from class or school-related activitytadent whose parent refuses to consent to a
psychiatric evaluation or to authorize the admraisbn of a psychotropic drug to a student.

35



Student discipline
Policies in the FN series and FO series

Students are expected to follow the classroom yal@sipus rules, and rules listed in the StudenteCod
of Conduct and Student Handbook. Teachers and #&&tnaitors are responsible for taking disciplinary
action based on a range of discipline managemeaiegtes that have been adopted by the distritieiOt
employees that have concerns about a particuldestis conduct should contact the classroom teacher
or campus principal.

Teachers must file a written report with the prpatior another appropriate administrator when they
have knowledge that a student has violated theeBtudode of Conduct. A copy of this report will be
sent by the principal or administrator to the stutdeparents within 24 hours.

Student attendance
Policy FDD

Teachers and staff should be familiar with the raiss policy and procedures for attendance
accounting. These procedures require studentsvio frerental consent before they are allowed to

leave campus. When absent from school, the studpan returning to school, must bring a note

signed by the parent that describes the reasothém@bsence. These requirements are addressed in
campus training and in the student handbook. Cotltaaccampus principal for additional information.

Hazing
Policy FNCC, FO

Students must have prior approval from the prinaypaesignee for any type of “initiation rites”

of a school club or organization. Any teacher, susirator, or employee who observes a student
engaged in any form of hazing, which has reasdintav or suspect that a student intends to engage in
hazing, or has engaged in hazing must report #wtdr suspicion to the designated campus diseiplin
person.
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