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INTRODUCTION

This handbook will provide information to help witluestions and pave the way for a successful year.
Not all district policies and procedures are included. Those included have been summarized.

This handbook is neither a contract nor a substifat the official district policy manual. It is ho
intended to alter the at-will status of employeasany way. Rather, it is a guide to and a brief
explanation of district policies and proceduresstiiit policies and procedures can change at ang; ti
these changes shall supersede any handbook prwigiat are not compatible with the change. For
more information, employees may refer to the potioges that are associated with handbook topics, or
confer with their supervisor. The KISD Board p@g are available online atww.kisd.orgor a hard
copy of the policy manual is located at the Adnthaiton Building and is available for employee i
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 mmposed of six (6) 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 (gea@€ 2), Elder Alternative School (all grades).

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, caomnicate and thrive in our local and a global stycie
We commit to a comprehensive system of supportssur@ this outcome. We believe our mission
includes the education and preparation of our stisdéor lifelong academic as well as workforce
opportunities with an uncompromising commitmendtioigher level of excellence.

Board of Trustees
Policies BA Series, BB Series, BD Series, BE Series

Texas law grants the Board of Trustees the powegowern and oversee the management of the
district’s schools. The Board is the policy-makimggy within the district and has overall resporigipi

for the curriculum, school taxes, annual budget,pleyment of the superintendent and other
professional staff, facilities, and expansions. Bward has complete and final control over school
matters within limits established by state and febéaw and regulations. Trustees serve without
compensation, must be registered voters, and rasisterin the district.

Current Board members:
* President, Terry George
* Vice President, Janet Marley
» Secretary, Mark Dickey
» Member, Dereck Borders
* Member, Jimmy Kinsey
* Member, Scott Montgomery

« Member, Dale Sistrunk

Trustees usually meet in the Board room locateétietddministration Building. In the event that larg
attendance is anticipated, the Board may meet @ltamate 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 sulgi@fteach meeting. In emergencies, a meeting may be
held with a two-hour notice.

All meetings are open to the public. Under cert@nsumstances, Texas law permits the Board to go
into a closed session. Closed session may occusudohn things as discussing prospective gifts or
donations, real-property acquisition, certain pengd matters including employee complaints, segurit
matters, student discipline, or to consult witlbateys regarding pending litigation.

Board Meeting Schedule

Regular meetings of the Board shall be held orfdbgh Monday of each month at 6:00 p.m.. Should i
become necessary to change the date or time ofjudaremeeting, the notice for that meeting shall
reflect the changed date or time. All Board meetingices are posted online at the KISD website.

Administration

JOdy ClemMENES.....ce i e e e e e Superintendent
Dennis Williams........ccoooii i e, Deputy Superintendent
Revard Pfeffer ..., Assistant Superintendent of Finance
Mark Lane.........coooov i Executive Director of Technology

Nancy Roberts....Dir. of Adv. Academics, Testing, (Dyslexia & Counselors

Zevely Hatcher.........cccoeveeeeeiiiiiiiiees e Director of Curriculum and Instruction
JOY SWetnam......ooii i Director of E®lrtograms
Norma Zapata.............ccoeennnnnn. Director of Food Sergiead Child Nutrition
Elizabeth Allen............cocoiiii Director of HumaResources
MIKE BrOWN.... et e e i2ctor of Maintenance
Stacie Whitaker.............coocoe e Director of Special Education
Jerome TOWNS....cooi i, Director of Special Programs
JOdy SANAErS......ccooiiiiiiiiie e Transportation Coordimato
Dena Alexander.............cooviiiiiiiinecnennn. Accounting Program Caasdor

Helpful Contacts

From time to time, employees have questions ore@msc If those questions or concerns cannot be
answered by supervisors or at the campus or depattievel, the employee is encouraged to contact
Dennis Williams, Deputy Superintendent at 903-998¢38

School Directory

» Central Administration.................. 903-988-3900................301 N. Kilgore Street
* High School..... ... 903-988-3901........ .711 N. Longview Street

* Middle School...........cccovvvviniin i 903-988-290.........cccevvvreeen. 2500 Shasta Way
* Kilgore Intermediate................... 903-988-3903............... 2300 Whippoorwill

* Chandler Elementary. ................... 903-988-3904..............2500 Chandler Street
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» Kilgore Heights Elementary.......... 903-988-3905................. 701 Houston Street

» Elder Coop. Alternative School...903-984-0021........cccccceeviiiiiiiiiiiiiiiennnen. wWyH31

* Food Services...........................903-988-3900................. 130 Kilgore Street

* Maintenance/Transportation.......... 903-988-3907...........711 N. Longview Street
EMPLOYMENT

Equal Employment Opportunity
Policy DAA, DG

Kilgore ISD does not discriminate against any em@éoor applicant for employment because of race,
color, religion, gender, age, national origin, Oiity, military status, genetic information, or amy
other basis prohibited by law. Additionally, thesttict does not discriminate against an employee or
applicant who acts to oppose such discriminatiorpanticipates in the investigation of a complaint
related to a discriminatory employment practice.pryment decisions will be made on the basis of
each applicant’s job qualifications, experienceq abilities. Employees with questions or concerns
regarding discrimination should contact Dennis \afiis, Deputy Superintendent.

Job Vacancy Announcements
Policy DC

Mandatory announcements of job vacancies are pastethe District’'s website. A vacancy in an
existing position of employment with the Distriataurs when (1) an employee assigned to that pasitio
is reassigned or leaves the District's employmentainy reason and (2) the Superintendent does not
eliminate that position or reassign existing D&ttgersonnel to the position.

Contract and Non-Contract Employment
Policies DC, DCB, DFAC

State law requires the district to employ all fiithe professional employees in positions requirng
certificate from State Board of Educator Certifioat(SBEC) as well as nurses with probationarynter
or continuing contracts. Non-contract employeeseanployed on an at-will basis. The paragraphs that
follow provide a general description of the empl@rharrangements used by the district.

Probationary Contracts: Registered nurses and full-time professional enmgdsynew to the district
and employed in positions requiring SBEC certifimatmust receive probationary contracts duringrthei
first year of employment if they have not been pasly employed by the district. Former employees
who are hired after at least a two-year lapse ®tridt employment also may be employed by
probationary contract (HB 558, SB 1394). The ptigoary period for those who have been employed
in public schools for at least five of the eightay® preceding employment with the district may not
exceed one school year. For those with less exprrjethe probationary period will be three school
years, with an optional fourth school year.



Term Contracts: After the probationary contract period, Board pplstates: Term contracts governed
by Chapter 21 of the education code (educator temmtracts) shall be provided to:

1. SBEC-certified employees serving full-time as pipads, assistant principals, teachers,
counselors, diagnosticians, librarians, and thieatihdirector; and
2. Full time registered nurses

An employee provided an educator term contractrgno4/12/11 shall continue to be offered such a
contract until the employee separates from theispaaosition held, whether through reassignment,
resignation, retirement, non-renewal, or termimatio

Paraprofessional and Auxiliary Employees Persons not employed by written contract are eysal
on an “at-will” basis with the district. At willraployees may be dismissed at any time for any reaso
not prohibited by law or for no reason, as deteadihy the needs of the district.

Criminal History Background Checks
Policy DBAA

Employees may be subject to a review of their arahhistory record information at any time during
employment. National criminal history checks baseadan individual's fingerprints, photo, and other
identification will be conducted on certain emplegeand entered into the Texas Department of Public
Safety (DPS) Clearinghouse. This database provilesdistrict and SBEC with access to an
employee’s current national criminal history andlafes to the employee’s subsequent criminal history

Employee Arrests and Convictions
Policy DH

An employee must notify his or her principal or imaate supervisor within three calendar days of any
arrest, indictment, conviction, no contest or guplea, or other adjudication of any felony, ang an
other of the other offenses listed below:

* Crimes involving school property or funds

» Crimes involving attempt by fraudulent or unautked means to obtain or alter any certificate

or permit that would entitle any person to holabtain a position as an educator
» Crimes that occur wholly or in part of school prager at a school-sponsored activity
* Crimes involving moral turpitude

Moral turpitude includes the following:
» Dishonesty

* Fraud
e Deceit
e Theft

* Misrepresentation

» Deliberate violence

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

» Crimes involving any felony possession or conspitacpossess, or any misdemeanor or felony
transfer, sale, distribution, or conspiracy to sfen, sell, or distribute any controlled substance

* Felonies involving driving while intoxicated (DWI)



» Acts constituting abuse or neglect under the Té&eamsily Code

Searches, Alcohol and Drug Testing
Policy DHE, DI

Non-investigatory searches in the workplace, inclgdaccessing an employee’s desk, file cabinets, or
work area to obtain information needed for usuaimess 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 uncoxderce 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 distbigsiness.

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 tramgiion of hazardous materials. Teachers, coadres,
other employees who primarily perform duties ottlean 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¥oilp measure. Testing may be conducted following
accidents. Return-to-duty and follow-up testinglwié conducted when an employee who has violated
the prohibited alcohol conduct standards or tegteitive for alcohol or drugs returns to duty.

All employees requiring a CDL who are subject tooabl and drug testing will receive a copy of the
district’'s policy, the testing requirements, andatled 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 shouldtaxd Jody Sanders, Transportation Coordinator at
903-988-3907.

Health Safety Training
Policy DBA, DBM

Certain employees who are involved in physicalvétatis for students must maintain and submit to the
district proof of current certification or training first aid, cardiopulmonary resuscitation (CPfRg use

of an automated external defibrillator (AED), andiracurricular athletic activity safety. Certifio@an or
documentation of training must be issued by the Acaa Red Cross, the American Heart Association,
University Interscholastic League, or another orgaion that provides equivalent training and
certification. Employees subject to this requiram@ust submit their certification or documentatton
Red Ganus, Head Athletic Trainer, by the startamheschool year.

Reassignments and Transfers
Policy DK
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All personnel are subject to assignment and reas®gt 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 ange

in the employment contract. Campus reassignmeunsst be approved by the principal at the receiving
campus except when reassignments are due to esrtdllmhifts or program changes. When
reassignments are due to enrollment shifts or pragchanges, the superintendent has final placement
authority. Extracurricular or supplemental dutyigssents may be reassigned or terminated at any
time. Employees who object to a reassignment migwiche district process for employee complaints
as outlined in this handbook and district policy BXs(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. The form may be obtaineoh fdistrict forms.

Workload and Work Schedules
Policy DL, DK

Professional EmployeesProfessional and administrative employees are pk&am 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 includstgrt days and end days and scheduled holidays wil
be distributed each school year.

Planning and Preparation: Each classroom teacher is entitled to at leastrditites within each two-
week period for instructional preparation includipgrent teacher conferences, evaluating students’
homework, and planning. A planning and preparatienod may not be less than 45 minutes within the
instructional day. During that time, a teacher may be required to participate in any other agtivit
Education Code 21.404

Duty-Free Lunch: Each classroom teacher or full-time librarian iitesd to at least a 30-minute lunch
period free from all duties and responsibilitiesmmected with the instruction and supervision of
students.Education Code 21.405

Exception: If necessary because of a personnel shortagepexgeonomic conditions, or unavoidable
or unforeseen circumstances, and in accordancecaitimissioner rules, the District may require a
classroom teacher or librarian to supervise stideéumting 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 exisiwhecause of illness, epidemic, or natural
or man-made disaster, the District is unable td findividuals to supervise students during
lunch.19 TAC 153.1001
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Paraprofessional and Auxiliary Employees:Support employees are employed at will and receive
notification of the required duty days, holidaysdaours of work for their position on an annuadiba
Paraprofessional and auxiliary employees are nemgk from overtime and are not authorized to work
in excess of their assigned schedule without @pgproval from their supervisor.

Notification to Parents Regarding Qualifications
Policy DK, EHBD

In schools receiving Title | funds, the districtrequired by the No Child Left Behind Act (NCLB) to
notify parents at the beginning of each school @t they may request information regarding
professional qualifications of their child’'s teacheNCLB also requires that parents be notifiethdir
child has been assigned and taught for four or monsecutive weeks by a teacher who is not highly
qualified.

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

a teacher who does not hold an appropriate tead@rtgficate. This notice is not required if pam@nt
notification under NCLB is sent. Inappropriatelgritfied or uncertified teachers include individual
serving with an emergency permit (including indivéds waiting to take the EXCET/TEXES exam) or
individuals who do not hold any certificate or pérro later than the 30th instructional day aftiees
date of assignment the superintendent or desigiiksend 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 ¢bkdification status can call Dennis Williams,
Deputy Superintendent at 903-988-3900.

Performance Evaluation
Policy DN Series

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 ayy&d by the district. Reports, correspondence, and
memoranda also can be used to document performaiocemation. All employees will receive a copy
of their written evaluation, participate in a perf@nce conference with their supervisor, and hhee t
opportunity to respond to the evaluation.

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

Employee Involvement
Policy BQA, BQB

At both the campus and district levels, Kilgore I8flers opportunities for involvement in mattersitth

affect employees. As part of the district’s plarghand decision-making process, employees may either
be asked or elected to serve on district or campusl advisory committees. Plans and detailed
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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 predanity campus-based, related to achieving campus
performance objectives, and addressed in the camppsvement plan, which is approved by a
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 aesponsible for obtaining the required training
hours and maintaining appropriate documentation.

COMPENSATION AND BENEFITS

Salaries, Wages, and Stipends
Policy DEAA, DEA

Employees are paid in accordance with adminiseagividelines and an established pay structure. The
district's pay plans are reviewed by the admintgiraeach year and adjusted as needed. All district
positions are classified as exempt or nonexemptordowy to federal law. Professional and
administrative employees are generally classifeéxempt and are paid monthly salaries. They are no
entitled to overtime compensation. Other employeesgenerally classified as nonexempt and are paid
based on hourly wages or provided compensatory tomeach overtime hour worked. (S@gertime
Compensation, page 14-15)

Salary and wage schedules are reviewed on an abasa and adjusted according to the budgeted
amounts approved by the Board. All employees vélteive notice of their anticipated annual pay
through Employee Access. Classroom teachersifiodl- librarians, full-time nurses, and full-time
counselors will be paid no less than the minimueatestsalary schedule. Contract employees who
perform extracurricular or supplemental duties nieey paid a stipend in addition to their salary
according to the district’'s extra-duty pay schedule Employees should contact their immediate
supervisor for more information concerning theiy.pa

Paychecks

All employees are paid monthly. During the schoehlry paychecks are delivered to each campus.
Direct deposit notices are available through Emgéoyccess. Paychecks will not be released to any
person other than the district employee named an dheck without the employee’s written
authorization. During summer breaks, paychecks bellmailed to the employee’s current address on
file with the Human Resources office if they are picked up between 9:00 am — 4:00 pm on pay day.
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An employee’s payroll statement contains detailetbrmation including deductions, withholding
information and benefits paid by the district fach employee. Paychecks are distributed on tReo6
each month. If the Zbfalls on a Saturday or Sunday, payday will be gheceding Friday. If the 36
falls during a school break, payday will be the fadl day school is in session prior to the holida

Automatic Payroll Deposit

The district offers employees automatic payroll @gp Contact the Human Resource office for more
information about the automatic payroll depositvesr at (903) 988-3900. Direct deposit forms are
available on the district web-sitewatvw.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. Medicaae 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, vision, life, and @ity insurance, annuities, savings deposits aah|
payments through East Texas Professional CredirJriimployees also may request payroll deduction
for payment of membership dues to professionalroegéions and United Way Fund. Salary deductions
are automatically made for unauthorized or excesgersonal leave or sick leave. Employees may
request additional voluntary salary deductions bange the amount(s) of those deductions in
accordance with administrative procedures. Empley@eshing to make changes to their voluntary
payroll deductiongnust notify the Human Resource department by the lagt af the 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 insuramarriers).

As an employee of a public school district you @igible 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 TPA charges a monthly administeafee of $2.00 per employee, which is deducted
along with your 403(b) contribution. The distneill no longer accept, process transactions or@igth
deduction changes without approval from the ThiagtyPAdministrator. Teacher 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 orerempt 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
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approval from their supervisor. Compensatory titmeusd be of beneficial nature to the District, net
accumulated at the convenience of the employee.

Overtime is legally defined as all hours workeextess of 40 hours weekly and is not measuredéy th
day or by the employee’s regular work schedule. lBgges 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.

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 oYy bf leave after the paraprofessional
has banked enough time to cover their remainingvatgncy days in the current duty year.
Emergency situations in which compensatory canmotubed must be approved by the
superintendent and can result in paraprofessiagiaptpaid for their excess time.

* Compensatory time must be used in the duty yeaittisgearned.

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

» Employee’s time will be tracked daily.

Supplemental Insurance Benefits
Policy CRG

At their own expense, employees may enroll in seimgintal insurance programs. Premiums for these
programs will be paid by payroll deduction. Emplegeshould contact the Human Resources
Department for more information concerning all depgental insurance. Notification of supplemental
insurance changes must be made in the Human ResdDepartment by the last day of the month for
the change to become effective tfieot the following month.

Health Insurance
Policy CRD

Group health insurance coverage is provided throlBIS-ActiveCare, the statewide public school
employee health insurance program. The distrmbstribution to employee’s insurance premiums is
determined annually by the Board of Trustees. Byg#s eligible for health insurance coverage
include the following:
* Employees who are active, contributing TRS members.
* Employees who are not contributing TRS members arearegularly scheduled to work at least
10 hours per week.

TRS retirees who are enrolled in TRS-Care (retesth insurance program) and employees who are

not contributing TRS members who are regularly dakedl to work less than 10 hours per week, are not
eligible to participate in TRS-ActiveCare.
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The insurance plan year is from September 1 thrdugjust 31. Current employees can make changes
in their insurance coverage during annual enrollneath 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 mooenvation 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.

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. Thij@aables eligible employees to pay certain insagan
premiums on a pretax basis (i.e., disability, aectdl death and dismemberment, cancer and dread
disease, dental and additional term life insuran&eahird-party administrator handles employeeroki
made on these accounts. New employees must aacegpect this benefit during their first month of
employment. All employees must accept or rejed lieinefit on an annual basis and during the
specified time period.

Workers’ Compensation Insurance
Policy CRE

The district, in accordance with state law, prosideorkers’ compensation benefits to employees who
suffer a work-related illness or injury on the j@enefits help pay for medical treatment and magke u
for part of the income lost while recovering. Sfiedbenefits are prescribed by law depending on the
circumstances of each case.

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

Unemployment Compensation Insurance
Policy CRF

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

TRAVEL AND EXPENSE REIMBURSEMENT
Policy CFEA, DEE

Approval for Travel
Employees wishing to attend functions on behalftled District must secure approval from their
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immediate supervisor and/or the appropriate Adrtriziier prior to making plans to attend. This apgli
whether the function involves expenditure of moweys free. This approval must be done using the
District's “REQUEST TO ATTEND EDUCATIONAL MEETINGorm in Eduphoria Form Space, and
must be submitted at least two weeks prior to tlene

Travel Objectives

Travel should serve to improve the instructionagvams for students directly or indirectly as lates

to the employee’s daily job assignment. Administr& approving such travel are responsible for

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

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

remainder of staff.

KISD Travel Support

* Only in state travel will be considered for appiowé@hout extenuating circumstances

» Substitute workers will be hired as needed. (Tweksanotice helps with 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 vehiceBnaited in number. The District will pay
mileage for only one vehicle per four people attega function.

* Plane tickets will only be paid for in extenuatirggrcumstances. Without extenuating
circumstances, airplane travel will only be paidtaghe standard mileage that would have been
allowable to the same destination. All additioeapenditure will be borne by the employee,
including rental vehicle if applicable.

» The District expects two employees of the sameatending a meeting to share a room. An
employee who chooses not to share a room will bparesible for their own room expense. If
employees agree not to share a room, employeebecg@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 thajustrexceeds 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 in Eduphoria Form Space. Once appdoby all necessary departments, a copy will be
given to the business office when travel requingseaditures of any kind. This form should list all
anticipated expenditures that are considered raisalble by the District.

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

Travel Cards
Travel cards will only work for selected items, Buas hotel expenses and when traveling in a distric
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owned vehicle, expenses associated with that vehitéms such as meals, etc. will not charge toain
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 ugagonal 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 Busi@ffice the day before departure to secure such
card. In order to secure such card, the employest read and sign a travel card usage form pritingo
travel. The employee should make all appropriagenvations and forward the reservation number,
phone number, hotel name, etc., to the businesseoffsing the approved form for such, so the
reservation can be confirmedWarning: If plans change, verify that reservations have been
canceled, failure to do so could result in employsepay being docked. The travel card and receipt
for charges should be returned to the businesseoffnmediately upon return from the travel. Degil
receipts are required in all cases. Businesseoffiersonnel will determine which type of procuretmen
card an employee will need.

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 shoalke isure 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 foreheixpenses when requested. District employees may
also use a provided credit card to cover automabilgenses when the employee is using a District
owned vehicle. The preferred method for all traedhted expenses is for the employee to pay for al
expenses by personal means and to be reimburs#te yistrict 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 reseneevidhicle please note such on the “Request to dtten
Educational Meeting” form in Eduphoria Form Spad&hen it is noted that an employee is using a
District vehicle, a special travel card will be givthe employee that will allow for the chargingfwél

and emergency vehicle repairs. Just like noteHatel Expenses above, this card should be secured
from the business office the day before the traaet] again, a travel card usage form must be nedd a
signed before you are allowed to leave with thel.cdf you are traveling on a same day departucke an
return trip, cards for vehicle expenses will berdsited by the transportation office when you pigk

the vehicle keys. Upon return from the travel ither case, the cards should be returned immegjatel
and all receipts charged to those cards submitiedail receipts should be secured in all cases.

Travel Expense Report
In all cases a travel expense report should be Eetoupon return from travel. This form must be
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completed within one week of travel completion. isTis true even when there is no additional money
due the employee. It is imperative that the empmaoged supervisor's make sure the form is completed
correctly, as correcting errors to the form coudthg the actual reimbursement.

Travel with Students
Employees will follow the same guidelines as abwite several additional requirements.
» Student meals will be reimbursed for actual orgiem whichever is smaller.
* Advances for meal money will be given when apprateri paperwork is completed,
approved and turned into the Business Office.
e If students are given their per diem travel amoting employee must get the students
signature as to such receipt.
« If actual meals are charged, copies of detail msaenust be submitted.
« When travel requires overnight stay, same sex stadge required to stay four to a room.
e Travel cards are available for covering these stue@gpenses. Appropriate forms noted
above should be completed prior to travel.

L EAVES AND ABSENCES
Policy DEC Series

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 expect to be absent for an extended periodooértihan five days should call the Human Resources
Department for counseling about leave options,inaation of benefits, and communicating with the
district.

Employees who take a leave of absence may contheie insurance benefits at their own expense.
Health care benefits for employees on leave awtbdrunder the Family and Medical Leave Act will be
paid by the district as they were when they werekmg. Otherwise, the district does not make benefi
contributions for employees who are not on actiagrpll status.

Employees must follow district and department anpas procedures to report or request any leave of
absence and complete the appropriate leave refquestlectronically.

Medical Certification: Any employee who is absent more than five days Umxaf a personal or
family illness must submit a medical certificatifamm from a qualified health care provider confingi

the specific dates of the illness, the reason far itiness, and in the case of personal illness the
employee’s fitness to return to work.

The Genetic Information Nondiscrimination Act of@)(GINA) prohibits employers and other entities
covered by GINA Title Il from requesting or requag genetic information of an individual or family
member of the individual, except as specificallpwed by this law. To comply with this law, we ask
that employees and health care providers do notiggoany genetic information in any medical
certification. ‘Genetic information,” as defined WgINA, includes an individual's family medical
history, the results of an individual’s or familyember’s genetic tests, the fact that an individwahn
individual’'s family member sought or received geénetervices, and genetic information of a fetus
carried by an individual or an individual’'s familgember or an embryo lawfully held by an individual
or family member receiving assistive reproductigeves.
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Continuation of Health Insurance: Personal and local leave is earned on an annws.bBhisis
available for the employee’s use. Leave will noplé for more workdays than have been accumulated
in prior years plus those earned during the curyeat. If an employee leaves the district befoseehd

of the work year, the cost of any unearned leays tiken shall be deducted from the employee’d fina
paycheck.

State Personal leave

State law entitles all employees to five days ofl peersonal 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 leaaed it can be transferred to other Texas school
Districts and is generally transferable to educasiervice centers.

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

Nondiscretionary: Leave taken for personal or family illness, emaoye or a death in the family or
active military leave is considered nondiscretigni@ave. This type of leave allows very little oo n
advance planning and will be granted to employrgbe same manner as state sick leave accumulated
prior to May 30, 1995.

For purposes of state sick leave accrued before 830ayl995, 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 whtita employee standls loco parentis.
3. Parent, stepparent, parent-in-law, or other indigldvho standsn loco parentis to 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 taken at an employee’s discretion and castbheduled in advance, is considered
discretionary leave. An employee wishing to takecditionary personal leave must submit a notice of
the request five days in advance of the anticipatksence to his or her principal or supervisor.
Discretionary personal leave will be granted oinrst-tome, first-serve basis and will be subjecth®
following limitations:
» Discretionary personal leave may not be taken forenthan five consecutive days.
» Discretionary leave shall not be taken for morentfinge days per year.
» Discretionary leave may not be taken on the follmywkey days: day before a school holiday,
day after a school holiday, day before a gradingope day after a grading period, days
scheduled for state testing, or staff developmewtasical days.
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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 edutprogram or department operations, as well as
the availability of substitutes, will be considetwdthe 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 usdyl ianwhole 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’ compensabenefits.

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

State sick leave may be used for the following@aasonly:
* 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 employé@@mediate family.

Local leave
Policy DEC (Local)

All full-time employees shall earn five days of gddcal sick leave per school year in accordandh wi
administrative regulations. Local leave shall acalate to a maximum of twenty (20) days. Locaksic

leave shall be used according to the terms anditiomsl of state sick leave accumulated before the
1995-1996 school year. (See DEC Legal)

After paid leave is exhausted, the employee will bdbocked his or her daily rate.

Annual accrual rate of state and local leave is dsllows:

Days Employed At 100% of the Day Days Earned

0-17 0.0

18 -35 0.5

36 -53 1.0
54 -71 15
72 -89 2.0
90 - 107 2.5

108 — 125 3.0

126 — 143 3.5
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144 - 161 4.0
162 -179 4.5
180 + 5.0

Use and Recording

For purposes of use and recording, available lsha# be used in the following order:
1. Local sick leave
2. State sick leave accumulated prior to the 1995-E29@0l year
3. State personal leave

All leave used shall be recorded in incrementsatf dlays 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 leaventake

Absence from Duty Requests

Absences from Duty should be reported in one of Wways. Campus professionals in Aesop will
request time off through that system. All othestdct employees should request time off through
Employee Access.

Attendance-Excessive Absenteeism

Regular attendance and service are essential elentdnemployment, and necessary to ensure
continuity of instruction and district operation€ontinued employment is contingent upon the abilit
and willingness of each employee to attend workcheduled and render such service. The purpose of
this administrative regulation is to establish amf procedures to be followed in reporting the
attendance and service of employees. It is theniraf this regulation to encourage responsibleaise
leave so that employee absences do not negatimelgat the education of children and the operatodns
the District. These absences do not include aryg daissed as a result of a workers’ compensation
claim, jury duty, subpoenaed court appearance,allersent, family medical leave, administrative
leave/suspension, UIL or other excused school legsineasons.

Frequent or Prolonged AbsenceAll absences in excess of ten (10) days annualt ble investigated

by the immediate supervisor who shall take appabdpraction as required by District guidelines. The
supervisor shall report all absences, except albsamsulting from one of the reasons outlined above
excess of ten (10) days in a school year to theefutendent or designee, who shall take corrective
action, up to and including termination in accorckawith District policies.

An employee absent more than five consecutive waykdoecause of personal illness shall submit
medical certification of illness and of his or ligness to return to work.

Sanctions for Abuse:Paid leave is provided for the specific purpospustited in District policy. It is
not intended to be used as a vacation, or for ro@neenience. Except for discretionary state peason
leave, documentation may be required for any alesexicthe discretion of the Superintendent or
designee. Abuse of the employee leave program\mlation of District policy and may result in
disciplinary action up to and including loss of payspension, demotion, or termination of employimen
in accordance with appropriate District polici€se¢ DCD, DCE, and the DF series)
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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 prdtec 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 confirmiregdmployee’s inability to work and estimating a
probable date of return. If disability leave is epped, the length of leave is no longer than 18fsda

When an employee is ready to return to work, theeBatendent 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 resume regular duties. Profedsamployees returning from leave will be reinstated
to the school to which they were previously assigag soon as an appropriate position is availdioe.
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, DECA

Employees who have been employed by the districafdeast 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 up2onvkeks or 26 weeks, for a military caregiver, of
unpaid leave each year beginning on the first dajuty for the following reasons:

* The birth, adoption, or foster placement ohadc

» To care for a spouse, parent, or child witlerdosis health condition

* An employee’s serious health condition

A husband and wife who are both employed by the&idisare subject to limits in the amount of leave
that they can take to care for a parent with aserhealth 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 efstrict.

Eligible employees are entitled to continue thegalth care benefits under the same terms and
conditions as when they were on the job and andeshto return to their previous job or an equerdl
job at the end of their leave. Under some circuntsts, teachers who are able to return to work at or
near the conclusion of a semester may be requiredrttinue 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 theptayiee that accumulated leave will run concurrently
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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 fmddave is not foreseeable, employees must contac
Human Resources as soon as possible. Employedsewidiquired 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 regardingeimployee’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 Leave
Policy DEC (Local)

An employee absent from duty because of a jobeaéldiness or injury may be eligible for workers’
compensation weekly income benefits. An employeseat because of a job-related injury or iliness
shall be assigned to family and medical leavepdliaable.

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

Assault Leave

Assault leave provides extended job income andfliemeotection to an employee who is injured as th
result of a physical assault suffered during th&gopeance of his or her job. An employee who is
physically assaulted at work may take all the letawe 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 leav®eranst be coordinated with workers’ compensation
benefits.

Jury Duty
Employees will receive leave with pay and withaagd of accumulated leave for jury duty. Employees
must present documentation of the service and raap kny compensation they receive.

Other Court Appearances
Employees shall use personal leave or leave withautfor absences dealing with personal matters not
related with school business.

Military Leave
Policy DECB

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

15 days per year. In addition, an employee igledtto use available state and local personalér s
leave during active military service.
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Reemployment After Military Leave: Employees who leave the district to enter intolimed States
uniformed services or state military duty (Texadidlaal Guard or Texas State Guard) may return to
employment if they are honorably discharged. Empésywho 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 providaiae 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 compdimt timely manner and at the lowest administeati
level possible, the Board has adopted an ordedggss that all employees must follow when bringing
formal complaints and grievances. Employees arewwaged to discuss problems or complaints with
their supervisors or an appropriate administrat@ng time.

The formal grievance process provides all employe#s an opportunity to be heard up to the highest
level of management if they are dissatisfied witha@ministrative response. Once all administrative
grievance procedures are exhausted, employeesiogngoievances to the Board of Trustees.

EMPLOYEE STANDARDS OF CONDUCT

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 ano#md the public. Employees are expected to wbser
the following standards of conduct:

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

» Employees shall be courteous to one another angluibiec.

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

» Employees shall not unlawfully manufacture, disitédy 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-aftgridrugs 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 considerautu the influence” of a controlled substance.

* An employee who is arrested for any felony or affgrese involving moral turpitude must report
the arrest to the principal or immediate superwsitihin three (3) calendar days of the arrest. An
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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 dbaltlean, neat, in a manner appropriate for
their assignments, and in accordance with any iaddit standards established by their
supervisors and approved by the Superintendent.

Additional Dress and Grooming Standards (Revised Juwe 14, 2011)

o Employees may not wear clothing items prohibitedh®ystudent handbook.

o Employees are not permitted to wear any clothirggaphernalia, grooming, jewelry,
accessories, or body adornments that are disrugiveotentially disruptive to the
educational environment as determined by the sofgedent, principal or supervisor.

o Employees should not wear clothing that exposeavelge, the midriff, undergarments,
or that is otherwise immodest.

o0 Appropriate jeans are only permitted on days apgutdyy the superintendent, principal,
or supervisor.

o Wind suits, sweat suits, and shorts are not pesthieixcept for coaches and physical
education teachers. Coaches must wear long pams gym shorts while in the
classroom or academic buildings.

0 Leggings or tights worn as pants are not permitted.

o Employees are permitted to wear sandals or opahgbees, but beachwear and house
slippers are not permitted.

o Tattoos should be covered.

o Body piercing jewelry (except earrings) is not peteal.

All district employees should perform their dutiesaccordance with state and federal law,
district policy, and ethical standards for professil educators. Alleged incidents of certain
misconduct by educators, including having a crirhieaord, must be reported to SBEC no later
than the seventh day after the superintendentidashs of the incident.

Code of Ethics and Standard Practices for Texas Eaators

Statement of Purpose

The Texas educator shall comply with standard mestand ethical conduct toward
students, professional colleagues, school officiadsents, and members of the community
and shall safeguard academic freedom. The Texasasaf, in maintaining the dignity of
the professional, shall respect and obey the la@mahstrate personal integrity, and
exemplify honesty. The Texas educator, in exeryiplif ethical relations with colleagues,
shall extend just and equitable treatment to almivers of the profession. The Texas
educator, in accepting a position of public tristall measure success by the progress of
each student toward realization of his or her poels an effective citizen. The Texas
educator, in fulfilling responsibilities in the comunity, shall cooperate with parents and
others to improve the public schools of the comnyuni

Professional Standards
1. Professional Ethical Conduct, Practices, and Perfanance
Standard 1.1The educator shall not knowingly engage in deceppiractices regarding
official policies of the school district or eduaatal institution.
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Standard 1.2 The educator shall not knowingly misappropriateed, or use monies,
personnel, property, or equipment committed todnisier charge for personal gain or
advantage.

Standard 1.3 The educator shall not submit fraudulent requestsréimbursement,
expenses, or pay.

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

Standard 1.5The educator shall neither accept nor offer gnasiitgifts, or favors that
impair professional judgment or to obtain spec@wamtage. This standard shall not
restrict the acceptance of gifts or tokens offeamd accepted openly from students,
parents, or other persons or organizations in mr@tog or appreciation of service.
Standard 1.6 The educator shall not falsify records, or diract@erce others to do so.
Standard 1.7 The educator shall comply with state regulationsften local school
board policies, and other applicable state andr&dimws.

Standard 1.8 The educator shall apply, accept, offer, or assigmposition or a
responsibility on the basis of professional quedifions.

2. Ethical Conduct toward Professional Colleagues

Standard 2.1.The educator shall not reveal confidential heaitbersonnel information
concerning colleagues unless disclosure servesulapfofessional purposes or is
required by law.

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

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

Standard 2.4.The educator shall not interfere with a colleaguexXsrcise of political,
professional, or citizenship right and respondibii.

Standard 2.5.The educator shall not discriminate against or @®er colleague on the
basis of race, color, religion, national origineagex, disability, or family status.
Standard 2.6 The educator shall not use coercive means or geofispecial treatment
in order to influence professional decisions ofeagues.

Standard 27 The educator shall not retaliate against anyviddal who has filed a
complaint with the SBEC under this chapter.

3. Ethical Conduct toward Students

Standard 3.1. The educator shall not reveal confidential infotiora concerning
students unless disclosure serves lawful profeakjmunrposes or is required by law.
Standard 3.2. The educator shall not knowingly treat a studemtai manner that
adversely affects the student’s learning, phydiealth, mental health, or safety.
Standard 3.3. The educator shall not deliberately or knowinglysmepresent facts
regarding a student.

Standard 3.4.The educator shall not exclude a student fromiqyation in a program,
deny benefits to a student, or grant an advantagestudent on the basis of race, color,
sex, disability, national origin, religion, or famstatus.

Standard 3.5.The educator shall not engage in physical mistreatraf a student.
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Standard 3.6.The educator shall not solicit or engage in sexoalduct or a romantic
relationship with a student.

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

Harassment
Policies DHB, FFH, 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 disciplinarjtiaac 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 harassedenemged to promptly report such incidents to the
campus principal or supervisor. If the campus ppaicor supervisor is the subject of a complaihg t
employee shall report the complaint directly to shiperintendent. 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 Grievances, Policy DGBA). To the greatest extent possiblenptaints shall be treated
as confidential. Limited disclosure may be necgstaicomplete a thorough investigation. The distric
will not retaliate against an employee who in géaith reports perceived harassment.

Sexual Harassment
Policies DH, DHC, DIA, FFG, FFH, FNC, FNCJ,

Employee-to-Employee:Sexual harassment of a coworker is a form of oiisnation and is prohibited
by law. Sexual harassment is defined as unwelcawraas advances, requests for sexual favors, and
other verbal or physical conduct under the folloggvoonditions:
» 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.
* Such conduct has the purpose of effect of wmeably interfering with an individual’'s work
performance or creating an intimidating, hostileptherwise offensive work environment.
Employees who believe that they have been sexhallgssed by another employee are encouraged to
come forward with complaints and should inform therincipal, supervisor, or the Deputy
Superintendent. Employees must follow the procesiotglined in this handbook for filing a complaint
except when it would require presenting a compléanthe alleged harasser. (See Complaints and
Grievances, Policy DGBA) District officials or th@gents shall promptly investigate all allegatiaf
sexual harassment of employees by other employaas$, officials shall take prompt appropriate
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disciplinary action against employees found to hewgaged in conduct constituting sexual harassment
of other employees.

Employee-to-Student: Sexual harassment of students by employees isvadb 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 therartgage 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, buihat limited to, fondling, sexual assault, or sexual
intercourse.

Employees who suspect a student may have expedigarodibited harassment are obligated to report
their concerns to the campus principal. All allégas of sexual harassment or sexual abuse of arstud
will be reported to the student’s parents and pribmpvestigated. Conduct that may be characterased
known or suspected child abuse also will be repottethe appropriate authorities, as required by la
Employees with questions or concerns relating t dlleged sexual harassment of a student should
contact the Superintendent.

Drug-Abuse Prevention
PoliciesDH

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 adgewuthe influence of alcohol or illegal drugs as
defined by the Texas Controlled Substances Achdusiorking hours may be dismissed.

Employees shall not unlawfully manufacture, disitdy dispense, possess, use, or be under thennofue
of any of the following substances during workingubs while at school or at school-related actisitie
during or outside of usual working hours.

1. Any controlled substance or dangerous drug as ekfiny law, including but not limited to
marijuana, any narcotic drug, hallucinogen, stimyjldepressant, amphetamine, or barbiturate

2. Alcohol or any alcoholic beverage

3. Any abusable glue, aerosol paint, or any other ¢tarsubstance for inhalation

4. Any other intoxicant, or mood-changing, mind-alteyi or behavior-altering drugs

An employee need not be legally intoxicated to bastered “under the influence” of a controlled
substance.

EXCEPTION: An employee who uses a drug authorized by a lickpbgsician through a prescription
specifically for that employee’s use shall not besidered to have violated this policy.

DRUG-FREE WORKPLACE NOTICE: The District prohibits the unlawful manufacture,
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distribution, dispensation, possession, or use asiftrolled substances, illegal drugs, inhalants, and
alcohol in the workplace. Employees who violates tprohibition shall be subject to disciplinary
sanctions. Sanctions may include: Referral to dind alcohol counseling or rehabilitation programs;
Referral to employee assistance programs; Ternoim&tom employment with the District; and Referral
to appropriate law enforcement officials for pragemn. As a condition of employment, an employee
shall: Abide by the terms of this notice; and notiie Superintendent, in writing, if the employse i
convicted for a violation of a criminal drug staubccurring in the workplace. The employee must
provide the notice in accordance with DH(LOCAL)h|$ notice complies with the requirements of the
federal Drug-Free Workplace Act (41 U.S.C. 702).]

Tobacco Use
Policies DH, GKA, FNCD

Smoking or using tobacco products is prohibitecathristrict-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 lawd an
punishable by a fine are displayed in prominentgdan all school buildings.

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 schmdtial duties. In addition, employees may not
knowingly endorse or suggest the ingestion, insahapplication, or inhalation of a performance-
enhancing dietary supplement to any student.

Reporting Suspected Child Abuse
Policy BQ, 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@priate state agency (e.g.: state agency opgrati
licensing, certifying, or registering a facility)ithin 48 hours of the event that led to the susgpici
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 assistirte investigation of reported child abuse orleeg

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 childssgbmay result in prosecution for the commissioa of
Class A misdemeanor. In addition, a certified emgdds failure to report suspected child abuse may
result in disciplinary procedures by SBEC for alatimn of theCode of Ethics and Standard Practices

for Texas Educators.
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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.

Reporting the concern to the principal does naevelthe employee of the requirement to reporhéo t
appropriate state agency. In addition, employeestnuooperate with child abuse and neglect
investigators. Interference with a child abuse stigation by denying an interviewer’'s request to
interview a student at school or requiring the pneg of a parent or school administrator agairet th
desires of the duly authorized investigator is gyitvedd. Procedures to follow in reporting child abu
may be found in the appendix. (Policy FFG-legal)

Associations and Political Activities
Policy DGA

The district will not directly or indirectly discoage employees from participating in political asor
require any employee to join any group, club, cottesj organization, or association. Employees may
join or refuse to join any professional associatorganization.

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 eyngaoit, or conditions of work.

Safety
Policy CK Series

The district has developed and promotes a compsaleeprogram to ensure the safety of its employees,
students, and visitors. The safety program inclugeslelines and procedures for responding to
emergencies and activities to help reduce the &eqy 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 fetggrograms and/or safety issues should contact
their campus Principal or the Human Resources Degat at 903-988-3900.

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 supervisothwitthree calendar days of the arrest. An employee
who is convicted of or receives deferred adjudarafior such an offense must also report that etgent
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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

* Drug- or alcohol-related offenses

» Acts constituting abuse under the Texas Fafdge

Possession of Firearms and \dapons
Policies FNCG, GKA

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

should report it to their supervisor or call thgp8untendent’s office immediately at (903-988-3200)

Visitors in the Workplace
Policy GKC

All visitors are expected to enter any districtiligcthrough the main entrance and sign in or repo
the building’s main office. Authorized visitors Wikceive directions or be escorted to their desicm.
Employees who observe an unauthorized individuaihendistrict 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 provisiaincopyright 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.

Technology Resources
Policy CQ

The district’'s technology resources, including mistwork access to the Internet, are primarily for
administrative and instructional purposes. Limipedsonal use of the system is permitted if the:user

* Imposes no tangible cost to the district

» Does not unduly burden the district’s computenetwork resources

» Has no adverse effect on job performance a student’s academic performance

Electronic mail transmissions and other use of rietdgy resources are not confidential and can be
monitored at any time to ensure appropriate use.
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Employees and students who are authorized to esgyiems are required to abide by the provisibns o
the district's communications systems policy andhiistrative proceduresCQ Legal & CQ Local)
Failure to do so can result in suspension or teation of privileges and may lead to disciplinaryi@a.
Employees with questions about computer use and denagement should 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 obligatian
in anyway creates a substantial conflict with theper discharge of assigned duties and responbili
or that creates a conflict with the best interéshe District.

GENERAL PROCEDURES AND INFORMATION

Asbestos Management Plan
Policy CKA

The district is committed to providing a safe eoximent for employees. An accredited management
planner has developed an asbestos management @lathe District. A copy of the district’s
management plan is kept in the Maintenance Directaffice as well as each campus office and is
available for inspection during normal businessriaou

Pest Control Treatment
Policies CLB, DI

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

Check Acceptance

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

check to be an acceptable form of payment it n@tude 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, cheeil no longer be an acceptable form of payment
for the remainder of the school year.
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Bad Weather Closing

The district may close schools because of bad weathemergency conditions. When such conditions
exist, the superintendent will make the officiatideon concerning the closing of the district’'sifities.
When it becomes necessary to open late, to rektadents early, or cancel school, the administatio
office will post a notice on the district’'s webs#ad notify the following radio and television sbais:

KKTX, FM 96X; KYKX, FM 105; KOOI, FM 106.5; KLTV, Gannel 7, Tyler; KETX, Channel 56;
Jacksonville; KIXK, FM 99.3; KYTX, Channel 19, Tyle

Emergencies
Policy CKC, CKD

All employees should be familiar with the safetpgadures for responding to a medical emergency and
the evacuation diagrams posted in their work arBasergency drills will be conducted to familiarize
employees and students with safety and evacuatiooe@ures. Each campus is equipped with an
automatic external defibrillator. Fire extinguiskieare located throughout all district buildings.
Employees should know the location of the thesegds and procedures for their use.

Purchasing Procedures
Policy CH

All requests for purchases must be submitted toBhginess Office using the automated requisition
system with appropriate approvals to secure a categhlpurchase order (PO). No purchases, charges, or
commitments to buy goods or services for the distan be made without a PO numbEne 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 Revard fefeht 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, contact number, marital status, emerganact, or beneficiary. Forms to process a chamge
personal information can be obtained from the HuiRasources Department. Changes must be made
in person. Requests either by phone and/or e-mkihet be accepted.

Effective December 2, 2002, every educator cediéidolder or applicant must maintain a currentiema
address with the State Board for Educator Certiboa(SBEC). Failure to maintain a current mailing
address with SBEC may result in the following:

» failure to receive important information or notioe a proceeding regarding an individual's
certification or application status, including reva requirements for a Standard Educator
Certificate;

» failure to receive a certificate; or

» Certification sanction or denial.
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A certificate holder or applicant must update hi©ier email address through the secure website CSBE
Online for Educators atttps://secure.sbec.state.tx.us/SBECOnline/logi.al further assistance is
needed, please contact the Information SupporteCantl-512-463-9734.

TAC, Title 19 (Education)

Part 7 (State Board of Educator Certification)

Chapter 230 (Professional Educator Preparation and Certification)
Subchapter N (Certificate | ssuance Procedures)

Information concerning your certification shoulddieected to the Human Resources Department at
903-988-3900. Information can also be found ondik#ict’'s website atvww.kisd.org/hr/

Personnel Records
Policy GBA Series

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

* Address

* Phone number

» Social Security number

» Information that reveals whether they have fammembers

Personal information may be kept confidential gt tame by submitting a written request to the Human
Resources Department. New or terminating emploljags 14 days after hire or termination to submit a
request. Otherwise, personal information will beased to the public.

Building Use
Policy FNAB, GKD

The Business Office is responsible for schedulirguse of facilities after school hours. Contactide
Hampton at (903) 988-3900 to request the use sdlagdities and to obtain information on the fees
charged.

TERMINATION OF EMPLOYMENT

Resignations
Policy DFE

Contract Employees: Contract employees may resign their position withgenalty at the end of any
school year if written notice is received 45 dagdobe the first day of instruction of the following
school year. A written notice of resignation shobl submitted to the Human Resource Department.
Contract employees may resign at any other timg wiih the approval of the Board of Trustees.
Resignation without the consent of the Board maylten disciplinary action by the State Board for
Educator Certification (SBEC).
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The superintendent will notify SBEC when an empyesigns and reasonable evidence exists to
indicate that the employee has engaged in any efatlts listed irReports to the State Board for
Educator Certification. (See policy DFE (Legal).

Non-contract Employees:Non-contract employees may resign their positianany time. A written
notice of resignation should be submitted to tt8ipervisor or the Human Resources Department at
least two weeks prior to the effective date. Empksyare encouraged to include the reasons fonigavi
in the letter of resignation but are not requiredd so.

Dismissal or Non-renewal of Contract Employees
Policies DF Series, DFAA, DFAB, DFBA, DFBB, DFCA, DFD, DFF, DFB Series

Employees on probationary or term contracts camdrerenewed at the end of the contract term, or
dismissed during the school year according to tloegmures outlined in district policies. Contract
employees dismissed during the school year, suggewithout pay, or subject to a reduction in force
are entitled to receive notice of the recommendtid® an explanation of the charges against tlaem,

an opportunity for a hearing. The time lines andcpdures to be followed when a suspension,
termination, or non-renewal occurs will be providetlen 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 are available online.

Dismissal of Non-contract Employees
Policy DF Series, DCD

Non-contract employees are employed at-will and bagismissed without notice, a description of the
reasons for dismissal, or a hearing. It is unlaidulthe district to dismiss any employee for reesof
race, color, religion, gender, national origin, adisability, military status, genetics informatjar any
other basis protected by law, or in retaliation floe exercise of certain protected legal rightsniNo
contract employees who are dismissed have the tiogiptieve the termination. The dismissed employee
must follow the district process outlined in themldbook when pursuing the grievance. (Semplaints

and Grievances, Policy DGBA (local).

Exit Procedures
Policy DC (Local)

Information on the continuation of benefits, rekeasf information, and procedures for requesting
references will be provided upon separation of @ympkent. Separating employees are asked to provide
the district with a forwarding address and phoneiner.

All district keys, books, property, and equipmenisinbe returned upon separation from employment.
The district may withhold the cost of any unretwrmems from the final paycheck.

Reports to the State Board for Educator Certificaton
Policy DF
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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 distribubiosm controlled substance
» The illegal transfer, appropriation, or expéudk 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 pimsi or to receive additional compensation
associated with a position
« Committing a crime on school property or athal-sponsored event

STUDENT |NFORMATION

Equal Educational Opportunities
Policy FB

The Kilgore Independent School District does nacdminate on the basis of race, color, religion,
gender, national origin, age, disability, genetid®rmation, or any other basis protected by lawino
retaliation for the exercise of certain protectedal rights in providing education services, attei,
and programs, including vocational programs, inoedance with Title VI of the Civil Rights Act of
1964, as amended; Title IX of the Educational Ammeedts of 1972; and Section 504 of the
Rehabilitation Act of 1973, as amended.

Questions or concerns about discrimination of sitglen the basis of race, coloeligion, gender, or
national origin should be directed to Dennis Wit Deputy Superintendent at 903-988-3900.
Questions or concerns about discrimination on #s#sbof a disability should also be directed to ¢dyan
Roberts, ADA/ Section 504 Coordinator.

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 hageegal access to a student’s records:

« Parents of a minor or of a student who is seddpnt for tax purposes

» The student (if 18 or older) or attending astitite 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.

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 handling complaints on
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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 prinipa
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 medicatigtudents. 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 ligividualized Education Program or Section 50pla
of a student with disabilities. Contact the primtipr school nurse for information on procedures th
must be followed when administering medicationttaents.

Dietary Supplements
Policy DH, FFAC

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 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 frdoing 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 admraisdn of a psychotropic drug to a student.

Student Conduct and Discipline
Policy FC, FN series, FO series

Students are expected to follow the classroom ral@spus rules, and rules listed in the StudenteCod
of Conduct and Student Handbook. Teachers and &stnaitors are responsible for taking disciplinary
action based on a range of discipline managemeategies that have been adopted by the distritielOt
employees that have concerns about a particuldestis conduct should contact the classroom teacher
or campus principal.
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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 shutdeparents 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 parental consent before they are allowed toeleav
campus. When absent, the student, upon returnisghtool, must bring a note signed by the parerit tha
describes the reason for the absence. These rewite are addressed in campus training and in the
student handbook. Contact the campus principaddditional information.

Hazing
Policy FNCC, FO

Students must have prior approval from the priricgpadesignee for any type of “initiation rites” af
school club or organization. Any teacher, admratstr, or employee who observes a student engaged i
any form of hazing, which has reason to know opseuasthat a student intends to engage in hazing, or
has engaged in hazing must report that fact origosgto the designated campus administration.

Bullying
Policy FFI

All employees are required to report student compgaof bullying to the campus principal. The

District’'s policy includes definitions and procedarfor reporting and investigating bullying. An
electronic copy of all District policies may be &ted through the KISD homepagenatw.kisd.org
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