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Employee Handbook Receipt

Name

Campus/Department

| hereby acknowledgenat | have been offered the option to receive a paper copy or to
electronically access ti#011-2012 Somerville ISD Employee Handboakl agree to read

thehandbook and abide by the standards, policies, and procedures defined or referenced in this
document.

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

The electronic handbookvill be available on the district websit@ www.somervilleisd.org

Employees will be granted access to a computer and a printer and if needed, assistance
in accessing the website. If you wolilke assistance accessing the website or the use of
the canputer and printer at the Central Office, please con@Gantol Brinkman or Elaine
White, phone numbé&96-2153.

Please indicate your choice by checking the appropriate box below:

/£ | choose to receive the employee handbook in electronic format and accept
responsibility for accessing it according to the instructions provided.

/£ | choose to receive a hard copy of thEmployeeHandbook.

The information in this handbook is subject to change. | understand that changes in district
policies may supersede, modify, render obsolete the information suntized in this bookAs

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

| understand that no modifications to contractual relationships or alterati@will
employment relationships are intended by this handbook

| understand that | have an obligation to inform my supervisor or department head of any
changes in personal information such as phone number, address, etc. | alseespoaptbility
for contacting my supervisor or tRntral Officeif | have questions atoncerns or need further
explanation.

Signature Date

If you requested a hard copy of the Employee Handbook, it is being providledse sign and date this
sheet acknowledging receipt of the hard cayd forwardthe acknowledgmentb Carol Brinkman at
the Central Office
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Introduction

The purpose othis handbook is to provide information that will help with questions and pave

the way for a successful year. Not all district policies and procedures are included. Those that are
have been summarized. Suggestions for additions and improvements to thisakazue:

welcome and may be sentSoperintendent Charles Camarillo.

This handbook is neither a contract nor a substitute for the official district policy manual. Nor is

it intended to alter the -atill status of noncontract employees in any way. Rathexa guide to

and a brief explanation of district policies and procedures related to employment. These policies
and procedures can change at any time; these changes shall supersede any handbook provisions
that are not compatible with the change. Foraminformation, employees may refer to the

policy codes that are associated with handbook topics, confer with their supervisor, or call the
appropriate district office. District policies can be accessed on limenatsomervilleisd.orgr
www.tasb.org/policy/pol/private/026902
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District Information

Descriptiorof the District

Somerville is located approximately 30 milgsst of Bryan/College Station. The Somerville
community ha a population of approximatelyO4citizens. The Somerville Independent
School District (ISD) was organized around the turn of tHec2ditury to assist in educating the
children of early settirs who were located in this central Texas community. The public school
started as a three (3) room building at the cornel"@téeet. In 1905, the fitdrick building

was constructed at the present site of the Junior High School (now the Disgiplitgainative
School).

District Map

The district map showing the boundaries of the school district is available for viewing at the
Central Office and at each Campus Offiéemap showing the boundaries of the school district
is includel in the Appendix portion of this handbook.

Mission Statement, Goals, and Objectives
Policy AE

Mission Statement The Somerville Independent School District will provide a quality
education dr all learners, enabling them to lead productive and fulfilling livesiiever
changing interdepender@omplex global society.

Goals and Obijectives The goals and objectives are a part of the District Improvement Plan and
Campus Improvement Plansh& plans are available at the Central Office and at each Campus
Office.

Board ofTrustees
Policies BABB series BD series and BE series

Texas law grants the board of trustees the power to govern and oversem#gement of the

di strictds school-makingbtdgwithirotlaerdidtrici and hastoweralp ol i cy
responsibility for the curriculum, school taxes, annual budget, employment of the superintendent
and other professional staff, and facilities. Doard has complete and final control over school
matters within limits established by state and federad lawd regulations.

The board of trustees is elected by the citi
commitment to a strong educatiopat ogr am f or the distriatt 6s ch
largeand servehreeyear terms. Trustees serve without compensation, must be registered voters,
and must reside in the district.
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Current board members and terms of office include

e PresidentBryan Crook Term: 20092012
e Vice-President Jared Kotch Term: 20112014
e SecretaryLinda Pinkerton Term: 20102013
e TreasurerJames Douglas Term: 2011-2014
e Member Chris Arredondo Term: 20092012
e MemberMelissa Tharp Term: 20092012
e MemberJasorUrbanosky Term: 20102013

TheBoard usuallymeets in regular session at 7:00 p.m. on the second Wednesday of the month
in the Board Room of the SISD Administration Building.the event that largattendance is
anticipated, the board may meeaathe Yegua CenterSpecial meetings maye called when
necessary. A written notice of regular and special meetings will be postaé district Web

site andat the Administration Buildingt least 72 hours before the scheduled meeting time. The
written notice will show the date, time, place, and subjects of each meeting. In emergencies, a
meeting may be held with a twwur notice.

All meetings are open to the public. In certain circumstances, Texas law permitattie¢o go
into a closed session from weh thepublic and others are excludétiosedsession may occur
for such things as discussing prospective gifts or donationspnaaértyacquisition, certain
personnel matters including employee complaints, security mattedgnt discipline, or
consllting with attorneys regarding pending litigation.

BoardMeeting hedule fo20112012

August 10, 2011 September 14, 2011
October 12, 2011 November 9, 2011
December 14, 2011 January 11, 2012
February 8, 2012 March 21, 2012
April 11, 2012 May 9, 2012

June 13, 2012 July 11, 2012

Administration

Superintendent Charles Camarillo
Business Manager Jean Ann McCarthy
Technology Director Scott Keltner
Secondanprincipal Joe Mobley
SecondanAsst. Principal  Kim Camarillo
Elementary Principal Sandy Labby
Somerville ISD Employee Handbook 7
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School Calendar

The official school calendar is available on the district websitevw@.somervilleisd.org The
school calendar and district information are also included in the Appendix portion of this
handbook.

Helpful Contacts
From time to time, employees have questions or concdfrtfsose quetions or concerns cannot

be answered by supervisors or at the campus or department level, the employee is encouraged to
contact theCentral Office at 59@153.

School Directory

The school directory is provided to each district employee after the seaardbggingand
address updates are completed.

Employment

EqualEmploymenOpportunity
PoliciesDAA, DIA

Somerville ED does not discriminate against any &yee or applicant for employment

because of race, color, religion, gender, national origin, age, disability, military giatesic
information,sexual orientation,ramn any other basis prohibited by latdditionally, the district

does not tcriminake against an employee applicant who acts to oppose such discrimination

or participates in the investigation of a complaétdted to a discriminatory employment
practiccEmpl oyment deci sions will be madeiomrs,n t he
experience, and abilities.

Employees with questions or concerns relating to discriminédiceny of thereasondisted
above should conta@uperintendent Charles Camarillo.

Job Vacancy®nouncements
Policy DC

Announcements of job vacancies by position and locatiopastedon a regulaat the Central
Officeand alsmnthed i st r i ¢ t@www¥Wnbrvilleisdtorg Thereis a link tothe
TASA website @vww.tasanet.ordor professional positions
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Current district employees may apply for any vacancy for which they have the appropriate
gualifications. The district employee may apply by submittitejtar to Superintendent Charles
Camarillo indicating an interest in the position.

Employment fter Retirement
Policy DC

Individuals receiving retirement benefits from the Teacheir&eent System (TRShay be

enployed in limited circumstancem a full or parttime basis without affecting their benefits,
according to TRS rules and state law. Detailed information about employment after retirement is
available in the TRS publicatid@mployment After Retirement. Employees can contact TRS for
additional information by calling 86R23-8778 or 512542-6400. Information is also available

on the TRS Web Site (www.trs.state.tx.us).

Contract andNoncontracEmployment
Policy DC series

State law requires the district to employ all fithe professional employees in positions
requiring a certificate frorthe State Board for Educator Certification (SBEC) aegistered

nurses under probationary, term, or continuing contracts. Employees in all other positions are
employed atill or by a contract that is not subject to the procedures for nonrenewal or
termination under Chapter 21 of the Texas Education Coaepditagraphs that follow provide a
general description of the employment arrangements used by the district.

Probationary Contracts. Registered arses and fultime professional employees new to the
district andemployed in positions requirif§BEC certifcation must receive a probationary
contract during their first year of employment. Former employees who are hired after at least a
two-year lapse in district employment also may be employed by probationary contract.
Probationary contracts are epear contacts.A probationary contract may be renewed for two
additional oneyear periods, for a maximum permissible probationary contract period of three
school years, except that the probationary period may not exceed one year for a person who has
been employeds aa teacher in public education for at least five of the eight years preceding
employmenby the District. As an exception, a probationary contract period beagxtended

beyord the third consecutive year of employment if, during the third year qfrthtgationary

period, the Board determines that it is doubtful whether a term contract should be given. If the
Board makes such a determinatitite District may make a probationary contract for a term
ending with the fourth consecutive school year.

Term Contracts. Full-time professionals employed in positions requiring certification and
registerechurses will be employed by term contracts after they have successfully completed the
probationary period. The terms and conditions of employment are detailexidgantract and
employment policies. All employees will receive a copy of their contEasployment policies

can be accessed on line or copies will be provided upon request
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Noncertified Professional andAdministrative Employees Employees in professional and
administrative positions that do not require SBEC certification (such asstradgional
administrators) are employed by a erear contract that is not subject to gvevisionsfor
nonrenewal or terminatiomnder the Texas Education Code.

Paraprofessional andAuxiliary Employees All paraprofessional and auxiliary employees,
regardless of certification, are employed at will and not by contract. Employsnesttfor any
specified term and may be terminated at any time by either the emplayeedistrict. At will
employees who are expected to return to work at the beginning of the following school session
shall be provided a letter of reasonable assigrah employment.

Searches andlcohol and Drugesting
Policy DHE

Noni nvestigatory searches in the workplace i
cabinets, or work area to @l information needed for usual business purposes may occur when
an employee is unavailable. Therefore, employees are hereby notified that they have no
legitimate expectation of privacy in those places. In addition, the district reserves the right to
conduct searches when there is reasonable cause to believe a search will uncover evidence of
work-related misconduct. Such an investigatory search may include drug and alcohol testing if
the suspected violation relates to drug or alcohol use. The districdenssh the employee, the

empl oyeeds ,amdwoskamas includihgalistrsaiwned computers, lockers, and

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

EmployeesRequired to Have a @mmercial Dr i v &icedsse Any employee whose duties
require a commer ci &bubjectrto dvug and acoholitestiagy Ehis incfudeb L )
all drivers who operate a motor vehicle designed to transport 16 or more people counting the
driver, drivers of large vehiels or drivers of vehicles used in the transportation of hazardous
materials. Teachers, coaches, or other employees who primarily perform duties other than
driving are subject to testing requirements if their duties include dravowmmercial motor

vehide.

Drug testing will be conduet before an individual assunesving responsibilities. Alcohol

and drug tests will be conducted when reasonable suspicion existgjahrammen an employee
returns to duty after engaging in prohibited conduct,asafollow-up measure. Testing may be
conducted following accidents. Retuimduty and followup testing will be conducted if an
employee who has violated the prohibited alcohol conduct standards or tested positive for
alcohol or drugs is allowed to retuamduty.

All employees required to have a CDL or who otherwise are subject to alcohol and drug testing
wi || receive a copy of the districtds policy
alcohol and drug abuse and the availability ofstasce prgrams.
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Other district employees who have a valid Texas Drivers License and have an acceptable driving
record may drive district vehicles. These employees are also subject to be selected under the
random nonTxDOT drug and alcohol testing.

Employees with questions or concerns relating to alcohol and drug policies and related
educational material should cont&tiarles Camarillo/Carol Brinkman at the Central Office,
596-2153.

Health Safety Training
Policies DBA, DMA

Certain employees who are involved in physical activities for students must maintain and submit
to the district proof of current certificati@nr trainingin first aid, cardiopuimonary resuscitation
(CPR), the use of an automated external defibrillator (ABBXY), extracurricular athletic activity
safety.Certificationor documentation of trainingiust be issued by the American Red Cross, the
American Heart Associatiotniversity Interscholastic Leaguer another organization that

provides equivalent training and certification. Employees subject to this requinemsingubmit

their certificationor documentatioto Superintendent Charles Camarillo or Carol Brinkman at

the Central Officdoy the first day of instruction of the current school year.

Reassignments andahsfers
Policy DK

All personnel are subject to assignment and reassignment by the superintendent or designee
when thesuperintendent or designee determines that the assignment or reassigmmniet

best interest of the district. Reassignment is a transfer to another position, department, or facility
that does not necessitate a change in the employment contract. Oaagsignments must be
approved by the principal at the receiving campus except when reassignments are due to
enrollment shifts or program changes. Extracurricular or supplemental duty assignments may be
reassigned at any timeless an extracurricular sugplemental duty assignment is part of a
dualassignment contract. Employees who object to a reassignment may follow the district
process for employee complaints as outlined in this handbook and district policy DGBA (Local).

An employee with the requidequalifications for a position may request a transfer to another

campus or department. A written request for transfer must be completsjaed by the

empl oyee and the employeebds supervisor. A te
before theschool year begins must subrhis or herequesby the last day of MayRequests for

transfer during the school year will be considered only when the change will not adversely affect
students and after a replacement has been found. All transfer regilldstscoordinated by the

Central Officeand musbe approved by the receiving supervisor.

Workload ant\ork Schedules
Policies DEADL
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ProfessionalEmployees.Professional employees aadademic administratoeseexempt from
overtime pay and are employed on a, 10-, or 12month basis, according to the work
schedules set by the district. A school calendar is adopted each year designating the work
schedule for teachers and all school holidays. Notice of work sldseithcludingstart and end
datesand scheduled holidays will be distributed each school year.

Classroom teachers will hageheduled conferengeriods for instructional preparation. The
schedule of planning periods is set at the campus denkWill provide 550 minutes within each
two-week period in blockef 55 minutes within the instructional day.eachersre entitled to a
duty-free lunch period of at least 30 minutes. The district may require teachers to supervise
students during lunch one day aek when no other personnel are available.

Paraprofessional and Aixiliary Employees.Support employees are employed at will and
receive notificatiorof the required duty days, holidays, and hours of work for their position on
an annual basis. Paraprofessl and auxiliary employees are not exempt from overtime and are
not authorized to work in excess of their assigned schedule without prior approval from their
supervisor.

Notificatiorto Parents Regardingu@lifications
Policies DK, DBA

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

(NCLB) to notify parents at the beginning of each school year that theyagagst information
regarding the professional gualifications of
be notified if their child has been assigredaught for four or more consecutive weeks by a

teacher who is not highly qualified.

Texas law requires that parents be notified if their child is assigned for more than 30 consecutive
instructional days to a teacher who does mid lan appropriate teaching tiécate. This notice

is not required if parental notification under NCLB is sémappropriately certified or

uncertified teachers include individuals an emergency permit (including individuals waiting

to takea certificationexam)andindividuals who do not hold any certificate or permit.

Information relating to teacher certificati will be made available to the public upon request.
Employees who have questions about their certification status ca&upaltintendent Charles
Camarillo at 5962153.

OutsideEmployment andiutoring
Policy DBD

Employees are required to disclose in writing to their immediate supervisor any outside
employment that may create a potential conflict of interest with theimeeskduties and
responsibilitiesor the best interest of tlgstrict. Supervisors will consider outside employment
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on a casdy-case basis and determine whether it should be prohibited because of a conflict of
interest.

Performance\E&luation
Policy DN series

Evaluation ofanemploge6s | ob perf ormance i s a continuol
i mprovement . Performance evaluation is based
job-related criteria. All employees will participate in the evaluation process with their assigned
supevisor at least annually. Written evaluations will be completed on forms approved by the
district. Reports, correspondence, and memoranda also can be used to document performance
information. All employees will receive a copy of their written evaluatpartjcipate ina

performance conference with their supervisor, laankethe opportunity to respond to the

evaluation.

Employednvolvement
PoliciesBQA, BQB

At both the campus and district leveBmervillelSD offers opportunities for input in matters

that affect employees and influence the instructional effectiveness of the district. As part of the
di stricto6s pl-making progesszsemployesteaceielecied to serve on district
campuslevel adiisory committees. Plans and detailed information about the shared decision
making process are available in each campus office or $ugperintendent Charles Camarillo at
the Central Office, 59@153.

Staff @velopment
Policy DMA

Staff development activities are organized to meet the needs of employees and the district. Staff
development for instructional personnel is predominantly carbpssd, related to achieving

campus performance objectivasidressed in the campus improvement plan, and approved by a
campuslevel advisory committee. Staff development for noninstructional personnel is designed
to meet specific licensing requirements (e.g., bus drivers) and continued employee skill
development.

Employees wanting to attend a professional development workshop must follow district
procedures by completing and submitting the Professional Development Approval Form. The
request form must have the appropriate adminstrator approval before submittiagentral

Office for approval by the Superintendent. Please refer to the document included in your
inservice packefy Tr av e | Gui del i mhessnfofmation iscateavaiaple @ she .
District web site @vww.somervilleisd.orgn the link to the Somerville ISD Fiscilanual
20112012.
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Individuals holding renewable SBEC certificates are responsible for obtaining the required
training hours and maintaining appropriate documentation.

Compensation and Benefits

SalariesWages, and@tipends
PoliciesDEA, DEAA

Employees are paid in accordance with administrative guidelineanaggtablishegay
structure. The di st r i c disstrgtiangactpyeas and adjasted asr e v i
needed. All district positions are classified asrapt or noneempt according to federal law.
Professional employeesd academic administrataee generally classified as exempt and are

paid monthly salaries. Theye not entitled to overtime compensation. Other employees are
generally classified as nexempt and are paid an hourly wage or salary and receive
compensatory time or overtime pay for each hour worked beyond 40 in a workweek. (See
Overtime Compensatippagel6).

All employees will receive written notice of their pay and work schedules before the start of each
school year. Classroom teachers,-futie librarians, fultime registerechurses, and fultime

counselors will be paid no less than the mimmstate salary schedule. Contract employees who
perform extracurricular or supplemental duties may be paid a stipawidiition to their salary

according to th&omerville ISDSpecial Stipend Salary Schedide the current school year

Employees shouldontactBusiness Manager Jean Ann McCartbiymore information about

the districtds pay schedules or their own pa

AnnualizedCompensation
Policy DEA

The district pays all salaried employees over 12 months regardlessrafrtiber of months

employed during the school year. Salaried employees will be paid in equal monthly payments,
beginning with the first pay period of the school year. Employees that separate after the last day
of instruction will continue to receive payahkes througtthe end of the summeunless

otherwise requested and approved by the Superintendent.

Paychecks

All professional and salaried employees are paid monthly. Haurifiary employees
(maintenance, custilans, cafeteria) and substitutee paidssemi monthlyEmployees are paid
through direct deposit. Most payroll vouchers will be sent to the employee by email. For
employees who do not have an email account, the paper copy of the payroll voucher will be
available for pick up at the Central Office. If it is not picked up on pay day, it will be mailed.
All substitutes may pick up his/her paycheck on the designated pay day. If the check has not
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been picked up by the end of the day, it will be mailedichecls will not be released to any

person
authorization.

An empl oyeeods

ot her

t han

payrol |

t he

di strict

statement

empl oyee

¢ o nwithhdldn s

ing information, andhe amount ofeave accumulate&chediles of 20112012 are as follows:

IPAYROLL DATES

September 23, 2011

October 25, 2011

November22, 2011

Decembef?2, 2011

January25, 2012

February24, 2012

March23, 2012

April 25, 2012

May 25, 2012

June25, 2012

July 25, 2012

August24, 2012

District Employees Monthly Payroll

IPAYROLL CUT-OFF|

8/25/2011
9/10/2011

09/25/2011
10/10/2011

10/25/2a1
11/10/2011

11/25/2011
12/10/2011

12/25/2011
1/10/2012

1/25/2012
2/10/2012

2/25/2012
3/10/2012

3/25/2012
4/102012

4/25/2012
5/10/2012

5/25/2012
6/10/2012

6/25/2012
7/10/2012

7/25/2012
8/10/2012

Official Payroll Datesfor 2011-2012are the 25" of the Month|
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AutomatidPaymoll Deposit

Employeesnusthave their paychecks electronically deposited into a designated acéount.
notification period otwo weels is necessary to activate this servi€entactJean Ann
McCarthy or Carolyn Fritsche at the Central Offioemore information about thdirectpayroll
deposit service.

PayrollDeductions
Policy CFEA

The district is required to make the following automatic payroll deductions:
e Teacher Retirement System of Texas (TRS) or Social Security employee contributions
whereapplicable
e Federal income tax required for all ftiine employees
Medicare tax (applicable only tmployeesired after March 31, 1986
e Courtordered deduction (@., child support, wage garnishments).

Temporary and pattme employees who are not eligible for TRS membership must have their
Social Security contributions deducted. Full time auxiliary and paraprofessional positions are
subject to Social Security dections in addition to Teacher Retirement. Employees in positions
not requiring a SBEC Educator Certificate are subject to Social Security in addition to Teacher
Retirement.

Other payroll deductions employees may elect include deductions for the endpyes h ar e o0
premiums for healtrand premiums fosupplemental benefits offered through the East Texas
EmployeeBenefits Caperative annuitiesiand higher education savings plaasd savings

deposits and loan payments through the Brazos Valley CredinUBmployees also may

request payroll deduction for payment of membershis du@rofessional organizationSalary
deductions are automatically made for unauthorized or unpaid leave.

OvertimeCompensation
Policy DEA

The district compnsates overtime for nonexempt employees in accordance with federal wage
and hour laws. Only nonexempt employees (hourly employees and paraprofessional employees)
are entitled to overtime compensation. Nonexempt employees are not authorized to work beyond
their normal work schedule without advance approval from their supervisor.

Overtime is legally defined as all hours worked in excess of 40 hours in a workweek and is not
measured by the day or by the empl oyédaars r eg
paid on a salary basis are paid for awair workweek and do not earn additional pay unless

they work more than 40 housmployees who must work beyond their normal schedule but less
than 40 hours per week will be compensated in strdigie payor equivalent time off in the

same work week. Employees must work more than 40 total hours in a week to earn overtime
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compensationFor the purpose of calculating overtimed forpurposes of FLSA compliance,
the workweek for District employees shall1i&00 a.m. Monday until 11:59 p.m. Sunday.

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

Employees can accumulate up to 60 hofiomp time.
Comp time must be used in the duty year that it is earned.
Use of comp time may be at the employeeds
wor kl oad permits, or at the supervisoraos
e An employee may be required to use comp time befsirglavailable paid leave (e.qg.,
sick, personal, vacation).
e Weekly time records will be maintained on all nonexempt employees for the purpose of
wage and salary administration.

TravelExpenseReimbursement
Policy DEE

Before anyta v e | expenses are incurred by an empl o\
Superintendenmnust give approvaEmployees who receive expense funds shall file a felipw

report with the business office not more than 14 days after the conclusion of an adthqgiz

and/or expenditure. For any authorized expense incurred, the employee shall submit a statement
with receipts to the extent feasible, documenting actual expenses and in accordance with
administrative procedures.

The following shall apply to reimlvsable travel. Any deviation from the provisions below shall
require prior specific written approviibm the Superintendent.

Employees must request a school vehicle for all Disteletted travel. If a District vehicle is
unavailable, travel by privatcar shall be reimbursed at the current rate establishé®Ay
(General Services AdministrationNo additional expenses incidental to the operation of the car
shall be allowed except for parking fees. When two or more employees are required tmtravel
coinciding dates to the same place, the mileage payment shall be allowed for only one car for
every four employees.

The reimbursement allocated for eftdistrict (in-state) meals shall be $6 for breakfast, $9 for
lunch; and $15 for dinner. If deparé from the district is prior to 6:30 a.m. and/or return to the
district is after 8:00 p.m., a meal per diem of $30 shall be paid.

Out-of-state travel shall be reimbursed in accordance with the legal requirements of the General
Services Administration (§A).

Lodging shall be reimbursed in accordance with legal requirements of the GSA. Reimbursement
may be at actual cost in cases where there is a conference pooling arrangement. Actual cost shall
be allowable for rooms at conference headquarters.
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Fees Rall be reimbursed by the District if a proper receipt is furnished. Fees that include meals
shall be reimbursed only for the fees and not the meals. Receipts shall be mandatory.

Items necessary to the approved travel shall be reimbursable at theaawiual of the
expenditure when receipts are attached to the request for reimbursement.

Abuse of the travel reimbursement privilege shall make the violator subject to dismissal after
appropriate due process procedures have been followed.

Health, Dentalpd Lifelnsurance
Policy CRD

Group health insurance coverage is provided through-A&®&eCare, the statewide public
schoolemployeehealth insurance program. The distlid c ont r i b utheabhn t o e my
insurance premium is determined annually by the board of trusteesployees eligible for

health insurance coverage include the following:

e Employees who are active, contributing TRS memhbadswork at least 20 hoursip
week

¢ Employees who are not contributing TRS members and who are regularly scheduled to
work at least 10 hours per week

TRS retireesvho are enrolled in TR&are (retiree health insurance programdl employees
who are not contributing TRS membaerko are regularly scheduled to work less than 10 hours
per week, are not eligible to participate in FR&iveCare.

The insurance plan year is from September 1 through August 31. Current employees can make
changes in their insurance coverage during open enmlleaeh spring. Detailed descriptions of
insurance coverage, employee cost, and eligibility requirements are provided to all employees in
a separate booklet. Employees should coidteah Ann McCarthy or Carolyn Fritsche at the

Central Office, 5962153,for more information.

Supplementdhsurance Bnefits
Policy CRD

At their own expense, employees may enroll in supplemental insurance programs for
supplematary health, disability, dental, visiplife, and identity theft. Premiums for these
programs can be paid by payroll deducti@mployees should contadtan Ann McCarthy at
the Central Office at 598153 for more information.

Cafeterid’lan Benefits(Section 125)
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At their own expense ngployees may be eligible to participate in the Cafeteria Plan (Section
125) and, under IRS regulations, must either accept or reject this lzamefdlly. This plan
enables eligible employees to pay certain insurance premiums on a pretax bage(ak.,
vision, cancer, accident). Aitd-party administrator handles employee claims made on these
accounts.

Through this plan employees have the opportunifyarticipate in Section 125 Dependent Care
Reimbursement and/or Health Reimbursement. Under IRS regulations, these plans must either
be accepted or rejected annually. For more information contact Jean Ann McCarthy at the
Central Office, 5962153.

Worle r Qipensatioinsurance
Policy CRE

The district, in accordance with steanpleyeek aw,
who suffera workrelated illness or are injured on the job. The districivihasr k e r s 6
compensation coverage frofASB Risk Management FureffectiveSeptember 1, 2008.

Benefits help pay for medical treatment and make up for part of the income lost while

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

All work-related accidents or injuries should be reported immediat&iatoe White at the
Central Office, 596153. If you are hurt at work and live in the Alliarsmgvice area, you are
required to choose a treating doctor from the provider list. This is required for you to receive
coverage or hethicare costs for your work relatedumy. A provider listing is available through
the Alliance website @vww.pswca.organd a link to that site issdcontained on the TASB

Ri sk Management wAwutaslhréfergwe bsi t e @

Employees who are unable to work because of a-naddted injury will benotified of their
rights and responsibilities under the Texas Labor CodeWwgee k er s 0 Compensat i c
page28 for information on use of paid leave for such absences.

Unemployment Compensatingaurance
Policy CRF

Employees who have been laid off or terminated through no fault of their own may be eligible

for unemployment compensation benefits. Employees are not eligible to collect uyremtio

benefits during regularlgcheduledreaks in the school year or the summer months if they have
employment contracts or reasonable assurance of returning to service. Employees with questions
about unemployment benefits should confaetn AnrMcCarthy at the Central Offic€96-2153.

Teacler Retirement

All personnel employed on a regular basis for at least four antiahmonths are members of
the Teacher Retirement System of Texas (TRS). Substitutesceoting TRS service retirement
benefits who work at least 90 days a year are also eligible for TRS membership and to purchase a
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year of creditable service. TRS provides members with an annual statement of their account
showing all deposits and the totataant balance for the year ending August, 2 well as an
estimate of their retirement benefits

Employees who plan teetire under TRS should notify Jean Ann McCarthy at the Central Office,
5962153 assoon as possible. Information on the applicafioycedures for TRS benefits is
available from TRS at Teacher Retirement System of Texas, 1000 Red River Street, Austin, TX
787012698, or call 80223-8778 or 51542-6400. TRS information is also available on the

Web (www.trs.state.tx.us). Spage9 for information on restrictions of employment of retirees

in Texas public schools.

Other Benefit Programs
Policy DEG

Student Transfers for Nonresident Employees Children of ronresident district employees
may attend district schools by completing a Student Transfer Application each year. Employees
may enroll their Prekindergarten children in the district program regardless of income.

Employee Pass Employees are provided &mployee Pass for admissi@mployee Onlyjo
all home athletic events during the school year.

Uniforms. Maintenance, custodial, and cafeteria staff will be provided employee uniform shirts
to wear in the performance of their job. Employees will bearsiple for the care and upkeep

of the uniform. Uniform shirts are considered school property and shall be returned if
employment with Somerville ISD ceases.

Performance Pay Qualifying professional employees may receive a performance payment
through arawards program established under Texas Educatida,@hapter 21, subchapter N

or O, if the District participated in the program. Any performance payment distributed is
considered payment for performance mny.d not a

Professional Development AbsenceEmployees are granted time off from work to attend
professional development that has been approved by submitting a written request on the
Professional Development Approval Form to his/her supervisor and the Seipeéeint.

Professional Membership Dues Professional membership dues will be paid fomnmiénth
professional employees. The district will pay the dues for one professional membership chosen
by the employee. This procedure will not apply if the professioomaract stipulates differently.

Life Insurance Benefit. The district provides permanent employees with a basic life insurance
policy.
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Leaves and Absences
PoliciesDEC, DECA, DECB

The district offers employees paid and unpaidésaf absence in times of personakd. This

handbook describes the basic types of leave available and restrictieases of absence.

Employees who expect to be absent for an extended period ofmaaréve days shoulgend a

written request for Eeave of absence to Superintendent Charles Camarillo requesting leave and
the reason for the | eave. Il f the | eave is n
additional information is needed concerning leave benefits, payment of insyransiums, and
requirements for communicating with the district, plezseJean Ann McCarthy at the Central

Office, 5962153.

Use of Leaveleaveisavail | e f or the empl oyeeds use. St a
leave is earned on a yearly lsaslLeave for the current year shall be available for employee use

at the beginning of the school yealf.an employee leaves the district before the end of the work
year, the cost of any unearned | eavelaldays t a
paycheck.

Leave must be used ralf-dayincrements. However, if an employee is taking family and
medical leave, leave shall be recorded in-baer increments. Earned comp time must be used
before any available paid state and local leave. Unlessiplogee requests a different order,
available paid state and local leave will be used in the following order:

e Local Sick Leave.
e State Sick Leavéaccumulated before 199896 school year).
e State Personal Leave

Employees must follow district and departmentampus procedures to report or request any
leave of absence and complete the appropriate form or certification.

Medical Certification. Any employee who is absent more tHatiays because of a personal or

family illness must submit a medical certifilcan from a qualified health care provider

confirming the specific dates of the illness, the reason for the illness,iankde case of

personal illnesst he empl oyeebds fitness to return to \

The Genetic InformatiohNondiscrimination Act of 2008 (GINA) prohibits employers and other
entities covered by GINA Title Ifrom requesting or requiring genetidormation of an
individual or family member of the individual, except as specifically allowed by this law. To
comply with this law, we ask that employees and health care providers do not provide any

genetic information i ntiany nmedimaali ome rot iafsi da
includes an individual 6s familyometiamal yhimsh
genetic tests, the fact that animd d u a | or an individual 6s f ami/l
genetic services,ancddget i ¢ i nf ormation of a fetus carri
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family member or an embryo lawfully held by individual or family member receiving
assistive gproductive services.

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

Personaleave

State law entitles all employees to five days of paid personal leave per year. Personal leave is
earned at a rate ohehalf a workday for each 18 days of employment (mmaxn of five days).

A day of earned personal leave is equivalent to an assigned workday. State personal leave
accumulates without limit, is transferable to other Texas school districts, and generally transfers
to education service centers. There are twesyof personal leave: nondiscretionary and
discretionary.

Nondiscretionary. Leave taken for personal or family iliness, family emergency, a death in the
family, or active military service is considered nondiscretionary ldagasons for this type of
leave allow very little, if any, advance planning. Nondiscretionary leave will be granted to
employees in the same manner as state sick leave.

Discretionary.Leave t aken at a rthateampelschgdaeledonsadvancesscr et i
considered discretionary leave. An employee wishing to take discretionary personal leave must
submit arequest to his or her principal or supervigoee (3)days in advance of the anticipated
absece. The effectoftheemply e e 6s absence on the educati on
operations, as well as the availability of substitutes, will be considered by the principal or
supervisor Discretionary leave may not be taken for more than three (3) consecutiyeiwlgys

with written approval from the Superintendent.

StateSickLeave

State sick leavaccumulated before 199 available for use and may be transferred to other
school districts in Texa&Statesick leave can be used onlyimole workday and half workday
increments, except when coordinated with family and medical leave taken on an intermittent or
reduccds chedul e basis or when coordinated with

If an employee uses more sick leave than he orabedrned, the cost of unearned sick leave

wi || be deducted from the employeeds pay che
paycheck after the employee ceases to be employed by the District.

Statesick leave may be used for the followinggeas only:

e Employee illness
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e [l Il ness in the employeedbs I mmediate f ami
e Family emergency (i.e., natural disasters ortlifieeatening situations)
e Death in the immediate family
e Active military service
Local Leave

All employees shall eartinree (3) workdays of paid local leave per school year in aaooed
with administrative regulations. Local leave shall be noncumulativeal sick leave may be
used for the following reasons only:

Docto® s ppoingment

Employee illness

linessinthee mpl oyeeds i mmedi ate family
Family emergency (i.e., natural disasters ortlifeeatening situations)
Death in the immediate family

Active military service

Donation to sick leave pool

Extended Sick Leave

After all available state and local leave haverbedhausted, an employee shall be granted in a
school year a maximum of fifteen (15) workdays of extended sick leave to be used for the
empl oyeeds personal il | nrelatedillmess oninjury,worfgr, i nc |
absencesrelatedtothenle s s or i njury of a member Aof t he
eligible employee may receive a maximum of fifteen (15) days per school year for extended sick
leave. The extended sick leave ceases to exist when the employee returns td/tvettker or

not the full fifteen (15) days of extended sick leave are utilized, the employee is eligible for this
leave once every school year.

A written request for extended sick leave must be ageanied by medical certificationf the illness or
injury and submited to the Superintendent.

For professional employees, the average daily rate of pay of a substitute shall be deducted for
each day of extended sick leave taken, whether or not a substitute is employed. For employees
other than professionals, an amoumqta@ toonet hi rd of the i ndividual
pay shall be deducted for each day of extended sick leave taken.

Sick Leavé®ool

The Distict sick leave pool shall be established from voluntary donatjotine [District staff to
assist a fellow employee suffering from personal iliness or disability, including pregnancy
related disabilityor a family emergencyPooling may be requested when an employee has
exhausted his/her state, local, and extendedesdsie An eligible employee may receive a
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maximum of thirty (30) days per school year from a sick leave pool. A request for establishment
of a sick leave pool shall be made in writing to the Superintendent. The Superintendent or
designee shall then irate the sick leave pool for the employee and notify district staff.

The sick leave pool shall be composed of voluntary contributions by District staff for a specific
individual, and donated days shall be designated to a specific pool. No staff meriler sha
allowed to contribute more than five (5) of his/hardlsick leave or state personal leave days to

a pool per school year. A maximum of thirty (30) days may be contributed to an individual sick
leave pool.

The sick leave pool ceases to exist wilenemployee returns to work or when each voluntary
donation reaches the five (5) day maximum contribution and the sick leave is exhausted.
Whether or not the full thirty (30) days of a sick leave pool are utilized, the employee is eligible
for this leaveonce every school year. Unused sick leave pool days shall revert to the donors and
shall be divided proporti@ely among donors according to the amount contributed.

Reimbursed days shall be divided in increments of no less thamatfrday. No genetgool

shall remain in existence.

All decisions regarding the establishment or
be appealed in accordance with DGBA (LOCAL), beginning with the Superintendent or
designee.

Recording Sick/Personal Leave

Eaned compensatory time shall be used before any available paid state and local leave.

For purposes of personal illness, illness in the immediate family, family emergency, or death in
the immediate family, available leave shall be used in the followingr putiless an employee
requests a different order:

Local Sick Leave.

State Sick Leavieaccumulated prior to 1995996 school year.

State Personal Leave (accumulated)

Extended Sick Leavgequest in writing to Superintendeor approval, include Dr. note)
Sick Leave Pool.

N

e SSLi If you were employed after the 199895 school yeayou do not have State Sick
Leave. This leave was changed to State Personal Leave beginning with 93695
school year.

e State Sick Leave earned/accumulated by personstpribis time is shown separate from
the State Personal Leave and must be used as defined.

Local sick leave shall be subject to the same terms and conditions applicable to sick leave
accumulated prior to the 199%96 school year, except as otherwise mtediby this policy.

Employees shall be charged leave as used even if a substitute is not employed.
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Family and/edicalLeave Act (FMLAGenerl Rovisions

The following text is from the fextal notice Employee Rights and Responsibilitigader the
Family and Medical Leave AcBpecific information that the district has adopted to implement
the FMLA follows this general notice.

Basic Leave Entitlement The FMLA requires covered employerspoovide up to 12 weeks of
unpaid, jobprotected leave to eligible employees for the following reasons:

For incapacity due to pregnancy, prenatal medical care or child birth;

To care for the employeeds chil dcaefter bi
e To care for the employeeds spouse, son or
condition; or

e For a serious health condition that makes
job.

Military Family Leave Entitlements. Eligible employes with a spouse, son, daughter, or

parent on activenilitary duty anddeployed to a foreign countrgay use their 1-2veek leave
entitlement to address certain qualifying exigencies. Qualifying exigemeigsnclude

attending cedin military events, arranging for alternative childcare, addressing certain financial
and legal arrangements, attending certain counseling sessions, and atteneileglpgstent
reintegration briefings.

TheFMLA also includes a special leave entitlemtatt permits eligible employees to take up to
26 weeks of leave to care for a covered servicemember during akglenth period. A

covered servicemember is a current member of the Afoezks, including a member of the
National Guard or Reserves, whas a serious injury or illness incurred in the line of duty on
active duty that may render teervicemember medically unfit to perform his or her duties for
which the servicemember is undergoing medical treatment, recuperation, or therapy; or is in
outpatient status; or is on the temporary disability retiredltistiso includes a family member

who is a veteran with an illness or injury that occurs in the line of duty while on active duty and
manifests itself before or after the servicemember becaratean. The veteran must have been
on active duty during the five years preceding the need for treatment, recuperation, or therapy.

Benefits and ProtectionsDur i ng FML, the employer must mai
coverage under amoy oing rtohuep shaenad tthe rprhs as i f t
work. Upon return from FML, most employees must be restored to their original or equivalent
positions with equivalent pay, benefits, and other employment terms.

Use of FM. cannot result in the logd any employment benefit that accrued prior to the start of
an employeeds | eave.

Eligibility Requirements. Employees are eligible if they have worked for a covered employer
for at least one year, for 1,250 hours over the previous 12 months, anagtd&ldeemployees
are employed by the employer within 75 miles.
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Definition of Serious Health Condition.A serious health condition is an illness, injury,

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

care fcility, or continuing treatment by a health care provider for a condition that either prevents
the employee from performing the functions o
family member from participating in school or other daily activities

Subject to certain conditions, the continuing treatment requirement may be met by a period of
incapacity of more than 3 consecutive calendar days combined with atleassits to a

health care provider or one visit and a regimen of continuing tezafror incapacity due to
pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of
continuing treatment.

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

be taken interntiently or on a reduced leave schedule when medically necessary. Employees

must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly
di srupt the employerds operations. keh@enarve due
intermittent basis.

Substitution of Paid Leave for Unpaid LeaveEmployees may choose or employers may
require use of accrued paid leave while taking_FM order to use pdileave for FML,
employees must comply with tidei s t moimal paddsave policies.

Employee ResponsibilitiesEmployees must provide 30 days advance notice of the need to take
FML-when the need is foreseeable. When 30 days notice is not possible, the employee must
provide notice as soon as practicable and generallyenasinp | v wi t h an e-mpl oy
in procedures.

Employees must provide sufficient information for the employer to determine if the leave may
qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient
information mayinclude that the employee is unable to perform job functions, the family

member is unable to perform daily activities, the need for hospitalization or continuing treatment
by a health care provider, or circumstances supporting the need for military lizawiy

Employees also must inform the employer if the requested leave is for a reason for which FML
was previously taken or certified. Employees also may be required to provide a certification and
periodic recertification supporting the need for leave.

Employer Responsibilities.Covered employers must inform employees requesting leave

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

Covered employers must inform employees if leave will be designatddlasind the amount
of | eave counted against t he e nmpeimngsehatbhe | eav
leave is not FML, the employer must notify the employee.
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Unlawful Acts by Employers. The FMLA makes it unlawful for any employer iaterfere

with, restrain, or deny the exercise of any right protected under the FM&zharge or
disaiminate against any person for opposing any practice made unlawful by the FMLA or for
involvement in any proceeding under or relating to the FMLA.

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

TheFMLA does not affect any Federal or State law prohibiting discriminationparsede any
state or local law or collective bargaining agreement which provides greater family or medical
leave rights.

FMLA sectim 109 (29 U.S.C8 2619) require$MLA covered employers to post the text of this notice. Regulations
29 C.F.R. § 825.300 (a) may require additional disclosures.

For additional information:

1-866-4USWAGE (1-866-487-9243) TTY: 1877-889-5627
www.wagehour.dol.gov

LocalFamly and Medical LeafRovisions

Eligible employees can take up to 12 weeks of unpaid leave in thwath period.
e from July 1 through June 30

Use of Paid LeaveFML runs concurrently with accrued sick and personal leave, temporary
disability leave, compesatory time, assault leave, and absences due to ar@latéd illness or
injury. The district will designate the leave as FML, if applicable, and notify the employee that
accumulated leave will run concurrently.

Combined Leave for SpousesA husband anavife who are both employed by the district are
limited to a combined total of 12 weeks of FML to care for a parent with a serious health
condition; or for the birth, adoption, or foster placement of a child. Military caregiver leave for
spouses is limitetb a combined total of 26 weeks.

Intermittent Leave.When medically necessary or in the case of a qualifying exigancy,
employee may take leave intermittently or on a reduced schedule. The district does not permit
the use ofntermittent or reducedchedule leave for the care of a newborn child or for adoption
or placement of a child with the employee.

District C ontact. Employees that require FML or have questions should coBtesihess
Manager Jean Ann McCast at the CentiaOffice, 5962153for details on eligibility,
requirements, and limitations.

Temporary iSabilityLeave

Certified Employees.Any full-time employee whose position requires certifiaafimm the
State Board for Educator Certification (SBEC) is eligible for temporary disability leave. The
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purpose of temporary disability leave is to provide job protection tdifaé educators who
cannot work for an extended period of time because adraahor physical disability of a
temporary nature. Temporary disabiligave must be taken as a conbns block of time. It

may not te taken intermittently or on adeced schedule. Pregnancy and conditions related to
pregnancy are treated the saamsemy other temporary disability.

Employees must request approval for temporary disability ldeve. e mp|l oyee 6s not i
need for extended absence due to the empl oye
request for temporary disabilityleav  The request must be accomp
statement confirming the employeeds inabilit
If disability leave is approved, the length of leave is no longer than 180 calendar days

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

When an employee is ready to returmiark, the Superintendeshould be notified at least 30

days in advance. Theretstmdwor Kk not i ce must be accompanied
confirming that the employee is able to resume regular d@estifiedemployees returning

from leave will ke reinstated to the school to which they were previously assigaad

appropriate position is availablé.an appropriate position is not available, the employee may be
assigned to another campus, subject to the approval of the campus prihaipasition is not

available before the end of the school ydaeemployee will be reistatedto a position at the

original campust the beginning of the following school year.

Wor ker sé Cemfiscnsati on B

An employee absent from duty because of ar@ated illness or injury may be eligible for
wor kerso6 compensation weekly income benefits

An empl oyee r ecei Vvi naggebepefitkfera pBlated dlmagsernngiy t i o n
may choose to use accumulated sick leave or any other paid leave benefits. An employee

choosing to use paid |l eave will not receive
all paid leave is exhawed or to the extent that paid leave does not equal thidr@ss or-injury
wage. I f the use of paid | eave is not electe

compensation wage benefits for any absence resulting from arelatkd illness or jary,
which may not equal his or her pilmess or-injury wage.

AssaultLeave

Assault leave provides extended job income and benefits protection to an employee who is
injured as the result of a physical assauffered during the performance of his or her job. An
injury is treated as an assault if the person causing the injury could be prosecuted for assault or
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could not be prosecuted only because that pe
nonrespasible for purposes of criminal liability.

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

necessary (up to two years) to recover from the physical injuries he or she sustained. At the
request of an employee, the didtwill immediately assign the employee to assault leave. Days

of leave granted under the assault leave provision will not be deducted from accrued personal

| eave and must be coordinated with workerso
distitk may change the assault | eave status and
paid |l eave. The employeebds pay will be deduc

Bereavement Leave

Use of the empl oyeeds s toratdeath Inéhaimmmediatefdniiyo r | o c
shall not exceed five (5) workdays per occurrence, subject to approval by the District.

Jury Duty

Employees will receive leave with pay and withmss of accumulated leater jury duty.
Employees must present documentation of the service and shall be allowed to retain any
compensation they receive.

OtherCourt Appearances

Employees will be paigvhile onleave to comply with a valid subpoena to appear in a civil,
criminal, legislative, or administrative proceedfiog school related businesmd will not be
required to use paid leavEémployees may be required to submitwimentation of their need for

leave for court appearanceséls e of t he employeebs state | eav
appearances for the employeebs personal rel a
Military leave

Paid Leave fa Military Service. Any employee who is a member of the Texas National Guard,
Texas State Guard, or reserve component of the United States Armed Forces will be granted a
paid leave of absence without loss of any accumulated leave for authorized trachiryg or

orders. Paid military leave will not exceed 15 days each federal fiscal year (Odtober 1
September 30). In addition, an employee is entitled to use available state and local personal or
sick leave during a time of active military service.

Reemploymert after Military Leave. Employees who leave the district to enter into the United
States uniformed services or who are ordered to active state military duty (Texas National Guard
or Texas State Guard) may return to employment if they are honorably desthngployees

who wish to return to the district will be reemployed in the position they would have held if
employment had not been interrupted or reassigned to an equivalent or similar position provided
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they can be qualified to perform the required duff@sbe eligible for reemployment, employees
must provide notice of their obligation or intent to perform military service, provide evidence of
honorable discharge or release, and submit an application for reemployr8apetmtendent
Charles Camarilloin most cases, the length of military service cannot exceed five years, and the
employee must apply for reemployment within the period of time specified in law.

Continuation of Health Insurance. Employees who perform service in the uniformed services
mayelect to continue their health plan coverage at their own cost for a period not to exceed 24
months. Employees shoutdntactlean Ann McCarthfor details on eligibility, requirements,

and limitations.

Vacation
Paid vacation time shall be accumulated byaurly employeesnormally requiring 12 months
of duty per year.

1. Five (5) vacation days shall be earned per year.

2. Vacation days shall be earned SeptemBdo August 31, and shall be prorated for
employees hired later than Septembér 1

3. All earned vacation days shall be taken prior to Augdffsfollowing the school year
in which they are earned. Caiyer days shall not be permitted.

4. Vacation days may not be taken during the first six months of employment with the
district.

5. All vacation scledules shall receive prior approval and be placed on the calendar to
ensure adequate available staff at all times to operate the District.

6. A formal request shall be submitted to
or vacation form.

7. In no caselsall vacation time be approved in excess of the number of days
accunulated to date.

8. Vacation days may not be worked for additional pay.

Employee Relations and Communications

Employee Recognition angpheciation

Continuous dbrts are made throughout the year to recognize employees who make an extra
effort to contribute to the success of the district. Employees are recognized at board meetings, in
the district newsletter, and through special events and activities. Recogniti@ppreciation

activities also includéne Christmas Open House and the Teacher and Staff Appreciation
Luncheon held annually. At the Teacher and Staff Appreciation Luncheon, special recognition is
given to employees for each consecutive five (5) yebsgrvice with the District. A pin
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showing the number of years is presented to the employee. Professional employees retiring with
thirty (30) or more years of service with the District are given special recognition at a retirement
reception. All other employeesre recognized at tretaff luncheon.

District @mmunications

Throughout the school year, thestrict publishesmonthly calendarshews releases, and other
communication materials. These publications offer egg#e and the community information
pertaining to school activities and achievemenke district web site is updated daily to provide
a calendar of activities and happenings in the distmety.somervilleisd.ay. To keep your
activities on the district web site #p-date, contact Elaine White at the Central Office,-3263

or by email ewhite@somervilleisd.org

Also, available on a yearly basis is the AcadeBxcellence Indicator System (AEIS) Report.

This report is available for viewing at each campus and the Central Office, as well as local public
places. The report may also be accessed on the TEA (Texas Education) Agbhgite @
www.tea.state.tx.us

The Somerville ISD web site is available to provide informaton concerning the district and
campuses. The web site posts job vacancies in the district and provides links to other web sites
for additional informatiorconcerning job vacancies. The Student Handbook and Code of
Conduct and the Employee Handbook are al so a
www.somervilleisd.org The agenda of all school board meetings isgqabsn the web site at

least 72 hours prior to the meeting.

Complaints and Grievances
Policy DGBA

In an effort to hear and resolve employee concerns or complaints in a timely manner and at the
lowest adminigtative level possible, the board has adopted an orderly grievance process.
Employees are encouraged to discuss their concerns or complaints with their supervisors or an
appropriate administrator at any time.

The formal process provides all employees \aithopportunity to be heard up to the highest

level of management if they are dissatisfied with an administrative response. Once all
administrative procedures are exhausted, employees can bring concerns or complaints to the
board of trustees. Forease dfrer ence, the districtds policy
concerns and complaints is reprinted as follows:
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District Policy DGBA (LOCAL)
(Forms for written complaints may be requested by calling Carol Brinkman at the Central Offie2] 536

In an effort to hear and resolve employee concerns or complaints in a timely manner and at the
lowest administrative level possible, the board has adopted an orderly grievance process. Employees
are encouraged to discuss their concerns or complaintshgitrstipervisors or an appropriate
administrator at any time.

The formal process provides all employees with an opportunity to be heard up to the highest level of
management if they are dissatisfied with an administrative response. Once all admiistrativ
procedures are exhausted, employees can bring concerns or complaints to the board of trustees. For
ease of reference, the districtbs policy conce
reprinted as follows:

GUIDING PRINCIPLES

The Boad encourages employees to discuss their concerns and complaints through informal
conferences with their supervisor, principal, or other appropriate administrator. Concerns should be
expressed as soon as possible to allow early resolution at the lowesiepadsinistrative level.

DIRECT COMMUNICATION WITH BOARD MEMBERS

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

FORMAL PROCESS

If an informal conference regarding a complaint fails to reach the outcome requested by the
employee, he or she may initiate the formal process described bglkiwely filing a written
complaint form.

Even after initiating the formal complaint process, employees are encouraged to seek informal
resolution of their concerns. An employee whose concerns are resolved may withdraw a formal
complaint at any time.

The process described in this policy shall not be construed to create new or additional rights beyond
those granted by law or Board policy, nor to require a full evidentiary hearing or

"mini-trial" at any level.

NOTICE TO EMPLOYEES

The District shallmform employees of this policy.

FREEDOM FROM RETALIATION

Neither the Board nor any District employee shall unlawfully retaliate against an employee for
bringing a concern or complaint.
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WHISTLEBLOWER COMPLAINTS

Whistleblower complaints shall be filedthin the time specified by law and may be made to the
Superintendent or designee beginning at Level Two. Time lines for the employee and the District set
out in this policy may be shortened to allow the Board to make a final decision within 60 calendar
days of the initiation of the complaint. [See DG]

COMPLAINTS AGAINST SUPERVISORS

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

COMPLAINTS

I n this pol i cy, £anhde 'tgerwsieslevetoerngrie emeéanirtg. This policy
shall apply to all employee complaints, except as provided below.

EXCEPTIONS
This policy shall not apply to:

1. Complaints alleging discrimination, includimglations of Title IX (gender), Title VII (sex, race,
color, religion, national origin), ADEA (age), or Section 504 (disability).

[See DIA].

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

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

4. Complaints concerning instructional materials. [See EFA]

5. Complaints concerning a commissioned peace officer who is an employee of thot. [ste

CKE]

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

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

GENERAL PROVISIONS
FILING

Complaint forms and appeal notices may be filed by ‘detwery, fax, or U.S. Mail. Hand

deliverd filings shall be timely filed if received by the appropriate administrator or designee by the
close of business on the deadline. Fax filings shall be timely filed if they are received on or before
the deadline, as indicated by the date/time shown ofaxheopy. Malil filings shall be timely filed if
they are postmarked by U.S. Mail on or before the deadline and received by the appropriate
administrator or designated representative no more than three days after the deadline.

RESPONSE
At Levels One andwo, fresponséshall mean a written communication to the employee from the
appropriate administrator. Responses may be-kdafidered or sent by U.S. Mail to the employee's
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mailing address of record. Mailed responses shall be timely if they are postrogildesl. Mail on
or before the deadline.

DAYS

"Days" shall mean District business days, unless otherwise noted. In calculating time lines under this
policy, the day a document is filed is "day zero." The following business ddgyson® .

REPRESENTATVE

"Representative" shall mean any person who or an organization that does not claim the right to

strike and is designated by the employee to represent him or her in the complaint prbeess.

employee may designate a representative through writtezeriotthe District at any level of this

process. If the employee designates a representative with fewer than three days' notice to the District
before a scheduled conference or hearing, the District may reschedule the conference or hearing to a
later dateif desired, in order to include the District's counsel. The District may be represented by
counsel at any level of the process.

CONSOLIDATING COMPLAINTS

Complaints arising out of an event or a series of related events shall be addressed in onet.complai
Employees shall not bring separate or serial complaints arising from any event or series of events that
have been or could have been addressed in a previous complaint. When two or more complaints are
sufficiently similar in nature and remedy soughp&wmit their resolution through one proceeding,

the District may consolidate the complaints.

UNTIMELY FILINGS

All time limits shall be strictly followed unless modified by mutual written consent. If a complaint
form or appeal notice is not timely filethe complaint may be dismissed, on written notice to the
employee, at any point during the complaint process. The employee may appeal the dismissal by
seeking review in writing within ten days from the date of the written dismissal notice, starting at the
level at which the complaint was dismissed. Such appeal shall be limited to the issue of timeliness.

COSTS INCURRED

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

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

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

A complaint form that is incomplete in any material aspect may be dismissed, bbé medfited
with all the required information if the refiling is within the designated time for filing a complaint.
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AUDIO RECORDING

As provided by law, an employee shall be permitted to make an audio recording of a conference or
hearing under thispaiy at whi ch the substance of the empl
employee shall notify all attendees present that an audio recording is taking place.

LEVEL ONE
Complaint forms must be filed:

1. Within 15 days of the date the employee first knewyitin reasonable diligence should have
known, of the decision or action giving rise to the complaint or grievance; and
2. With the lowest level administrator who has the authority to remedy the alleged problem.

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

If the only administrator who has authority to remedy the alleged problem is the
Superintendentradesignee, the complaint may begin at Level Two following the procedure,
including deadlines, for filing the complaint form at Level One.

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

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

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

LEVEL TWO

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

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

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

Somerville ISD Employee Handbook 35
2011/2012



The Level One record shall include:

1. The original complaint form and any attachments.

2. All other documents submitted thye employee at Level One.

3. The written response issued at Level One and any attachments.

4. All other documents relied upon by the Level One administrator in reaching the Level One
decision.

The Superintendent or designee shall hold a conferenbwéin days after the appeal notice is

filed. The conference shall be limited to the issues presented by the employee at Level One and
identified in the Level Two appeal notice. At the conference, the employee may provide information
concerning any documes or information relied upon by the administration for the Level One
decision. The Superintendent or designee may set reasonable time limits for the conference.

The Superintendent or designee shall provide the employee a written response withis ten day
following the conference. The written response shall set forth the basis of the decision. In reaching a
decision, the Superintendent or designee may consider the Level One record, information provided at
the Level Two conference, and any other relevactichents or information the Superintendent or
designee believes will help resolve the complaint.

Recordings of the Level One and Level Two conferences, if any, shall be maintained with the Level
One and Level Two records.

LEVEL THREE

If the employee @l not receive the relief requested at Level Two or if the time for a response has
expired, the employee may appeal the decision to the Board.

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

The Superintendent or designee shall inform the employee of the date, time, and place of
the Board meeting at which the complaint wal bn the agenda for presentation to the
Board.

The Superintendent or designee shall provide the Board the record of the Level Two
complaint. The employee may request a copy of the Level Two record.

The Level Two record shall include:

1. The Level @e record.
2. The written response issued at Level Two and any attachments.
3. All other documents relied upon by the administration in reaching the Level Two decision.

If at the Level Three hearing the administration intends to rely on evidencechuted in the Level
Two record, the administration shall provide the employee notice of the nature of the evidence at
least three days before the hearing.
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The District shall determine whether the complaint will be presented in open or closed meeting in
accordance with the Texas Open Meetings Act and other applicable law.
[SeeBE]

The presiding officer may set reasonable time limits and guidelines for the presentation including an
opportunity for the employee and administration to each make a preseatatigrovide rebuttal

and an opportunity for questioning by the Board. The Board shall hear the complaint and may request
that the administration provide an explanation for the decisions at the preceding levels.

In addition to any other record of the &d meeting required by law, the Board shall prepare a
separate record of the Level Three presentation. The Level Three presentation, including the
presentation by the employee or the employee's representative, any presentation from the
administration, anduestions from the Board with responses, shall be recorded by audio recording,
video/audio recording, or court reporter.

The Board shall then consider the complaint. It may give notice of its decision orally or in writing at

any time up to and includingpe next regularly scheduled Board meeting. If the Board does not make
a decision regarding the complaint by the end of the next regularly scheduled meeting, the lack of a
response by the Board upholds #ukministrative decision at Level Two.

Employee Conduct and Welfare

Standards of @duct
Policy DH

All employees are expected to work together in a cooperative spirit to serve the best interests of
the district and to be courteous to students, onédhanand the public. Employees are expected
to observe the following standards of conduct:

¢ Recognize and respect the rights of students, parents, other employees, and members of
the community.

¢ Maintain confidentiality in all matters relating to studentd aoworkers.
Report to work according to the assigned schedule.

¢ Notify their immediate supervisor in advance or as early as possible in the event that they
must be absent or late. Unauthorized absences, chronic absenteeism, tardiness, and failure
to follow procedures for reporting an absence may be cause for disciplinary action.
Know and comply with department and district policies and procedures.

e Express concerns, complaints, or criticism through appropriate channels.
Observe all safety rules and reguas and report injuries or unsafe conditions to a
supervisor immediately.

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

All district employees should perform their duties in accordance with state and fadgral
district policies and procedures, and ethical standards. Violation of policies, regulations, or
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guidelines may result in disciplinary action, including terminatiotegdd incdents of certain
misconduct by educators, including having a criminal récmust be reported to SBEC not later
than the seventh dafterthe superintendent first learns of the incident. Begorts to the State
Board for Educator Certificatiorpage60 for additional information.

TheE d u ¢ a toderofsEthicsadopted by th8tate Board for Educator Certification, which all
district employees must adhere to, is repriraedollows

Texas Educator® Code of Et hics
Statement of Purpose

The Texas educator shall comply with standard practices and etbinchict toward

students, professional colleagues, school officials, parents, and members of the community
and shall safeguard academic freedom. The Texas educator, in maintaining the dignity of the
profession, shall respect and obey the law, demonstregerag integrity, and exemplify
honestyand good moral charactérhe Texas educator, in exemplifying ethical relations

with colleagues, shall extend just and equitable treatment to all members of the profession.
The Texas educator, in accepting a positibpublic trust, shall measure success by the
progress of each student toward realization of his or hertiaitas an effective citizen. The
Texas educator, in fulfilling responsibilities in the community, shall cooperate with parents
and others to immpve the public schools of the communiy® TAC 247.1(b))

Professional Standards

1. Professional Ethical Conduct, Practices, and Performance

Standard 1.1 The educator shall nagitentionally,knowingly, or recklesslyengage in
deceptive practices regamg official policies of the school distrioctducatioal

institution, educator preparation program, the Texas Education Agency, or the State
Board for Educator Certification (SBEC) and its certification pracess

Standard 1.2 The educator shall not knowilygmisappropriate, divert, or use monies,
personnel, property, or equipment committed to his or her charge for personal gain or
advantage.

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

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

Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that
impair professional judgment or to obtain special advantage sfidnslard shall not
restrict the acceptance of gifts or tokens offered and accepted openly from students,
parentof studentsor other persons or organizations in recognition or appreciation of
service.

Standard 1.6 The educator shall not falsify records,direct or coerce others to do so.
Standard 1.7 The educator shall comply with state regulations, written local school
board policies, and other state and federal laws.
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Standard 1.8 The educator shall apply for, accept, offer, or assign a position or a
responsibility on the basis of professional qualifications.

Standard 1.9 The educator shall not make threats of violence against school district
employees, school board members, students, or parents of students.

Standard 1.10 The educator shall be of goatbral character and be worthy to instruct
or supervise the youth of this state.

Standard 1.11 The educator shall not intentionally or knowingly misrepresent his or
her employment history, criminal history, and/or disciplinary record when applying for
subgquent employment.

Standard 1.12 The educator shall refrain from the illegal use or distribution of
controlled substances and/or abuse of prescription drugs and toxic inhalants.
Standard 1.13 The educator shall not consume alcoholic beverages on schpeltgro

or during school activities when students are present.

2. Ethical Conduct toward Professional Colleagues

Standard 2.1 The educator shall not reveal confidential health or personnel
information concerning colleags unless disclosure servesfiavprofessional purposes

or is required by law.

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

Standard 2.3 The educator shall adhere to written local school board policies and state
and federal laws regarding the hiring, evaluation, and dismissal of personnel.
Standard24 The educator shall not interfere with
professional, or citizenship rights and responsibilities.

Standard 2.5 The educator shatiot disciminate against or coercecalleague on the

basis of race, color, religion, national origin, agendey disability, family status, or

sexual orientation.

Standard 2.6 The educator shall not use coercive means or promise of special
treatment irorder to influence professional decisions or colleagues.

Standard 2.7 The educator shall not retaliate against any individual whdiledsa
complaint with the SBEC or provides information for a disciplinary investigation or
proceedingunder this chapter.

3. Ethical Conduct toward Students

Standard 3.1 The educator shall not reveal confidential infotimaconcerning
students unless disclosure serves lawful professional purposes or is required by law.

Standard 32 The educator shall nattentionally,knowingly, or recklesslyreat a
studentor minorin a manner that adversely affeotsendangerthe learning, physical
health, mental health, or safeilthe student or minor

Standard 3.3 The educator shall nattentionally,knowingly, or recklessly

misrepresent facts regarding a student.

Standard 34 The educator shall not exclude a student from participation in a
program, deny benefits to a student, or grant an advantage to a student on the basis of
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race, colorgender disability, national origin, relign, family statusor sexual
orientation
Standard 3.5 The educator shall nattentionally, knowingly, or recklessigngage in
physical mistreatmenheglect, or abusef a studenor minor.
Standard 36 The educator shall not solicit or engage in segoabluct or a romantic
relationship with a student.
Standard 3.7 The educator shall not furnish alcohol orgi¢/unauthorized drugs to
any person under 21 years of age unless the educator is a parent or guardian of that child
or knowingly allow any persounder 21 years of age unless the educator is a parent or
guardian of that child to consume alcohol orgéiEunauthorized drugs in the presence
of the educator.
Standard 3.8The educator shall maintain appropriate professional edustatdent
relationdips and boundaries based on a reasigmrudent educator standard.
Standard 3.9The educator shall refrain from inappropriate camivation with a
student or minor, including, but not limited to, eleatcocommunication such as cell
phone, text messagi, email, instant messaging, blogging, or other social network
communication. Factors that may be considered in assessing whether the communication
is inappropriate include, but are not limited to:
(i) the nature, purpose, timing, and amount of the comication;
(i) the subject matter of the communication;
(iii) whether the communication was made openly or the educator attempted to
conceal the communication;
(iv) whether the communication could be reasonably interpreted as soliciting sexual
contact © a romantic relationship;
(v) whether the communication was sexually explicit; and
(vi) whether the communication involved discussion(s) of the physical or sexual
attractiveness or the sexual history, dtitég, preferences, or fantasies of either
theeducator or the student.

Discrimination, #fassmentand Retaliation
Policies DH, DIA

Employees shall not engage in prohibited harassment, including sexual harassment, of other
employes or students. While acting in the course of their employment, employees shall not
engage in prohibited harassment of other persons including board members, vendors, contractors,
volunteers, or parents. A substantiated charge of harassment will redigttiptinary action.

Employees who believe they have been discriminated or retaliated against or harassed are
encouraged to promptly report such incidents to the campus principal, supervisor, or appropriate
district official. If the campus principal, sup#sor, or district official is the subject of a

complaint, the employee should report the complaint directly to the superintendent. A complaint
against the superintendent may be made directly to the board.

The districtos pol iardyrocedurastfor ieporting andl ensestigaeng i ni t i
discrimination, harassment, and retaliation is reprinted below:
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District Policy DIA (LOCAL)

This policy addresses discrimination, harassment and retaliation involving District employees.
In this policy,thee r m Aempl oyeeso includes former empl

STATEMENT OF NONDISCRIMATION

The District prohibits discrimination, including harassment, against any employee on the basis of
race, color, religion, gender, national origin, agg@ual orientationdisability, or any other basis
prohibited by law. Retaliation against anyone involved in the complaint process is a violation of
District policy.

DISCRIMINATION

Discrimination against an employee is defined as conduct directed at asyeeph the basis of

race, color, religion, gender, national origin, age, disability, or any other basis prohibited by law,

t hat adversely affect the employeeds empl oyn

HARASSMENT
Prohibited harassment of an employee is defined as physical, verbahvarbal conduct
based on an employeeds race, color, religion

basis prohibited by law, when the conduct is so severe, persistent, or pervasive that the conduct:

1. Has the purpose or effectofuars onabl y i nterfering with the
performance;

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

3. Otherwise adversely affects the empl oyeebod

employment opportunities.

EXAMPLES
Examples of prohibited harassment may include offensive or derogatory language directed at
another personds religious beliefs or pract.i

workplace accommodation; threatening or intimidating conduct; offerjgkes, name calling,

slurs, or rumors; physical aggression or assault; display of graffiti or printed material promoting
racial, ethnic, or other stereotypes; or other types of aggressive conduct such as theft or damage
to property.

SEXUAL HARASSMENT

Sexual harassment is a form of sex discrimination defined as unwelcome sexual advances;
requests for sexual favors; sexually motivated physical, verbal, or nonverbal conduct; or other
conduct or communication of a sexual nature when:

1. Submission to the oduct is either explicitly or implicitly a condition of an

empl oyeebs empl oyment , or when submission to
basis for an employment action affecting the employee; or

2. The conduct is so severe, persistent, or pervasive tias the purpose or effect

of unreasonable interfering with the employe
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intimidating, threatening, hostile, or offensive work environment.

EXAMPLES

Examples of sexual harassment may include sexual advances; toudniadeiitody parts;

coercing or forcing a sexual act on another; jokes or conversations of a sexual nature; and other
sexually motivated conduct, communication, or contact.

RETALIATION

The District prohibits retaliation against an employee who makes a a@li@ging to have
experienced discrimination or harassment, or another employee who, in good faith, makes a
report, serves as a witness, or otherwise participates in an investigation.

EXAMPLES

Examples of retaliation may include termination, refusal te, liemotion, and denial of
promotion. Retaliation may also include threats, unjustified negative evaluations, unjustified
negative reference, or increased surveillance.

PROHIBITED CONDUCT

Il n this policy, the term i pn baassmentad conduct
retaliation as defined by this policy, even if the behavior does not rise to the level of

unlawful conduct.

REPORTING PROCEDURES

An employee who believes that he or she has experienced prohibited conduct or believes that
another emplgee has experienced prohibited conduct should immediately report the alleged
acts. The employee may report the alleged acts to his or her supervisor or campus principal.
Alternatively, the employee may report the alleged acts to one of the Districtldiétsy.

DEFINITION OF DISTRICT OFFICIALS

Reports of discrimination based on sex, including sexual harassment, may be directed to the
Title IX coordinator. The District designates the following person to coordinate its efforts to
comply with Title IX ofthe Education Amendments of 1972, as amended:

Name: Charles Camatrillo
Position: Superintendent
Address: 625 8th Street, Somerville, TX 77879
Telephone: (979) 598153

ADA/SECTION 504 COORDINATOR

Reports of discrimination based on disability may be thato the ADA/Section 504
coordinator. The District designates the following person to coordinate its efforts to comply
with Title Il of the Americans with Disabilities Act of 1990, which incorporates and expands
upon the requirements of Section 504he# Rehabilitation Act of 1973:
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Name: Charles Camarillo
Position: Superintendent
Address: 625 8th Street, Somerville, TX 77879
Telephone: (979) 598153

SUPERINTENDENT
The Superintendent shall serve as coordinator for purposes of District compliana# with
other antidiscrimination laws.

ALTERNATIVE REPORTING PROCEDURES

An employee shall not be required to report prohibited conduct to the person alleged to have
committed it. Reports concerning prohibited conduct, including reports against the Title IX
coordinator or ADA/Section 504 coordinator, may be directed to the Superintendent.

A report against the Superintendent may be made directly to the Board. If a report is made
directly to the Board, the Board shall appoint an appropriate person to conducstigation.

TIMELY REPORTING

Reports of prohibited conduct shall be made as soon as possible after the alleged act or

knowl edge of the alleged act. A failure to p
to investigate and address the proletdiconduct.

NOTICE OF REPORT
Any District supervisor who receives a report of prohibited conduct shall immediately notify
the appropriate District official listed above and take any other steps required by this policy.

INVESTIGATION OF THE REPORT

The Digrict may request, but shall not insist upon, a written report. If a report is made orally,

the District official shall reduce the report to written form. Upon receipt or notice of a report, the
District official shall determine whether the allegationgrdven, would constitute prohibited
conduct as defined by this policy. If so, the District official shall immediately authorize or
undertake an investigation, regardless of whether a criminal or regulatory investigation regarding
the same or similar allegons is pending.

If appropriate, the District shall promptly take interim action calculated to prevent prohibited
conduct during the course of an investigation. The investigation may be conducted by the
District official or a designee, such as the camprincipal, or by a third party designated by the
District, such as an attorney. When appropriate, the campus principal or supervisor shall be
involved in or informed of the investigation. The investigation may consist of personal
interviews with the prson making the report, the person against whom the report is filed, and
others with knowledge of the circumstances surrounding the allegations. The investigation may
also include analysis of other information or documents related to the allegations.

CONCLUDING THE INVESTIGATION
Absent extenuating circumstances, the investigation should be completed within ten (10) District
business days from the date of the report; however, the investigator shall take additional time if
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necessary to complete a thoroughastigation. The investigator shall prepare a written report of
the investigation. The report shall be filed with the District official overseeing the investigation.

DISTRICT ACTION

If the results of an investigation indicate that prohibited conductramtithe District shall

promptly respond by taking appropriate disciplinary or corrective action reasonably calculated to
address the conduct. The District may take action based on the results of an investigation, even if
the conduct did not rise to theveel of prohibited or unlawful conduct.

CONFIDENTIALITY

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

APPEAL

A complainant who is dissatisfied with the outcome of the investigation may appeal through
DGBA(LOCAL), beginning at the appropriate level. The complainant may have a right to file a
complaint with appropriate state or federal agencies.

RECORDS RETENTION
Copies of reports alleging prohibited conduct, investigation reports, and related records shall be
maintained by the District for a period of at least three years. [See CPC]

ACCESS TOPOLICY
This policy shall be distributed annually to District employees. Copies of the policy shall be
readily available at each campus and the District administrative offices.

Harassment @tudents
PoliciesDF, DH, FFG, FFH

Sexual and other harassment of students by employees are forms of discrimination and are
prohibited by law. Romantic or inappropriate social relationships between students and district
employees are prohiieid. Employees who suspect a student may have experienced prohibited
harassment are obligated to report their concerns to the campus principal or other appropriate
district official. All allegations of prohibited harassment of a stutdgrdan employee ordalt

will be reported to the studentds parents an
or suspects child abuse must also report his or her knowledge or suspicion to the appropriate
authorities, as required by law. SReporting Suspected Chikbuse page46 andBullying,

page63for additional information.

The districtds policy that includes definit.i
harassment of students is reprinted below:
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Policy DF(LEGAL), Definition of Solicitation of a romantic relationship:
ASolicitation of a romantic relationshipo me
interpreted as soliciting a relationship characterized by an ardent emotional attachment or pattern
of exclusivity. Acts that constite the solicitation of a romantic relationship include:

1. Behavior, gestures, expressions, communications, or a pattern of communication
with a student that is unrelated to the e
interpreted as encouragittge student to form an ardent or exclusive emotional

attachment to the educator, including statements of love, affection, or attraction. When
evaluating whether communications constitute the solicitation of a romantic relationship,

the following may be caidered:

a. The nature of the communications;

b. The timing of the communications;

c. The extent of the communications;

d. Whether the communications were made openly or secretly;

e. The extent to which the educator attempted to conceal the communications;

f. If the educator claims to be counseling a student, TEA staff may consider

whet her the educatorés job duties incl
reported the subject of the counseling
appropriate school persoel, or, in the case of alleged abuse or neglect, whether

the educator reported the abuse or neglect to the appropriate law enforcement
agencies; and

g. Any other communications tending to show that the educator solicited a

romantic relationship with awstent.

2. Making inappropriate comments about a
3. Making sexually demeaning comments to a student.

4. Making comments about a studentds pot e
5. Requesting details of a studentdés sexu

6. Requesting a date

7. Engaging in conversations regarding the sexual problems, preferences, or
fantasies of either party.

8. Inappropriate hugging, kissing, or excessive touching.

9. Suggestions that a romantic relationship is desired after the student graduates,
includingpostgraduation plans for dating or marriage.

10. Any other acts tending to show that the educator solicited a romantic relationship
with the student, including providing the student with drugs or alcohol.

Policy FFH (LOCAL) : For the complete local disct policy which addresses discrimination,
harassment, and retaliation involving District students, refer to Policy FFH (LOCAL) by visiting
the district website @vww.somervilleisd.orgr going directly to thelistrict policy book @
www.tasb.org/policy/pol/private/026902f you would like to request a hard copy of the policy,
please contact Carol Brinkman at the Central Office,-2263 and a copwill be provided.
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Reporting Suspected Child Abuse
Policies DF, DG, DH, FFG, GRA

All employees are required by state law to report any suspected child abuse or neglect to a law
enforcement agency, Child Protective Servicespmropriate state agency (e.g., state agency
operating, licensing, certifying, or registering a facility) within 48 hours of the event that led to
the suspicion. Abuse is definbgt SBEC and includes the following acts or omissions:

e Mental or emotional injry to a student or minor that results in an observable and
material i mpairment in the studentds or n
functioning;

e Causing or permitting a student or minor to be in a situation in whichutiergtor
minor sugains a mental or emotional injury that results in an olabésand material
impairmentint he studentds or minords devel opmen
functioning;

e Physical injury that results in substantial harm to a student or minor, or the gmaate
of substantial harm from physical injury to the student oram including an injury that
is at variance with the history or explanationegi and excluding an accident or
reasonable discipline; or

e Sexual conduct har mf mdntaltemotienal, ot pbyshlevelfaré.s o r

Reports to Child Protective Services dsnmade t800-252-5400, to the Somerville Policy
Department at 97896-1633,0r to the Texas Abuse Hotline (8@825400). State law specifies
that an employee may not dedtg to or rely on another person to make the report.

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

An empl oyeebs f ai thidraeusetmay resetpngprodecutsmn €lpseAc t e d

mi sdemeanor . I n addition, a certified empl oy
result in disciplinaryprocedures by SBEC for a vigian of the Code of Ethics and Standard

Practices for TexaEducators.

Employees who suspect that a student has been or may be abused or neglected should also repor
their concerns to the campus principal. This includes students with disabilities who are no longer
minors. Employees are not requiredepart thé concern to the pritipal before making a

report to the appropriate agency

Reporting the concern to the pripal does not relieve the employee of the remogmt to report

it to the appropriate state agency. In addition, employees mustratomwih investigators of

child abuse and neglednterference with a child abuse investigation by denying an
intervieweros request to intervi éaparantast udent
school administit@r against the desires of the dulylaarized investigator is prohibited.
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Sexual Abuse and Maltreatment of Children

The district has established a plan for addressing child sexual abusewihi&havailable by

contacting Superintendent Charles Camarillo,-8263. As an employee, it isriportant for you

to be aware of warning signs that could indicate a child may have been or is being sexually
abused. Sexual abuse in the Texas Family Code is defined as any sexual conduct harmful to a
chil dés mental, emot i oasafalureto makeadrgasonabladfforttoe | f a
prevent sexual conduct with a child. Anyone who suspects that a child has been or may be
abused or neglected has a legal responsibility under state law for reporting the suspected abuse ot
neglect to law enforceemt or to Child Protective Services (CPS).

Employees are required to follow the procedures described abBReporting Suspected Child
Abuse

Technology Resources
Policy CQ

The district 6s,inclading itsretwarlgagcess ® the loterrate mimarily for
administrative and instructional purposes. Limited personal use is permitted if the use:

¢ Imposes no tangible cost to the district.
e Does not undul y tebhonologyeesourcese di stri ct os
e Hasnoadversdef ect on job performance or on a s

Electronic mailtransmissions and other uset@thnology resourcese not confidential and can
be monitored at any time to ensure appropriate use.

Employees who are authorized to use tfsesn are required to abide by the provisions of the

di strictbés acceptabl e us e. Failoréto doyo camrebultand mi ni s
suspensionf acces®r termination of privileges and may lead to disciplinary action. Employees

with quesions about computer use and data management can cafarintendent Charles

Camarillo, 5962153.

Personal Use of Electronic Media
Policy CQ,DH

Electronic media includes all forms of social medizh as text messaging, instant messaging,
electronic mail (email), Web logs (blogs), electronic forums (chat rooms), v&learing Web

sites (e.g., YouTube), editorial comments posted on the Internet, and social network sites (e.g.,
Facebook, MySpace Wiitter, LinkedIn). Electronic media also includes all forms of
telecommunication such as landlines, cell phones, andb&'sdd applications.

Asr ol e model s for the districtds students, e
even when they amot acting as district employees. Employees will be held to the same
professional standards in their public use of electronic media as they are for any other public
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conduct. I f an empl oyeeds use of electronic
effectively perform his or her job duties, the employee is subject to disciplinary action, up to and
including termination of employment. If an employee wishes to use a social network site or
similar media for personal purposes, the employee is respeisitihe content on the

empl oyeeds page, including content added b
of the public who can access the empl oyeebd
The employee is also responsible for maintagrprivacy settings appropriate to the content.

n <

An employee who uses electronic media for personal purposes shall observe the following:

e The empl oyee may not set up o
using the di sétworkotequpmeno mput er

e The employee shall not wuse th
without express, written consent.

e The employee continues to be subject to applicable state and federal laws, local policies,
administrativeregulations, and the Code of Ethics and Standard Practices for Texas
Educators, even when communicating regarding personal and private matters, regardless
of whether the employee is using private or public equipment, on or off campus. These
restrictions iclude:

rrupdate t he
S, n
e districtos

o Confidentiality of student records. [See Policy FL]

o Confidentiality of health or personnel information concerning colleagues, unless
disclosure serves lawful professional purposes or is required by law. [See Policy DH
(EXHIBIT)]

o Confidentiality ofdistrict records, including educator evaluations and privabaié
addresses. [See Policy GBA]

o Copyright law [See Policy ClY

o Prohibition against harming others by knowingly making false statements about a
colleague or the school system. [See Policy DHHET)]

SeeUse of Electronic Media with Studenkelow, for regulations on employee communication
with students through electronic media.

Use of Electronic Media with Students
Policy DH

A certified or licensed employee, onaeotheremployee designated in writing by the

superintendent or a campus principal, may communicate through electronic media with students
who are currently enrolled in the district. The employee must owifh the provisions

outlined below. All other employees are prohibited from communicating with students who are
enrolled in the district through electronic media.

An employee is not subject to these provisions to the extent the employee has a fawidy or
relationship with a student. For example, an employee may have a relationship with a niece or
nephew, a student who is the child of an adu
child, or a member or participant in the same civiciaprecreational, or religious organization.
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The following definitions apply for the use of electronic media with students:

e Electronic mediancludes all forms of social media, such as text messaging, instant
messaging, electronic mail-(eail), Web loggblogs), electronic forums (chat rooms),
video-sharing Web sites (e.g., YouTube), editorial comments posted on the Internet, and
social network sites (e.g., Facebook, MySpace, Twitter, LinkeBIlagtronic medialso
includes all forms of telecommunicai such as landlines, cell phones, and Wased
applications.

¢ Communicateneans to convey information and includes awag communication as
well as a dialogue between two or more people. A public communication by an employee
thatis nottargetedatsteecht s (e. g., a posting on the et
page or a blog) is not@mmunication however, the employee may be subject to district
regulations on personal electronic communications Peesonal Use of Electronic
Media above. Unsotiited contact from a student through electronic means is not a
communication

e Certified or licensed employ@seans a person employed in a position requiring SBEC
certification or a professional license, and whose job duties may require the employee to
comnunicate electronically with students. The term includes classroom teachers,
counselors, principals, librarians, paraprofessionals, nurses, educational diagnosticians,
licensed therapists, and athletic trainers.

An employee who uses electronic media to samicate with students shall observe the
following:

e The employee may use any form of electronic meg@epttext messaging. Only a
teacher, trainer, or other emogke who has an extracurricutiuty may use text
messaging, and then only to communicaténwtudents who participate in the
extracurricular activity over which the employee has responsibility.

e The employee shall | imit communications t
professional responsibilities (e.g., for classroom teachers, mggtating to class work,
homework, and tests; for an employee with an extracurricular duty, matters relating to the
extracurricular activity.

e The employee is prohibited from knowingly communicating with students through a
personal social network pagegtemployee must create a separate social network page
(Aprofessional pageo) for the purpose of
must enabl e administration and parents to

e The employee shall not communicateedtly with any student between the hours of
4 p.m. and7 a.m. An employee may, however, make public posts to a social network site,
blog, or similar application at any time.

e The employee does not have a right to privacy with respect to communicatibns wi
students and parents.

e The employee continues to be subject to applicable state and federal laws, local policies,
administrative regulations, and the Code of Ethics and Standard Practices for Texas
Educators, including:
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o Compliance with the Public Inforrtian Act and the Family Educational Rights
and Privacy Act (FERPA), including retention and confidentiality of student
records. [See Policies CPC and FL]

o Copyright law [PolicyCY]

¢ Prohibitions against soliciting or engaging in sexual conduct or a rommalaimnship
with a student. [See Policy DF]

e Upon request from administration, an employee will provide the phone number(s), social
network site(s), or other information regarding the method(s) of electronic media the
employee uses to communicate with amg or more currentignrolled students.

e Upon written request from a parent or student, the employee shall discontinue
communicating with the student througimail, text messaging, instant messaging, or
any other form of onéo-one communication.

An empbyee may request an exception from one or more of the limitations above by submitting
a written request t8uperintendent Charles Camatrillo

CriminaHistory Background laecks
Policy DBAA

Employees may be subject to a review of their criminal history record information at any time
during empl oyment. Nati onal criminal history
photo, and other identification will be conducted on certain empdogee entered into the

Texas Department of Public Safety (DPS) Clearinghouse. This database provides the district and
SBEC with access to an employeeds current na
empl oyeebs subsequent criminal hi story.

Employee #ests andConvictions
Policy DH

An employee must notify his or her principal or immediate supervisor within three calendar days
of any arrest, indictment, conviction, no contest or guilty plea, or other adjudication of any
felony, and any of the other offenses listed below:

e Crimes involving school property or funds

¢ Crimes involving attempt by fraudulent or unauthorized means to obtain or alter any
certificate or permit that would entitle any person to hold or obtain aq@osis an
educator

e Crimes that occur wholly or in part of school property or at a sesjmmhsored activity

e Crimes involving moral turpitude

Moral turpitude includes the following:

e Dishonesty
e Fraud
e Deceit
e Theft
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e Misrepresentation
Deliberate violence

e Base, Vie, or depraved acts that are intended to arouse or gratify the sexual desire of the
actor

e Crimes involving any felony possession or conspiracy to possess, or any misdemeanor or
felony transfer, sale, distukion, or conspiracy to transfer, sell, or distite any
controlled substance

e Felonies involving driving while intoxicated (DWI)

e Acts constituting abuse or neglect under the Texas Family Code

Alcohol and Dug-AbusePrevention
Policies DH, DI

SomervillelSD is committed to maintaining an alcohahd drugfree environment and will not
tolerate the use of alcohol and illegal drugs in the workplace and at-selaiell or schoel

sanctioned activities on or off school property. Empls who use or are under the influence of
alcohol or illegal drugs as defined by the Texas Controlled Substances Act during working hours
may be di smissed. ardilgempoyes drugiuse follows: pol i cy r eg

Policy DI (LOCAL). The District shalmaintain a drugree environment and shall establish, as needed,
a drug-free awareness program complying with federal requirements. [See DH] The program shall
provide applicable information to employees in the following areas:

1. The dangers of drug usedhabuse in the workplace.

2. The Districtés po Hreeepviromhentnigee DH(OCAL)] ng a drug

3. Drug counseling, rehabilitation, and employee assistance programs that are available in the
community, if any.

4. The penalties that may be imposed on @ygés for violation of drug use and abuse prohibitions.
[See DI(EXHIBIT)]

Employee Responsibility All fees or charges associated with drug/alcohol abuse counseling or
rehabilitation shall be the responsibility of the employee.

Policy DH (LOCAL). Employees shall not manufacture, distribute, dispense, possess, use, or be under
the influence of any of the following substances during working hours while at school or atretfieol
activities during or outside of usual working hours:

1. Any controlled substace or dangerous drug as defined by law, including but not limited to
marijuana, any narcotic drug, hallucinogen, stimulant, depressant, amphetamine, or barbiturate.

2. Alcohol or any alcoholic beverage.

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

4. Any other intoxicant, or moedhanging , minehltering, or behaviealtering drugs.

An empl oyee need not be |l egally intoxicated to
substance.

Exceptions. An employee who manciiares, possesses, or dispenses a substance listed above as part of
the employeebs job responsibilities, or who use:¢
the employeebs personal use shalll not be consi de
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A copy of the Distr-freeschoplsfollontsii ce regarding drug

DI (EXHIBIT) DRUG-FREE WORKPLACE NOTICE. The District prohibits the unlawful
manufacture, distribution, dispensation, possession, or use of controlled substances, illegal drugs,
inhalants, and alcohol in the workplace.
Employees who violate this prohibition shall be subject to disciplinary sanctions. Sanctions may include:
e Referral to drug and alcohol counseling or rehabilitation programs;
o Referral to employee assistance programs;
e Termination from employment with the District; and
o Referral to appropriate law enforcement officials for prosecution.

As a condition of employment, an employee shall:
e Abide by the terms of this notice; and
¢ Notify the Superintendent, in writing, if the employiseonvicted for a violation of a criminal
drug statute occurring in the workplace. The employee must provide the notice in accordance
with DH (LOCAL).

[This notice complies with the requirements of the federal Drligee Workplace Act (41 U.S.C.
702).]

Tobacco e
Policies DH, FNCD GKA

State law prohibits smoking or using tobacco products on all distsioed property and at
schootrelated or schoedanctioned activities, on or off campus. This includes all buildings,
playground aras, parking facilities, and facilities used for athletics and other activities. Drivers
of districtowned vehicles are prohibited from smoking while inside the vehicle. Notices stating
that smoking is prohibited by law and punishable by a fine are disbiay@ominent places in

all school buildings.

Fraud andrinancialrpropriety
Policy CAA

All employees should act with integrity and
resources. The district prohibits fraud and finahiagpropriety, as defined below. Fraud and
financial impropriety include the following:

e Forgery or unauthorized alteration of any document or account belonging to the district
Forgery or unauthorized alteration of a check, bank draft, or any other findocianent
Misappropriation of funds, securities, supplies, or other district assets including employee
time
Impropriety in the handling of money or reporting of district financial transactions
Profiteering as a result of insider knowledge of districtrimfation or activities
Unauthorized disclosure of confidential or proprietary information to outside parties
Unauthorized disclosure of investment activities engaged in or contemplated by the
district
e Accepting or seeking anything of material value fromt@mtors, vendors, or other
persons providing services or materials to the district
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Destroying, removing, or inappropriately using records, furniture, fixtures, or equipment
Failing to provide financial records required by state or local entities

Failure b disclose conflicts of interest as required by policy

Any other dishonest act regarding the finances of the district

Conflict ofiterest
Policy DBD

Employees are required to disclose to their supervisor any situationghtdsca potential
conflict of interest with proper discharge of assigned duties and responsibilities or creates a
potential conflict of interest with the best interests of the district. This includes the following:

A personal financial interest

A businessnterest

Any other obligation or relationship
Nonschool employment

Gifts and Bvors
Policy DBD

Employees may not accept gifts or favors that could influence, or be construed to influence, the
empl oyeeds di s c hsaThgacceptdnceafsagift, tavoe a sedvicetby an
administrator or teacher that might reasonably tend to influence the selection of textbooks
electronic textbooks, instructional materials or technological equipmapntesult in

prosecution of a Clag® misdemeanor offense. This does not include staff development, teacher
training, or instructional materials such as maps or worksheets that convey information to
students or contribute to the learning process.

Copyrightedviaterials
Policy CY

Employees are expected to comply with the provisions of federal copyright law relating to the
unauthorized use, reproduction, distribution, performance, or display afigiojeg materials

(i.e., printed material, videos, computer data jprayrams, et¢. Electronic media, including
motion pictures and other audiovisual works, are to be used in the classroom for instructional
purposes only. Duptationare to be used in the classroom for educational purposes only: Dupli
cationor backup écomputer programs and data must be made within the provisions of the
purchase agreement.

Associations anddhitical Activities
Policy DGA

The district will not directly or indirety discourage employees from participating in political
affairs or require any employee to join any group, club, committee, organization, or association.
Employees may join or refuse to join any professional association or organization.
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An i ndiewplogmeat Wit reot be affected by membership or a decision not to be a
member of any employee organization that exists for the purpose of dealing with employers
concerning grievances, labor disputes, wages, rates of pay, hours of employment, or conditions
of work.

Use of district resources including work time for political activities is prohibited.

Safety
Policy CK series

The district has developed and promotes a comprehensive program to ensure the safety of its
employees, students, and wis&. The safety program includes guidelines and procedures for
responding to emergencies and activities to help reduce the frequency of accidents and injuries.
To prevent or minimize injuries to employees, coworkers, and students and to protect and
consere district equipment, employees must comply with the following requirements:

Observe all safety rules.

Keep work areas clean and orderly at all times.

Immediately report all accidents to their supervisor.

Operate only equipment or machines for which theyettraining and authorization.

Employees with questions or concerns relating to safety programs and issues can contact
Superintendent Charles Camarillo, 58553.

Possession dfirearms and ¥apons
Policies FNCG, GKA

Employees, visitors, and students are prohibited from bringing firearms, knives, clubs or other
prohibited weapons onto school premises (i.e., building or portion of artg)itir any grounds

or building where a sdol-sponsored activity takes place. To ensure the safety of all persons,
empl oyees who observe or suspect a violation
their supervisor ocall Superintendent Charles Camarillamediately.

Visitors in te Workplace
Policy GKC

All visitors are expected to enter any district facility through the main entrance and sign in or
report to the buildingds main office. Author
their destinationEmployees who observe an unauthorized individual on the district premises
should immediately direct him or her to the building office or contact the administrator in charge.
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AsbestodManagemen®lan
Policy CKA

The distrct is committed to providing a safe environment for employees. An accredited
management planner has developed an asbestos management plandoh@&azlch copy of the
di strictoés man ag eQarral Office &nd eachiCampuseOffared isavailalbleh e
for inspection during normal business hours.

PestControl Treatment
PoliciesCLB, DI

Employees are prohibited from applying any pesticide or herbicide without appropriate training

and prior approval of the intedeal pest management (IPM) coordinator. Any application of
pesticide or herbicide must be done i n a man
pest management program.

Notices of planned pest control treatment will be posted in a districirpid@ hours before the
treatment begins. Notices are generally locatethe bulletin board for the building. In

addition, individual employees may request in writing to be notified of pesticide applications.

An employee who requests individualizedioetwill be notified by telephone, written or electric
means. Pest control information sheets are available from campus principals or facility managers
upon request.In addition, individual employees may request in writing to be notified of

pesticide aplications. An employee who requests individualized notice will be notified by
telephone, written or electnic means. Pest control information sheets are available from

campus principals or facilitsnanagers upon request.

Telephone Use

At the beginning bthe new school year, employees who use long distance telephone service in
the performance of their job duties will be issued a long distance code. The long distance code is
confidential and is to be used only by the employee assigned to that codedidtange use is

for school related business.

Employees who use the long distance code for personal calls must reithleudgstrictfor the
chargesf personaktalls made

Dress and Grooming
Policy DH

The dress and grooming of District employeedldieaclean, neat, and in a manner appropriate
for their assignments, in accordance with the following additional standards established by the
Superintendent.
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Professional Dress

All faculty and staff will be required to adhere to the following guidelines

Monday-Thursday
Males:

~NOo ok, wDN R

00O~NO Ol WN K-

. Dress slacks, khakis, or colored jeans.

. Dress shoes or boots.

. Collared shirts.

. Ties are not required.

. NO shorts in the building.

. No flip flops or tennis shoes.

. Beards and mustaches must be neatly trimmed.

Females:

. Dress slacks, khakis, capris, crop pants, or colored jeans.

. Dresses or skirts.

. Shirts and blouses appropriate to a professional environment.
. Coordinated ensembles.

. Dress shoes, boots, or appropriate sandals.

. No shorts in the hiding.

. No flip flops or tennis shoes.

. Ear piercings only.

Friday
All teachers and staff may wear jeans and a collared shirt or school relStad.T

Disclaimers

A Maintenance, custodial, and f oodrovieledbyw i c e

the District.

A Faculty whose assignment makes the

A Coaches should make every attempt

dress code. Under some circumstances, and these should be seld@ndoaches may wear

windsuits.

above
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General Procedures

Bad Weather Closing

The district may close schools because of bad weather or emergency conditions. When such
conditions ejst, the Superintendent will make the official decision concerning the closing of the

di strictbés facilities. When it becomaecanceleces
school , di strict offici al ssite@wWw.sorpeovilleisd.aag not i c
and notifythe folowing radio and television stations:

KBTX-Channel 3TV
WEATHERWATCH
979/2681497

KULF Radio Station (94.1 FM)
Brenham, TX
979/8369411

KWHI Radio Central (1280AM); KTEX 106.1 FM)
Brenham, TX
979/8363655

Emergencies
Policies CKC, CKD

All employees should be familiar withe safety procedures for responding to a medical
emergency anthe evacuation diagrams posted in their work areas. Emgyrgkills will be
conducted to familiarize emplegs and studentgith safety andevacuation procedureBach
campus is equipped with an automatic external defibrill&ioe. extinguishers are located
throughout all district buildings. Employees shokatibw thelocationof these devices and
procedures for their use.

Purchasing Procedures
Policy CH

All requests for purchases must be submitted to the campus/department on an official district
requisitionform with the appropate approval signature&.purchase order will be generated
after all levels of approval have been submittsld. purchases, charges, or commitments to buy
goods or services for the district can be made without a PO nuigedistrict will not

reimburse employees or assume responsibility for purchases made without authorization.
Employees are not permitted to purchase supplies or equipment for personal use through the

di strictbds business office. Contact hasngn Ann
procedures.
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Name and Address Changes

It is important that employment records be kept up to date. Employees must notify Carol
Brinkman at the Central Office if there are any changes orammns to their name, home

address, contact telephone number, marital status, emergency contact, or beneficiary. The form
to process a change in personal information can be obtained from the Central Office.

Educators must update their mailing address/namage with SBEC. In accordance with the
Texas Administrative Code, an applicant for
SBEC a current United States mailing address. A certificate applicant or holder shall notify
SBEC of a change of ddess within 45 calendar days of the effective date of such change.

An Educator may update their address and phone number by logging into their Educator Profile
on the SBEC website dtitps://secure.sbec.state.tx.us/SBECOnline/logif?.#8peducator may
submit documentation for a name change by sending a letter to Roman Echazarreta, Director of
Credentialing Services, 1701 N. Congress Avenue, Austin, Texas 78701.

Personnel Records
Policy GBA

Most district records, including personnel records, are public information and must be released
upon request. Employees may choose to have the following personal information withheld:

Address

Phone number

Social Security nenber

Information that reveals whether they have family members

The choice to not allow public access to this information mayée@eat any time by submitting

a written request to Carol Brinkman at the Central Office. New or terminating employees have
14 days after hire or termination to submit a request. Otherwise, personal information will be
released to the public.

Building e
PoliciesDGA, GKD

Employees who wish to use district facilities after school hours must follow esgablish
procedurs. ContactSuperintendent Charles Camarillo or Carol Brinkman to request to use
school facilities and to obtain information on the fees charged. A Building Use Form will be
provided for completion and upon approval by the Superintendenpyansth be returned to the
person/organization requesting the use of the buildimgquest to use school facilities and to
obtain information on the fees charged.
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Termination of Employment

Resignations
Policy DFE

Contract Employees. Contract employees may resign their position without penalty at the end

of any school year if written notice is received 45 days before the first day of irmtratthe

following school year. A written notioaf resignation should be submeitl to theSuperintendent
Contract employees may resign at any other time only with the approval of the superintendent or
the board of trustees. Resignation without conseyt mesult in disciplinary action by the State
Board for Educator Certification (SBEC).

The superintendent will notify SBEC when an employee resigns and reasonable evidence exists
to indicate that the employee has engaged in any of the acts liReg@ais to the State Board
for Educator Certificatioron pagesO.

Noncantract Employees.Noncontract employees may resign their position at any time. A

written notice of reignation should be submitted to the Superidanat least two weeks prior

to the effective date. Employees are encouraged to include the reasons for leaving in the letter of
resignation but are not required to do so.

Dismissal or Nonrenewal afr@ra¢ Employees
Policies DFAA, DFAB, DFBA, DFBB, DFD, DFF

Employees on probationaand terncontracts can be dismissed during the school year
according to the procedures outlined in district polidaaployees on probationary or term
contracts can be nonrenewed at the end of the contractGentract employees dismissed

during the school yearuspended without pay, or subject to a reduction in force are entitled to
receive notice of the recommended action, an explanation of the charges against them, and an
opportunity for a hearing. The time lines and procedures to be followed when a suspension,
termination, or nonrenewal occurs will be provided when a writ ten notice is given to an
employee. Advance notification requirements do not applgn a contract employee is
dismissed for failing to obtain or maintain appropriate certification or whatéazgion is

revoked for misconduct. Information on the time lines and procedures can be found in the DF
series policies that are provided to employ@esre available on line.

Dismissal oNoncontract Eployees
Policy DCD

Noncontract employees are employed at will and may be dismissed without notice, a description
of the reasons for dismissal, or a hearing. It is unlawful for the district to dismiss any employee
for reasons of raceplor, religion, genderpaional origin,age,disability, military statusgenetic
information,any other basis protected by law, or in retaliation for the exercise of certain
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protected legal rights. Noncontract employees who are dismissed have the right to grieve the
termination. he dismissed employee must follow the district process outlined in this handbook
when pursuing the grievance. (S2emplaints and Grievancgsage3l.)

Ext Interviews ad Procedures
PoliciesDC and CY

Exit interviews will be scheduled for all employees leaving the district. Information on the
continuation of benefits, release of information, pratedures for requesting redaces will be
provided at this time. Separating employees are askavade the district with a forwarding
address and phone number. All district keys, books, propmityding intellectual properfyand
equipment must be returned upon separation from employfteaDistrict may withold the
cost of any unreturned iterffrom the final paycheckThe District may withhold employment
records until the Exit Report has been completed.

Reports to State Board for Educator Certification
Policy DF

The dismissal or resigriah of a certified employee will be reported to SBEC when the
Superintendent first learns about an alleged incident of conduct that involves the following:

e Areported criminal history
e Any form of sexual or physical abuse of a minor or any other illegalwetirwith a
student or a minor

e Soliciting or engaging in sexual conduct or a romantic relationship with a student or
minor

e The possession, transfer, sale, or distribution of a controlled substance

e The illegal transfer, appropriation, or expenditure obstiproperty or funds

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

¢ Committing a cnine on school property or at a schepbnsored event
Violating assessment instrument security procedures

Reports Concerning Co@tdered Withholding

The district is required to report the termination of employees thainaex court order or writ

of withholding for child support or spousal maintenance to the court and the individual receiving
the support (Texas Family Code 88.210, 158.211). Notice of the following must be sent to the
court and support recipient:

e Termination of employment not later than the seventh day after the date of termination
e Empl oyeeds | ast known address
e Name and address of the employeeds new en

Somerville ISD Employee Handbook 60
2011/2012



Student Issues

Equal BucationalOpportunities
PoliciesFB, FFH

SomervillelISD does not discriminate on the basis of race, color, religion, national origin,
gendersexual orientatiomyr disability in providing educatio services, activities, and g@ms,
including vocational programs, in accordance with Title VI of the Civil Rights Act of 1964, as
amended; Title IX of the Educational Amendments of 1972; and Section 504 of the
Rehabilitation Act 61973, as amended.

Questions or concerns about discrimination against stubdasésl on sex, including sexual
harassment should be directedCioarles Camarillothe district Title IX coordinatoiQuestions

or concerns about dismination on the basid @ disability should be directed @harles

Camarillg the district ADA/Section 504 coordinator. All other questions or concerns relating to
discrimination based on any other reasons should be directed to the Superintendent.

StudentRecords
Policy FL

Student records are confidential and are protected from unauthorized inspection or use.
Employees should take precautions to maintain the confidentiality of all student records. The
following people are the only people who have gereeralc e ss t o a student 6s

e Parents: Married, separated, or divorced unless parental rights have been legally
terminated and the school has been given a copy of the court order terminating parental
rights
The student (if 18 or older or emancipated lopart)

e School officials with legitimate educational interests

The student handbook provides parents and students with detailed information on student
records. Parents or students who want to review student records should be directedmptise
principal for assistance.

Parent and t8dentComplaints
Policy FNG

In an effort to hear and resolve parent and student complaints in a timely manner and at the
lowest administrative levg@ossible, the board has adopted orderly processes fdlifgn

compl aints on different issues. Any campus O
parents and students with information on filing a complaint.

Parents are encouraged to discusblemsor complaints with the teacher the apropriate
administrator at any time. Parents and students with complaints that cannot be resolved to their
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satisfaction should be directed to the campus principal. Theafaonplaint process provides
parens and students with an opportunity to be heard up to the highest level of management if
they are dissatisfied with a principalds res

Administerindviedication tdstudents
Policy FFAC

Only designated employees can administer prescription medication, honprescription medication,
and herbal or dietary supplements to students. A student who must take medication during the
school day must bring a written request from his oplaeent and the medicine in its original,
properly labeled container. Contact the principal or school nurse for information on procedures
that must be followed when administering medication to students.

DietarySupplements
PoliciesDH, FFAC

District employees are prohibited by state law from knowingly selling, marketing,tobdigg

a dietary supplement that contains performagmeancing compounds to a @&t with whom

the employee hasontact as part of his or her school district duties. In addition, employees may
not knowingly endorse or suggest the ingestion, intranasal application, or inhalation of a
performancesnhancing dietary supplement to any student.

Psychotropi®rugs
Policy FFAC

A psychotropic drug is a substance used in the diagnosis, treatment, or prevention of a disease or
as a component of a medication. It is intended to have an altering effect on perception, emotion,
or behavior and is commonly described as a moothehavioraltering substance.

District employees are prohibited by state law from doing the following:

Recommending that a student use a psychotropic drug

e Suggesting a particular diagnosis
Excluding from ¢ass or schoelelated activity a student whose parent refuses to consent
to a psychiatric evaluation or to authorize the administration of a psgpiodrug to a
student

StudentConduct andiscipline
Policies in the FN series and FO series

Students are expected to follow the classroom rules, campus rules, and rules listed in the Student
Handbook and Student Code of Conduct. Teachers and administrators are responsible for taking
disciplinary action based anrange of discipline management strategies that have been adopted
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by the district. Other employees that have concarhsout a parti cul ar stud
contact the classroom teacher or campus principal.

Student Aendance
Policy FEB

Teachers and staff should be famil i adancewi t h t
accounting. These procedures require minor students to have parental consent before they are
allowed to leave campus. When absent from sghbelstudent upon returning to school, must

bring a note signed by the parent that describes the reason for the absence. These requirements
are addressed in campus training and in the student handbook. Contact the campus principal for
additional informaton.

Bullying
Policy FFI

All employees are required to report student complaints of bullyittgetecampus principalhe
di strictébés policy includes definitiomef and p
studentsandis reprinted below:

Bullying Prohibited. The District prohibits bullying as defined by this policy. Retaliation
against anyone involved in the complaint process is a violation of District policy.

Definition. Bullying occurs when a stlent or group of students engages in written or verbal
expression or physical conduct that:

1. Wil | have the effect of physically har mi ng
placing a student in reasonabldanagetwdhe of he
student s property; or

2. s sufficiently severe, persistent, or pervasive that the action or threat creates an
intimidating, threatening, or abusiveugational environment for a student.

Examples.Bullying of a student may include hazing,dhts, taunting, teasing, confinement,
assault, demands for money, destruction of property, theft of valued possessions, name calling,
rumor spreading, and ostracism.

Timely Reporting. Reports of bullying shall be made as soon as possible aftdi¢gedact or
knowledge of the alleged act. Afailuretoprompdgro rt may 1 mpair the Di
investigate and

Reporting Procedures.Any student who believes that he or she has experienced bullying or
believes that another student has experiebodiging should immediately report the alleged acts
to a teacher, counselor, pripal, or other District employee. A report may be made orally or in
writing.

Notice of Report. Any District employee who receives notice that a student has or may have
experienced bullying shall immediately notify thengaus principal or designee.
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Investigation of Report. If a report is made orally, the campus principal or designee shall reduce
the report to written form.

The campus principal or designee shall determinglveingéhe allegations in the report, if proven,
would constitute prohibited oduct as defined by policy FFH, and if so proceed under that
policy instead.

The campus principal or designee shall conduct an appropwagtigation based on the
allegationsm the report. The campus principal or designee shall promptly take interim action
calculated to prevent bullying during the course of an investigation, ibjpipate.

Concluding the Investigation.Absent extenuating circumstances, the investigation dheil
completed within ten District business days from the date of the report; however, the campus
principal or designee shall take @iilthal time if necessary to complete a thorough investigation.

The campus principal or designee shall prepare a wriggortrof the investigation, including a
determination of whether bullyingcourred, and send a copy to the Superintendent or designee.

District Action. If the results of an investigation indicate that bullying occurred, the District

shall promptly respontdy taking appropriate disciplinary or corrective action reasonably

calcul ated to address the conduct in accorda
[For information on student transfers due to bullying, see FDB.]

The District may take actioralsed on the results of an investign, even if the District
concludes that the conduct did not rise to the level of bullying under this policy.

Confidentiality. To the greatest extent possible, the District shall respect treeypo¥ the
complainant, prsons against whom a report is filed, and witnesses. Limited disclosures may be
necessary in order to mwduct a thorough investigation.

Appeal. A student who is dissatisfied with the outcome of the investigation may appeal through
FNG(LOCAL), beginning &ithe appropriate level.

Records Retention Retention of records shall be in accordance with CPC(LOCAL).

Access to Policylnformation regarding this policy shall be distributed annually to District
employees and included in the student handbook. Copike policy shall be readily available
ateach campus andthesDir i ct 6s admini strative offices.

Hazing

Policy FNCC

Students must have prior approval f toomet he p
of a school club or organization. While most initiation rites are permissible, engaging in or
permitting Ahazingo is a c¢criminal of fense. A

a student engaged in any form of hazing, who has reason todtrsngpect that a student
intends to engage in hazing, or has engaged in hazing must report that fact or suspicion to the
designated campusiministrator
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Technology resources, 47 staff development, 13

Temporary disability leave, 27 Transfers, 11
Termination, 59 Travel expenses, 17
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Training Workload, 11

health and safety, 11
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| Appendix

Somerville ISD Employment Policies List
Somerville ISD is fulfilling the requirement of TEC §21.204(d) by providing employees with the
following list of employment policies; and, to advise the employee the district policy book is available

for viewing online at the website address:
]www.tasb.org{policx/pol/private/02690g|

Employees will be granted easy access to both a computer and a printer as well as assistance in
accessing the website. If you would like assistance and the use of the computer and printer at the
Central Office, please contact Carol Brinkman. The district policy book is also available on the
district’s website:

www.somervilleisd.org
The hard copy of the District Policy book is available for viewing during regular office hours and you
may make copies of any policy. If you would like to have a copy provided, please contact Carol
Brinkman at the Central Office, 596-2153 and advise the policy code and title and request a copy.

The following is a list of employment policies, including (LEGAL) and (LOCAL) policies:

Policy Code
DAA

Policy Title
Equal employment opportunity

DBAA Criminal history and credit reports

DBD Conflict of interest

DC Employment practices

DCB Term contracts

DEA series Salaries and wages; incentives and stipends
DEC series Leaves and absences

DF Termination of employment

DFAC Return to probationary status

DFB series Termination of term contracts

DFD Hearings before hearing examiner

DFE Resignation

DFF Reduction in force

DG Employee rights and privileges

DGBA Employee complaints/grievances

DH Employee standards of conduct

DHE Searches and alcohol/drug testing

DI Employee welfare

DIA Freedom from discrimination, harassment, and retaliation
DK Assignment and schedules

DN series Performance appraisal

Teachers and administrators are provided the Somerville ISD Student Handbook and Student Code of Conduct,
and the Employee Handbook with the option of receiving a hard copy or an electronic copy, at the beginning of
each school year. The electronic handbooks are available on the district’s website at: www.somervilleisd.org.

Somenrville 1SD does not discriminate against any employee or applicant for employment because of race, color,
religion, gender, age, national origin, disability, military status, sexual orientation, or on any other basis prohibited
by law. Employment decisions will be made on the basis of each applicant’s job qualifications, experience, and

abilities.

5 Revised 8/10/2011
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MAP SHOWING LOCATION TO OTHER SCHOOL DISTRICTS
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APPENDIX

Food Service Employees & Maintenance Employees Paid Holidays - 2011-2012

Food Service Employees:

September Labor Day
November Thanksgiving - 2 days
December Christmas Eve (12-23-11)

Christmas Day (12-26-11)
New Years Eve (12-30-11)

January New Years Day (1-02-12)
Martin Luther King Day
April Good Friday

Maintenance Department Employees:

September Labor Day
November Thanksgiving - 2 days
December Christmas Eve (12-23-11)

Christmas Day (12-26-11)
New Years Eve (12-30-11)

January New Years Day (1-02-12)
Martin Luther King Day

March Spring Break (1 day)

April Good Friday

July Independence Day

iv
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