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INTRODUCTION AND NOTICES 

 



Welcome-or welcome back-to Simms ISD. The purpose of this Employee Handbook is to inform 
you of important information about your employment in the district and about working with 
students of the Simms ISD. This Handbook does not replace the school district’s board-adopted 
policy manual, which contains all the official policies that govern the operation of the district 
and your employment in the district. However, the information, rules and standards set out in 
the Handbook are also expectations for conduct and performance. This Handbook is not a 
“contract,” and we can make changes to it at any time.  
 
Nothing in the handbook supersedes or contradicts any district policy or changes any aspect of 
the employment relationship between you and the district or any terms and conditions of that 
relationship. All district employees serve on an at-will basis unless they have received, signed, 
and returned a written contract authorized by the board of trustees or a written employment 
agreement authorized by the board of trustees or the Superintendent. 
 
We have tried to make this Handbook easy to read and understand. When we say “you” or 
“your,” we mean the employee; when we say “we” or “our,” we mean the school district.  
 
 
 
 
 
------------------------------------------------------------------------------------------------------------------------------- 
I acknowledge that I have received the Simms ISD Employee Handbook for the 20__-20__ 
school year and that I am responsible for reading, understanding, and complying with the 
procedures, guidelines, and requirements contained in the Handbook. 
 
Employee’s Name:________________________________________________ 
 
Employee’s Signature: ____________________________________________ 
 
Campus Assigned: ________________________________________________ 
 
Date: ___________________________________________________________ 
Please detach this section and return to your principal. Thank you. 
 
 
 
The following pages contain several notices about your rights and responsibilities as a school 
employee. Please complete each form and return it to the Payroll department within 5 days 
after you receive this Handbook. We recommend that you keep a copy of your signed forms 
for your own records. 
 
 
 



Employment Policies 
 

The Simms ISD publishes its entire policy manual on the district’s website. You also have the 
right to obtain a paper copy of the district’s employment policies if you make a request for 
them. If you wish to receive a paper copy of the employment policies, please sign below and 
submit this form to the principal so that the office will know how many sets of policies to 
prepare. 
 
I wish to receive a paper copy of the district’s employment policies. 
 
Printed Name: ____________________________________________________ 
 
Position: _________________________________________________________ 
 
Date: ____________________________________________________________ 
 
Signature: ________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Personal Information Election 



Texas Government Code, Section 552.024, states that “each employee or official of a 
governmental body and each former employee or official of a governmental body shall choose 
whether to allow public access to the information in the custody of the governmental body 
relating to the person’s home address, home telephone number, emergency contact 
information, or social security number, or that reveals whether the person has family members. 
 
Please indicate below whether you wish your home address, home telephone number, or 
information that reveals whether you have family members to be disclosed to the public by the 
school district. We will not provide your social security number to any member of the public.  
 
I wish to allow public access to: 
 
____ my home address; 
 
____my home telephone number; 
 
____emergency contact information; 
 
____information that reveals whether I have family members; or 
 
____none of the items listed above 
 
 
 
Signature: _______________________________________________________ 
 
Printed Name: ___________________________________________________ 
 
Date: __________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 

Employee User agreement-District Network and 
Internet Resources 



 
I have read the Network and Internet Use Policy [CQ (LOCAL)] included in the Appendix of the 
Handbook and understand the conditions for use of the network and Internet resources 
provided by the Simms ISD for purposes of promoting educational excellence and supporting 
instructional goals. 
 
By my signature below, I agree that any use of the network and Internet under my user ID or 
account will be consistent with the policy. I understand that district employees have the 
authority to and will monitor network usage, including electronic messages sent and received 
to ensure compliance with the policy. Furthermore, I understand that I am responsible for any 
transactions that occur under my user ID or account and that any violation of the district’s 
policy will be considered misconduct and a violation of the employee standards of conduct. 
 
 
 
 
 
Employee Signature: _____________________________________________________ 
 
Printed Name: _________________________________________________________ 
 
Date: _________________________________________________________________ 
 
Campus: _______________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Board Administration Information 
Policies BA, BB series, BD series, and BE series 
 



Texas law grants the Board of Trustees the power to govern and oversee the management of 
the District’s schools. The Board is the policy-making body within the District and has overall 
responsibility for the curriculum, school taxes, annual budget, employment of the 
superintendent and other professional staff, facilities, and expansions. The Board has complete 
and final control over school matters which are established by state and federal law and 
regulations. 
 
The Board of Trustees is elected by the citizens of the District to represent the community’s 
commitment to a strong educational program for the District’s children. The Board consists of 
seven members serving terms of four years, with elections held biennially. Trustees serve 
without compensation, are registered voters and must reside in the district. 
 
Simms ISD Board members: 

Russell Meadows                                President 
Denise McDaniel                                 Vice President 
Brad Adams           Secretary 
Dwight Byrd                                         Member 
Keith Minter                                         Member 
Randy Box                                             Member 
Bryan Wilkerson                                  Member  
 

 
The Board usually meets monthly on the third Monday of each month at 6:30 PM in the 
cafeteria located at 47 James Bowie Ln. Special meetings may be called when necessary. A 
written notice of regular and special meetings will be posted at the District's Administration 
Office at 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 
two-hour notice.  
 
All meetings are open to the public. Under the following circumstances, Texas law permits the 
board to go into a closed session and the public is excluded. Closed sessions may occur for such 
things as discussing prospective gifts or donations, real property acquisition, personnel issues 
included conferences with employees and employee complaints, security matters, student 
discipline, or to consult with attorneys regarding pending litigation.  
 
 
 
 
 
 

Administration  

 
Superintendent of Schools                                                                        Rex Burks  
James Bowie High School / Middle School Principal                            Chris McClure 



James Bowie High School/ Middle School Assistant Principal            Garrett Kruse 
James Bowie Elementary Principal                                                          Eddy May 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Mission Statement 
Policy AE 
 
 



The Simms Independent School District has high expectations for all students. The District will 
make every effort to attract and retain the most qualified teachers available who will enhance 
the positive image of its schools in the community.  
 
Communication between schools, administration, school board, community, families, and 
students will be open and honest and constantly improving. Staff, parents, and community will 
be given an opportunity to be involved in decision-making as the District works together 
through the Accelerated Schools process. These combined efforts will continue to make SISD 
the best school District in the state of Texas. 
 

● Vision: E3- Empower, Educate, Equip 
 
● Mission: Simms is committed to creating and maintaining a nurturing atmosphere 

where students can use current technology, learning to become highly productive 
members of society. 

 

Equal Opportunity Employer 
Simms ISD is an Equal Opportunity Employer and does not discriminate on the basis of race, 
religion, national origin, sex, age, disability status as a veteran, or any other basis prohibited by 
law. 
 

Right of Association 
All employees enjoy the right of association and are free to participate or not participate in 
professional or political organizations of their own choosing. No district administrator will 
require or coerce you to participate or not participate in any professional or political 
organization, make or refrain from making a charitable contribution, or attend a meeting called 
for the purpose of soliciting charitable contributions. No employment-related decisions will be 
made based on participation or nonparticipation in any professional or political organization or 
the decision or make or not make a charitable contribution.  
 
School facilities and equipment, however, cannot be used for any political or partisan purpose, 
except as authorized by the principal or superintendent under district policy. We also will not 
permit partisan political activity or campaigning by employees in the classroom or other 
instructional setting or at school-sponsored or school-sanctioned activities or events, including 
but not limited to wearing campaign buttons. 
 

IMPORTANT INFORMATION ABOUT YOUR 
EMPLOYMENT IN SIMMS ISD 

 
Personnel Records 



We will maintain records about you at the superintendent’s office. You have the responsibility 
to make sure that all required records, including your official service record, certificates, 
licenses, professional development records, and the like are submitted to the appropriate 
offices when requested. If you have a name or address change during the school year, you must 
notify the Payroll Department within 5 days. We will use the address and phone number on file 
to contact you with official communications, so it is critical that you keep these numbers up to 
date. 
 
Under the Texas Public Information Act and because you are a public employee, most of the 
records we have and keep related to your employment, including  your salary, are available 
to anyone upon written request. Employees may direct that their home addresses, emergency 
contact information and telephone numbers not be released by completing the form, 
“Personal; Information Election,” at the beginning of the Handbook. Official written evaluations 
for teachers and administrators and other departments that evaluate teachers or 
administrators are confidential and will not be released. If we receive a request for copies of 
your personal records, we will consult with the school’s attorneys to determine which records 
must be released and will take the necessary steps under the Public Information Act to 
withhold records that are confidential. Additional information may be found in Policy 
GBA(LEGAL).  
 
Professional Employees who obtain additional certification while employed with the District 
must provide copies of those certificates to the Payroll office. If you agree to obtain additional 
certificates at our request, you must submit transcripts and certifications testing registration 
forms and test results related to that additional certification to the Payroll office. 
 
We will maintain the following personnel records at the Superintendent’s office: 

All Employees: 
● Application 
● References 
● Signed employee notices, including Drug-free Workplace 
● Completed I-9 Form 
● Completed W-4 Form 
● Teacher Retirement System enrollment form 
● Copy of Social Security card 
● Notice of reasonable assurance (non contract employees only) 
● Evaluations, directives, reprimands 
● Employee leave requests and approvals 
● Service records and any required attachments 

 
Professional Employees 
● Credentials (valid Texas certification or permit) 
● Official college transcripts 
● Employee-signed contract of employment or employment agreement, if 

applicable 
● Teaching schedule or other assignment record 



● Evaluations and PDAS information, directives, reprimands 
 

Educational aide 
● Certification 
● Official transcripts of any college work 

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

Attendance and Absences 
Policy DEC (Legal) and (Local) 
Punctual and consistent attendance at work is a fundamental requirement of your employment 
in Simms ISD. Excessive absences or repeated tardiness in reporting for duty can result in the 
termination of your employment.  “Excessive” absences are any that are not in compliance 
with our policies and procedures for taking available local, state, or federal leave. If you are 
going to be absent or late for work, you must contact your immediate supervisor by the time 
designated by your supervisor. This contact must be made every time you are absent or late 
unless you have provided the HR office with long-term leave information from your healthcare 
provider. 
 
We do not have a category of leave called “leave without pay.” If you are absent in excess of 
the number of days of paid leave you have available under district policy, you are simply absent 
and will not be paid for those days. Employees who are paid on a salary basis will have 
appropriate deductions made from the regular salary payment for absences in excess of 
accumulated leave.  
 
An employee absent for three or more consecutive workdays because of personal illness shall 
submit, upon return to work, a medical certification of illness from a qualified health care 
provider confirming the specific dates of the illness, the reason for the illness, and the 
employee’s fitness to return to work. An employee absent three or more consecutive workdays 
because of illness in the immediate family shall present, upon return to work, medical 
certifications of the family member’s illness. Employees must follow District and department or 
campus procedures to report or request any leave of absence. 
 
 
Basic Leave Information 
The complete text of the policy on leave and absences may be found in DEC (Legal) and (Local), 
but we are providing a brief summary of the most commonly used kinds of leaves in this 
Handbook. 
 



All full-time employees receive five days of state personal leave each year. Those who work less 
than a full year receive a prorated number of days. Additionally, the district provides 2 days of 
local leave each year. Refer to DEC (LOCAL) for specifics on using each kind of leave. You can 
always use accumulated state or local leave for your personal illness or injury or illness of an 
immediate family member. 
 
Days taken as “personal leave” must be requested 10 days in advance and approved by the 
supervising administrator or designee. We will try to honor timely requests for personal leave 
that comply with the policy requirements, but your principal or supervisor may withdraw 
approval if unforeseeable absences among other staff (bad weather, flu or other transmittable 
disease)would affect the efficient and effective operation of the campus or department. The 
availability of substitutes will also be considered by the principal or supervisor. Personal leave 
will be subject to the following limitations: 
 

● A maximum of 10 campus employees will be permitted to take personal leave at the 
same time 

● It may not last for more than two consecutive workdays except with special approval for 
extenuating circumstances 

 
Personal leave may not be taken on the following days: 

● The day immediately preceding or following a scheduled holiday 
● Days scheduled for end-of-semester or end-of-year exams 
● Days scheduled for STAAR or other state-mandated tests 
● Days of scheduled teacher in-service or teacher workdays 

 
Partial Days 
Leave shall be recorded in whole and half day work days only, except in accordance with 
provisions for intermittent leave in the Family and Medical Leave Act. An employee who must 
leave their duties prior to completion of the entire day will be docked accordingly. Employees 
are also given 2 days per semester that they can leave at 2:00 pm and not be docked. 
 
Family Medical Leave 
If you provided at least 1250 hours of service to the district in the 12 months preceding the first 
use or assignment of family medical leave, you are eligible to receive up to 12 weeks of family 
medical leave during the 12-month period stated in DEC (LOCAL). If you have been employed by 
the District for at least 12 months and have worked at least 1250 hours in the 12 months 
immediately preceding the need for leave, you are eligible to receive up to 12 weeks of family 
medical leave during the 12 month period stated in DEC (LOCAL). You can use family medical 
leave after a birth or adoption of a child or for a serious health condition of your own or of an 
immediate family member. Family medical leave is also available in some circumstances related 
to a family member’s military deployment and for a family member who has been injured in 
active military duty. During family medical leave, we will continue to pay the District’s portion 
of premiums to maintain your individual participation in our health insurance program as if you 
were on active duty, but you will have to make arrangements for making payments of an 
employee portion you normally make for coverage. 



 
All communications about chronic, serious, or recurring health conditions for you or an 
immediate family member must be directed to the SISD Admin Office to ensure you receive the 
benefits to which you are entitled and to protect the confidentiality of the medical information 
you provide to us.  
 
When you can foresee the need for family medical leave, such as for child birth, scheduled 
surgery, or scheduled medical treatments, you must notify the Benefits Office and request the 
leave at least 30 days in advance. If 30 days’ notice is not possible, you must inform us of the 
need for leave at least two working days before the leave. In emergencies when the need for 
family medical leave is not foreseeable, you or a close family member must notify us of the 
need for family medical leave as soon as practicable, generally on the same day that you are 
aware of the need for family medical leave or the next business day. 
A husband and wife who are both employed by the District are limited to a combined total of 
12 weeks of FMLA to care for a parent with a serious health condition or for the birth, adoption, 
or foster placement of a child. Military caregivers’ leave for spouses is limited to a combined 
total of 26 weeks. 
 
Eligible employees are entitled to continue their health care benefits under the same terms and 
conditions as when they were on the job and are entitled to some circumstances, teachers who 
are able to return to work at or near the conclusion of a semester may be required to continue 
their leave until the end of the semester. 
 
Our policy requires concurrent use of family medical leave with all other kinds of leave, so some 
or all of your family medical leave may be with pay, depending on how much leave you have 
accumulated. If you are using family medical leave, we will communicate directly with you 
about the details of your absence, 
 
Medical Certification 
We have the right to and will ask you to provide periodic information from your treating doctor 
to verify the need for family medical leave or other medical absences and to give us some idea 
of when you will be able to return to duty. We will provide forms for your doctor to complete. A 
medical release to duty will also be required. Your failure to provide necessary information to 
us can affect your eligibility for leave and will be treated as a failure to follow district policy and 
procedures. 
 
Medical Examinations 
We have the right to and will ask you to have a medical or psychological examination paid for 
by the district if we believe that your condition is interfering with the performance of your 
regular duties or that you are a health or safety risk to yourself or others. Your failure to 
cooperate in this situation will be treated as a failure to follow district policy and comply with 
directives.  
 
Sick Leave Pool 



A sick leave pool is a voluntary donation of sick days by employees to assist a fellow employee 
who, after exhausting all paid leave, has a catastrophic illness or disability, or has an immediate 
family member who has a catastrophic illness or disability.  
 
Employees wishing to begin a sick pool for a fellow employee should begin by approaching a 
campus principal, who will then submit a request to the Superintendent. Once the pool is 
established, volunteers may then donate state sick leave days to the pool according to policy 
DEC (LOCAL). 
 
On-the-Job Injuries 
If you are injured while performing your duties for the district, you must notify your supervisor 
immediately so that we can comply with our responsibilities under workers’ compensation 
laws. We provide workers’ compensation coverage for all employees. If an injury at work causes 
you to be absent, it is your responsibility to inform us whether you wish to use accumulated 
leave in order to receive full pay during your absence to the extent of accumulated leave or 
whether you wish to save your accumulated leave and receive only the temporary income 
benefits that are available under the workers’ compensation laws. If you do not inform us of 
your choice in writing, we will NOT charge your absence to accumulated leave and you will 
receive only temporary income benefits. If absence because of a work-related injury also 
qualifies as a serious health condition under family medical leave, you will also be charged with 
family medical leave during your absence.  
 
Once an employee’s Workers’ Compensation claim has been filed and approved, employees 
shall provide information to the SISD administrative office about pertinent medical services 
received related to the claim.  
 
Administrative Leave 
The superintendent can order that any employee be placed on administrative leave, usually 
with pay, when he/she determines that it is in the district’s best interest to do so. 
 
 
Jury Duty 
The district shall pay the employee the employee’s normal daily compensation for each day 
they are absent from work due to jury duty.  An employee’s accumulated personal leave may 
not be reduced because of the employee’s service in compliance with a summons to appear as 
a juror. 
 
Employees must present documentation of the service. 
 
An affidavit showing time served on a jury will be issued by the court after jury duty service. If 
an employee is released by the court two or more hours prior to their normal quitting time, the 
employee must return to work. If the employee does not return to work, they will be charged 
personal leave accordingly. All monies received for jury duty will be retained by the employee. 
Employees will be granted paid leave to comply with a valid subpoena to appear in a civil, 
criminal, legislative, or administrative proceeding for District business. Other absences for court 



appearances related to an employee’s personal business must be taken as personal leave or 
leave without pay (if no personal leave is available). Employees may be required to submit 
documentation of their need for leave for court appearances. 
 
Vacations and Holidays 
Only at-will or support employees, including directors of support departments serving under a 
contract, in a 12-month position receive up to 10 days of paid vacation per school year. We 
encourage eligible employees to schedule and take vacation they have earned because it 
CANNOT be carried over to another year. 
 
If you are in a position eligible for vacation, you will earn paid vacation days at the rate of 0.83 
per month. You are not eligible to take paid vacation until you have completed 2 months of 
employment. Vacation must be scheduled at least 10 days in advance with your supervisor who 
may consider the needs of the district and other scheduled absences in approving requests for 
vacation.  
 

Compensation, Benefits, and Pay Systems 

Policies DEA, DEAA 
The board of trustees annually will adopt or approve salary pay systems for all classes of 
employees in conjunction with the annual budget adoption process. All employees are paid on 
a monthly salary basis. Annually the payroll clerk provides each employee with compensation 
rates. This is required to be signed by the employee and the superintendent.  This notice is not 
a contract; it is provided for your information only. If we discover during the school years that 
either you or we made an error in that information, we will make adjustments to the remaining 
salary or pay to correct the error. This correction during the payment term may decrease or 
increase your regular paycheck.  
 
We pay employees monthly on the 25th of each month. As a benefit to employees, we provide a 
direct deposit option for your paychecks. A notification period of one month is necessary to 
activate this service. If you wish to take advantage of this convenience, please contact the 
Admin office.  
 
The schedule of pay dates for the 2019-2020 school year follows: 
 
August 25, 2020 
September 25, 2020 
October 23, 2020 
November 20, 2020 
December 18, 2020 
January 22, 2021 
February 25, 2021 

March 25, 2021 
April 23, 2021 
May 25, 2021 
June 24, 2021 
July 22, 2021 
August 25,2021 
 

During the school year, paychecks are delivered to each campus. Paychecks will not be released 
to any person other than you, the District employee named in the check, without your written 
authorization. During summer breaks, paychecks will be distributed by mail.  



As a benefit to our employees and to provide a measure of predictability for employees’’ 
personal budgeting purposes, we will calculate an expected monthly pay for all employees, 
whether employed by contract for a specific amount of money over the entire term or 
employed on an at-will basis. If you are under a contract or work calendar for fewer than 12 
months or in a position that does not require you to provide active service for 12 months of the 
year, we will set aside a portion of that monthly pay each month to provide a regular paycheck 
during the one or two months in the summer that you are not actively working. This is known 
as annualizing compensation. Each month, however, we will compare your estimated monthly 
pay with the number of hours or days actually worked, including days of paid leave in 
accordance with district policy, and will make adjustments as necessary to ensure that you are 
paid correctly for time worked. 
 
Before paychecks can be issued to a new employee, all required forms must be completed and 
on file with the Payroll Department. 
 
Insurance 
Policy CR series 
We will hold meetings with all staff at the beginning of each school year to provide information 
about the insurance programs that are available to you, including optional coverage for 
long-term and short-term disability, additional group life insurance, vision, dental and cancer 
coverage. We make a contribution to the basic health insurance for all eligible employees and 
will make this contribution so long as you are using accumulated paid leave or family medical 
leave. If you have an illness or injury that exhausts all paid and family medical leave, you may 
continue to participate in our health insurance for a limited time by paying your own premiums 
in advance. At the end of that time, you will be offered the opportunity to pay for contribution 
coverage. 
The District’s contribution to employee insurance premiums is determined by the Simms ISD 
Board of Trustees. Employees eligible for health insurance coverage include the following: 

● Employees who are active, contributing TRS members 
● Employees who are not contributing TRS members and who are regularly scheduled to 

work at least 10 hours per week. (These employees must pay the entire premium. We 
do not contribute anything to their insurance).  

 
TRS retirees who are enrolled in TRS-Care (retiree health insurance program) and employees 
who are not contributing TRS members, who are regularly scheduled to work less than 10 hours 
per week, are not eligible to participate in TRS-Active Care. The insurance plan year is from 
September 1 through August 31. Current employees can make changes in their insurance 
coverage during open enrollment each spring, but not later than August 31. Employees should 
contact the SISD Admin office for more information.  
 
 
 
Payroll Deductions 
Policy CFEA 



We will make all required state and federal deductions from your gross pay each pay period. 
Deductions for the Teacher Retirement System (TRS) are required for all full-time employees. 
Temporary and part-time employees who are not eligible for TRS membership must have their 
457 contributions deducted.  
 
We will comply with any court order to deduct child support payments form your gross pay and 
with any valid orders to deduct federal school loan payments or pay a portion of your wages 
directly to the Internal Revenue Service. Other regular deductions may include: 

● amounts that you are required to pay to maintain health insurance coverage for yourself 
and any dependents you have chosen to include in the district’s health plan 

● amounts that you elect to pay for optional insurance coverage or additional investments 
● professional organization dues if you have requested is to make those payments 

 
All payroll deductions must be submitted in writing to the SISD Payroll office. 
 
We provide a Section 125 Cafeteria plan under federal tax laws that allow you to request that 
some regular and optional deductions be made from your gross salary before federal income 
withholding taxes are calculated. We will hold information sessions at the beginning of the 
school year to explain this program and give you the opportunity to make decisions and 
complete any paperwork necessary to participate. New employees must accept or reject this 
benefit during their first month of employment. All employees must accept or reject this 
benefit on an annual basis and during a specific time period. You may contact the Payroll office 
for more information.  
 

Duties and Responsibilities 

Policy DEA, DK, DL 
All employees are subject to assignment and reassignment. At the campus level the principal 
will ultimately determine your assignment. The superintendent can make assignments and 
reassignments between campuses and positions. Teachers may be assigned to any teaching 
assignment for which they are or can be qualified. 
 
You will receive a copy of the job description for your assignment at the beginning of your 
employment or when your job description changes. Your principal or supervisor can assign 
additional duties if needed in order to make sure that the campus or department is running 
effectively and efficiently. Ordinarily, you will not receive any additional compensation for 
those duties; some extra duties have stipends to cover extra time spent on an extra duty.  
 
The work day is not the same as the instructional day. Principals may set hours of work for 
employees that require you to be on duty before daily instruction begins and after daily 
instruction ends. 
 
If you wish to leave campus during the school day for any reason other than taking a duty-free 
lunch, you must receive permission from the principal or your direct supervisor and sign out in 
the office indicating the time and purpose for leaving campus and sign in when you return.  
 



Visitors to the Workplace 
Policy GKC 
Any visitor for you during the working day must check in with the principal or supervisor and 
receive permission to go to your work site. Ordinarily, we will not allow personal visitors to 
disrupt classroom instruction, so teachers should inform potential visitors of the time 
scheduled for a conference period or lunch period. We will not allow frequent or lengthy visits 
by friends or family to interfere with your performance of your assigned duties. 
 
Duty-free Lunch 
All teachers and librarians will receive a 30 minutes duty free lunch at least four days each 
week. During this time, teachers and librarians have no responsibilities related to supervising 
students and may leave campus, provided they return within the allotted 30 minutes. If we are 
experiencing a personnel shortage, economic conditions that limit our ability to hire lunchroom 
monitors or support staff for this purpose, or in unforeseen circumstances, we may have to 
assign teachers and librarians to supervise students during their lunch no more than one day 
per week. We will make every effort to ensure teachers and librarians can be provided a 
duty-free lunch each school day. 
 
Faculty/Staff Meetings 
Your principal will periodically schedule meetings for all teachers and other professional staff 
and sometimes for all staff. These meetings will usually be in late afternoon after students have 
been released for the day. Important information about district and campus operation and 
programs at the campus is communicated in these meetings, which also provide an opportunity 
for employees to communicate ideas and issues to the administration. You must attend these 
meetings unless you have contacted the principal in advance and received permission to be 
absent. 
 
Conference Period 
All teachers will receive a conference period of not less than 45 minutes for a total of 450 
minutes within each two-week period. The purpose of the conference period is for teachers to 
plan and prepare instruction, to grade student work, to hold meetings with parents, and to hold 
meetings with students. We cannot require you to do anything else during your conference 
period; however, you are required to use your conference period for those stated purposes. 
You will not ordinarily be permitted to leave campus during your conference period to run 
errands, keep doctor or other appointments, or for any other purpose. Very occasionally, we 
may allow teachers to oversee another teachers’ classroom during a conference period to 
provide for an unexpected absence or other administrative reason.  
 
 Duty Roster 
All teachers will have duty supervising some part of the campus during the day.  A roster will be 
developed and distributed to the staff.  This is an integral part of the teacher’s assigned duties.  
Everyone is expected to be at his/her duty post unless prior arrangements have been made 
with the principal.  Scheduling is tight and punctuality is critical. On the weeks you have duty, 
you must be at your duty station by 7:30 (7:40 off weeks). Dismissal times are as follows: 
Monday – Thursday 3:40 and on Fridays 3:30. 



 
Extra-Curricular Trips and School-Sponsored Events 
All students being transported on off-campus trips should have a trip permission form filled out 
and on file.  This form is included in the student handbook. 
 
It is imperative that the names of all students participating in any school event, who will be 
absent because of that event, be turned in to the principal’s office as early as possible prior to 
the event.  Sponsors and coaches should develop a list of the students who are going, have the 
principal sign it, and place a copy in the teacher’s mailbox whose student’s class attendance will 
be affected by the event.  This should all be done prior to the event.  The campus attendance 
clerk also needs a copy of all school-sponsored activity forms. 
  

It is the coach or sponsor’s responsibility to ensure that students participating in extracurricular 
activities will not miss any class that he/she is failing.  As long as a student maintains a B 
average in all classes, they will be allowed to participate in all extra-curricular activities. If a 
student does not maintain a B average in all classes, then that student cannot have over 10 
absences from a class for extra-curricular activities per semester. All UIL activities approved by 
the District are subject to these restrictions.  Teachers should help our coaches and sponsors by 
monitoring their own students listed for extra-curricular or school-sponsored events and 
notifying the appropriate staff when there is a problem.  It is also important for teachers to 
communicate and work with coaches/sponsors when a student is having classroom discipline 
problems.  This helps ensure a consistent flow of expectations and accountability for our 
students. 
 
Grade Book 
A minimum of eight daily grades and two test grades are required during each six weeks 
grading period.  We will drop the lowest DAILY grade each 6 weeks for the students who have 
perfect attendance for that particular class. No zeros will be dropped. A minimum of ONE grade 
must be entered each week. If a student is in class but did not turn in assigned work, place an M 
in the gradebook. This indicates that the student was in school but failed to turn in the work. If 
a student is absent, leave the space blank.  A zero should only be entered for a grade if it is a 
“true” zero. Each teacher will be responsible for entering his or her grades on the computer by 
the following Monday morning at 8:00 of each week. It is imperative that this is done!  This will 
be checked each Monday.  
 
Hall Passes 
Students should not be in the hall during class periods except for emergencies or for 
class-related activities.  Bathroom breaks should be taken during class changes.  All students 
released into the hall during class should have the appropriate hall pass or the student will be 
required to get a tardy.  
 

Late Work 



Work is due when called for by the teacher.  Teachers should specify the due date at the time 
an assignment is made and make every effort to collect work on that date.  Any assignment 
turned in late will receive a grade no higher than a 70 (up to three days late).  After the third 
day it will be a 0.  
  
Students should be allowed to make up work missed due to any absence.  Late work 
from unexcused absences can receive a maximum grade of 70, while work from 
excused absences can be made up for full credit.  A rule of thumb for make-up work is 
as follows:  A student should be allowed the number of days they missed to complete 
missed work (up to a limit of five). 
  

 Lesson Plans 
All lesson plans are due by Monday at 8:00 a.m. for that week. Teachers may use a lesson plan 
book or electronic template.  
  

Parent/Community Information 
A copy of all communication should be given to the principal.  Written communication must be 
proofread by at least three people for typos, grammatical errors, and clarity.  There are no 
exceptions to this request!  Our goal is to ensure that every bit of communication coming from 
this district is consistent, correct, and of high quality. 
 

Parent Communication 
Written documentation of all parent communication such as phone calls, emails, texts and face 
to face contacts should be kept for review and evaluation for T-TESS Dimension as deemed 
appropriate. Both positive and negative contact must be documented.  
  
Grade Reports 

● Parents will be notified in writing by Friday of the third week of each six weeks grading 
period if a student is failing or near failing. 

● Parental contact should be made during the six weeks grading period as needed; 
especially if a student is in danger of failing. 

● The written notice shall include the title of the subject failing and the average. 
● The written notices shall also include the statement:  “The student will have until the 

end of the six weeks to bring the grade up to 70 or above and the student will be 
suspended from extra-curricular activities if the grade is not brought up to 70 or above 
by the end of the six weeks period.” 

● The teacher should urge parents/students to take advantage of tutorials. 
● The standardized written deficiency report will be used. 

  
 
High School Graduation 
Counselors should notify parents/guardians by telephone and/or written letter by January of 
the student's senior year when it is possible the student will not graduate in May. If it is 



determined there is a possibility that the student will not graduate during the spring semester 
the parent should be contacted as soon as possible after determination occurs (no more than 
five business days). 
  
Work Hours and Classroom Supervision 
Unless special duty is assigned, normal working hours are 7:40 a.m. until 3:40 p.m.  If you leave 
school grounds during any part of the normal school day, you must sign out when leaving and 
sign back in upon returning.  Teachers are to be in their rooms at any time students are present 
in the room.  Rooms should be locked when not occupied.  All teachers are expected to be at 
the classroom door or appropriate instructional area to greet students as they come to school 
in the mornings and at class change time.  Teachers should not leave the classroom or 
instructional area during a class period unless they have made prior arrangements with the 
office to have their class monitored while they are out.  
 
Employee Involvement: Site-Based Committee & Other Committees 
Policy BQA, BQB 
At both the campus and District levels, the Simms ISD Site-Based Committees provide a 
valuable service to the District and the campus. If you are interested in serving on this or any 
other committee, please see your principal for more information. 
 
Staff Development 
Policy DMA 
A prepared, well-trained professional and instructional support staff is essential to our 
providing a quality education to all students of Simms ISD. We have scheduled days of 
professional development into the annual calendar. On these days students will not be present, 
and professional and instructional support staff must participate in training and development 
opportunities, under conditions and guidelines described here. 
 
Evaluations/Appraisals 
Policy DN Series 
All employees will be evaluated or appraised in writing by their supervisors. You will have an 
opportunity for a conference with your supervisor to discuss your evaluation and expectations 
for performance. An important part of your supervisor’s job is overseeing and assessing 
employee preference throughout the school year, and your supervisor may provide written 
documentation to you relating to your performance as he or she determines appropriate.  
 
Transfers/Reassignments 
You can request a transfer to another campus or department for the following school year by 
submitting a written request to the campus principal. Requests for transfer during the school 
year will be considered only when the change will not affect students and after a replacement 
has been found. The principal of the receiving campus has the authority to approve or reject all 
staff assigned to his or her campus except when reassignments are due to enrollment shifts or 
program changes.  
 



All transfer requests will be coordinated by the Principals and subject to approval by the 
superintendent. The superintendent has the authority under state law and district policy to 
transfer or reassign any employee in the district. 
 
We will usually post vacancies within the district on the district’s website. All current district 
employees are eligible to apply for other jobs in the district, but we will not consider any 
applicant for any position who does not meet the minimum requirements posted for the 
position. If a current employee is selected for an interview, the employee will be notified and 
an interview time scheduled.  
 
Safety 
Policy CK Series 
We strive to maintain a safe and healthy work environment. All employees share the 
responsibility for helping to keep the workplace safe and to avoid injury to themselves or 
others. We will provide training from time-to-time for all employees on how to avoid accidents 
in the workplace. Violating safety standards pertinent to your assignment can result in 
disciplinary action. Employees must keep work areas clean and orderly at all times, as well as 
operate only equipment for which they have been training and authorization. We remind you 
that you must report a job-related injury immediately to your supervisor so that the district can 
complete required paperwork under workers’ compensation statutes and rules. 
 
Employees are responsible to maintain a secure, clean, healthy, and orderly workplace. If 
District keys have been entrusted to you and they are lost or stolen, report the incident 
immediately to your supervisor. Classrooms, shops, district vehicles, etc., are in view of the 
public and students so employees should be conscious of the need to maintain an orderly 
workplace, sets a good example for students, provides a safer environment, and demonstrates 
the District’s awareness of the need to preserve public property. 
 
We comply with the state Hazard Communication Act and maintain current lists of hazardous 
chemicals used in the district and current Material Safety Data Sheets. If you want or need this 
information, please contact your principal or supervisor. 
 
Health Safety Training 
Policies DBA and DMA 
Certain employees who are involved in physical activities for students must maintain and 
submit to the District proof of current certification or training in first aid, cardiopulmonary 
resuscitation (CPR), the use of an automated external defibrillator (AED), and extracurricular 
athletic activity safety. Certification or documentation of training must be issued by the 
American Red Cross, the American Heart Association, University Interscholastic League, or 
another organization that provides equivalent training and certification. Employees subject to 
this requirement must submit their certification or documentation to the camps principal by 
the first day of school.  
 
Pest Control 



Periodically, district buildings and ground are treated by licensed or trained individuals to 
control unwanted pets, such as insects and rodents. We will post notices of those treatment 
dates as required by law and will schedule treatment times when students or employees are 
least likely to be in the building or on the grounds. 
 
Employees are prohibited from applying any pesticide or herbicide without appropriate training 
and prior approval of the integrated pest management (IPM) coordinator. Use of unauthorized 
pest control chemicals in a classroom or office space violates state and federal laws. If required, 
employees shall notify their principal or supervisor of the need for such services and not apply 
such chemical agents.  
 
Asbestos Management Plan 
The District’s Asbestos Management Plan, designed to be in compliance with state and federal 
regulations addressing asbestos that may have been used in District facilities, is available in the 
Admin office during regular business hours, Monday through Friday. If you have any questions, 
please contact that office. 
 
Maintenance and Repairs 
We strive to keep all our facilities clean, well-maintained, and in good repair. Teachers and 
other employees must ensure that they do not store items in their classrooms or offices that 
will attract pests of any kind. If your classroom or office needs maintenance or a repair, please 
contact your campus principal or supervisor by email.  
 

Standards of Conduct 
Policy DH 
We expect all district employees to work together in a cooperative spirit to serve the best 
interest of the District and treat each other, students, and parents or other patrons of the 
district with common courtesy and respect at all times. We hold our students to a high standard 
of conduct, as expressed in the Student Code of Conduct, and we expect no less of our 
employees. All district employees serve as role models for our students and must conduct 
themselves at work and in public as honest, law-abiding citizens. 

Employees must: 
● Recognize and respect the rights of students, parents, other employees, and 

members of the community 
● Maintain confidentiality in all matters relating to students and coworkers 
● Report to work according to the assigned schedule 
● Notify your immediate supervisor in advance or as early as possible in the event 

that you 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 
● Express concerns, complaints, or criticism through appropriate channels 
● Observe all safety rules and  regulations and report injuries or unsafe conditions 

to a supervisor immediately 



● Use District time, funds, and  property for authorized District business and 
activities only 

● A contract employee who is guilty of writing checks when funds were insufficient 
shall be warned that passing additional bad checks may render the employee 
ineligible for contract renewal 

● An employee who owes taxes or whose spouse owes taxes to the District that 
have been delinquent for more than one year may not be eligible for continued 
employment 

The Educators’ Code of Ethics is included in the Appendix of the Handbook. By law, it applies to 
all district employees who hold a certificate issued by the State Board of Education. By local 
policy, it applies to all employees in the District. You should read and be familiar with the 
standards and expectations expressed there because these are the standards and expectations 
we will impose on you. 
 
If you are arrested for or convicted of a felony or any crime of moral turpitude, you must report 
that fact to your principal or immediate supervisor within 3 calendar days. Offenses involving 
moral turpitude include without limitation theft or attempted theft of any kind, fraud of any 
kind, sexual offenses, any assaultive or violent offense, bribery, perjury, drug or alcohol 
offenses, offenses constituting abuse or neglect under the Texas Family Code, or any other 
offense contrary to justice, honesty, modesty, or good morals. 
 
Fraud and Financial Impropriety 
Policy CAA 
All employees should act with integrity and diligence in duties involving the District’s financial 
resources. The District prohibits fraud and financial impropriety, as defined below. Fraud and 
financial impropriety includes, but is not limited to, the following: 

● Forgery or unauthorized alteration of any document or account belonging to the 
District 

● Forgery or unauthorized alteration of a check, bank draft, or any other financial 
document 

● Misappropriation of funds, securities, supplies, or other District assets, including 
employee time 

● Impropriety in the handling of money or reporting of District financial 
transactions 

● Profiteering as a result of insider knowledge of District information of activities 
● Unauthorized disclosure of confidential or proprietary information to outside 

parties 
● Unauthorized disclosure of investment activities engaged in or contemplated by 

the District 
● Accepting or seeking anything of material value form contractors, vendors, or 

other persons providing services or materials to the District 
● Destroying, removing, or inappropriately using records, furniture, fixtures, or 

equipment 
● Failing to provide financial records required by sat or local entities 
● Failure to disclose conflicts of interest as required by policy 



● Any other dishonest act regarding the finances of the District 
 
Sexual Harassment/Inappropriate Conduct 
We do not allow employees to engage in sexual harassment of other employees, students, 
parents, patrons, or vendors to the school. No district employee is permitted to have a sexual 
or romantic relationship with a student, regardless of whether the student or parent welcomes 
or approves of the relationship. 
 
Sexual harassment is any unwelcome conduct of any kind that is based on a person’s sex or that 
would not occur but for the sex or gender of the person and that is so server or pervasive that is 
deprives a person of benefit of his or her job or education. Isolated incidents of inappropriate 
sexually charged conduct may not amount to sexual harassment, but they are still prohibited 
under our standards of conduct and should be reported to an administrator so that he or she 
can look into the situation. 
 
We provide mandatory training periodically for all employees on how to recognize, prevent, 
and avoid sexual harassment. 
 
If you believe you are the victim of sexual harassment or any other inappropriate conduct by a 
co-worker or even a student, you should contact your principal or supervisor immediate to 
discuss the matter and perhaps to file a complaint. Our complete policy on sexual harassment 
and the process for bringing a complaint may be found on Polices (LEGAL), DIA (LOCAL). 
 
Inappropriate Social Relationship with Students 
School employees are always in the public eye, and the expectation is that they will always 
observe professional boundaries in their personal relationships with students. District policy 
also prohibits employees from having “inappropriate social relationships” with student 
 
So there is no confusion or misunderstanding about the District’s standards on this issue, the 
following interactions or communications with students will generally be considered an 
“inappropriate social relationship”: 

● Communications with student, whether by telephone, email, instant message, 
Twitter, text message, or any other form of electronic or digital communication 
at any time, unless the communication is directly related to your assigned duties 
and responsibilities, e.g., the student’s homework, class or team activity, school 
club, or other school-sponsored activity and has been approved by the 
supervisor 

● Engaging in personal conversations with students about either the student’s or 
your own personal relationships or problems with spouse, boyfriend, girlfriend, 
or significant other 

● Taking a student away from school during the school day without obtaining 
express permission of the student’s 

● Visiting students at their homes when a parent is not present or inviting a 
student to your home without prior express permission of the student’s parent 



● Giving gifts of a personal nature (clothing, perfume or cologne, jewelry, etc.) to 
students art school or at any time without the parent’s knowledge and 
permission 

● Playing “favorites”, e.g., allowing specific students to get away with conduct that 
is not permitted from other students 

 
Other Harassment 
Policy FFI 
We also do not allow employees to harass each other based on race, color, gender, national 
origin or ethnicity, religion, age, or disability. 
 
 Harassment on these bases includes physical, verbal, or nonverbal conduct when it is so serve, 
persistent, or pervasive that it has the purpose or effect of unreasonably interfering with 
someone’s work performance; created an intimidating, threatening, hostile, or offensive work 
environment; or otherwise adversely affects someone’s employment opportunities.  
 
All employees are required to report student complaints of bullying to their immediate 
supervisor. The District’s policy includes definitions and procedures for reporting and 
investigating bullying of students and is available on our website. 
 
If you always conduct yourself in the workplace with common courtesy and respect for your 
co-workers, harassment will never be a problem for you. You should be sensitive to the desires 
of your co-workers in making or displaying personal religious expressions in the workplace and 
should not engage in unwelcome religious discussions or proselytizing in the workplace. 
 
If you believe you are the victim of harassment or any other inappropriate conduct by a 
co-worker or even a student, you should contact your principal to discuss the matter and 
perhaps file a complaint. Our complete policy on harassment and the process for bringing a 
complaint may be found in policy DIA (LEGAL) and (LOCAL). 
 
Tobacco Use 
Policies DH, GKA, FNCD 
We do not allow any use of tobacco products on school property, indoors or outdoors, at any 
time by any person. This prohibition includes any tobacco use in a school-owned vehicle. 
Because you are a role model for students, we also prohibit you from using any tobacco 
product in the presence of students when you are serving in any school-related capacity. If you 
are a tobacco user, you must leave school property- with permission of your supervisor- in 
order to smoke or otherwise use tobacco products. 
 
 Electronic or Vapor “Cigarettes” 
The District recognizes that electronic or vapor cigarettes are not “tobacco”; nonetheless, we 
believe the use of those devices in the presence of students or while otherwise on school 
property or at school events may encourage students to experiment with tobacco cigarettes or 
other nicotine delivery devices. Thus, employees will not use electronic or vapor “cigarettes” in 
school buildings or the presence of students. Employees may use these devices in their own 



cars on school property, however, during times when they are not otherwise required to be on 
duty.  
 
Alcohol and Drug Use 
Policies DH, DI 
You are prohibited from using or being under the influence of alcohol or any illegal drug or 
controlled substance at work or at any school-sponsored activity, whether you have an official 
role in that activity or not. If we have any reason to believe that you are under the influence of 
alcohol or drugs at school or while engaged in any school activity, we may transport you to a 
medical facility and require you to be tested, at our expense, to determine blood alcohol level 
or other relevant information.  
 
We conduct pre-employment and random testing for drug and alcohol use for all employees in 
safety sensitive positions. If you are required to have a commercial driver’s license or drive a 
school-owned vehicle as any part of your assigned duties and responsibilities; you will be 
subject to drug and alcohol testing. We are required to make a report to the Texas Department 
of Public Safety of your test positive for alcohol or drugs, refuse to provide a specimen for 
testing, or provide an adulterated or diluted, or substitute specimen for testing. If you have 
questions about the details of the drug testing programs for employees, talk to your supervisor 
and also see policy DHE (LEGAL) and (LOCAL). 
 
You cannot provide alcohol or illegal or prohibited drugs to students and must not allow 
students to use alcohol or illegal drugs in your presence, at any time or place. You are also 
prohibited from providing any type of over-the-counter medication or dietary supplement to 
students. Only designated school employees may administer prescription medications or 
over-the-counter medications to students, in accordance with Board policy. 
 
Weapons 
You cannot bring any firearm or any other prohibited weapon on school property unless you 
have written permission from the Superintendent or Board of Trustees. To ensure the safety of 
all persons, employees who observe or suspect a violation of the District’s weapons policy 
should report it to their supervisor immediately. A list of prohibited weapons and their 
definitions is in the Code of Student Conduct and in Board Policy at FNCG (Legal). 
 
Appropriate Language 
As a role model for students in the school setting, all employees are expected to refrain from 
using profanity or vulgar language, both in the presence of students and to each other. 
 
Dress and Grooming Standards 
You must maintain a clean, neat, modest, professional appearance at school and school 
activities. All employees must display school identification at all times on school property or at 
school-sponsored activities. Food service and maintenance/custodial employees may be 
required to comply with specific dress and grooming standards for health and safety reasons. 
Your supervisor will provide more detailed information about the requirements.  



It is our desire to present a professional image to both students and the public. Studies have 
shown that students and parents respond differently to teachers based on not only their 
behavior but also their level of professional dress. In order to have consistency and to display 
the highest level of professionalism, the following dress code will be in force in the regular 
classroom (does not include PE or outside instruction): 

● Male faculty may wear dress slacks or casual slacks with a nice collared or button-up 
shirt. A tie is optional. Tucked in shirts are required. No jeans, sweat suits, skinny jeans, 
yoga pants, T-shirts, shorts, or wind suits allowed (wind suits allowed for coaches). Ag or 
vocational teachers who are working in the shop on a particular day should dress for 
shop work. 

● Female faculty may wear dresses, skirts, dress pants, khakis or capris with a nice shirt. 
No shorts, skinny jeans, jeans with holes in them, wind suits (wind suits allowed for 
coaches), sweat suits, yoga pants, or T-shirts allowed. 

● No T-shirts except on Fridays 
● No inappropriate sleeveless tops. Sleeves must be hemmed. Sleeves must cover the 

shoulder joint. 
● Shirts that are made to be untucked are allowed. 

Exceptions: Staff is encouraged to participate in daily dress activities during Spirit Week, Red 
Ribbon Week, etc. 
 
Friday Dress: Fridays are set aside for more casual dress. Jeans with Spirit shirts or nice shirts 
may be worn. 
 
Neatness and professional appearance help in setting an example essential to fine instructional 
programs in the classroom environment. We want to maintain high standards in dress and 
appearance just as we do in daily instructional and behavioral areas. The “look” of a 
well-prepared, highly competent professional educator will assist each of us in not letting 
appearance distract in any way from our teaching obligations and opportunities. Each campus 
principal will have authority to evaluate the appropriateness of staff dress and respond as 
needed.  
 
Searches 
Non Investigatory searches in the workplace, including accessing an employee’s desk, file 
cabinets, or work area to obtain information needed for usual business purposes may occur 
when an employee is unavailable. Therefore, employees are hereby notified that they have no 
legitimate expectation of privacy in those places. In addition, we can search you, your work 
area, your vehicle on school property, or your other possessions or property at school with or 
without your consent if we have a reasonable basis to believe that the search will turn up 
evidence of work-related misconduct. Any search we conduct will be reasonably related in 
scope to the circumstances that justify the search in the first place.  
 

 
 
 



Outside Employment 
Policy DBD 
You are free to have employment outside the district so long as those duties do not interfere 
with your performance of duties for the district and are not inconsistent with your position in 
the district, however, if you are using family medical leave, temporary disability leave, or any 
other type of medical leave under our policies, you may not work at any other employment 
during the leave. Teachers may not tutor their own students for pay during the school year.  
 

Work-Related Travel 
Any travel on behalf must be approved by the principal and superintendent in advance. We 
have an approved per diem rate for meals when traveling on school business. You will not be 
reimbursed for any amounts in excess of the approved per diem amount. No employee may 
receive both a per diem allotments and reimbursement for actual meal expenses. We will not 
reimburse you for alcohol and will not pay for personal charges on hotel/motel rooms such as 
in-room moves. All travel expenses will be reconciled with the Business Office no later than 30 
calendar days after the travel is completed.  
If you use your own car for approved work-related travel because no district vehicle is available, 
we will pay you mileage at the current approved rate, both will not reimburse you for fuel, 
which is included in the mileage rate.  
 
District vehicles shall not be used for personal travel at any time. 
 

Personal Phone Calls and Cellular Telephones/Texts 
Employees should refrain from making and receiving personal telephone calls and texts during 
the work day. If an employee carries a cellular phone while at work, no personal calls or texts 
should be made or received while at a duty station, especially when students are present.  
 

Animals in District Buildings 
Other than laboratory animals used in Science, Agriculture, or similar classes, no employees or 
students should bring animals into the school buildings. Many students and employees are 
allergic to animal hair and dander. If it is necessary for an animal to be present in a District 
building, the building supervisor must be contacted prior to the animal coming into the 
building. Animals allowed in buildings must have appropriate vaccinations, Service animals of 
employees, students, law enforcement agencies, and handicapped visitors are welcome.  
 

Rumor Control 
Spreading rumors in the workplace is inappropriate as rumors may diminish employee morale 
or can be the basis of misinformation. School employees handle a great deal of information 
about students, parents, and fellow workers. As public employees, school workers should 
understand that they hold a public trust by knowing sensitive information and that they must 
not spread this information in the form of rumors.  
 

 



Purchases 
All purchases with school funds, or for which you will seek reimbursement from school funds, 
must be approved in advance with an authorized purchase order. We will not pay for or 
reimburse for any purchases that do not comply with our required procedures. You will be 
personally responsible for any purchases that do not comply with our required procedures. No 
school employee other than the superintendent and others specifically designated by the board 
of trustees can sign a contract that binds the district.  All contracts for purchases of goods or 
services, including vending contracts, yearbook publication contracts, graduation supply 
contracts, and so on must be submitted to the nosiness office for review and approval before 
they are signed. If you sign a contract other than in accordance with these requirements, we 
will not be responsible for any amounts to be paid under the contract and you may be 
personally responsible. A Purchasing Procedures Manual is available in the business office for 
your review.  
 

Meal Charges By Employees 
Employees may be permitted to charge a limited amount of meal costs in campus food service 
facilities. Employees are responsible to pay charges each monthly payday. Meal charges shall 
not exceed $20.00 for any employee. If any employee should be terminated or resign, all meal 
charges shall be deducted from the last paycheck. Principals and supervisors will ascertain of an 
existing employee has meal charges pending prior to the exit interview. 
 

Misuse of Compensated Time 
Policy DH 
All employees are assigned specific as well as general job duties and responsibilities as defined 
in a job description that is published by the District. All employees are expected to discharge 
those assigned duties and comply with general responsibilities at all times, exclusive of 
authorized breaks.  
 
No employees should conduct personal business while at work unless it is an emergency and 
the applicable supervisor informed. Employees shall not sleep on the job, misuse District 
equipment for personal use, or otherwise engage in activities that are not related to the best 
interests of students or the Simms ISD. Employees who misuse compensated time may be 
subject to disciplinary action, including termination. 
 

Complaints and Grievances 
Policy DGBA 
We encourage you to attempt an informal resolution of any complaints or concerns you have 
about the workplace by talking to your principal or supervisor. However, you have the right to 
bring a written complaint about wages, hours, or conditions of work or if you believe that you 
have been harmed in some way by the violation of a law or policy. Complaints must be filed 
within 15 business days of the event you are complaining about. We will not entertain untimely 
complaints. Our policy generally provides for a three-step process, beginning with the principal 
or immediate supervisor and ending with the board of trustees.  
 



At-will employees may complain about the termination of their employment through this 
process, and probationary teachers whose employment is terminated at the end of the school 
year in the best interest of the district may also use this process to present a concern about the 
decision to the board of trustees. All other employees must use the specific processes 
described in law and policy to raise issues related to contract nonrenewal or termination. 
 
The full text of our DGBA (Legal) and (Local) policies regarding complaints and grievances may 
be found on our website.  
 

Resignation for Employment 
Policy DFE, DC 
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 instruction of the following school 
year. A written notice of resignation must be submitted to the campus principal. The 
resignation will be given to the superintendent for approval. The superintendent is the only 
person authorized to accept resignations form contract employees. 
Resignations submitted by a contract employee to be effective at the end of the school year are 
final when they are submitted and cannot be withdrawn. It is not necessary for the 
Superintendent or any other person or body to take action to accept a resignation effective at 
the end of a school year.  
 
The superintendent will notify SBEC when an employee resigns and reasonable evidence exists 
to indicate that the employee has engaged in any acts requiring notification to the State Board 
of Education Certification.  
 
Non Contract employees may resign their position at any time. A written notice of resignation 
should be submitted to the immediate supervisor at least two weeks prior to the effective date. 
The supervisor will forward the information to the payroll office. Employees are encouraged to 
include the reasons for leaving in the letter of resignation but are not required to do so. You 
must schedule an exit interview with the payroll office if you leave district employment for any 
reason.  
 

Termination of Employment 
Policies DCD and DF Series 
Please refer to our policies regarding termination or nonrenewal for the processes involved in 
ending employment in the district. Generally, at-will employees can be dismissed from 
employment at any time for any reason or no reason provided it is not an illegal reason.  
 
You must schedule an exit interview with the payroll office if you leave district employment for 
any reason. We will delay the delivery of the last paycheck until all district equipment, keys, or 
any other district-owned property or materials have been returned and accounted for and exit 
interview is complete.  
 

 



Teacher Retirement 
TRS provides members with an annual statement of their account showing all deposits and the 
total account balance for the year ending August 31, as well as an estimate of their retirement 
benefits. 
 
Employees who plan to retire under TRS should notify the payroll office as soon as possible. 
Information on the application procedures for TRS benefits are available from TRS at Teacher 
Retirement System of Texas, 1000 Red River St, Austin, TX  78701-2698, or call 800-223-8778 or 
512-542-6400. TRS information is also available on the web (www.trs.state.tx.us).  
 
 

IMPORTANT INFORMATION ABOUT WORKING 
WITH STUDENTS IN SIMMS ISD 

 
Much of the information in this section of the Handbook applies primarily to teachers and other 
professional employees working directly with students on a daily basis. Some of the 
information, however, applies to all employees. We will use the term “employees” when we 
mean everyone and “teachers” when we mean professionals. We will also continue to use 
“you” and “your” as appropriate. 
 
Student records and Confidentiality 
Policy FL 
Education records and information maintained about students that is related to their education 
are confidential under federal law. You will often learn personal information about your 
students and their families in the course of your work for the district. You must not discuss 
students or their families- their conduct, their academic achievement or academic failings, or 
personal information- with anyone unless you need to share information with another 
employee or someone working with the school district for a reason related to the child’s 
education. Board policy FL contains complete information related to the confidentiality of 
student records.  
 
The student handbook provides parents and students with detailed information on student 
records. Parents or students who want to review student records should direct to the campus 
principal for assistance.  
  
Discipline/Student Supervision and Control 
Policies FN series and FO series 
The board-approved Student Code of Conduct contains all the rules and requirements for 
conduct and discipline. Each employee has the responsibility to be mindful of student conduct 
at all times and to intervene if students are harming each other or school property. In other 
situations, if you observe misconduct, promptly inform the principal or assistant principal. In 
most circumstances, only professional employees will actually impose or administer disciplinary 
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consequences. Employees can use reasonable restraint of students to prevent injury to the 
student or other students or employees, or to prevent property damage. However, students 
with disabilities can be restrained only in emergency situations. 
 
Classroom teachers have the authority and responsibility to develop and communicate rules for 
classroom behavior. We expect you to handle minor disturbances in the classroom through 
these rules. However, if a student engages in classroom conduct that violates the Code of 
Conduct, complete a disciplinary referral form and send the student to the office. 
 
Any employee who observes students acting in any way that could be constructed as 
harassment or bullying under the code of conduct must promptly report the conduct to the 
principal or assistant principal and should intervene to correct or stop the conduct when 
possible. If you reasonably believe the conduct is sexual abuse or other maltreatment of a child, 
then you must also make the required report to Child Protective Services or local law 
enforcement.  
 
Classroom teachers should not leave students unattended at any time and must not leave them 
unattended for more than a minute or two in an emergency. This rule is particularly important 
at the elementary grades, but also applies at the secondary grades. If you must leave your 
classroom during instruction because of an emergency, inform the office so we can make 
arrangements to have an adult present in the classroom while you are gone. 
 
Assemblies 
Teachers are to attend all assemblies (including Pep Rallies) and supervise students. The success 
of assemblies depends upon the interest generated and the behavior of the students. Student 
supervision at assemblies is the responsibility of all teachers and is essential to the success of 
such gatherings. It is at assemblies that students learn proper manners, courtesy for those 
presenting the program, and other important social events. Please help teach our students by: 

1) Discussing proper individual and group etiquette at assemblies, 
2) Being sure to be present and consistently monitoring students behavior, and  
3) Modeling what you expect of your students. 

 
Emergency Procedures 
Policy CKC 
We have developed a district-wide plan for use in case of dangerous weather or other 
emergency or crisis situations. This plan is posted at each campus in the principal’s office. You 
must be familiar with these procedures and follow them. Each campus is equipped with an 
automatic external defibrillator. Fire extinguishers are located throughout all District buildings. 
Employees should know the location of these devices and procedures for their uses. Your calm 
demeanor and confidence in dealing with an emergency or crisis situation at school will help 
your students remain calm so that they can respond as needed. We will conduct emergency 
procedure exercises periodically- some announced to staff, some unannounced. 
 
In situations where weather conditions may interfere with the school schedule, you will be 
notified through Living Tree, your supervisor or check your district’s website. The 



superintendent will make all decisions regarding the necessity for an early release, delayed 
start time, or school closure because of the weather.  
 
Reporting Child Abuse or Neglect 
We provide annual training to all staff on recognizing the signs of sexual abuse or other 
maltreatment of a child, which includes child abuse and neglect, as those terms are defined in 
the Texas Family Code. All employees have a legal duty to make a report to local law 
enforcement or to Child Protective Services if they have reason to believe that a child has been 
or may be abused or neglected. A report that a parent or other person responsible for the care, 
custody, or welfare of a child may have abused or neglected the child must be reported to Child 
Protective Services. Professionals and paraprofessionals who hold an aide certification have a 
legal duty to make this report orally within 48 hours and follow that with a written report. You 
have not fulfilled this duty if you simply make a report to your supervisor. While we want you to 
inform the principal if you believe a report is required, you must still make the report yourself. 
If you are not certain whether you have observed child abuse or neglect, you should err on the 
side of reporting. Professionals can receive sanctions against their certificates and any person 
can face criminal charges for knowingly failing to make a report of known or suspected child 
abuse.  Your identity will be protected when you make a good faith report. 
 
Child Abuse Reporting Hotline: 1-800-252-5400 or www.txbusehotline.org 
 
If it is a life threatening or emergency situation, call 911 immediately. 
 
Freedom from Discrimination, Harassment, and Retaliation/Bullying 
The District prohibits discrimination, including harassment, against any student on the basis of 
race, color, religion, gender, national origin, disability, or any other basis prohibited by law, 
Reports of discrimination, harassment, retaliation and bullying may be found in policies FFH 
(Legal) and (Local) and FFI (Legal) and (Local). 
 
School Activities and Functions 
During “Back-to-School” nights at the beginning of the school year, all teachers are required to 
be present unless you have made advance arrangements with your principal or are too sick to 
attend. This event is an opportunity to meet parents, explain briefly how you operate your 
classroom, and give parents an opportunity to ask questions and tell you things they think you 
need to know about their children.  
 
We will let you know when you are expected to attend other events or activities. 
 
Parent Organizations 
We encourage teachers to be familiar with and take part in, as they choose, the activities of the 
parent group at their campus. 
 
Parent Relationships 
All written and oral communication form teachers or other staff to parents must be 
professional and courteous and always made with the child’s best interest at heart. Teachers 
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and other professionals should always respond as promptly as reasonable under circumstances 
to parent communications to them, either in writing or by telephone.  
 
We provide a conference period so that you can schedule meetings with parents at their 
request or at yours. If you schedule a meeting with a parent, you must inform the principal’s 
office that we will know to expect the parents to check in. We generally encourage parents to 
visit their children’s classroom occasionally, but parents must make prior arrangements with 
you and you need to let us know in advance. Parents and other visitors must always check in at 
the principal’s office and receive a Visitor’s Pass. Do not allow parents to come directly to your 
room to pick up a child unless you have received prior specific authorization from the principal. 
 
If for some reason a problem in communication develops between you and a parent, your 
principal or another administrator will be glad to be present at your conference with the 
parent, at you request.  
 
Only materials that have been approved by the principal can be sent home with students in 
their backpacks or otherwise. Do not rely on students to deliver important communications 
from you to their parents, such as progress reports, report cards, requests for a conference, or 
concerns about the child’s conduct or performance. 
 
Counseling Program 
We have a comprehensive developmental guidance and counseling program and encourage 
you to refer students as you see a need. We generally expect you to be sensitive to students 
and supportive of them and their personal issues without becoming overly involved in their 
personal lives. Most classroom teachers are not trained counselors. While we want you to be a 
receptive eat to students, we also expect you to know your own limits and to refer immediately 
students who come to you with concerns about drugs or alcohol use of their own or in their 
family, who come to you with concerns about pregnancy or sexual matters, or who express a 
desire to injure themselves or others.  
 
Special Education/Section 504 Program 
Classroom teachers and other professionals can refer students, based on the teacher’s 
academic or behavioral observations or concerns, for assessment to determine if they have a 
disability that makes them eligible for special education or related services. However, you 
cannot suggest any particular diagnosis to parents or recommend to them that a child use any 
psychotropic drug. We will provide training opportunities for classroom teachers and other 
professionals in knowing when to refer students and in working with students with disabilities 
in the regular classroom. 
 
If you are a teacher for a student with disabilities, you may be required to attend Admission, 
Review, and Dismissal committee meetings and participate in reviewing or planning the child’s 
Individualized Educational Program. These meetings may occur during your conference period 
because you are meeting to plan for a student’s instruction, and you must attend if scheduled.  
 



Even if you are not a member of the ARD committee, you must follow the IEP for any student 
with disabilities in your classroom and make sure that you are making any and all the 
modifications to instruction or the instructional setting that are called for in the IEP. 
Non-instructional staff must also comply with any administrative directives for handling or 
working with students with disabilities. 
 
Student Attendance Accounting 
We rely on accurate student attendance accounting for state funding and for determining one 
of the school’s ratings under the Student Achievement Indicator System. You must complete 
daily attendance records for each class.  
 
Accurate record keeping is also necessary because of the attendance for credit law, which 
generally requires that students be present 90% of the day's class is taught in order to get 
credit for the class. The campus attendance committee ultimately determines whether credit 
will be granted for a student with excessive absences. You may call on to serve as a member of 
the attendance committee.  
 
Curriculum/Instruction 
Teachers must teach the curriculum approved by the board of trustees, which focuses on the 
Texas Essential Knowledge and Skills adopted by the State Board of Education. The TEKS are 
aligned with the statewide assessment program for all students, which are administered 
annually at some grade levels. As you are all aware, campus and district rating rely to a great 
extent on student achievement as demonstrated through success on the state assessments. For 
all these reasons, each teacher must develop his or her best energy and effort to deliver the 
required knowledge and skills to their students and make sure that students are learning.  
 
Teachers do not have the latitude to select their own instructional materials. You must use the 
district-provided textbooks or other instructional materials and curriculum and must obtain 
prior approval from your principal to use any other materials in your classroom. 
 
Refer to board polices EFA (Legal), (Local), and (EXHIBIT) regarding federal copyright limitations 
on the use of copied materials in the classroom and intellectual properties. Any copying you do 
for your classroom must conform to the fair use guidelines in the EFA (EXHIBIT).  
 
We encourage teachers to be creative in how they impart the essential skills and knowledge but 
you must obtain prior approval from your principal to conduct any special activity in the 
classroom that is not covered in the curriculum guide for your subject or grade level. 
 
Field Trips 
If you or your grade level would like to take students on a field trip, you must first get principal 
approval for the activity and the schedules date, as well as submit a request for necessary 
transportation. A proposal for a field trip must be coordinated with the TEKS for the course, 
define the curricular objectives for the trip, and fit it with the current instructional unit.  
 



Field trips will always be taken on school transportation and never by private passenger 
vehicles. Students must submit signed parent permission slips before the trip. 
 
If you will have a certain criteria for students to participate in the field trip, you must 
communicate those well in advance to students and parents. Any criteria should be designed in 
such a way that all students who are ineligible can be readily identified as students who are 
failing the class. You must plan an alternate instructional activity for students who are not 
eligible to participate in the field trip.  
 
Bus Requests 
All school sponsored trips that require a school bus should be requested and turned in to 
Garrett Kruse (MS/HS Principal) at least one week prior to the trip. Please follow the rules for 
extra-curricular trips when you take students off campus.  
 
Using Film/Movies in Class 
Movies can be used effectively for instruction in many courses, but must never be used in the 
classroom as a reward or for entertainment.  
 
Before you show a movie to a class, however, you must discuss the activity with your principal, 
including how the movie is related to the TEKS for the class or subject. Movies should always be 
age-appropriate for the students in the class.  
 
Textbooks/Instructional Technology 
At the beginning of the school year or semester, you will assist in the distribution of 
state-adopted textbooks or instructional technology to students in your class. At the end of the 
year or semester, you are responsible for accounting for the return of textbooks or instructional 
technology issued to your students. However, we will not require you to pay for any textbooks, 
or instructional technology that your students steal, misplaces, or do not return.  
  
Some students will not be issued textbooks if they do not properly return books issued uint eh 
previous years. You will have a few classroom copies of the textbook or other instructional 
materials for those students to use in class, but they cannot take the books home or to their 
lockers.  
 
Fund-Raising 
You cannot use instructional time to administer or facilitate fund-raising efforts of students or 
other organizations.  
 
If you are the sponsor of a student group or organization that wishes to conduct a fund-raising 
campaign, you must get prior approval from the principal for the activity. 
 
As a sponsor of a student group or organization, you are personally responsible for accounting 
for all funds raised or collected by students in your group. You must refer to the SISD 
Student/Campus Activity Fund Procedures Manual for all information concerning your 



responsibilities. Please turn in all funds collected weekly, at the time of collection or by 2:00 PM 
each Thursday. Do not hold any funds for any reason in your classroom or other area.  
 
Your failure to follow established procedures related to depositing, handling, and accounting 
for the proceeds from fund-raising activities or any other monies associated with student 
activities or organizations may affect your employment.  
 
Extracurricular/UIL Sponsorships 
Your principal can assign extra duties related to sponsorship of extracurricular student groups 
and UIL academic activities. Some of these assignments may have additional stipends according 
to the schedule approved by the board of trustees; some may not. A teacher’s primary 
responsibility is always the delivery of the required curriculum to students in your classroom.  
 
Corporal Punishment 
Corporal punishment is any type of punishment administered to a student’s body. This type of 
punishment will be administered only after less stringent disciplinary measures have been 
attempted and a student has had ample opportunity to explain his/her actions. More school 
litigation arises from this area than all others combined. 
 
Corporal punishment must be carefully and judiciously applied using the following guidelines. 
Corporal punishment shall be: 

● Limited to paddling 
● Administered only by the school principal or teacher 
● Administered in a designated place out of view of others 
● Witnessed by at least one other district professional employee 
● Administered only with an instrument approved by the principal 
● Administered in a reasonable manner, with “reasonableness” to be determined on the 

basis of age, size, and the physical, mental, and emotional condition of the student 
● Administered to special education students as specified in their IEP or not at all (under 

the Federal Law, particularly if the behavior was related to the handicapping condition) 
● Recorded in a permanent discipline record kept in the student’s file 

Only the principal or teacher may determine if and when corporal punishment shall be 
administered. The parent permission/denial of permission form should be checked before 
paddling is administered. 
 
 
 
 
 
 
 
 
“This handbook does not replace the school district’s board-adopted policy manual which contains all official policies that govern the operation 
of the district and your employment. This handbook is not a contract, and we can make changes to it at any time. Nothing in this handbook 
supersedes or contradicts any district policy or changes any aspect of the employment relationship between you and the district or any terms 
and conditions of that relationship. All district employees serve on an at-will basis unless they have received, signed, and returned a written 
contract authorized by the board of trustees or a written employment agreement authorized by the board of trustees or the superintendent.” 


