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Introduction 
 
The purpose of this handbook is to provide information that will help with questions and pave the way for a 
successful year. Not all district policies and procedures are included. Those that are, have been summarized. 
Suggestions for additions and improvements to this handbook are welcome and may be sent to 
dlocke@ccisdtx.com. 
 
This handbook is neither a contract nor a substitute for the official district policy manual. Nor is it intended 
to alter the at-will status of non-contract employees in any way. Rather, it is a guide to and a brief 
explanation of district policies and procedures related to employment. These policies and procedures can 
change at any time; these changes shall supersede any handbook provisions that are not compatible with the 
change. For more information, employees may refer to the policy codes that are associated with handbook 
topics, confer with their supervisor, or call the appropriate district office. District policies can be accessed 
online at www.ccisdtx.com. 
 
 
District Information 

Mission and Vision Statements, Goals, and Objectives 
Policy AE 
 
The Mission Statement of the Corrigan-Camden Independent School District:  Partnering with our 
community, Corrigan-Camden ISD provides an exemplary education while developing honorable, 
productive citizens. 
 
The Vision Statement of the Corrigan-Camden Independent School District:  Inspiring Excellence for ALL. 
 
 
The Strategic Goals of the Corrigan-Camden Independent School District:  
 

1.  Maximize Funding. 
2. Recruit and retain high quality staff. 
3. Provide an engaging environment 
4. Take a personal interest in the lives of all students. 

Board of Trustees 
Policies BA, BB series, BD series, and BE series 
 
The board usually meets on the third Monday of each month at 6:00 p.m. in the CCISD Board room. In the 
event that large attendance is anticipated, the board may meet in the CCISD Cafeteria. Special meetings may 
be called when necessary. A written notice of regular and special meetings will be posted on the district 
website and on the posting board located at the south end of the business 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. 
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All meetings are open to the public. In certain circumstances, Texas law permits the board to go into a 
closed session from which the public and others are excluded. Closed session may occur for such things as 
discussing prospective gifts or donations, real-property acquisition, certain personnel matters including 
employee complaints, security matters, student discipline, or consulting with attorneys regarding pending 
litigation. 
 
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, and 
facilities. The board has complete and final control over school matters within limits established by state and 
federal laws 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. Board members are elected in May of each year and 
serve three-year terms. Board members serve without compensation, must be qualified voters, and must 
reside in the district. 
 
Current board members include: 

● Sean Burks, President 
● Marvin Hurley, Vice President 
● Angela Conarroe, Secretary 
● Anthony Harrell, Member 
● Lync Cavanaugh, Member 
● Michael Woodard, Member 
● Misty Woodard, Member 

 
 
Board Meeting Schedule 
July 15, 2019 
July 29, 2019 
August 12, 2019 
August 26, 2019 
September 16, 2019  
October 21, 2019 
November 18, 2019 
December 16, 2019 
January 21, 2020 
February 18, 2020 
March 16, 2020 
April 20, 2020 
May 18, 2020  
June 15, 2020 
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Administration 
Main Number for District - 936-398-2341 
Administration Office – 936-398-4040 --- Fax Number 936-398-4040 
District Address - 504 South Home Street, Corrigan, Texas 75939 
 
Richard Cooper – Superintendent ext. 1001 
Shirley Willson – Administrative Assistant to the Superintendent/District PEIMS Coordinator – ext. 1004 
Paula Martin – Director of Curriculum and Federal Programs – ext. 1002 
Diana Locke – Director of Human Resources and Special Programs – ext. 1013 
Cindy Owens – Business Manager – ext. 1010 
Carmen Rayburn – Student Activity/Accounts Payable – ext. 1011 
Chloe Armstrong, Business Office Assistant - ext. 1012 
Campus Information  
 
CCISD High School -936-398-2341 -- Fax Number – 936-398-2685 
 
Javier Perez, Associate principal, ext. 2001 
Melissa Rabano, Assistant Principal – ext.2002 
Sage Gardner, HS Counselor - ext.2003 
Debbie Gilchriest, Administrative Assistant to the Principal & Campus PEIMS Registrar – ext. 2005 
Juanita Fabela, Campus Receptionist,- ext. 2004 
Deanna Parker, Nurse – ext. 2010 
 
CCISD Junior High School - 936-398-2341  Fax Number -  936-398-4608 
Robert Elliott, Principal – ext. 3001 
Tina Slaten, Assistant Principal – ext. 3002 
Leslie Ricks, JH Counselor- ext.4003 
Monica Sanchez, Administrative Assistant to the Principal & Campus PEIMS Registrar – ext. 3004 
Deana Parker, Nurse – ext. 2010 
 
CCISD Elementary School – 936-398-2341 -- Fax Number – 936-398-5042  
Larry Cupit, Principal – ext. 4001 
Jared Slaten, Assistant Principal - ext. 4002 
Deanna Prunes, Instructional Coach - ext.  
Carrie Hibbs, Administrative Assistant to the Principal – ext. 4007 
Amy Kilgore, Counselor – ext. 4005 
Leslie Ricks, Counselor/Test Coordinator – ext. 4003 
Patricia Frankens, Campus PEIMS Registrar – ext. 4008 
Kris Willson, Nurse – ext. 4010 
 
Technology Department – 936-398-2341 
Susan Torrez, Instructional Technology Specialist/ Communications Director – ext. 8008 
Jared Torrez, Technology Director - ext. 8001 
Kathy Rushing, Administrative Assistant - ext. 8004 
 
Transportation/Maintenance Department – 936-398-2341 
 
James Kemper, Director –  office ext. 8031 – Shop ext. 8030  
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Polk County Special Services Cooperative – 936-2341 
 
Tracy Cobb, Director – ext. 9001 
Donna Dittfurth, Administrative Assistant – ext. 9004 
 
Employment 

Equal Employment Opportunity 
Policies DAA, DIA 
 
Corrigan-Camden ISD does not discriminate against any employee or applicant for employment because of 
race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or on 
any other basis prohibited by law. Additionally, the district does not discriminate against an employee or 
applicant who acts to oppose such discrimination or participates in the investigation of a complaint related to 
a discriminatory employment practice. Employment decisions will be made on the basis of each applicant’s 
job qualifications, experience, and abilities. 
 
Employees with questions or concerns relating to discrimination for any of the reasons listed above should 
contact Diana Locke, dlocke@ccisdtx.com or call 936-398-2341, ext. 1013. 
 
 
Job Vacancy Announcements 
Policy DC 
  
Announcements of job vacancies by position and location are posted on a regular basis to the district’s 
website (www.ccisdtx.com) TASA, Education Service Center, Region 6. 
 
 
Employment After Retirement 
Policy DC 
 
Individuals receiving retirement benefits from the Teacher Retirement System (TRS) may be employed 
under certain circumstances on a full- or part-time basis without affecting their benefits, according to TRS 
rules and state law. Detailed information about employment after retirement is available in the TRS 
publication Employment After Retirement. Employees can contact TRS for additional information by 
calling 800-223-8778 or 512-542-6400. Information is also available on the TRS Web Site 
(www.trs.texas.gov). 
 
 
 
Contract and Noncontract Employment 
Policy DC series 
 
 
State law requires the district to employ all full-time professional employees in positions requiring a 
certificate from the State Board for Educator Certification (SBEC) and nurses under probationary, term, or 
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continuing contracts. Employees in all other positions are employed at-will or by a contract that is not 
subject to the procedures for nonrenewal or termination under Chapter 21 of the Texas Education Code.  
 
 
Probationary Contracts:  Nurses and full-time professional employees new to the district and employed in 
positions requiring SBEC certification must receive a probationary contract during their first year of 
employment. Former employees who are hired after a two-year lapse in district employment or employees 
who move to a position requiring a new class of certification may also be employed by probationary 
contract. Probationary contracts are one-year contracts. The probationary period for those who have been 
employed as a teacher in public education for at least five of the eight years preceding employment with the 
district may not exceed one school year. 
 
For those with less experience, the probationary period will be three school years (i.e., three one-year 
contracts) with an optional fourth school year if the board determines it is doubtful whether a term or 
continuing contract should be given. 
 
 
Term Contracts:  Full-time professionals employed in positions requiring certification and nurses will be 
employed by term contracts after they have successfully completed the probationary period. The terms and 
conditions of employment are detailed in the contract and employment policies. All employees will receive a 
copy of their contract. Employment policies can be accessed online or copies will be provided upon request. 

 
 

Noncertified Professional and Administrative Employees:  Employees in professional and administrative 
positions that do not require SBEC certification (such as non-instructional administrators) are not employed 
by contract. Employment is not for any specified term and may be terminated at any time by either the 
employee or the district. 
 
Paraprofessional and Auxiliary Employees:  All paraprofessional and auxiliary employees, regardless of 
certification, are employed at will and not by contract. Employment is not for any specified term and may be 
terminated at any time by either the employee or the district. 
 
 
Certification and Licenses  
Policies DBA, DF 
 
 
Professional employees whose positions require SBEC certification or professional license are responsible 
for taking actions to ensure their credentials do not lapse. Employees must submit documentation that they 
have passed the required certification exam and/or obtained or renewed their credentials to Diana Locke, 
CCISD Human Resources office before the first day of employment. 
 
A certified employee’s contract may be voided without due process and employment terminated if the 
individual does not hold a valid certificate or fails to fulfill the requirements necessary to renew or extend a 
temporary certificate, emergency certificate, probationary certificate, or permit. A contract may also be 
voided if SBEC suspends or revokes certification because of an individual’s failure to comply with criminal 
history background checks. Contact Diana Locke, CCISD Human Resource office if you have any questions 
regarding certification or licensure requirements. 
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Additional Certification Reimbursement 
 
Current certified employees who choose to pursue additional certification may be reimbursed for the cost of 
the certification examination upon passing required assessments.  Any employee who chooses to receive 
reimbursement for additional certifications must remain employed with Corrigan-Camden ISD for one full 
calendar year following the reimbursement payment, or the employee will be responsible for reimbursing 
Corrigan-Camden ISD for the testing fee.  

Recertification of Employment Authorization 
Policy DC 
 
At the time of hire all employees must complete the Employment Eligibility Verification Form (Form I-9) 
and present documents to verify identity and employment authorization. 
 
Employees whose immigration status, employment authorization, or employment authorization documents 
have expired must present new documents that show current employment authorization.  
 
Employees should file the necessary application or petition sufficiently in advance to ensure that they 
maintain continuous employment authorization or valid employment authorization documents. Contact 
CCISD Human Resource Office if you have any questions regarding reverification of employment 
authorization. 
 
Searches and Alcohol and Drug Testing 
Policy CO, DHE 
 
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, the district reserves the right to conduct searches when there is reasonable cause to believe a 
search will uncover evidence of work-related misconduct. Such an investigatory search may include drug 
and alcohol testing if the suspected violation relates to drug or alcohol use. The district may search the 
employee, the employee’s personal items, and work areas including district-owned technology resources, 
lockers, and private vehicles parked on district premises or work sites or used in district business. 
 
Employees Required to Have a Commercial Driver’s License. Any employee whose duties require a 
commercial driver’s license (CDL) is subject to drug and alcohol testing. This includes all drivers who 
operate a motor vehicle designed to transport 16 or more people counting the driver, drivers of large 
vehicles, or drivers of vehicles used in the transportation of hazardous materials. Teachers, coaches, or other 
employees who primarily perform duties other than driving are subject to testing requirements if their duties 
include driving a commercial motor vehicle. 
 
Drug testing will be conducted before an individual assumes driving responsibilities. Alcohol and drug tests 
will be conducted when reasonable suspicion exists, at random, when an employee returns to duty after 
engaging in prohibited conduct, and as a follow-up measure. Testing may be conducted following accidents. 
Return-to-duty and follow-up testing will be conducted if an employee who has violated the prohibited 
alcohol conduct standards or tested positive for alcohol or drugs is allowed to return to duty. 
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All employees required to have a CDL or who otherwise are subject to alcohol and drug testing must review 
the district’s policy DHE(local) provided at the end of this handbook.  CCISD testing requirements and 
detailed information on alcohol and drug abuse and the availability of assistance programs can be found 
online at www.ccisdtx.com. 
 
Employees with questions or concerns relating to alcohol and drug policies and related educational material 
should contact James Kemper at 938-398-2341, ext. 8031. 

Health Safety Training 
Policies DBA, DMA 
 
Certain employees who are involved in physical activities for students must maintain and submit to the 
district proof of current certification or training in first aid, cardiopulmonary resuscitation (CPR), the use of 
an automated external defibrillator (AED), concussion, 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 
Diana Locke, CCISD Human Resource office before the 1st day of the current school year.  
 
School nurses and employees with regular contact with students must complete a Texas Education Agency 
approved, online training regarding seizure disorder awareness,recognition, and related first aid. 
 
Reassignments and Transfers 
Policy DK 
 
All personnel are subject to assignment and reassignment by the superintendent or designee when the 
superintendent or designee determines that the assignment or reassignment is in the best interest of the 
district. Reassignment is a transfer to another position, department, or facility that does not necessitate a 
change in the employment contract.  
Campus reassignments must be approved by the principal at the receiving campus except when 
reassignments are due to enrollment shifts or program changes. Extracurricular or supplemental duty 
assignments may be reassigned at any time unless an extracurricular or supplemental duty assignment is part 
of a dual-assignment contract. Employees who object to a reassignment may follow the district process for 
employee complaints as outlined in this handbook and district policy DGBA (Local). 
 
An employee with the required qualifications for a position may request a transfer to another campus or 
department. A written request for transfer must be completed and signed by the employee and the 
employee’s supervisor. A teacher requesting a transfer to another campus before the school year begins must 
submit his or her request by May 15st. of the current year. Requests for transfer during the school year will 
be considered only when the change will not adversely affect students and after a replacement has been 
found. All transfer requests will be coordinated through the Principal & Superintendent’s Office and must be 
approved by the receiving supervisor/campus principal.  
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Workload and Work Schedules 
Policies ,DEAB,DK, DL 
 
Professional Employees:  Professional employees and academic administrators are exempt from overtime 
pay and are employed on a 10-, 11-, or 12-month basis, according to the work schedules set by the district. 
A school calendar is adopted each year designating the work schedule for teachers and all school holidays. 
Notice of work schedules including start and end dates and scheduled holidays will be distributed each 
school year. 
Classroom teachers will have planning periods for instructional preparation including conferences. The 
schedule of planning periods is set at the campus level but must provide at least 450 minutes within each 
two-week period in blocks not less than 45 minutes within the instructional day. Teachers and librarians are 
entitled to a duty-free lunch period of at least 30 minutes. The district may require teachers to supervise 
students during lunch one day a week if there are no other available personnel. 
 
 
Paraprofessional and Auxiliary Employees:  Support employees are employed at will and receive 
notification of the required duty days, holidays, and hours of work for their position on an annual basis. 
Paraprofessional and auxiliary employees must be compensated for overtime and are not authorized to work 
in excess of their assigned schedule without prior approval from their supervisor. 
 
 
Nonexempt Pay Basis  
 
Nonexempt employees are paid on an annualized salary based on the position’s daily rate and or hourly rate                  
per year. Based upon the employee’s position, non-exempt employees fall into either a salary or hourly pay                 
approach.  
 
These determinations will be made each year by the Superintendent. Classifications for 2019-2020 are as               
follows: 
 
Non-exempt Salary:  Campus cafeteria staff, Campus aides/Secretaries, Bus drivers. 
Non-exempt Hourly:  Campus custodians, District Operations (maintenance, Transportation/Mechanics). 
 
Breaks for Expression of Breast Milk 
Policies DEAB, DG 
 
The district supports the practice of expressing breast milk and makes reasonable accommodations for the 
needs of employees who express breast milk. A place, other than a multiple user bathroom, that is shielded 
from view and free from intrusion from other employees and the public where the employee can express 
breast milk will 
be provided.  A reasonable amount of break time will be provided when the employee has a need to express 
milk. For nonexempt employees, these breaks are unpaid and are not counted as hours worked. Employees 
should meet with their supervisor to discuss their needs and arrange break times. 
 

121 
 



 

Notification to Parents Regarding Qualifications 
Policies DK, DBA 
 
In schools receiving Title I funds, the district is required by Every Student Succeeds Act (ESSA) to notify 
parents at the beginning of each school year that they may request information regarding the professional 
qualifications of their child’s teacher. ESSA also requires that parents be notified if their child has been 
assigned or taught for four or more consecutive weeks by a teacher who does not meet applicable state 
certification or licensure requirements.  
 
Texas law requires that parents be notified if their child is assigned for more than 30 consecutive 
instructional days to a teacher who does not hold an appropriate teaching certificate.  Inappropriately 
certified or uncertified teachers include individuals on an emergency permit (including individuals waiting 
to take a certification exam) and individuals who do not hold any certificate or permit. Information relating 
to teacher certification will be made available to the public upon request. Employees who have questions 
about their certification status should contact Diana Locke, CCISD Human Resource Office. 
 
Outside Employment and Tutoring 
Policy DBD 
 
Employees are required to disclose in writing to their immediate supervisor any outside employment that 
may create a potential conflict of interest with their assigned duties and responsibilities or the best interest of 
the district. Supervisors will consider outside employment on a case-by-case basis and determine whether it 
should be prohibited because of a conflict of interest. 

Performance Evaluation 
Policy DN series 
 
Evaluation of an employee’s job performance is a continuous process that focuses on improvement. 
Performance evaluation is based on an employee’s assigned job duties and other job-related criteria. All 
employees will participate in the evaluation process with their assigned supervisor at least annually. Written 
evaluations will be completed on forms approved by the district. Reports, correspondence, and memoranda 
also can be used to document performance information. All employees will receive a copy of their written 
evaluation, participate in a performance conference with their supervisor, and have the opportunity to 
respond to the evaluation. 

Employee Involvement 
Policies BQA, BQB 
 
At both the campus and district levels, Corrigan-Camden ISD offers opportunities for input in matters that 
affect employees and influence the instructional effectiveness of the district. As part of the district’s 
planning and decision-making process, employees are elected to serve on district- or campus-level advisory 
committees. Plans and detailed information about the shared decision-making process are available in each 
campus office. 
 
 
 

131 
 



 

Staff Development 
Policy DMA 
 
Staff development activities are organized to meet the needs of employees and the district. Staff 
development for instructional personnel is predominantly campus-based, related to achieving campus 
performance objectives, addressed in the campus improvement plan, and approved by a campus-level 
advisory committee. Staff development for non-instructional personnel is designed to meet specific licensing 
requirements (e.g., bus drivers) and continued employee skill development. 
 
Individuals holding renewable SBEC certificates are responsible for obtaining the required training hours 
and maintaining appropriate documentation. 
 

Compensation and Benefits 

Salaries, Wages, and Stipends 

Policies DEA, DEAA, DEAB 
 
Employees are paid in accordance with administrative guidelines and an established pay structure. The 
district’s pay plans are reviewed by the administration each year and adjusted as needed. All district 
positions are classified as exempt or nonexempt according to federal law. Professional employees and 
academic administrators are generally classified as exempt and are paid monthly salaries. They are not 
entitled to overtime compensation. Other employees are generally classified as nonexempt and are paid an 
hourly wage or salary and receive compensatory time or overtime pay for each hour worked beyond 40 in a 
workweek.  
 
All employees will receive written notice of their pay and work schedules at the start of each school year. 
Classroom teachers, full-time librarians, full-time nurses, and full-time counselors will be paid no less than 
the minimum state salary schedule. Contract employees who perform extracurricular or supplemental duties 
may be paid a stipend in addition to their salary according to the district’s extra-duty pay schedule. 
Employees should contact Diana Locke at 936-398-2341, ext. 1013, for more information about the 
district’s pay schedules or their own pay. 
 
Paychecks - Automatic Payroll Deposit  
 
As of September 15, 2014, CCISD Payroll Department will use Direct Deposit for all employees. 
Employees not currently enrolled in direct deposit should contact Chloe Armstrong, CCISD Business 
Office. Monthly statements will be emailed to your school email account each month.  If any employee 
does not wish to participate in direct deposit for the 2019-2020 school year, the employee MUST submit a 
written request no later than the 10th workday of the 2019-2020 school year.  Information regarding Direct 
Deposit options can be accessed through the Chloe Armstrong,CCISD Business Office Assistant.  
 
Email notifications are normally sent two days prior to payroll deposits.  Employees should review their 
payroll notification and any errors or changes should be reported to Cindy Owens prior to payday for 
corrections.  Any errors or changes reported after payday will be corrected in the following month’s payroll.  
 
Payroll Deductions 
Policy CFEA 
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The district is required to make the following automatic payroll deductions: 
 

1. Teacher Retirement System of Texas (TRS) or Social Security employee contributions 
2. Federal income tax required for all full-time employees 
3. Medicare tax (applicable only to employees hired after March 31, 1986) 
4. Child support and spousal maintenance, if applicable 
5. Delinquent federal education loan payments, if applicable 
 

Other payroll deductions employees may elect include deductions for the employee’s share of premiums for 
health, dental, life, and vision insurance; annuities; and higher education savings plans or prepaid tuition 
programs. Employees also may request payroll deduction for payment of membership dues to professional 
organizations. Salary deductions are automatically made for unauthorized or unpaid leave. 
 
Payroll deduction request should be made in writing to Chloe Armstrong, CCISD Business Office.  Salary 
deductions are automatically made for unauthorized or unpaid leave. 
 
FOOD SERVICE CHARGES:  Employees and their children who attend Corrigan-Camden ISD who 
make charges in the cafeteria that remain unpaid by the end of each month shall have the amount owed 
automatically deducted from the employee’s paycheck in the following month.  For example, if an employee 
owes $5.00 at the end of September, an automatic deduction of $5.00 will be taken from the employee’s 
October payroll check.  An employee who wishes to make direct payments for lunchroom charges should 
make sure to clear all charges prior to the last working day of each month to avoid payroll deduction.  
 
 
Holiday Pay 
 
At the District’s option, full-time, non exempt hourly employees may earn holiday pay.  Holiday pay will be                 
paid at a straight eight (8) hours and will not be used in overtime calculations.  Holidays will only be paid if                     
the actual holiday falls on a weekday.  The following holidays will be used at CCISD for compensation: 
 
Labor Day 
 
Thanksgiving Day 
 
Christmas Day 
 
New Year’s Day 
 
Memorial Day 
 
Independence Day (July 4th) 
 
Vacation Pay  
 
At the District’s option, full-time, non exempt hourly employees may receive paid vacation time based upon 
years of service at C-CISD.  Level I custodial staff does not qualify for vacation time.  Vacation time will be 
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paid at a straight eight (8) hours and will not be used in overtime calculations.  Vacation time will be 
awarded September 1 - August 31 of each year.  Any vacation time not used prior to the end of the fiscal 
calendar year listed will be deleted.  Vacation time cannot be accrued unless prior permission has been 
granted by the district superintendent.  Vacation time will be earned based upon the following service years: 
 
1-5 years:  One week (5 days / 8 hours) 
6 + years:  Two weeks (10 days / 8 hours) 
 
Comp Days 
 
Employees who earned comp days through pre-approved professional development opportunities must 
request prior approval for use of comp days.  
 
 
Overtime Compensation 
Policy DEAB 
 
The district compensates overtime for nonexempt employees in accordance with federal wage and hour 
laws. Only nonexempt employees (hourly employees and paraprofessional employees) are entitled to 
overtime compensation. Nonexempt employees are not authorized to work beyond their normal work 
schedule without advance approval from their supervisor. A nonexempt employee who works overtime 
without prior approval will be subject to disciplinary action 
 
Overtime is legally defined as all hours worked in excess of 40 hours in a workweek and is not measured by 
the day or by the employee’s regular work schedule. For the purpose of calculating overtime, a workweek 
begins at 12:00 a.m. Sunday and ends at 11:59 p.m. on Saturday. 
 
Nonexempt employees that are paid on a salary basis are paid for a 40-hour workweek and do not earn 
additional pay unless they work more than 40 hours.  
 
Employees may be compensated for overtime at time-and-a-half rate with compensatory time off (comp 
time) or direct pay. The following applies to all nonexempt employees: 
 
 

● Employees can accumulate up to 60 hours of comp time. 
 
● Comp time must be used in the duty year that it is earned. 
 
● Use of comp time may be at the employee’s request with supervisor approval, as workload permits, 

or at the supervisor’s direction. 
 
● An employee may be required to use comp time before using available paid leave (e.g., sick, 

personal, vacation). 
 

● Weekly time records will be maintained using Timeclock Plus Software (see TIMECLOCK PLUS 
TIMEKEEPING PROCEDURES below). 
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TIMECLOCK PLUS TIMEKEEPING PROCEDURES 
 
Official Time:  The TimeClock Plus electronic timekeeping system and associated work records are the 
official basis for recording hours worked.  Handwritten timesheets are replaced by Timeclock Plus generated 
timesheets, based on the data in the timekeeping system. 
 
In order to ensure consistency of treatment of employees, the data recorded in the Timeclock Plus system 
shall be considered the “official” record of the workday.  Any disputes over actual hours worked or 
attendance will be resolved by referring to the official Time Clock Plus records. 
 
In order for the electronic timekeeping system to work as intended, all non-exempt employees must 
participate. If you have any questions, please contact Chloe Armstrong, 936-398-2341, ext.1012. 
 
 
Daily Clock-In / Clock-Out 
 
 
It is a job requirement that employees “clock in” and “clock out” by the end of the workday at their place of 
employment.  Under certain conditions, such as training courses or no computer available, the employee 
may clock in or clock out at a different location or be checked in manually by the Campus/Department 
Timekeeper Manager. 
 
Employees should not clock in earlier than 7 minutes before their scheduled starting time unless the 
employee has supervisor approval for early arrival.  Employees are expected to clock in by their scheduled 
start time. 
 
Employees shall not clock out before their ending time, unless authorized to do so by their supervisor.  If an 
employee that is paid on an annualized basis clocks out early, they shall use leave or time not worked will be 
docked from their pay. 
 
Employees are to clock out and back in for lunch breaks.  Due to the nature of some departments, this break 
may be automatically deducted.  Employees must take a lunch break. 
 
Employees must clock out and back in for any other breaks when they leave the premises. 
 
Employees should clock in/out at designated workstations for their departments. 
 
Employees should never work off the clock, even if they are asked to do so by their supervisor.  If your 
supervisor asks you to work off the clock, please notify the Corrigan-Camden ISD Superintendent’s office.  
 
Employees are entitled to breaks according to the FLSA (Fair Labor Standards Act.) 
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Falsification, Tampering, and Unauthorized Viewing 
 
 
Serious Offenses: 

■ Any attempt to tamper with timekeeping hardware / software 
 

■ Punching in for an absent employee 
 
 

■ Anyone interfering with another employee’s use of the Time Clock Plus System 
 

■ Unauthorized viewing of another employee’s time in the Timeclock Plus System 
 
 
Due to the severity of these infractions, there will be immediate discipline enforced, up to and including 
immediate termination. 
 
The supervisor and Human Resources Director will review the specific details of such an infraction and 
develop the appropriate response. 
 
If an employee is unable to punch in because of a time clock malfunction, it is the employee’s 
responsibility to immediately inform the campus/department Timekeeper Manager.  In this situation, 
the campus/department timekeeper manager will notify the payroll clerk of any clock problems. 
 
Overtime should always be authorized in ADVANCE by the supervisor.  Overtime shall be calculated 
based on the actual hours recorded and credited to the employee, as measured by the Timeclock Plus 
System. 
 
 

■ Employees are not allowed to work over 40 hours in a week unless PRIOR approval has been given 
by their supervisor. 

 
■ Overtime is earned on a weekly basis and is only earned after 40 hours of actual work has been 

accumulated within a given week. 
■ Overtime must be approved in advance by the employee’s supervisor and will be calculated 

according to the FLSA (Fair Labor Standards Act) guidelines. 
 

■ Since overtime or extra hours are calculated when recorded work exceeds 40 hours, employees must 
not clock in early or clock out late without supervisory approval. 

 
■ Compensatory time may be given for overtime worked if an agreement to do such is reached prior to 

the performance of the work.  If compensatory time is given in lieu of overtime compensation, it will 
be accumulated at the same rate as overtime pay.  Supervisors should encourage employees to use 
accumulated compensatory time as quickly as possible. 

 
Any disagreements with the official time detail record shall be reviewed with the employee’s supervisor 
who shall authorize any changes to the timekeeping data. 
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Docked Pay 
 
If employees who are paid on an annualized basis are absent and have used all available state / local days, 
their pay shall be docked for the time missed, based on their pay rate. 
 
Also, pay will be docked for employees paid on an annualized basis who fail to work their full number of 
scheduled hours during any given week. 

 
 
Travel Expense Reimbursement 
 
Policy DEE 
 
Before any travel expenses are incurred by an employee, a travel request form must be completed and given 
to the employee’s Principal/Supervisor for approval.  Employees will be allowed the use of a school vehicle 
for transportation to and from professional development training and/or other school approved activities. 
Employee is responsible for removal of trash, food and drink containers from vehicle upon return.  If 
a school vehicle is unavailable for approved travel, the employee will be reimbursed for mileage and other 
travel expenditures according to the current rate schedule established by the district. Employees must submit 
receipts, to the extent possible, to be reimbursed for allowable expenses other than mileage. 
 
 All employees will be reimbursed for meals after receipts are submitted to CCISD Business Office.  
 Request for reimbursement must be submitted within Five (5) days after travel.  
 
Meals will be reimbursed according to the following rates:  
 

● Per Diem allowances for meals are limited to a maximum of $40.00 for employees and $20.00 
for students.  Request for student meals must be done on a Student Meal Request Form.  Snacks, 
tips and alcoholic beverages are not allowed reimbursements.  ITEMIZED receipts are required 
to be submitted for reimbursement. 

 
 
 
Health, Dental, and Life Insurance 
Policy CRD 
 
Group health insurance coverage is provided through TRS-ActiveCare, the statewide public school 
employee health insurance program. The district’s contribution to employee insurance premiums is 
determined annually by the 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 employed for 10 or more regularly 

scheduled 10 hours per week.  
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TRS retirees who are enrolled in TRS-Care (retiree health insurance program) are not eligible to participate 
in TRS-ActiveCare. 
 
The insurance plan year is from September 1 through August 31. Current employees can make changes in 
their insurance coverage during open enrollment each year or when they experience (e.g., marriage, divorce, 
birth).   Detailed descriptions of insurance coverage, employee cost, and eligibility requirements are 
provided to all employees in a separate booklet. Employees should contact Cindy Owens, CCISD Business 
Office. 
 
Supplemental Insurance Benefits 
Policy CRD 
 
At their own expense, employees may enroll in supplemental insurance programs for Dental, Vision, 
Disability or Life Insurance. Premiums for these programs can be paid by payroll deduction.  Employees 
should contact Chloe Armstrong, CCISD Business Office for more information.  
 
Cafeteria Plan Benefits (Section 125) 
 
Employees may be eligible to participate in the Cafeteria Plan (Section 125) and, under IRS regulations, 
must either accept or reject this benefit. This plan enables eligible employees to pay certain insurance 
premiums on a pretax basis (i.e., disability, accidental death and dismemberment, cancer and dread disease, 
dental, and additional term life insurance). A third-party administrator handles employee claims made on 
these accounts. 
 
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 the specified time period. 
 
Workers’ Compensation Insurance 
Policy CRE 
 
The district, in accordance with state law, provides workers’ compensation benefits to employees who suffer 
a work-related illness or are injured on the job. The district has workers’ compensation coverage from July 
1, effective June 30.  Benefits help pay for medical treatment and make up for part of the income lost while 
recovering.  Specific benefits are prescribed by law depending on the circumstances of each case.  
 
All work-related accidents or injuries should be reported immediately to Cindy Owens, CCISD Business 
Office.  Employees who are unable to work because of a work-related injury will be notified of their rights 
and responsibilities under the Texas Labor Code.  See Workers’ Compensation Benefits, for information on 
use of paid leave for such absences.  
 
Unemployment Compensation Insurance 
Policy CRF 
 
Employees who have been laid off or terminated through no fault of their own may be eligible for 
unemployment compensation benefits. Employees are not eligible to collect unemployment benefits during 
regularly scheduled breaks in the school year or the summer months if they have employment contracts or 
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reasonable assurance of returning to service. Employees with questions about unemployment benefits should 
contact CIndy Owens, CCISD Business Office. 
 
 
Teacher Retirement 
Policy DEG 
 
All personnel employed on a regular basis for at least four and one-half months are members of the Teacher 
Retirement System of Texas (TRS). Substitutes not receiving TRS service retirement benefits who work at 
least 90 days a year are eligible to purchase a year of creditable service in TRS. 
 
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 Cindy Owens, CCISD Business Office as soon as 
possible. Information on the application procedures for TRS benefits is available from TRS at Teacher 
Retirement System of Texas, 1000 Red River Street, Austin, TX 78701-2698, or call 800-223-8778 or 
512-542-6400. TRS information is also available on the Web (www.trs.texas.gov).  
 
Other Benefit Programs 

Full Time Employees - Corrigan-Camden ISD - Annual Notice of Participation 403(b) Plan 

Corrigan-Camden ISD ("the Employer") offers a 403(b) Plan for eligible employees of the organization. 
Employees are eligible to participate as described below: 

 
All W-2 employees are eligible to participate in the 403(b) Plan 
 
A 403(b) plan is a tax-deferred retirement program that permits an employee to reduce his or her 
compensation on a pre-tax basis and have the contribution deposited into a 403(b) investment. The plan 
also allows employees to make 403(b) retirement contributions on an after-tax basis (a Roth 403(b) 
contribution). 

 
To enroll in a 403(b) program, you must complete a Salary Reduction Agreement. Salary Reduction 
Agreements are available from the payroll office. 

 
You may also be required to complete an annuity contract or custodial account application to establish your 
investment account under the Plan. Application forms for an annuity contract or a custodial account can 
be obtained from the representative of the investment provider you select. Employees should contact each 
vendor for information about the 403(b) products and services it offers. A list of the approved providers in 
our Plan is listed below and available in the Payroll Office. 

 
You can make a change to stop your contribution at any time. You will need to complete a new Salary 
Reduction Agreement and provide it to the Payroll Office to do so. The change will take effect for the next 
available payroll period as described above after the new Salary Reduction Agreement is processed by the 
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Payroll Office. 
The IRS limits the annual contributions you can make to a 403(b) plan. The dollar limit is $17,500 for 
participants under age 50 and up to $23,000 for participants who become age 50 or older during this 
calendar year. 
 
Corrigan-Camden ISD has no liability for any employees’ election to participate in the 403 (b) plan, 
choice of 403(b) vendor(s), or the expected tax consequences resulting from participating in the 403(b) 
plan. Corrigan-Camden ISD does not provide tax, legal or investment advice and recommends that 
employees seek advice from professionals who specialize in these areas. 

 
If you have any questions about our 403(b) Plan, please contact the Corrigan-Camden ISD Payroll Office 
or the Plan's third party administrator, ADMIN Partners, LLC at 877-484-4400. 

 
 
Organizations Authorized to Accept Both Contributions and Exchanges - Ameriprise Financial - 

Horace Mann - Jefferson National - Putnam Investments –Valic 

 
Leaves and Absences 
Policies DEC, DECA, DECB 
 
The district offers employees paid and unpaid leaves of absence in times of personal need. This handbook 
describes the basic types of leave available and restrictions on leaves of absence. Employees who expect to 
be absent for an extended period of more than five days should call Chloe Armstrong, CCISD Business 
Office for information about applicable leave benefits, payment of insurance premiums, and requirements 
for communicating with the district. 
 
 
Paid leave must be used in half day increments. Earned comp time must be used before any available paid 
state and local leave. Unless an employee requests a different order, available paid state and local leave will 
be used in the following order: 
 

● Local 
● State sick leave accumulated before 1995-96 School Year. 
● State personal leave 

 
 
Employees must follow district and department or campus procedures to report or request any leave of 
absence and complete the appropriate form or certification. 
 
Immediate Family. For purposes of leave other than family and medical leave, immediate family is defined 
as the following:  

● Spouse 
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● Son or daughter, including a biological, adopted, or foster child, a son- or daughter-in-law, a 
stepchild, a legal ward, or a child for whom the employee stands in loco parentis. 

● Parent, stepparent, parent-in-law, or other individual who stands in loco parentis to the employee. 

● Sibling, step sibling, and sibling-in-law 

● Grandparent and grandchild 

● Any person residing in the employee’s household at the time of illness or death 

For purposes of family and medical leave, the definition of family is limited to spouse, parent, son or 
daughter, and next of kin. The definition of these are found in Policy DECA (LEGAL). 
 
 
Medical Certification:  Any employee who is absent more than Five days due to a personal or family illness 
must submit a medical certification from a qualified healthcare provider confirming the specific dates of the 
illness, the reason for the illness, and in the case of personal illness the employee’s fitness to return to work. 
 
 
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits covered employers from 
requesting or requiring genetic information of an individual or family member of the individual, except as 
specifically allowed by this law. To comply with this law, we ask that employees and health care providers 
do not provide any genetic information in any medical certification. ‘Genetic information,’ as defined by 
GINA, includes an individual’s family medical history, the results of an individual’s or family member’s 
genetic tests, the fact that an individual or an individual’s family member sought or received genetic 
services, and genetic information of a fetus carried by an individual or an individual’s family member or an 
embryo lawfully held by an individual or family member receiving assistive reproductive services. 
 
Continuation of Health Insurance: Employees on an approved leave of absence other than family and 
medical leave may continue their insurance benefits at their own expense. Health insurance benefits for 
employees on paid leave and leave designated under the Family and Medical Leave Act will be paid by the 
district as they were prior to the leave. Otherwise, the district does not pay any portion of insurance 
premiums for employees who are on unpaid leave. 
 
Under TRS-Active Care rules, an employee is no longer eligible for insurance through the district after six 
months of unpaid leave other than FML. If an employee’s unpaid leave extends for more than six months, 
the district will provide the employee with notice of COBRA rights. 
 
Personal Leave 
 
State law entitles all employees to five days of paid personal leave per year. Personal leave is available for 
use at the beginning of the year. A day of earned personal leave is equivalent to the number of regular hours 
per day in an employee’s usual assignment, whether full-time or part-time. State personal leave accumulates 
without limit, is transferable to other Texas school districts, and generally transfers to education service 
centers. Personal leave may be used for two general purposes: nondiscretionary and discretionary. 
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Nondiscretionary:  Leave taken for personal or family illness, family emergency, a death in the family, or 
active military service is considered nondiscretionary leave. Reasons for this type of leave allow very little, 
if any, advance planning. Nondiscretionary may be used in the same manner as state sick leave. 
 
Discretionary: Leave taken at an employee’s discretion that can be scheduled in advance is considered 
discretionary leave. An employee wishing to take discretionary personal leave must submit a request to his 
or her principal or supervisor Ten days in advance of the anticipated absence. The effect of the employee’s 
absence on the educational program or department operations, as well as the availability of substitutes, will 
be considered by the principal or supervisor. 
 
Leave Proration:  If an employee separates from employment with the district before his/her last duty day 
of the year, or begins employment after the first duty day, state personal leave will be prorated based on the 
actual time employed.  When an employee separates from employment before the last duty day of the school 
year, the employee’s final paycheck will be reduced by the amount of state personal leave the employee 
used beyond his/her pro rata entitlement for the school year.  
 
State Sick Leave 
 
State sick leave accumulated before 1995 is available for use and may be transferred to other school districts 
in Texas. State sick leave can be used only in half day increments, except when coordinated with family and 
medical leave taken on an intermittent or reduced-schedule basis or when coordinated with workers’ 
compensation benefits. 
 
State sick leave may be used for the following reasons only: 
 

● Employee illness 
● Illness in the employee’s immediate family  
● Family emergency (i.e., natural disasters or life-threatening situations) 
● Death in the immediate family 
● Active military service 

 
Local Leave  
Policy DEC(Local) 
 
All employees shall earn an additional Three workdays of local leave per school year, at the rate of one 
day for each 60 days of employment.  Local leave will accumulate and be carried over the same as state 
leave.  Local leave cannot be transferred to another school district.  
Employees will be charged according to the guidelines listed below for each day of local leave taken 
whether or not a substitute is employed.  Local leave shall be used according to the terms and conditions of 
state personal leave. 
 
 
Extended Leave 
 
An employee who has exhausted earned sick leave benefits shall be permitted up to 30 days of extended 
local leave to be used for the employee’s serious health conditions.  Medical certification must be provided 
from a qualified healthcare provider confirming the specific dates of the illness and the reason for the illness.  
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Employees will be charged according to the guidelines listed below for each day of local leave taken 
whether or not a substitute is employed.  Local leave shall be used according to the terms and conditions of 
state personal leave. 
 
Substitute Deduction Rate: 
 
District/Campus Clerical - $58.00 
Food Service - $51.00 
District-level Maintenance - $58.00 
Instructional Paraprofessional - $58.00 
Classroom Teacher - $64.00 
Classroom Certified Teacher - $70.00 
Long-Term Classroom Assignment** - $75.00 
Long-Term Classroom Assignment – Certified** $85.00 
Nurse - $70.00 
**Long-Term Rate begins on day 10 of the assignment 
Bus Driver - $35.00 
Campus Custodian - $58.00 
 
 
District Extra Duty Pay Schedule 
Non-Exempt Staff Schedule 
 
All extra duty assignments performed after normal assigned work hours will be paid at $10/hour. 
Non-exempt employees will be required to clock in as “Extra Duty” to record all extra time completed.  
 
This pay schedule will apply to the following activities: 
 

● After hour activities 
o Athletic 
o Non-athletic 

● Transportation Trip Fees 
● Bus Monitor  

The above list is not inclusive and can be amended at district and campus administrative discretion. 
 
Driver Trip Fee – Non-professional, Staff-normal hours - $20.00 flat fee 
 
Family and Medical Leave Act (FMLA)—General Provisions 
 
The following text is from the federal notice, Employee Rights and Responsibilities Under the Family and 
Medical Leave Act. Specific information that the district has adopted to implement the FMLA follows this 
general notice. 
 
Leave Entitlements 
Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-protected leave 
in a 12-month period for the following reasons: 
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● The birth of a child or placement of a child for adoption or foster care; 

● To bond with a child (leave must be taken within 1 year of the child’s birth or placement); 

● To care for the employee’s spouse, child, or parent who has a qualifying serious health condition; 

● For the employee’s own qualifying serious health condition that makes the employee unable to 
perform the employee’s job; 

An eligible employee who is a covered service member’s spouse, child, parent, or next of kin may also take 
up to 26 weeks of FMLA leave in a single 12-month period to care for the service member with a serious 
injury or illness. 
 
An employee does not need to use leave in one block. When it is medically necessary or otherwise 
permitted, employees may take leave intermittently or on a reduced schedule 
. 
Employees may choose, or an employer may require use of accrued paid leave while taking FMLA leave. If 
an employee substitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s 
normal paid leave policies. 
 
Benefits and Protections 
While employees are on FMLA leave, employers must continue health insurance coverage as if the 
employees were not on leave. 
 
Upon return from FMLA leave, most employees must be restored to the same job or one nearly identical to 
it with equivalent pay, benefits, and other employment terms and conditions. 
 
Eligibility Requirements 
An employee who works for a covered employer must meet three criteria in order to be eligible for FMLA 
leave. The employee must: 
 

● Have worked for the employer for at least 12 months; 

● Have at least 1,250 hours of service in the 12 months before taking leave; * and 

● Work at a location where the employer has at least 50 employees within 75 miles of the employee’s 
worksite. 

*Special hours of service eligibility requirements apply to airline flight crew employees. 
 
Requesting Leave 
 
Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not possible to 
give 30-days’ notice, an employee must notify the employer as soon as possible and, generally, follow the 
employer’s usual procedures. 
Employees do not have to share a medical diagnosis, but must provide enough information to the employer 
so it can determine if the leave qualifies for FMLA protection. 
Sufficient information could include informing an employer that the employee is or will be unable to 
perform his or her job functions, that a family member cannot perform daily activities, or that hospitalization 
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or continuing medical treatment is necessary. Employees must inform the employer if the need for leave is 
for a reason for which FMLA leave was previously taken or certified. 
Employers can require a certification or periodic recertification supporting the need for leave. If the 
employer determines that the certification is incomplete, it must provide a written notice indicating what 
additional information is required. 
 
 
Employer Responsibilities 
 
Once an employer becomes aware that an employee’s need for leave is for a reason that may qualify under 
the FMLA, the employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, 
must also provide a notice of rights and responsibilities under the FMLA. If the employee is not eligible, the 
employer must provide a reason for ineligibility. 
Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave 
will be designated as FMLA leave. 
 
Enforcement 
 
Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or may bring 
a private lawsuit against an employer 
. 
The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local 

law or collective bargaining agreement that provides greater family or medical leave rights.  
 

For additional information: 
1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627 

www.wagehour.dol.gov 
 

Local Family and Medical Leave Provisions 

 Eligible employees can take up to 12 weeks of unpaid leave in the 12-month period  
 
● from July 1 through June 30 

 
Use of Paid Leave:  FML runs concurrently with accrued sick and personal leave, temporary disability 
leave, compensatory time, assault leave, and absences due to a work-related illness or injury. The district 
will designate the leave as FML, if applicable, and notify the employee that accumulated leave will run 
concurrently. 
 
Combined Leave for Spouses:  Spouses who are employed by the district are limited to a combined total of 
12 weeks of FML to care for a parent with a serious health condition; or for the birth, adoption, or foster 
placement of a child. Military caregiver leave for spouses is limited to a combined total of 26 weeks. 
 
Intermittent Leave:  When medically necessary or in the case of a qualifying exigency, an employee may 
take leave intermittently or on a reduced schedule. The district shall permit the use of intermittent or 
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reduced-schedule leave for the care of a newborn child or for adoption or placement of a child with the 
employee. 
 
 
Fitness for Duty. An employee that takes FML due to the employee’s own serious health condition shall 
provide, before resuming work, a fitness-for-duty certification from the health care provider. If certification 
of the employee’s ability to perform essential job function is required, the district shall provide a list of 
essential job functions (e.g., job description) to the employee with the FML designation notice to share with 
the health care provider.  
 
Reinstatement. An employee returning to work at the end of FML will be returned to the same position 
held when the leave began or to an equivalent position with equivalent employment benefits, pay, and other 
terms and conditions of employment. 
 
In certain cases, instructional employees desiring to return to work at or near the conclusion of a semester 
may be required to continue on family and medical leave until the end of the semester. The additional time 
off is not counted against the employee’s FML entitlement, and the district will maintain the employee's 
group health insurance and reinstate the employee at the end of the leave according the procedures outlined 
in policy (see DECA (LEGAL)). 
 
Failure to Return. If, at the expiration of FML, the employee is able to return to work but chooses not to do 
so, the district may require the employee to reimburse the district’s share of insurance premiums paid during 
any portion of FML when the employee was on unpaid leave. If the employee fails to return to work for a 
reason beyond the employee’s control, such as a continuing personal or family serious health condition or a 
spouse being unexpectedly transferred more than 75 miles from the district, the district may not require the 
employee to reimburse the district’s share of premiums paid. 
 
District Contact:   Employees that require FML or have questions should contact Diana Locke, CCISD 
Human Resource Office for details on eligibility, requirements, and limitations. 
 
Temporary Disability Leave  
 
Certified Employees:   Any full-time employee whose position requires certification from the State Board 
for Educator Certification (SBEC) is eligible for temporary disability leave. The purpose of temporary 
disability leave is to provide job protection to full-time educators who cannot work for an extended period of 
time because of a mental or physical disability of a temporary nature. Temporary disability leave must be 
taken as a continuous block of time. It may not be taken intermittently or on a reduced schedule. Pregnancy 
and conditions related to pregnancy are treated the same as any other temporary disability. 
 
Employees must request approval for temporary disability leave. An employee’s notification of need for 
extended absence due to the employee’s own medical condition shall be accepted as a request for temporary 
disability leave. The request must be accompanied by a physician’s statement confirming the employee’s 
inability to work and estimating a probable date of return. If disability leave is approved, the length of leave 
is no longer than 180 calendar days. 
 
If an employee is placed on temporary disability leave involuntarily, he or she has the right to request a 
hearing before the board of trustees. The employee may protest the action and present additional evidence of 
fitness to work. 
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When an employee is ready to return to work, they need to contact their principal/Supervisor and the CCISD 
HR Office, at least 30 days in advance. The return-to-work notice must be accompanied by a physician’s 
statement confirming that the employee is able to resume regular duties. Certified employees returning 
from leave will be reinstated to the school to which they were previously assigned if an appropriate position 
is available. If an appropriate position is not available, the employee may be assigned to another campus, 
subject to the approval of the campus principal. If a position is not available before the end of the school 
year, the employee will be reinstated to a position at the original campus at the beginning of the following 
school year. 
 
Workers’ Compensation Benefits 
 
 An employee absent from duty because of a job-related illness or injury may be eligible for workers’ 
compensation weekly income benefits if the absence exceeds seven calendar days. 
 
An employee receiving workers’ compensation wage benefits for a job-related illness or injury may choose 
to use accumulated sick leave or any other paid leave benefits. An employee choosing to use paid leave will 
not receive workers’ compensation weekly income benefits until all paid leave is exhausted or to the extent 
that paid leave does not equal the pre-illness or -injury wage. If the use of paid leave is not elected, then the 
employee will only receive workers’ compensation wage benefits for any absence resulting from a 
work-related illness or injury, which may not equal his or her pre-illness or -injury wage. 
 
Assault Leave 

Assault leave provides extended job income and benefits protection to an employee who is injured as the 
result of a physical assault suffered during the performance of his or her job.   An incident involving an 
assault is a work-related injury, and should be immediately reported to your principal or supervisor.  

An injury is treated as an assault if the person causing the injury could be prosecuted for assault or could not 
be prosecuted only because that person’s age or mental capacity renders the person not responsible for 
purposes of criminal liability. 
 
An employee who is physically assaulted at work may take all the leave time medically necessary (up to two 
years) to recover from the physical injuries he or she sustained. At the request of an employee, the district 
will immediately assign the employee to assault leave. Days of leave granted under the assault leave 
provision will not be deducted from accrued personal leave and must be coordinated with workers’ 
compensation benefits. Upon investigation the district may change the assault leave status and charge leave 
used against the employee’s accrued paid leave. The employee’s pay will be deducted if accrued paid leave 
is not available. 

Jury Duty 
 
The district provides paid leave to employees who are summoned to jury duty including service on a grand 
jury. Employees who report to the court for jury duty may keep any compensation the court provides. An 
employee should report a summons for jury duty to his or her supervisor as soon as it is received and may be 
required to provide the district a copy of the summons to document the need for leave. 
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An employee may be required to report back to work as soon as they are released from jury duty. The 
supervisor may consider the travel time required and the nature of the individual’s position when 
determining the need to report to work. A copy of the release from jury duty or  documentation of time spent 
at the court may be required. 

Compliance with a Subpoena 
 
Employees will be paid while on leave to comply with a valid subpoena to appear in a civil, criminal, 
legislative, or administrative proceeding and will not be required to use personal leave. Employees may be 
required to submit documentation of their need for leave for court appearances. 

Truancy Court Appearances 
 
An employee who is a parent, guardian of a child, or a court-appointed guardian ad litem of a child who is 
required to miss work to attend a truancy court hearing may use personal leave or compensatory time for the 
absence. Employees who do not have paid leave available will be docked for any absence required because 
of the court appearance. 

Religious Observance 
 
The district will reasonably accommodate an employee’s request for absence for a religious holiday or 
observance. Accommodations such as changes to work schedules or approving a day of absence will be 
made unless they pose an undue hardship to the district. The employee may use any accumulated personal 
leave for this purpose. Employees who have exhausted applicable paid leave may be granted an unpaid day 
of absence. 
 

Other Court Appearances:  Employees will be paid while on leave to comply with jury duty or a valid 
subpoena to appear in a civil, criminal, legislative, or administrative proceeding and will not be required to 
use personal leave. Employees are required to submit documentation for court appearance leave.  

Military Leave 
 
Paid Leave for Military Service:  Any employee who is a member of the Texas National Guard, Texas 
State Guard, reserve component of the United States Armed Forces, or a member of a state or federally 
authorized Urban Search and Rescue Team is entitled to paid leave when engaged in authorized training or 
duty orders by proper authority. Paid military leave is limited to 15 days each fiscal year. In addition, an 
employee is entitled to use available state and local personal or sick leave during a time of active military 
service. 
 
Reemployment after Military Leave:  Employees who leave the district to enter into the United States 
uniformed services or who are ordered to active duty as a member of the military force of any state (e.g., 
National or State Guard) may return to employment if they are honorably discharged. Employees who wish 
to return to the district will be reemployed provided they can be qualified to perform the required duties. 
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Employees returning to work following military leave should contact Cindy Owens.  In most cases, the 
length of federal military service cannot exceed five years. 
 
Continuation of Health Insurance:  Employees who perform service in the uniformed services may elect 
to continue their health plan coverage at their own cost for a period not to exceed 24 months. Employees 
should contact Cindy Owens, CCISD Business Office for details on eligibility, requirements, and 
limitations. 
 
 
Limitation for Use of Discretionary Leave: Discretionary leave days CANNOT be used on the following 
dates: 

■ Any day directly BEFORE or AFTER a school holiday 
■ Any State Assessment day 
■ Any Local Assessment day 

 
Comp Days earned by staff for the 2018-2019 school year will be used in the following manner: 
 

■ Comp Days will be allowed to be used based upon the 2018-2019 school calendar 
■ Comp days must be used in the order of designation on calendar: 

 
o Comp Day 1:  August 8 
o Comp Day 2:  August 9 
o Comp Day 3:  August 10 

 
■ Employees who did not attend pre-approved professional development opportunities for the 

2019-2020 school year MUST work all days assigned in the 2019-2020 board approved school 
calendar. On these dates, professional development activities will be assigned.  Comp days are not to 
be used as a teacher workday. 

 
  
Employee Relations and Communications  
 
Continuous efforts are made throughout the year to recognize employees who make an extra effort to 
contribute to the success of the district. Employees are recognized at board meetings in the district 
newsletter, district staff meetings and through special events and activities.  

District Communications 

Throughout the school year, the Business office publishes newsletters, brochures, fliers, calendars, news 
releases, and other communication materials. These publications offer employees and the community 
information pertaining to school activities and achievements.  
 
Complaints and Grievances 
Policy DGBA 
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In an effort to hear and resolve employee concerns or complaints in a timely manner and at the lowest 
administrative level possible, the board has adopted an orderly grievance process. Employees are 
encouraged to discuss their concerns or complaints with their supervisors or an appropriate administrator at 
any time. 
 
The formal process provides all employees with an opportunity to be heard up to the highest level of 
management if they are dissatisfied with an administrative response. Once all administrative procedures are 
exhausted, employees can bring concerns or complaints to the board of trustees. For ease of reference, the 
district’s policy concerning the process of bringing concerns and complaints is available at 
www.ccisdtx.com 
 
Employee Conduct and Welfare 

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

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

● Maintain confidentiality in all matters relating to students and coworkers. 
● Report to work according to the assigned schedule. 
● Notify their immediate supervisor in advance or as early as possible in the event that they must be 

absent or late. Unauthorized absences, chronic absenteeism, tardiness, and failure to follow 
procedures for reporting an absence may be cause for disciplinary action. 

● Know and comply with department and district policies and procedures. 
● 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. 

 
All district employees should perform their duties in accordance with state and federal law, district policies 
and procedures, and ethical standards. Violation of policies, regulations, or guidelines, including 
intentionally making a false a  statement, or refusing to cooperate with a district investigation. may result in 
disciplinary action, including termination. Alleged incidents of certain misconduct by educators, including 
having a criminal record, must be reported to SBEC not later than the seventh day after the superintendent 
knew of the incident.  
 
The Educators’ Code of Ethics, adopted by the State Board for Educator Certification, which all district 
employees must adhere to, is reprinted below: 

 
Texas Educators’ Code of Ethics 
Statement of Purpose 
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The Texas educator shall comply with standard practices and ethical conduct toward students, professional 
colleagues, school officials, parents, and members of the community and shall safeguard academic freedom. 
The Texas educator, in maintaining the dignity of the profession, shall respect and obey the law, 
demonstrate personal integrity, and exemplify honesty and good moral character. The Texas educator, in 
exemplifying ethical relations with colleagues, shall extend just and equitable treatment to all members of 
the profession. The Texas educator, in accepting a position of public trust, shall measure success by the 
progress of each student toward realization of his or her potential as an effective citizen. The Texas 
educator, in fulfilling responsibilities in the community, shall cooperate with parents and others to improve 
the public schools of the community. This chapter shall apply to educators and candidates for certification. 
(19 TAC 247.1(b)) 
Professional Standards 
1. Professional Ethical Conduct, Practices, and Performance 
Standard 1.1 The educator shall not intentionally, knowingly, or recklessly engage in deceptive practices 
regarding official policies of the school district, educational institution, educator preparation program, the 
Texas Education Agency, or the State Board for Educator Certification (SBEC) and its certification process. 
Standard 1.2 The educator shall not intentionally, knowingly recklessly misappropriate, divert, or use 
monies, personnel, property, or equipment committed to his or her charge for personal gain or advantage. 
Standard 1.3 The educator shall not submit fraudulent requests for reimbursement, expenses, or pay. 
Standard 1.4 The educator shall not use institutional or professional privileges for personal or partisan 
advantage. 
Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that impair professional 
judgment or to obtain special advantage. This standard shall not restrict the acceptance of gifts or tokens 
offered and accepted openly from students, parents of students, or other persons or organizations in 
recognition or appreciation of service. 
Standard 1.6 The educator shall not falsify records, or direct or coerce others to do so. 
Standard 1.7 The educator shall comply with state regulations, written local school board policies, and 
other state and federal laws. 
Standard 1.8 The educator shall apply for, accept, offer, or assign a position or a responsibility on the basis 
of professional qualifications. 
Standard 1.9 The educator shall not make threats of violence against school district employees, school 
board members, students, or parents of students. 
Standard 1.10The educator shall be of good moral character and be worthy to instruct or supervise the 
youth of this state. 
Standard 1.11 The educator shall not intentionally, knowingly, or recklessly  misrepresent his or her 
employment history, criminal history, and/or disciplinary record when applying for subsequent employment. 
Standard 1.12The educator shall refrain from the illegal use or distribution of controlled substances and/or 
abuse of prescription drugs and toxic inhalants. 
Standard 1.13The educator shall not be under the influence of alcohol or consume alcoholic beverages on 
school property or during school activities when students are present. 
 
2. Ethical Conduct toward Professional Colleagues 
Standard 2.1 The educator shall not reveal confidential health or personnel information concerning 
colleagues unless disclosure serves lawful professional purposes or is required by law. 
Standard 2.2 The educator shall not harm others by knowingly making false statements about a colleague 
or the school system. 
Standard 2.3 The educator shall adhere to written local school board policies and state and federal laws 
regarding the hiring, evaluation, and dismissal of personnel. 
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Standard 2.4 The educator shall not interfere with a colleague’s exercise of political, professional, or 
citizenship rights and responsibilities. 
Standard 2.5 The educator shall not discriminate against or coerce a colleague on the basis of race, color, 
religion, national origin, age, gender, disability, family status, or sexual orientation. 
Standard 2.6 The educator shall not use coercive means or promise of special treatment in order to 
influence professional decisions or colleagues. 
Standard 2.7 The educator shall not retaliate against any individual who has filed a complaint with the 
SBEC or provides information for a disciplinary investigation or proceeding under this chapter. 
3. Ethical Conduct toward Students 
Standard 3.1 The educator shall not reveal confidential information concerning students unless disclosure 
serves lawful professional purposes or is required by law. 
Standard 3.2 The educator shall not intentionally, knowingly, or recklessly treat a student or minor in a 
manner that adversely affects or endangers the learning, physical health, mental health, or safety of the 
student or minor. 
Standard 3.3 The educator shall not intentionally, knowingly, or recklessly misrepresent facts regarding a 
student. 
Standard 3.4 The educator shall not exclude a student from participation in a program, deny benefits to a 
student, or grant an advantage to a student on the basis of race, color, gender, disability, national origin, 
religion, family status, or sexual orientation. 
Standard 3.5 The educator shall not intentionally, knowingly, or recklessly engage in physical 
mistreatment, neglect, or abuse of a student or minor. 
Standard 3.6 The educator shall not solicit or engage in sexual conduct or a romantic relationship with a 
student or minor. 
Standard 3.7 The educator shall not furnish alcohol or illegal/unauthorized drugs to any person under 21 
years of age unless the educator is a parent or guardian of that child or knowingly allow any person under 21 
years of age unless the educator is a parent or guardian of that child to consume alcohol or 
illegal/unauthorized drugs in the presence of the educator. 
Standard 3.8  The educator shall maintain appropriate professional educator-student relationships and 
boundaries based on a reasonably prudent educator standard.  
Standard 3.9  The educator shall refrain from inappropriate communication with a student or minor, 
including, but not limited to, electronic communication such as cell phone, text messaging, email, instant 
messaging, blogging, or other social network communication. Factors that may be considered in assessing 
whether the communication is inappropriate include, but are not limited to:  

(i) the nature, purpose, timing, and amount of the communication;  

(ii) the subject matter of the communication;  

(iii)whether the communication was made openly or the educator attempted to conceal the 
communication;  

(iv)whether the communication could be reasonably interpreted as soliciting sexual contact or a romantic 
relationship;  

(v) whether the communication was sexually explicit; and  

(vi)whether the communication involved discussion(s) of the physical or sexual attractiveness or the 
sexual history, activities, preferences, or fantasies of either the educator or the student. 
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Discrimination, Harassment, and Retaliation 
Policies DH, DIA 
 
Employees shall not engage in prohibited harassment, including sexual harassment, of other employees, 
unpaid interns, student teachers, or students. While acting in the course of their employment, employees 
shall not engage in prohibited harassment of other persons including board members, vendors, contractors, 
volunteers, or parents. A substantiated charge of harassment will result in disciplinary action. 
 
Individuals who believe they have been discriminated or retaliated against or harassed are encouraged to 
promptly report such incidents to the campus principal, supervisor, or appropriate district official. If the 
campus principal, supervisor, or district official is the subject of a complaint, the complaint should be made 
directly to the superintendent. A complaint against the superintendent may be made directly to the board. 
 
The district’s policy that includes definitions and procedures for reporting and investigating discrimination, 
harassment, and retaliation is reprinted below:  
www.ccisdtx.com 
 
 
 
 
 
 
Harassment of Students 
Policies, DH, DHB, FFG, FFH, FFI 
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Sexual and other harassment of Students by employees are forms of discrimination and are prohibited by 
law.  Romantic or inappropriate social relationships between students and district employees are prohibited. 
Employees who suspect a student may have experienced prohibited harassment are obligated to report their 
concerns to the campus principal or other appropriate district official.  All allegations of prohibited 
harassment of a student by an employee or adult will be reported to the student’s parents and promptly 
investigated.  An employee who knows of or suspects child abuse must also report his or her knowledge or 
suspicion to the appropriate authorities, as required by law.  
 
The district’s policy that includes definitions and procedures for reporting/investigating harassment can be 
found below: 
Definition of Sexual Harassment: 
Sexual harassment of students is conduct that is so severe, pervasive, and objectively offensive that it can be 
said to deprive the victim of access to the educational opportunities or benefits provided by the school. 
Sexual harassment does not include simple acts of teasing and name-calling among school children, 
however, even when the comments target differences in gender. Davis v. Monroe County Bd. of Educ., 526 
U.S. 629 (1999) 
 
Employee-Student Sexual Harassment: 
 A district official who has authority to address alleged harassment by employees on the district’s behalf 
shall take corrective measures to address the harassment or abuse. Gebser v. Lago Vista Indep. Sch. Dist., 
118 S.Ct. 1989 524 U.S. 274 (1998); Doe v. Taylor Indep. Sch. Dist., 15 F.3d 443 (5th Cir. 1994)  
 
Student to Student Harassment: 
A district must reasonably respond to known student-on-student harassment where the harasser is under the 
district’s disciplinary authority. Davis v. Monroe County Bd. of Educ., 526 U.S. 629 (1999) 

Reporting Suspected Child Abuse 
Policies DG, FFG, GRA 
 
All employees are required by state law to report any suspected child abuse or neglect, as defined by Texas 
Family Code §261.001, to a law enforcement agency, Child Protective Services (CPS), or appropriate state 
agency (e.g., state agency operating, licensing, certifying, or registering a facility) within 48 hours of the 
event that led to the suspicion. Alleged abuse or neglect involving a person responsible for the care, custody, 
or welfare of the child (including a teacher) must be reported to CPS. 
Employees are also required to make a report if they have cause to believe that an adult was a victim of 
abuse or neglect as a child and they determine in good faith that the disclosure of the information is 
necessary to protect the health and safety of another child or disabled person. 
 
Reports to Child Protective Services can be made online at https:// 
www.txabusehotline.org/Login/Default.aspx or to the Texas Abuse Hotline (800-252-5400). State law 
specifies that an employee may not delegate to or rely on another person or administrator to make the report. 
 
Under state law, any person reporting or assisting in the investigation of reported child abuse or neglect is 
immune from liability unless the report is made in bad faith or with malicious intent. In addition, the district 
is prohibited from taking an adverse employment action against a certified or licensed professional  who, in 
good faith, reports child abuse or neglect or who participates in an investigation regarding an allegation of 
child abuse or neglect. 
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An employee’s failure to make the required report may result in prosecution as a Class A misdemeanor. The 
offense of failure to report by a professional may be a state jail felony if it is shown the individual intended 
to conceal the abuse or neglect. In addition, a certified employee’s failure to report suspected child abuse 
may result in disciplinary procedures by SBEC for a violation of the Texas Educators’ Code of Ethics. 
 
Employees who suspect that a student has been or may be abused or neglected should also report their 
concerns to the campus principal. This includes students with disabilities who are no longer minors. 
Employees are not required to report their concern to the principal before making a report to the appropriate 
agency. 
 
Reporting the concern to the principal does not relieve the employee of the requirement to report it to the 
appropriate state agency. In addition, employees must cooperate with investigators of child abuse and 
neglect. Interference with a child abuse investigation by denying an interviewer’s request to interview a 
student at school or requiring the presence of a parent or school administrator against the desires of the duly 
authorized investigator is prohibited. 
 
District policy is available at www.ccisdtx.com  

Sexual Abuse and Maltreatment of Children 
 
The district has established a plan for addressing sexual abuse and other maltreatment of children, which 
may be accessed at www.ccisdtx.com. As an employee, it is important for you to be aware of the warning 
signs that could indicate a child may have been or is being sexually abused or maltreated. Sexual abuse in 
the Texas Family Code is defined as any sexual conduct harmful to a child’s mental, emotional, or physical 
welfare as well as a failure to make a reasonable effort to prevent sexual conduct with a child. Maltreatment 
is defined as abuse or neglect. Anyone who suspects that a child has been or may be abused or neglected has 
a legal responsibility under state law for reporting the suspected abuse or neglect  following the procedures 
described above in Reporting Suspected Child Abuse. 
 
 
Reporting Crime 
Policy DG 
 
The Texas Whistleblower Act protects district employees who make good faith reports of violations of law 
by the district to an appropriate law enforcement authority.  
The district is prohibited from suspending, terminating the employment of, or taking  
other adverse personnel action against, an employee who makes a report under the  
Act. State law also provides employees with the right to report a crime witnessed at  
the school to any peace officer with authority to investigate the crime 

Technology Resources 
Policy CQ 
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The district’s technology resources, including its networks, computer system, email accounts, devices 
connected to its networks, and all district-owned devices used on or off school property, are primarily for 
administrative and instructional purposes.  Limited personal use is permitted if the use:  
 

● Imposes no tangible cost to the district. 

 
● Does not unduly burden the district’s computer or network resources 

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

 
Electronic mail transmissions and other use of the technology resources are not confidential and can be 
monitored at any time to ensure appropriate use. 

 
Employees are required to abide by the provisions of the acceptable use agreement and administrative 
procedures.  

 
Failure to do so can result in suspension of access or termination of privileges and may lead to disciplinary 
and legal action. Employees with questions about computer use and data management can contact Jared 
Torrez at 936-398-2341, ext. 2222.  

Personal Use of Electronic Media 
Policy CQ,DH 
 
 
Electronic media includes all forms of social media, such as text messaging, instant messaging, electronic 
mail (e-mail), web logs (blogs), wikis, electronic forums (chat rooms), video-sharing websites (e.g., 
YouTube), editorial comments posted on the Internet, and social network sites (e.g., Facebook, Twitter, 
LinkedIn, Instagram). Electronic media also includes all forms of telecommunication such as landlines, cell 
phones, and web-based applications. 
 
As role models for the district’s students, employees are responsible for their public conduct even when they 
are not acting as district employees. Employees will be held to the same professional standards in their 
public use of electronic media as they are for any other public conduct. If an employee’s use of electronic 
media interferes with the employee’s ability to effectively perform his or her job duties, the employee is 
subject to disciplinary action, up to and including termination of employment. If an employee wishes to use 
a social network site or similar media for personal purposes, the employee is responsible for the content on 
the employee’s page, including content added by the employee, the employee’s friends, or members of the 
public who can access the employee’s page, and for web links on the employee’s page. The employee is also 
responsible for maintaining privacy settings appropriate to the content. 
 
An employee who uses electronic media for personal purposes shall observe the following: 

● The employee may not set up or update the employee’s personal social network page(s) using the 
district’s computers, network, or equipment. 
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● The employee shall limit the use of personal electronic communication devices to  
send or receive calls, text messages, pictures, and videos to breaks, meal  
times, and before and after scheduled work hours, unless there is an  
emergency or the use is authorized by a supervisor to conduct district business. 

 
● The employee shall not use the district’s logo or other copyrighted material of the district without 

express, written consent. 
 
● An employee may not share or post, in any format, information, videos, or  
pictures obtained while on duty or on district business unless the employee  
first obtains written approval from the employee’s immediate supervisor. 
Employees should be cognizant that they have access to information and  
images that, if transmitted to the public, could violate privacy concerns. 
 

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

o Confidentiality of student records. [See Policy FL] 

 
o Confidentiality of health or personnel information concerning colleagues unless disclosure serves 

lawful professional purposes or is required by law. [See Policy DH (EXHIBIT)] 
 

 
o Confidentiality of district records, including educator evaluations and private e-mail addresses. 

[See Policy GBA] 
 
o Copyright law [See Policy CY] 

 
 
o Prohibition against harming others by knowingly making false statements about a colleague or 

the school system. [See Policy DH (EXHIBIT)] 
 
See Use of Electronic Communications between Employees, Students and Parents,, below, for regulations 
on employee communication with students through electronic media. 

Electronic Communications between Employees, Students and Parents 

Policy DH 
 
A certified or licensed employee, or any other employee designated in writing by the superintendent or a 
campus principal, may communicate through electronic media with students who are currently enrolled in 
the district. The employee must comply with the provisions outlined below. All other employees are 
prohibited from communicating with students who are enrolled in the district through electronic media. 
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An employee is not subject to these provisions to the extent the employee has a social or family relationship 
with a student. For example, an employee may have a relationship with a niece or nephew, a student who is 
the child of an adult friend, a student who is a friend of the employee’s child, or a member or participant in 
the same civic, social, recreational, or religious organization.  An employee who claims an exception based 
on a social relationship shall provide written consent from the student’s parent. The written consent shall 
include an acknowledgement by the parent that: 

 

● The employee has provided the parent with a copy of this protocol.  

● The employee and the student have a social relationship outside of school; 

● The parent understands that the employee’s communications with the student are excepted from 
district regulation; and 

● The parent is solely responsible for monitoring electronic communications between the employee 
and the student 

 
The following definitions apply for the use of electronic media with students: 

● Electronic communications  means any communication facilitated by the use of any electronic 
device, including a telephone, cellular telephone, computer, computer network, personal data 
assistant, or pager. The term includes email, text messages, instant messages, and any 
communication made through an Internet website, including a social media website or a social 
networking website. 

 
● Communicate means to convey information and includes a one-way communication as well as a 

dialogue between two or more people. A public communication by an employee that is not targeted 
at students (e.g., a posting on the employee’s personal social network page or a blog) is not a 
communication:  however, the employee may be subject to district regulations on personal electronic 
communications. See Personal Use of Electronic Media, above. Unsolicited contact from a student 
through electronic means is not a communication. 

 
 
● Certified or licensed employee means a person employed in a position requiring SBEC certification 

or a professional license, and whose job duties may require the employee to communicate 
electronically with students. The term includes classroom teachers, counselors, principals, librarians, 
paraprofessionals, nurses, educational diagnosticians, licensed therapists, and athletic trainers. 

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

● The employee is prohibited from knowingly communicating with students using any form of 
electronic communications, including mobile and web applications, that are not provided or 
accessible by the district unless a specific exception is noted below. 

● Only a teacher, trainer, or other employee who has an extracurricular duty may use text messaging, 
and then only to communicate with students who participate in the extracurricular activity over 
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which the employee has responsibility. An employee who communicates with a student using text 
messaging shall comply with the following protocol: 

 
● The employee may use any form of electronic media except text messaging. Only a teacher, trainer, 

or other employee who has an extracurricular duty may use text messaging, and then only to 
communicate with students who participate in the extracurricular activity over which the employee 
has responsibility. An employee who communicates with a student using text messaging shall 
comply with the following protocol: 

● The employee shall include at least one of the student’s parents or guardians as a recipient on each 
text message to the student so that the student and parent receive the same message;  

● The employee shall include his or her immediate supervisor as a recipient on each text message to 
the student and supervisor receives the same message; or 

● For each text message addressed to one or more students, the employee shall send a copy of the text 
message to the employee’s district e-mail address. 

 
● The employee shall limit communications to matters within the scope of the employee’s professional 

responsibilities (e.g., for classroom teachers, matters relating to class work, homework, and tests; for 
an employee with an extracurricular duty, matters relating to the extracurricular activity). 

 
● The employee is prohibited from knowingly communicating with students through a personal social 

network page; the employee must create a separate social network page (“professional page”) for the 
purpose of communicating with students. The employee must enable administration and parents to 
access the employee’s professional page. 

 
● The employee shall not communicate directly with any student between the hours of 7:00 p.m. and 

7:00 a.m. unless in an emergency situation. An employee may, however, make public posts to a 
social network site, blog, or similar application at any time. 

 
● The employee does not have a right to privacy with respect to communications with students and 

parents. 
 

 
● The employee continues to be subject to applicable state and federal laws, local policies, 

administrative regulations, and the Texas Educators’ Code of Ethics including: 
 

o Compliance with the Public Information Act and the Family Educational Rights 
and Privacy Act (FERPA), including retention and confidentiality of student 
records. [See Policies CPC and FL] 

 
o Copyright law [Policy CY] 
 
o Prohibitions against soliciting or engaging in sexual conduct or a romantic 

relationship with a student. [See Policy DHB] 
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● Upon request from administration, an employee will provide the phone number(s), social network 
site(s), or other information regarding the method(s) of electronic media the employee uses to 
communicate with one or more currently-enrolled students. 

 
 
● Upon written request from a parent or student, the employee shall discontinue communicating with 

the student through e-mail, text messaging, instant messaging, or any other form of one-to-one 
communication. 

 
● An employee may request an exception from one or more of the limitations above by submitting a 

written request to his or her immediate supervisor. 

● All staff are required to use school email accounts for all electronic communications with parents. 
Communication about school issues through personal email accounts or text messages are not 
allowed as they cannot be preserved in accordance with the district’s record retention policy. 

 
● An employee shall notify his or supervisor in writing within one business day if a student engages in 

an improper electronic communication with the employee. The employee should describe the form 
and content of the electronic communication. 

 

Criminal History Background Checks 
Policy DBAA 
 
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 certain 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. 
 
Employee Arrests and Convictions 
Policy DH 
 
An employee must notify his or her principal or immediate supervisor within three calendar days of any 
arrest, indictment, conviction, no contest or guilty plea, or other adjudication of any felony, and any of the 
other offenses listed below: 
 

● Crimes involving school property or funds 

 
● Crimes involving attempt by fraudulent or unauthorized means to obtain or alter any certificate or 

permit that would entitle any person to hold or obtain a position as an educator 
 
● Crimes that occur wholly or in part on school property or at a school-sponsored activity 
 
● Crimes involving moral turpitude 

421 
 



 

 

Moral turpitude includes the following: 

● Dishonesty 
● Fraud 
● Deceit 
● Theft 
● Misrepresentation 
● Deliberate violence 
● Base, vile, or depraved acts that are intended to arouse or gratify the sexual desire of the actor 
● Crimes involving any felony possession or conspiracy to possess, or any misdemeanor or felony 

transfer, sale, distribution, or conspiracy to transfer, sell, or distribute any controlled substance 
● Felonies involving driving while intoxicated (DWI)  
● Acts constituting abuse or neglect under the SBEC rules 

 
If an educator is arrested or criminally charged, the superintendent is also required to report the educators’                 
criminal history to the Division of Investigations at TEA. 

 
Alcohol and Drug-Abuse Prevention 
Policy DH 
 
Corrigan-Camden ISD is committed to maintaining an alcohol- and drug-free environment and will not 
tolerate the use of alcohol and illegal drugs in the workplace and at school-related or school-sanctioned 
activities on or off school property. Employees who use or are under the influence of alcohol or illegal drugs 
as defined by the Texas Controlled Substances Act during working hours may be dismissed. The district’s 
policy regarding employee drug use follows: www.ccisdtx.com 

Tobacco Products and E-Cigarette Use 
Policies DH, FNCD GKA  
 
State law prohibits smoking, using tobacco products, or e-cigarettes on all district-owned property and at 
school-related or school-sanctioned activities, on or off school property. This includes all buildings, 
playground areas, parking areas and facilities used for athletics and other activities. Drivers of 
district-owned vehicles are prohibited from smoking, using tobacco products or e-cigarettes while inside the 
vehicle. Notices stating that smoking is prohibited by law and punishable by a fine are displayed in 
prominent places in all school buildings. 

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 
include the following: 

● Forgery or unauthorized alteration of any document or account belonging to the district 
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● 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 or 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 from contractors, vendors, or  

 
 
● other persons providing services or materials to the district, except as otherwise permitted by law or 

district policy 
 
● Inappropriately destroying, removing, or using records, furniture, fixtures, or equipment 

 
 
● Failing to provide financial records required by federal, state or local entities 
 
● Failure to disclose conflicts of interest as required by law or district policy 

 
 
● Any other dishonest act regarding the finances of the district 
 
● Failure to comply with requirements imposed by law, the awarding agency, or a pass-through entity 

for state and federal award 

Conflict of Interest 
Policy CB, DBD 
 
Employees are required to disclose in writing to the district any situation that creates a potential conflict of 
interest with proper discharge of assigned duties and responsibilities or creates a potential conflict of interest 
with the best interests of the district. This includes the following: 
 

● A personal financial interest 
● A business interest 
● Any other obligation or relationship 
● Non-school employment 
 

Employees should contact their supervisor for additional information. 
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Gifts and Favors 
Policy DBD 
 
Employees may not accept gifts or favors that could influence, or be construed to influence, the employee’s 
discharge of assigned duties. The acceptance of a gift, favor, or service by an administrator or teacher that 
might reasonably tend to influence the selection of textbooks, electronic textbooks, instructional materials or 
technological equipment may result in prosecution of a Class B misdemeanor offense. This does not include 
staff development, teacher training, or instructional materials such as maps or worksheets that convey 
information to students or contribute to the learning process. 

Copyrighted Materials 
Policy CY 
 
Employees are expected to comply with the provisions of federal copyright law relating to the unauthorized 
use, reproduction, distribution, performance, or display of copyrighted materials (i.e., printed material, 
videos, computer data and programs, etc.). Electronic media, including motion pictures and other 
audiovisual works, are to be used in the classroom for instructional purposes only. Duplication are to be 
used in the classroom for educational purposes only. Duplication or backup of computer programs and data 
must be made within the provisions of the purchase agreement. 

Associations and Political Activities 
Policy DGA 
 
The district will not directly or indirectly discourage employees from participating in political affairs or 
require any employee to join any group, club, committee, organization, or association. Employees may join 
or refuse to join any professional association or organization. 

An individual’s employment will not be affected by membership or a decision not to be a member of any 
employee organization that exists for the purpose of dealing with employers concerning grievances, labor 
disputes, wages, rates of pay, hours of employment, or conditions of work.  Use of district resources 
including work time for political activities is prohibited. 

 

The district encourages person participation in the political process, including voting. Employees who need 
to be absent from work to vote during the early voting period or on election day must communicate with 
their immediate supervisor prior to the absence. 
 
 
Charitable Contributions 
Policy DG 
 
The Board or any employee may not directly or indirectly require or coerce an employee to make a 
contribution to a charitable organization or in response to a fund-raiser. Employees cannot be required to 
attend a meeting called for the purpose of soliciting charitable contributions. In addition, the Board or any 
employee may not directly or indirectly require or coerce an employee to refrain from making a contribution 
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to a charitable organization or in response to a fund raiser or attending a meeting called for the purpose of 
soliciting charitable contributions. 

Safety 
Policy CK series 
 

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

 

● Observe all safety rules. 

 
● Keep work areas clean and orderly at all times. 

 
 
● Immediately report all accidents to their supervisor. 
 
● Operate only equipment or machines for which they have training and authorization. 

 
 
While driving on district business, employees are required to abide by all state and local traffic laws. 
Employees driving on district business are prohibited from texting and using other electronic devices that 
require both visual and manual attention while the vehicle is in motion. Employees will exercise care and 
sound judgment on whether to use hands-free technology while the vehicle is in motion. 
 
Employees with questions or concerns relating to safety programs and issues can contact Diana Locke, 
CCISD Human Resource Office. 
 
Safety Manuals are provided as an appendix to this manual. 

Possession of firearms and Weapons 
Policies DH, FNCG, GKA 
 
Employees, visitors, and students, including those with a license to carry a handgun, are prohibited from 
bringing firearms, knives, clubs, or other prohibited weapons onto school premises (i.e., building or portion 
of a building) or any grounds or building where a school-sponsored activity takes place. 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 or call superintendent's (936-398-4040) office immediately. 
 
CCISD prohibits employees from having guns in their vehicle when the vehicle is  
parked on district property. 
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Visitors in the Workplace 
Policy GKC 
 
All visitors are expected to enter any district facility through the main entrance and sign in or report to the 
building’s main office. Authorized visitors will receive directions or be escorted to their destination. 
Employees who observe an unauthorized individual on the district premises should immediately direct him 
or her to the building office or contact the administrator in charge. 

Asbestos Management Plan 
Policy CKA 
 
The district is committed to providing a safe environment for employees. An accredited management 
planner has developed an asbestos management plan for each school. A copy of the district’s management 
plan is kept in the Business office and is available for inspection during normal business hours. 
 
Pest Control Treatment 
Policies CLB, DI 
 
Employees are prohibited from applying any pesticide or herbicide without appropriate training and prior 
approval of the integrated pest management (IPM) coordinator. Any application of pesticide or herbicide 
must be done in a manner prescribed by law and the district’s integrated pest management program. 
 
Notices of planned pest control treatment will be posted in a district building 48 hours before the treatment 
begins. Notices are generally located on the front door of each building. In addition, individual employees 
may request in writing to be notified of pesticide applications. An employee who requests individualized 
notice will be notified by telephone, written, or electronic means. Pest control information sheets are 
available from campus principals or facility managers upon request. 
 
 
General Procedure 

Bad Weather Closing 
 
The district may close schools because of bad weather or emergency conditions. When such conditions 
exist, the Superintendent will make the official decision concerning the closing of the district’s facilities. 
When it becomes necessary to open late, to release students early, or to cancel school, district officials will 
post a notice on the district’s Website - www.ccisdtx.com, through the district’s automated phone / text 
system, FACEBOOK, KTRE- Channel 9, KPRC (Channel 2), KYKS (105.1 and 95.5)  and KJCS (103.3) . 

Emergencies 
Policies CKC, CKD 
 
All employees should be familiar with the safety procedures for responding to a medical emergency, 
Employees should locate evacuation diagrams posted in their work areas and be familiar with shelter in 
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place, lockout, and lockdown procedures.. Emergency drills will be conducted to familiarize employees and 
students with safety and evacuation procedures. 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 use. 

 

Purchasing Procedures 
Policy CH 
 
All requests for purchases must be submitted to the campus principal/supervisor on an official district 
purchase order (PO) form.   No purchases, charges, or commitments to buy goods or services for the district 
can be made without a PO number. The district will not reimburse employees or assume responsibility for 
purchases made without authorization. Employees are not permitted to purchase supplies or equipment for 
personal use through CCISD. For additional information concerning purchasing procedures contact your 
principal/supervisor.  
 
Administrative Procedures Manual 
 
Information regarding the administrative policies and procedures for Corrigan-Camden ISD may be found in 
the 2019-2020 Administrative Procedures manual.  This document is available online, and a printed copy is 
available in each campus or department office.  All employees need to read and follow all guidelines set 
forth in this document.  All questions or concerns can be directed to the C-CISD Human Resource/Business 
Office.  
 
Professional Development Procedures 
 
All professional development activities for staff members must have prior approval from campus             
administrator or direct supervisor. Registration will follow the normal business operating procedures            
included in the finance manual. The workshop pre-approval form must be completed and submitted with the                
initial request. If any information is missing, your school will be contacted for follow-up information. All                
Region VI registration will be completed by Paula Martin, even if there is no charge for workshop.                 
Cancellation of Region VI workshops must be done by individual staff member. Approved registration              
forms must be submitted in a timely manner to ensure registration. It is important to CANCEL all                 
workshops within the required timelines to avoid the district being charged. If a workshop is not cancelled                 
and an employee fails to attend, the employee will be responsible for any costs incurred by the district for                   
failure to cancel. 
 

Name and Address Changes 
 
It is important that employment records be kept up to date. Employees must notify the CCISD Business 
office if there are any changes or corrections to their name, home address, a contact telephone number, 
marital status, emergency contact, or beneficiary.  
 
CCISD District Wide Dress Code 
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The wearing apparel of employees should reflect professional standards at all  times.In order to achieve the 
professional status desired by educators, it is essential that all involved dress accordingly on a consistent 
basis. Research has shown that there is a direct correlation between appropriate dress and how others 
perceive the individual as well as the organization. In addition, personal attire can be a useful tool in 
classroom management, in that it can project an image of respect and authority and can help to establish a 
sense of formality. In general, a business casual style is appropriate, and the following guidelines established 
by the district should be adhered to. 
 
General Information 

●  IF there is any question as to whether an item is acceptable or not, it is probably not! 
● Campus/Department administrators will have complete and final judgement on all matters 

concerning the interpretation of the employee dress code. 
● Employee groups who are provided with and/or required to wear school uniforms (Custodians, 

Security guards, facilities management, food service, etc.) should wear uniforms as intended during 
duty hours. The complete uniform should be worn appropriately and should project a neat, clean, and 
orderly appearance. 
 

Guidelines for Women 
For female employees, clothing should convey a professional image by being suitable, modest and 
becoming for a business casual setting as outlined below. 
 
Acceptable 

● Collared or un-collared shirts- pullover or button style 
● Sleeveless shirts, tops, and dresses that are not excessively deep cut (underarms) or low cut in front. 
● Tunic style shirts that approach the length of the skirt must be worn with leggings 
● Jackets, shirt-jackets, cardigans, and stylish denim jackets 
● Cropped dress pants 
● Capri pants that reach mid-calf 
● Skirts/dresses of a modest length -  falling at or just above the knee 
● Leggings that are moderate in style worn with a regular length dress, skirt, r tunic 
● Dress shoes, leather-like, suede, loafer style, etc. 
● Boots 
● Open-toed shoes and sandals that have a dress appearance 

 
Unacceptable 

● Tank top style shirts 
● Halter tops, form fitting shirts 
● Spaghetti straps, cut out backs, or any style that reveals undergarments 
● Skirts - or any clothes - that are too tight, too short, or too revealing 
● Low-fitting/low rise pants or “Hip hugger style” 
● Sweat/workout pants, wind pants, and warm ups (Shorts only in Pe/athletic classes- coaches are to 

be in professional dress while in the regular classroom) 
● Beach sandals and flip-flops 
● Tennis or athletic shoes - only acceptable on jean days 

 
Guidelines for Men 
 
Acceptable 
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● Men are permitted facial if neatly trimmed and moderate/short in style 
● Hair should be of a modest length and should be neat and well-groomed 
● Collared shirts - polo style, oxford style, or dress shirts 
● Shirts may be long or short sleeved 
● Sweaters including pullover, cardigan styles, and banded-bottom collared shirts that have an 

appearance of a sweater 
● Tailored dress slacks or business casual (Dockers style) pants 
● Dress or casual shoes - leather -like, suede or loafer 
● Boots 

 
Unacceptable 

● Unshaven appearance 
● T-shirts, sweatshirts 
● Sweat/workout pants, wind pants, and warm ups (Shorts only during PE/Athletics class- Coaches are 

to be in pants during regular classroom) 
● Sandals 
● Tennis or athletic shoes- aceeptable only on jean days 

 
Guidelines for Jeans 
Fridays are the only days that jeans should be worn with a spirit shirt. Thursday are reserved for college day 
and jeans. Please not all campuses will participate in the optional campus “Jean” fundraiser event. Teachers 
pay $20.00 dollars per month to the front campus office. This allows teachers to wear jeans on Monday, 
Tuesday, or Wednesday with a regular professional shirt and professional shoes (no T shirts or spirit shirts). 
Other exceptions could be granted on a very limited basis for special needs/occasions at the determination of 
the principal/supervisor. 
 
 
 
Personnel Records 
DBA, GBA 
 
Most district records, including personnel records, are public information and must be released upon request. 
In most cases, an employee’s  personal email address is confidential and may not be released without the 
employee’s permission. 
 
Employees may choose to have the following personal information withheld: 
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● Address 
 

● Phone number, including personal cell phone number 
 

● Emergency contact information 
 

● Information that reveals whether they have family members. 
 
 
The choice to not allow public access to this information or change an existing choice may be made at any 
time by submitting a written request to Diana Locke, CCISD Human Resource Office.  New or terminated 
employees have 14 days after hire or termination to submit a request.  Otherwise, personal information may 
be released to the public until  a request to withhold the information is submitted or another exception for 
release of information under by law applies. An employee is responsible for notifying the district if he or she 
is subject to any exception for disclosure of personal or confidential information. 
 
Facility Use 
Policies DGA, GKD 
 
 
Employees who wish to use district facilities after school hours must follow established procedures. The 
principal of each campus is responsible for scheduling the use of facilities after school hours. Contact the 
campus office to request to use school facilities and to obtain information on the fees charged. 
 
 
Termination of Employment Resignations 
Policy DFE 
 
Contract Employees:  Contract employees may resign their position without penalty at the end of any 
school year if written notice is received 45 days before the first day of instruction of the following school 
year. A written notice of resignation should be submitted to the CCISD Superintendent. Contract employees 
may resign at any other time only with the approval of the superintendent or the board of trustees. 
Resignation without consent may result in disciplinary action by the State Board for Educator Certification 
(SBEC). 
 
The principal is required to notify the superintendent of an educator’s resignation following an alleged 
incident of misconduct for any of the acts listed in Reports to Texas Education Agency.  
 
The superintendent will notify SBEC when an employee resigns and reasonable evidence exists to indicate 
that the employee has engaged in of the same acts. 
 
 
Non-contract Employees:  Non Contract employees may resign their position at any time. A written notice 
of resignation should be submitted to the business office at least two weeks prior to the effective date. 
Employees are encouraged to include the reasons for leaving in the letter of resignation but are not required 
to do so. 
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Dismissal or Nonrenewal of Contract Employees  
Policies DFAA, DFAB, DFBA, DFBB, DFD, DFF, DFFA, DFFB, DFFC 
 
Employees on probationary, term, and continuing contracts can be dismissed during the school year 
according to the procedures outlined in district policies. Employees on probationary or term contracts can be 
non-renewed at the end of the contract term. Contract employees dismissed during the school year, 
suspended without pay, or subject to a reduction in force are entitled to receive notice of the recommended 
action, an explanation of the charges against them, and an opportunity for a hearing. The timelines and 
procedures to be followed when a suspension, termination, or nonrenewal occurs will be provided when a 
written notice is given to an employee. Advance notification requirements do not apply when a contract 
employee is dismissed for failing to obtain or maintain appropriate certification or when the employee’s 
certification is revoked for misconduct. Information on the timelines and procedures can be found in the DF 
series policies that are provided to employees or are available online. 

Dismissal of Noncontract Employees 
Policy DCD 
 
 
Non-contract employees are employed at will and may be dismissed without notice, a description of the 
reasons for dismissal, or a hearing. It is unlawful for the district to dismiss any employee for reasons of race, 
color, religion, gender, national origin, age, disability, military status, genetic information, any other basis 
protected by law, or in retaliation for the exercise of certain protected legal rights. Non-contract employees 
who are dismissed have the right to grieve the termination. The dismissed employee must follow the district 
process outlined in this handbook when pursuing the grievance.  

Exit Interviews and Procedures 
Policies DC and CY 
 
 
Exit interviews will be scheduled for all employees leaving the district. Information on the continuation of 
benefits, release of information, and procedures for requesting references will be provided at this time. 
Separating employees are asked to provide the district with a forwarding address and phone number and 
complete a questionnaire that provides the district with feedback on his or her employment experience. All 
district keys, books, property, including intellectual property, and equipment must be returned upon 
separation from employment. 

Reports to Texas Education Agency 
Policy DF, DHB 
 
 
The dismissal of a certified employee must be reported to the Division of Investigations at TEA whenever 
the termination is based on evidence that the employee was involved in any of the following: 
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● Any form of sexual or physical abuse of a minor or any other unlawful conduct with a student or a 
minor 

 
● Soliciting or engaging in sexual contact or a romantic relationship with a student or minor 

 
 
● The possession, transfer, sale, or distribution of a controlled substance 
 
● The illegal transfer, appropriation, or expenditure of district or school property or funds 
 
● An attempt by fraudulent or unauthorized means to obtain or alter any certificate or permit for the 

purpose of promotion or additional compensation  
 
● Committing a criminal offense or any part of a criminal offense on district property or at a 

school-sponsored event 
 

The superintendent is also required to notify TEA when a certified employee resigns and there is evidence 
the educator engaged in the conduct listed above. 

 
The reporting requirements above are in addition to the superintendent’s ongoing duty to notify TEA when a 
certified employee or applicant for certification has a reported criminal history. “Reported criminal history” 
means any formal criminal justice system charges and dispositions including arrests, detentions, indictments, 
criminal information, convictions, deferred adjudications, and probations in any state or federal jurisdiction 
that is obtained by means other than the Fingerprint-based Applicant Clearinghouse of Texas (FACT).  
 
Reports Concerning Court-Ordered Withholding 
 
The district is required to report the termination of employees that are under court order or writ of 
withholding for child support or spousal maintenance to the court and the individual receiving the support 
(Texas Family Code §8.210, 158.211). Notice of the following must be sent to the court and support 
recipient: 
 

● Termination of employment not later than the seventh day after the date of termination 

 
● Employee’s last known address 

 
 
● Name and address of the employee’s new employer, if known 

 

Equal Educational Opportunities 

Policies FB, FFH 
 
Corrigan-Camden ISD does not discriminate on the basis of race, color, religion, national origin, sex, or 
disability in providing education services, activities, and programs, including vocational programs, in 
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accordance with Title VI of the Civil Rights Act of 1964, as amended; Title IX of the Educational 
Amendments of 1972; and Section 504 of the Rehabilitation Act of 1973, as amended. 
 
Questions or concerns about discrimination of students based on any of the reasons listed above should be 
directed to Diana Locke, 936-398-2341, ext, 1013. All other questions or concerns relating to discrimination 
should be directed to the Superintendent. 

Student Records 
Policy FL 
 
 
Student records are confidential and are protected from unauthorized inspection or use. Employees should 
take precautions to maintain the confidentiality of all student records. The following people are the only 
people who have general access to a student’s records: 
 

● Parents: Married, separated, or divorced unless parental rights have been legally terminated and the 
school has been given a copy of the court order terminating parental rights 

 
● The student: The rights of parents transfer to a student who turns 18 or is enrolled in an institution 

of postsecondary education. A district is not prohibited from granting the student access to the 
student’s records before this time. 

 
 
● School officials with legitimate educational interests 

 
The student handbook provides parents and students with detailed information on student records. Parents or 
students who want to review student records should be directed to the Campus Principal for assistance. 

Parent and Student Complaints 
Policy FNG 
 
 
In an effort to hear and resolve parent and student complaints in a timely manner and at the lowest 
administrative level possible, the board has adopted orderly processes for handling complaints on different 
issues. Any campus office or the superintendent’s office can provide parents and students with information 
on filing a complaint. 
 
Parents are encouraged to discuss problems or complaints with the teacher or the appropriate administrator 
at any time. Parents and students with complaints that cannot be resolved to their satisfaction should be 
directed to the campus principal. The formal complaint process provides parents and students with an 
opportunity to be heard up to the highest level of management if they are dissatisfied with the principal's 
response. 

Administering Medication to Students 
Policy FFAC 
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Only designated employees may administer prescription medications, nonprescription medication, and 
herbal or dietary supplements to students. Exceptions apply to the self-administration of asthma medication, 
medication for anaphylaxis (e.g., EpiPen→), and medication for diabetes management, if the medication is 
self-administered in accordance with district policy and procedures. A student who must take any other 
medication during the school day must bring a written request from his or her parent and the medicine in its 
original, properly labeled container. Contact the principal or school nurse for information on procedures that 
must be followed when administering medication to students. 

Dietary Supplements 
Policies DH, FFAC 
 
 
District employees are prohibited by state law from knowingly selling, marketing, or distributing a dietary 
supplement that contains performance-enhancing compounds to a student with whom the employee has 
contact as part of his or her school district duties. In addition, employees may not knowingly endorse or 
suggest the ingestion, intranasal application, or inhalation of a performance-enhancing dietary supplement to 
any student. 

Psychotropic Drugs 
Policy FFAC 
 
 
A psychotropic drug is a substance used in the diagnosis, treatment, or prevention of a disease or as a 
component of a medication. It is intended to have an altering effect on perception, emotion, or behavior and 
is commonly described as a mood- or behavior-altering substance. 
 
District employees are prohibited by state law from doing the following: 
 

● Recommending that a student use a psychotropic drug 

 
● Suggesting a particular diagnosis 
 
● Excluding from class or school-related activity a student whose parent refuses to consent to a 

psychiatric evaluation or to authorize the administration of a psychotropic drug to a student 

Student Conduct and Discipline 
Policies in the FN series and FO series 
 
Students are expected to follow the classroom rules, campus rules, and rules listed in the Student Handbook 
and Student Code of Conduct. Teachers and administrators are responsible for taking disciplinary action 
based on a range of discipline management strategies that have been adopted by the district. Other 
employees that have concerns about a particular student’s conduct should contact the classroom teacher or 
campus principal. 
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Student Attendance 
Policy FEB 
 
Teachers and staff should be familiar with the district’s policies and procedures for attendance accounting. 
These procedures require minor students to have parental consent before they are allowed to leave campus. 
When absent from school, the student upon returning to school, must bring a doctor’s note or a note signed 
by the parent that describes the reason for the absence. These requirements are addressed in campus training 
and in the student handbook. Contact the campus principal for additional information. 
 
Bullying 
Policy FFI 
 
All employees are required to report student complaints of bullying, including cyber bullying Bullying is 
defined by §TEC 37.0832., to their campus principal or supervisor. The district’s policy includes definitions 
and procedures for reporting and investigating bullying of students and is reprinted below: 
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STUDENT WELFARE FFI FREEDOM FROM BULLYING (LOCAL) DATE ISSUED: 2/19/2012 1 
of 3 UPDATE 93 FFI(LOCAL)-A Note: This policy addresses bullying of District students.  
 
For provisions regarding discrimination and harassment involving District students, see FFH. Note that FFI 
shall be used in conjunction with FFH for certain prohibited conduct. For reporting requirements related to 
child abuse and neglect, see FFG. The District prohibits bullying as defined by this policy. Retaliation 
against anyone involved in the complaint process is a violation of District policy and is prohibited.  
 
Bullying occurs when a student or group of students engages in written or verbal expression, expression 
through electronic means, or physical conduct that occurs on school property, at a school sponsored or 
school-related activity, or in a vehicle operated by the District and that:  
1. Has the effect or will have the effect of physically harming a student, damaging a student’s property, or 
placing a student in reasonable fear of harm to the student’s person or of damage to the student’s property; 
or  
 
2. Is sufficiently severe, persistent, and pervasive enough that the action or threat creates an intimidating, 
threatening, or abusive educational environment for a student. This conduct is considered bullying if it:  
 
1. Exploits an imbalance of power between the student perpetrator and the student victim through written or 

verbal expression or physical conduct; and  
 

2. Interferes with a student’s education or substantially disrupts the operation of a school.  
 
Bullying of a student may include hazing, threats, taunting, teasing, confinement, assault, demands for 
money, destruction of property, theft of valued possessions, name calling, rumor spreading, or ostracism. 
The District prohibits retaliation by a student or District employee against any person who in good faith 
makes a report of bullying, serves as a witness, or participates in an investigation.  
 

561 
 

http://www.ccisdtx.co/


 

Examples of retaliation may include threats, rumor spreading, ostracism, assault, destruction of property, 
unjustified punishments, or unwarranted grade reductions. Unlawful retaliation does not include petty slights 
or annoyances.  
 
BULLYING PROHIBITED DEFINITION EXAMPLES RETALIATION EXAMPLES Corrigan-Camden 
ISD 187904 STUDENT WELFARE FFI FREEDOM FROM BULLYING (LOCAL) DATE ISSUED: 
2/19/2012 2 of 3 UPDATE 93 FFI(LOCAL) 
 
A student who intentionally makes a false claim, offers false statements, or refuses to cooperate with a 
District investigation regarding bullying shall be subject to appropriate disciplinary action. Reports of 
bullying shall be made as soon as possible after the alleged act or knowledge of the alleged act. A failure to 
immediately report may impair the District’s ability to investigate and address the prohibited conduct. To 
obtain assistance and intervention, any student who believes that he or she has experienced bullying or 
believes that another student has experienced bullying should immediately report the alleged acts to a 
teacher, counselor, principal, or other District employee.  
 
Any District employee who suspects or receives notice that a student or group of students has or may have 
experienced bullying shall immediately notify the principal or designee. A report may be made orally or in 
writing. The principal or designee shall reduce any oral reports to written form.  
 
The principal or designee shall determine whether the allegations in the report, if proven, would constitute 
prohibited conduct as defined by policy FFH, including dating violence and harassment or discrimination on 
the basis of race, color, religion, gender, national origin, or disability. If so, the District shall proceed under 
policy FFH. If the allegations could constitute both prohibited conduct and bullying, the investigation under 
FFH shall include a determination on each type of conduct.  
 
The principal or designee shall conduct an appropriate investigation based on the allegations in the report. 
The principal or designee shall promptly take interim action calculated to prevent bullying during the course 
of an investigation, if appropriate.  
 
Absent extenuating circumstances, the investigation should be completed within ten  
District business days from the date of the initial report alleging bullying; however, the principal or designee 
shall take additional time if necessary to complete a thorough investigation. The principal or designee shall 
prepare a final written report of the investigation. The report shall include a determination of whether 
bullying occurred, and if so, whether the victim used reasonable self-defense. A copy of the report shall be 
sent to the Superintendent or designee. If an incident of bullying is confirmed, the principal or designee shall 
promptly notify the parents of the victim and of the student who engaged in bullying.  
 
FALSE CLAIM TIMELY REPORTING REPORTING PROCEDURES STUDENT REPORT EMPLOYEE 
REPORT REPORT FORMAT PROHIBITED CONDUCT INVESTIGATION OF REPORT 
CONCLUDING THE INVESTIGATION NOTICE TO PARENTS Corrigan-Camden ISD 187904 
STUDENT WELFARE FFI FREEDOM FROM BULLYING (LOCAL) DATE ISSUED: 2/19/2012 
ADOPTED: 3 of 3 UPDATE 93 FFI(LOCAL) 
 
A.   If the results of an investigation indicate that bullying occurred, the District shall promptly respond by 
taking appropriate disciplinary action in accordance with the District’s Student Code of Conduct and may 
take corrective action reasonably calculated to address the conduct. A student who is a victim of bullying 
and who used reasonable self-defense in response to the bullying shall not be subject to disciplinary action. 
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The discipline of a student with a disability is subject to applicable state and federal law in addition to the 
Student Code of Conduct.  
 
Examples of corrective action may include a training program for the individuals involved in the complaint, 
a comprehensive education program for the school community, follow-up inquiries to determine if any new 
incidents or any instances of retaliation have occurred, involving parents and students in efforts to identify 
problems and improve the school climate, increasing staff monitoring of areas where bullying has occurred, 
and reaffirming the District’s policy against bullying.  

 
The principal or designee shall refer to FDB for transfer provisions. The principal or designee shall notify 
the victim, the student who engaged in bullying, and any students who witnessed the bullying of available 
counseling options. If the investigation reveals improper conduct that did not rise to the level of prohibited 
conduct or bullying, the District may take action in accordance with the Student Code of Conduct or any 
other appropriate corrective action. To the greatest extent possible, the District shall respect the privacy of 
the complainant, persons against whom a report is filed, and witnesses. Limited disclosures may be 
necessary in order to conduct a thorough investigation.  
 
A student who is dissatisfied with the outcome of the investigation may appeal through FNG(LOCAL), 
beginning at the appropriate level. Retention of records shall be in accordance with CPC(LOCAL). This 
policy and any accompanying procedures shall be distributed annually in the employee and student 
handbooks.  
 
Copies of the policy and procedures shall be posted on the District’s Web site, to the extent practicable, and 
shall be readily available at each campus and the District’s administrative offices.  
 
DISTRICT ACTION BULLYING DISCIPLINE CORRECTIVE ACTION TRANSFERS COUNSELING 
IMPROPER CONDUCT CONFIDENTIALITY APPEAL RECORDS RETENTION ACCESS TO POLICY 
AND PROCEDURES 

Hazing 
Policy FNCC 
 
Students must have prior approval from the principal or designee for any type of “initiation rites” of a school 
club or organization. While most initiation rites are permissible, engaging in or permitting “hazing” is a 
criminal offense. Any teacher, administrator, or employee who observes a student engaged in any form of 
hazing, who has reason to know or suspect that a student intends to engage in hazing, or has engaged in 
hazing must report that fact or suspicion to the designated campus administrator. 
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Principals, Directors, Teachers, and Office Staff 

Safety  

INTRODUCTION/OVERVIEW 

On the job accident prevention is the responsibility of all the district’s employees. It is the further responsibility of 
each employee to correct or report any unsafe condition or practice that he or she may observe. 

Each supervisor is responsible for prevention of accidents to employees working under his/her supervision. It is the 
supervisor’s responsibility to train these employees to enable them to work safely and efficiently. 

GENERAL SAFETY RULES 

The following are some important general safety rules that each employee is required to follow, regardless of work 
assignments. 

1. Lifting improperly is a major factor of the tremendous number of claims for back injuries. The following 
procedures should be followed: 

a. Size up the load; make sure it is stable and balanced. Test the weight to ensure you can lift it yourself. 

b. Plan the job. Ensure that your path of travel is clear and that you have identified the location where you will 
place the load. 

c. Establish a good base of support. Use a wide balanced stance with one foot ahead of the other. 

d. Bend your knees and get as close to the object as possible. Lift with your legs and not your back. 

e. Get a good grip on the object to be lifted. Make sure you can maintain your hold throughout the lift and won’t 
have to adjust your hands later. 

f. Lift gradually, don’t jerk, but use a slow steady movement. 

g. Keep the load close while carrying; this prevents you from arching your back and adding additional stress to 
your back. 

h. Pivot; don’t twist when you need to change directions. Move your feet in the direction of the lift. 
Twisting is especially harmful for your back. 

i. If the load is too heavy, either enlist another helper or use a mechanical device. 

2. Good housekeeping is an aid to safety. All employees shall keep tools, equipment, and work areas clean and 
orderly. 
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3. Keep aisles, stairways, and exits clear of boxes and other tripping hazards. Do not obstruct exits. 

4. Clean spills immediately. Mark the spill if you must leave to retrieve assistance or additional supplies. 

5. Each employee should know the location of fire extinguishers in their work area. The area in front of a fire 
extinguisher should be kept clear for ready access. (There should be a 36-inch clearance around fire 
extinguishers.) Employees should not fight fires that are beyond their fire training and limitations of the 
available firefighting equipment. When in doubt, call professional help and evacuate to a safe area. 

6. Gasoline will not be used as a washing or cleaning fluid. When cleaning solvent is required, use an approved 
cleaning solvent. 

7. Material will be stored in a safe and orderly fashion. Flammable liquids should be stored in an approved 
Flammable Storage Cabinet. 

8. Any employee, while on duty or on district property, who possesses, sells, or receives any illegal drug or who 
is under the influence of drugs or alcohol, will be discharged and, in appropriate situations, referred to law 
enforcement authorities. 

9. Tobacco products will not be allowed at any facility or in a school vehicle. (Texas State Law: Local School 
Board Policy “GKD.”) 

10. Use caution when opening doors which serve two-way pedestrian traffic. 

11. Use a step ladder or a step stool for reaching above shoulder height. Never stand on the cap of a ladder. 

12. While in a district vehicle, seat belts are required to be worn at all times. Do not disable airbags unless you 
have written permission from your supervisor. 

13. Do not operate machinery that you are not familiar with and have not been trained to use. 

14. Inspect all tools and equipment prior to use to ensure they are in working order and do not present a hazard. 

15. After use, put all tools/or equipment back in their proper place. 

16. Disconnect all electrical cords by grasping the plug and carefully disengaging; never yank by the cord. If an 
electrical cord is frayed or wires are exposed, remove it from service. 

17. Use handrails when using the stairways. Never take more than one stair at a time. 

18. Only qualified, designated employees should work on electrical wiring and equipment. 

19. Horseplay or practical jokes will not be tolerated. 

20. Material Safety Data Sheets must be available, at the point of use, to any person who requests this 
information. 

21. Report all unsafe or broken tools and equipment to your supervisor. Mark the tool or equipment so that no one 
else will use. 

22. Observe all warning signs, safety bulletins, and posters. 

23. Do not do any job that appears unsafe; ask your supervisor for guidance. 

       24.  Report all accidents to your supervisor. 

The following are some important general professional and administrative staff safety rules that each employee 
is required to follow: 

1. Furniture, desks, chairs, file cabinets, etc., should be kept in safe condition and positioned so drawers do not 
open into walkways or halls. 

2. Items such as pens, pencils, and scissors stored on top of the desk should be placed with the pointed ends 
facing down. 
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3. Desk and file cabinet drawers should not be left open. 

4. File cabinet drawers should be opened one at a time, and lower drawers should hold the heaviest load. 

5. Furniture should never be used as stools or ladders. 

6. Walkways, aisles, halls, and stairways should be kept clear of obstructions. 

7. Never carry a load that is so high it blocks your view while walking. 

8. When climbing or descending stairs stay to the right, always use the handrail to maintain balance, anddo not 
carry any materials that obstruct your view. 

9. Do not attempt to move heavy objects. Get assistance from other personnel or a mechanical device. 

Office machines should be double insulated or grounded with ground wires or three-prong plugs. 

10. Do not attempt to make any electrical repairs on equipment or electrical cords. If electrical cords arefrayedor 
wires are exposed, remove them from service. 

11. Electrical extension cords should be three-wire, ground type. Ensure they are not placed where they may cause 
a tripping hazard. Extension cords should only be used as a temporary electrical solution. 

12. Store supplies in an orderly fashion. Heavier items should be stored waist high or lower. Light items can be 
stored on upper shelves. 

13. Never burn candles. 

14. Flammable liquids should be stored in approved Flammable Liquid Storage Cabinets. 

15. Room doors which open into hallways should be opened slowly. 

16. Personnel operating office equipment should be trained before operating equipment. 

17. Employees should be trained in how to use portable fire extinguishers and should be familiar with building 
evacuation procedures. (See fire controls and emergency preparedness and evacuation plan.) 

18. All employees should know the location of the nearest first aid kit. 

Office machines should be double insulated or grounded with ground wires or three-prong plugs. 

19. Do not attempt to make any electrical repairs on equipment or electrical cords. If electrical cords arefrayedor 
wires are exposed, remove them from service. 

20. Electrical extension cords should be three-wire, ground type. Ensure they are not placed where they may cause 
a tripping hazard. Extension cords should only be used as a temporary electrical solution. 

21. Store supplies in an orderly fashion. Heavier items should be stored waist high or lower. Light items can be 
stored on upper shelves. 

22. Never burn candles. 

23. Flammable liquids should be stored in approved Flammable Liquid Storage Cabinets. 

24. Room doors which open into hallways should be opened slowly. 

25. Personnel operating office equipment should be trained before operating equipment. 

26. Employees should be trained in how to use portable fire extinguishers and should be familiar with building 
evacuation procedures. (See fire controls and emergency preparedness and evacuation plan.) 

27. All employees should know the location of the nearest first aid kit. 
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AG SHOP SAFETY RULES 

Working in AG Shops involves extensive contact with tools and machinery. These precautions will help make the AG                  
Shop workplace a safer place: 

1. Install all electrical devices according to National Electric Code. 

2. Install all machinery according to the manufacturers specifications. 

3. Keep all tools and equipment adjusted or fitted according to specifications. 

4. Use tools and equipment skillfully. 

5. Provide proper storage for tools, materials, fuels, chemicals, and waste material. 

6. Keep moving parts properly guarded. 

7. Avoid area where objects may fall. 

8. Avoid the flight path of objects that could be discharged from machinery. 

9. Protect eyes, face, feet, and hands with the use of approved personal protective at all times. 

10. Use caution to avoid creating hazards for others. 

11. Read all precautions. 

12. Report unsafe conditions immediately to your supervisor. 

 
ERGONOMICS 

Maintaining a workstation in a manner that eliminates awkward positions is important for employee health. 

1. Workstations should be arranged so that the most frequently used items can be accessed without stretch reach. 

2. Phone headsets are recommended for personnel who use the phone extensively. 
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3. Computer monitors should be arranged with the top of the monitor at eye level. 

4. Desk chairs should provide lumbar support and be adjustable so that the employee’s feet can touch the ground 
or foot rest for adequate support. 

5. Computer keyboards should be located so that bending of the wrist is not required to access the keys. A wrist 
rest may be necessary if the edge of the keyboard tray or desk is sharp and places pressure on the wrist. 

6. If working at a computer workstation for long periods of time, periodically stop and stretch the muscles in 
your back, neck, shoulders, arms, and hands. 

7. Keep the area under your desk free from cords, purses, and other storage; these can be a tripping hazard. 

LADDERS 

1. Completely inspect all ladder hardware and fittings before each use. 

2. Inspect all ropes and cables and replace them if defective. 

3. Do not use defective ladders; report them immediately to your supervisor. 

4. Portable ladders are designed as one-man working ladders based on a 200-pound load. Do not load a ladder 
more than the rated limits. 

5. Do not use metal ladders while working near electrical wires or electrical equipment. Use a wood or fiberglass 
ladder. 

6. Be sure your shoes are free of any material which could cause you to slip while climbing. 

7. Set the ladder base firmly on the ground or floor. Ladders must not be placed on boxes, barrels, or other 
unstable bases. 

8. Maintain three-point contact by keeping two hands and one foot, or two feet and one hand on the ladder at all 
times. 

9. Do not climb a ladder if you are ill or afraid of heights. 

10. Do not paint wooden ladders; this hides possible cracks. Use linseed oil instead. 

11. Do not store wooden ladders where they will be exposed to the elements; store them where there is good 
ventilation. 

12. Do not use a ladder which has been tagged “Dangerous — Do Not Use.” 

13. Do not climb a ladder behind an unlocked door, doorway, or without someone standing guard. 

 

The following rules apply to straight extension ladders. 

1. Never stand above the top three rungs. 

2. Secure the ladder to prevent it from slipping or falling by tying it off to a fixed object at the top at both rails or 
to a proper sized single support attachment. Choose a ladder equipped with non-slip safety feet. Since the 
ladder usually must be climbed to secure the top, someone should stand at the bottom and hold the ladder 
while this is being done. If the job is of short duration, it may not be feasible to tie the top. If this is the case, 
the ladder should be held by another person until the job is completed and the person is safely on the ground. 
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Only when the top is secured should someone work from the ladder alone. When ladders with no safety feet 
are used on hard, slick surfaces, a foot ladder board or cleat should be used against the base. 

3. Do not reach out from a ladder, even when it is being held. Move the ladder instead. 

4. Keep your shoes and the ladder rungs free from grease, mud, ice, etc. Clean oily or greasy ladders with a 
safety solvent, or steam clean. 

5. Do not use ladders or ladder sections upside down. Always use right side up. The extension ladder should 
always be erected so that the upper section is resting on the bottom section. 

6. When working from a position on the ladder, always brace your knees against the side rails near the end of the 
ladder rungs to increase stability. 

7. Do not climb ladders when wearing high heels, sandals, or thongs. 

8. Position straight ladders so that the base of the ladder is a distance equal to one-fourth the vertical height (one 
foot out for every four feet of height) away from the wall. If the ladder is too close, it can tip backwards. If it 
is too far away, the ladder may break or slide downwards. 

9. Ladders must be 3 !4 feet taller than the building top. 

The following safety rules pertain to step ladders. 

1. Select a step ladder tall enough to reach the work. Never stand on the top two steps or on the bucket shelf. 

2. Be sure the step ladder is fully spread and the spreaders are locked; be sure that the spreader is not bent or 
loose. 

3. The bracing on the back legs of a step ladder is designed for stability and not for climbing. 

4. Always have someone hold your step ladder if you are climbing higher than four feet. 
 

MOTOR VEHICLE SAFETY RULES 

The following are some important, general motor-vehicle-operation safety rules that each employee is required to 
follow: 

1. Concentrate on driving. A good driver dismisses all worries or anger when operating a vehicle. 

2. Never press for the right of way. Always yield to avoid an accident. 

3. Always limit vehicle speed so there is clear space and time for an emergency stop. Remember that at high 
speed, drivers have less time to think and react in an emergency and a far greater distance is required to stop. 

4. Slowdown in heavy traffic or densely populated areas. 

5. Adjust speed for low visibility or adverse weather conditions. 

6. Slow down at intersections or curves. Use appropriate signals well in advance of any action. 

7. When driving in city traffic, be alert for mistakes or unexpected actions of others, drive more slowly, and keep 
alert for pedestrians and cross traffic. 

8. Before stopping or changing directions, plan ahead of time, signal early, and slow down gradually to give 
drivers following a chance to change pace and react accordingly.Avoid “tailgating.” Use a safe following 
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distance. 

9. Use extra caution and slow vehicle when approaching children at play or when passing through 
school zones. 

10. Keep alert at railroad crossings. Make sure you have a clear view of the tracks. School buses must 
stop at all railroad crossings. 

11. When driving at night, keep the windshield clean, keep to the right, avoid looking into the headlights 
of oncoming vehicles, and use lower beam. 

12. Drive at speeds which permit stopping within visibility range of your headlights. 

13. Keep headlight beams depressed to reduce the reflected glare caused by fog, rain, or wet pavement. 

14. Vehicles should be parked off the traveled way where they will not interfere with normal flow of 
traffic and will not obstruct the view of other drivers. 

15. When parking, put transmission in lowest gear or in park, set parking brake firmly, turn the front 
wheels toward the curb. 

16. Engines are to be stopped, ignition keys removed, and the doors locked when the operator leaves the 
vehicle unattended. 

17. All persons riding inside a vehicle shall use seat belts, when provided and required by law. 

18. Perform a pre-trip inspection. This includes checking the following: 

a. Directional signals. 

b. Lights and warning reflectors. 

c. Safety belts. 

d. Tires, including spare, if provided. 

e. Windshield wipers. 

f. Heater and defroster. 

g. Horn. 

h. Fire extinguisher, if provided. 

i. Rear view mirrors. Inside and outside. 

j. Safety equipment, flares, flags, chock blocks, chains. 

k. Brakes and related equipment. 

l. Steering mechanism. 

m. Muffler and exhaust system. 

19. When a vehicle is returned to the facility, a post trip inspection is required. 

20. Always consider proper loading and proper load distribution as factors in safe driving. 

21. Tools and equipment placed in cars or truck cabs shall be stored in such a manner as not to 
interfere with vision or in any way interferes with the proper operation of the vehicle. Any 
equipment or materials being transported in the bed of the truck should be secured. 

22. Nothing shall be stored on the rear window ledge of any vehicle. 

23. When entering, exiting, or dismounting from a vehicle, watch footing to avoid slipping or falling. 
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Never attempt to enter, exit, or dismount from a vehicle while it is moving. 

24. Trailer, tool boxes, and trailer mounted machinery should be hitched to the towing truck with safety 
chains, in addition to the towing eye fastening. 

25. No person shall be permitted to ride in or on trailer mounted equipment while it is being towed. 

26. Trailer mounted equipment shall be towed at a speed reasonable under the conditions and with due 
regard for safety. 

27. When backing a trailer, someone must be behind the trailer providing directions. 

28. Slow moving vehicle signs (inverted triangle) must be used on tractors, slow moving vehicles, and 
equipment (maximum speed 25 miles per hour). 

29. No one shall drive a vehicle or operate a piece of equipment that is defective. 

30. If involved in an injury accident, your first duty is to provide safety for students. Do not attempt 
anything beyond making the injured comfortable and providing emergency first aid. Send someone 
for medical help. 

31. In the event of an accident, all employees must contact their supervisor immediately. Any driver 
involved in an accident may be subject to a drug and alcohol test. 

32. Never take drugs or strong medications before driving. Remember that drugs, illness, or extreme 
fatigue may affect your ability to judge distances, speed, and driving conditions, and slow your 
reaction time. 

33. Do not hang items from the rear view mirror of vehicles. 

34. Ear protection is required for heavy equipment operators when there is a noise hazard to the ear. 

35. Emergency/hazard warning lights should be used when vehicles are operating (or parking) under 
conditions that might interfere with other vehicle traffic. 

36. Do not operate, nor instruct other employees to operate, an unsafe vehicle or equipment. 

37. Drivers of vehicles transporting loose materials such as dirt, sand, gravel, sludge, or other material 
that can blow (or spill) off the vehicle shall cover the material with canvas or otherwise secure it as 
appropriate. 

 

PHYSICAL SCIENCE SAFETY RULES 

The following are some important general physical science lab personnel safety rules that each employee is required                 
to follow: 

1. Know the location of the fire extinguisher, fire blanket, and first aid kit, and how to use each in case of an 
emergency. 

2. In the event that clothing should catch fire, DO NOT RUN! Drop to the floor and roll. Observers should help 
extinguish the flames with a blanket or wet towel. 

3. Always wear proper protective equipment when working with chemicals. 

4. Flammable liquids should not be stored near an open flame. They should be stored in a Flammable Liquid 
Storage Cabinet. 

671 
 



 

 

5. When diluting acids, always pour the acid into the water. Never pour water into acid. 

6. Jewelry, neckties, and loose clothing should not be worn when working in the laboratory. Long hair should 
also be tied back. 

7. All water, gas, and electrical outlets should be turned off when not in use. 

8. Safe laboratory practices should be followed during all experiments. 

9. All protective equipment should be checked and maintained at each use. 

10. A physical inspection of each chemical should be done to ensure against defective containers and improper 
labeling. 

11. Storage and disposal of excess chemical and empty containers must be in accordance with the label. 

12. A list of hazardous chemicals found in the laboratory and classroom must be compiled and maintained. 

13. Maintain the most current Material Safety Data Sheet for each hazardous chemical. These sheets should be 
made readily available to students and employees. 

14. Report the purchase of all chemicals to the proper authorities so that an MSDScan be obtained. 

15. Chemical containers should not be used to store anything other than the originalcontents; nor should 
chemicals be stored in unmarked containers. 

SPECIAL NEEDS CLASSROOMS SAFETY RULES 

1. Follow all Crisis Prevention Intervention (CPI) Training. 

2. Furniture, desks, chairs, etc. should be kept in safe working condition. 

3. Do not attempt to lift students from the floor without help. 

4. Never turn your attention away from a known hostile student. 

5. Always have at least two staff members in all special needs classrooms; whenever possible. 

6. Get help when attempting a manual student transfer. 

7. Always use a gait belt when making student transfers. 

8. Use proper lifting devices whenever the transfer is too complicated for the two-person lift. 

9. Size up the task at hand, if too big for one person, GET HELP. 

10. Always use universal precautions when assisting a student to the restroom. 
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Food Service Safety Manual 

INTRODUCTION/OVERVIEW 

On the job accident prevention is the responsibility of all the district’s employees. It is the further responsibility of 
each employee to correct or report any unsafe condition or practice that he or she may observe. 

Each supervisor is responsible for prevention of accidents to employees working under his/her supervision. It is the 
supervisor’s responsibility to train these employees to enable them to work safely and efficiently. 

GENERAL SAFETY RULES 

The following are some important general safety rules that each employee is required to follow, regardless of work 
assignments. 

Lifting improperly is a major factor of the tremendous number of claims for back injuries. The following procedures 
should be followed: 

● Size up the load; make sure it is stable and balanced. Test the weight to ensure you can lift it yourself. 

● Plan the job. Ensure that your path of travel is clear and that you have identified the location where you will 
place the load. 

● Establish a good base of support. Use a wide balanced stance with one foot ahead of the other. 

● Bend your knees and get as close to the object as possible. Lift with your legs and not your back. 

● Get a good grip on the object to be lifted. Make sure you can maintain your hold throughout the lift and won’t 
have to adjust your hands later. 

● Lift gradually, don’t jerk, but use a slow steady movement. 

● Keep the load close while carrying; this prevents you from arching your back and adding additional stress to 
your back. 

● Pivot; don’t twist when you need to change directions. Move your feet in the direction of the lift. 
● Twisting is especially harmful for your back. 

● If the load is too heavy, either enlist another helper or use a mechanical device. 

1. Good housekeeping is an aid to safety. All employees shall keep tools, equipment, and work areas clean and 
orderly. 

2. Keep aisles, stairways, and exits clear of boxes and other tripping hazards. Do not obstruct exits. 

3. Clean spills immediately. Mark the spill if you must leave to retrieve assistance or additional supplies. 

4. Each employee should know the location of fire extinguishers in their work area. The area in front of a fire 
extinguisher should be kept clear for ready access. (There should be a 36-inch clearance around fire 
extinguishers.) Employees should not fight fires that are beyond their fire training and limitations of the 
available firefighting equipment. When in doubt, call professional help and evacuate to a safe area. 

5. Gasoline will not be used as a washing or cleaning fluid. When cleaning solvent is required, use an approved 
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cleaning solvent. 

6. Material will be stored in a safe and orderly fashion. Flammable liquids should be stored in an approved 
Flammable Storage Cabinet. 

7. Any employee, while on duty or on district property, who possesses, sells, or receives any illegal drug or who 
is under the influence of drugs or alcohol, will be discharged and, in appropriate situations, referred to law 
enforcement authorities. 

8. Tobacco products will not be allowed at any facility or in a school vehicle. (Texas State Law: Local School 
Board Policy “GKD.”) 

9. Use caution when opening doors which serve two-way pedestrian traffic. 

10. Use a step ladder or a step stool for reaching above shoulder height. Never stand on the cap of a ladder. 

11. While in a district vehicle, seat belts are required to be worn at all times. Do not disable airbags unless you 
have written permission from your supervisor. 

12. Do not operate machinery that you are not familiar with and have not been trained to use. 

13. Inspect all tools and equipment prior to use to ensure they are in working order and do not present a hazard. 

14. After use, put all tools/or equipment back in their proper place. 

15. Disconnect all electrical cords by grasping the plug and carefully disengaging; never yank by the cord. If an 
electrical cord is frayed or wires are exposed, remove it from service. 

16. Use handrails when using the stairways. Never take more than one stair at a time. 

17. Only qualified, designated employees should work on electrical wiring and equipment. 

18. Horseplay or practical jokes will not be tolerated. 

19. Material Safety Data Sheets must be available, at the point of use, to any person who requests this 
information. 

20. Report all unsafe or broken tools and equipment to your supervisor. Mark the tool or equipment so that no one 
else will use. 

21. Observe all warning signs, safety bulletins, and posters. 

22. Do not do any job that appears unsafe; ask your supervisor for guidance. 

23. Report all accidents to your supervisor. 

FOOD SERVICE SAFETY RULES 

The following are some important general food service safety rules that each employee is required to follow: 

1. Keep floors free from wet spots and debris. Wipe up spills immediately and until the floor is completely dry, 
use a “wet floor” safety sign. Keep all equipment clean. 

2. Walk, never run. Rushing is especially hazardous when carrying hot foods, dishes, and glassware. 

3. Closed-toe slip-resistant shoes should be worn at all times. 

4. Report injuries and near misses to the manager. 

5. A school kitchen is no place for horseplay and practical jokes. 

6. Know the location of the nearest fire extinguisher and emergency exit. Know your school’s emergency 
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evacuation plan. 

7. Use equipment only after you have received proper instruction. Never talk to others or allow yourself to be 
distracted while you are operating equipment, especially the meat slicer and mixer. 

8. Use carts to move large quantities of food rather than carrying by hand. Never obstruct your view by 
overloading mobile carts. If necessary, ask for help in moving or lifting heavy loads. Use proper lifting 
techniques. 

9. Guide a baker’s rack by walking beside it rather than in front or behind it. Be sure to have good visibility when 
moving the rack. 

10. Use dry cloth, mitts, or potholders to pick up hot receptacles. Have an area clean for placing hot items. 

11. Never pour boiling liquids into glass jars, plastic, or foam containers. 

12. Before cleaning steam tables or electrically powered machines, make certain that the steam and/or electricity 
has been shut off and equipment is cool enough to handle. Ovens and stoves should also be allowed to cool 
before cleaning. 

13. Remove the cover from a pot or pan so that the steam will be directed away from you; stand to the side when 
opening oven doors, steamer doors, or the lids to kettles and braising pans. Also be sure that the surrounding 
area is clear of other people whenever steam is to be released. The contents and/or liquids must be removed 
with extreme care. 

14.   Shut off the switch and pull the plug before cleaning any electrical appliance, stationary or portable. Wait 
until the machine comes to a full stop. 

15.   Sharp knives and glass objects should never be placed in any sink. A specific place should be designated to 
put soiled knives for washing. Sharp knives must be placed point down in dishwasher racks. 

16.   Return knives to their proper place with points and blades to the rear. Racks or sheaths should be provided and 
used. 

17.   Handle open cans with care. Never open cans with a knife. Use care when discarding can lids. 

18.   Discard broken glass, can lids, or other sharp refuse into special containers and not with regular trash. 

19.   Store heavy utensils or stacks of dishes flat on the middle storage shelves for safer handling and so that they 
will not jar off. 

20.   Place cooking utensils so handles do not protrude beyond the edge of the range or table. 

21.   Guards on kitchen equipment are for your protection and should never be removed except for cleaning and 
then immediately replaced. Inform co-workers when the guards are off the equipment. 

22.    Keep oven doors closed when not in use. 
23.   Special care should be used when lighting equipment with pilots. 

● Oven doors should be opened before lighting burners. 

● If any odor of gas is detected, let it fully escape before striking a match. 

● Always light the match before turning on the gas. 

● At the end of the day, the person using any piece of gas-fired equipment must inspect it carefully to 
ensure that all jets are properly closed. 

24. If the smell of gas is present when entering the kitchen, do not turn on the lights, and call maintenance for 
assistance. 

25. Fill pans no more than 2/3 full. 
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26. Use care in handling produce crates to avoid slivers, nails, or jagged wires. 

27. Keep all crates and boxes off the floor and away from walkways. 

28. Cover all containers when stored in coolers or storage spaces. 

29. Observe cleanliness rules and wash hands thoroughly. 

30. Avoid wearing jewelry, necklaces, or loose clothing while working around rotating machinery. 

31. Use a step stool or ladder for reaching above shoulder height. Never stand on stacked boxes, cans, shelving, 
chairs, etc. 

32. CPR and choking posters must be posted in the cafeteria. 

33. Never leave greasy pans in the oven. 

34. Never melt fat in its original container or in shallow pans. 

● If it is full, it may run over and cause a burn or start a fire. 

● Raw grease against coils in a deep-fat-fryer can catch fire. 

35. A buildup of grease can present a fire hazard. Clean grease off equipment, such as stove tops, hoods, drip pans, 
cooking pans, and utensils. 

KITCHEN EQUIPMENT 

Accidents can happen easily when a tool is used incorrectly. Pay close attention to what you are doing and to what is                      
going on around you. 

1. Unplug electrical equipment before cleaning. Use caution when removing hot items from appliances. 

2. The meat slicer should be unplugged when not in use and when being cleaned. Use the slicer only with safety 
guards. When the slicer is not in use, the thickness gauge is to be set at zero. 

3. Keep hands and utensils out of the mixing bowl while it is in operation. Begin mixing at the lowest speed and, 
when the mixing is completed, return it to the lowest speed. 

4. Gas and electric ovens can be extremely hazardous. 

● Keep hands off the tops and sides of ovens when in use because of the heat. 

● Always make sure the pilot light is on before turning on gas. 

● Clean ovens when they are cool and turned off. 

● Keep water away from electric cords. 

● Ventilate a gas oven several minutes before striking a match. Then strike the match and place to the jet before 
turning it on. Open the gas slowly to avoid blowing the match out prematurely. 

● If gas is smelled when opening the kitchen in the early morning, leave the lights off, and call maintenance to 
inspect the premises. 

5. Steam tables are another source of heat, so be careful not to touch them when they are in use. Always use hot 
pads when lifting hot pans from the steam table to the oven. 

6. Knives can be dangerous whether sharp or dull. 

7. It is best to use sharp knives so less pressure has be to exerted by the user and the likelihood of slippage is 
decreased. Cut resistant gloves may be useful. 
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8. Knives should be handled carefully, even when the task is done. For example, knives should be placed (rather 
than tossed). Never put knives into water. 

9. The person using the knife should also wash, dry, and store the knife when finished with it. 

10. A knife should be passed handle first, or, if possible, placed on the counter and slid across to the other user. 

11. If you drop a knife, let it fall rather than trying to catch it. 

12. The food processor must be unplugged when not in use and when it is being cleaned. Its blades are sharp and                     
must be handled cautiously. Never use hands to feed foods into the processor; use the food plunger with light                   
pressure (not force). 

13. Vent-a-hoods are to be on during all kitchen operations. 

14. Use the appropriate size of ladder to clean the hoods. 

15. Always have assistance when removing and replacing hood filters. 

16. Oven cleaner blackens aluminum; therefore, never use this product on the vent-a-hood vents. 

17. Have plenty of ventilation when spraying inside the hoods. 

KITCHEN STOREROOM SAFETY 

Good storeroom safety rules are effective only when put into practice. 

● Use a ladder that is the appropriate size for the job. 

● Ensure storage shelves are well supported to hold weight of canned goods and other food items. 

● Place those items used most frequently at waist height for ease of access. Do not store heavy items above waist height. Use the top 
shelf as little as possible and only store lightweight items there. 

● Store chemicals separate from the food storeroom and food production areas. 

● Keep storeroom well lit. 

● Keep floor clean, dry, and free from clutter. 

● Keep aisles clear of objects. Put groceries and equipment away as soon as possible. 

LADDERS 

1. Completely inspect all ladder hardware and fittings before each use. 

2. Inspect all ropes and cables and replace them if defective. 

3. Do not use defective ladders; report them immediately to your supervisor. 

4. Portable ladders are designed as one-man working ladders based on a 200-pound load. Do not load a ladder 
more than the rated limits. 

5. Do not use metal ladders while working near electrical wires or electrical equipment. Use a wood or fiberglass 
ladder. 

6. Be sure your shoes are free of any material which could cause you to slip while climbing. 

7. Set the ladder base firmly on the ground or floor. Ladders must not be placed on boxes, barrels, or other 
unstable bases. 
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8. Maintain three-point contact by keeping two hands and one foot, or two feet and one hand on the ladder at all 
times. 

9. Do not climb a ladder if you are ill or afraid of heights. 

10. Do not paint wooden ladders; this hides possible cracks. Use linseed oil instead. 

11. Do not store wooden ladders where they will be exposed to the elements; store them where there isgood 
ventilation. 

12. Do not use a ladder which has been tagged “Dangerous — Do Not Use.” 

13. Do not climb a ladder behind an unlocked door, doorway, or without someone standing guard. 

The following rules apply to straight extension ladders: 

1. Never stand above the top three rungs. 

2. Secure the ladder to prevent it from slipping or falling by tying it off to a fixed object at the top at both rails or 
to a proper sized single support attachment. Choose a ladder equipped with non-slip safety feet. Since the 
ladder usually must be climbed to secure the top, someone should stand at the bottom and hold the ladder while 
this is being done. If the job is of short duration, it may not be feasible to tie the top. If this is the case, the 
ladder should be held by another person until the job is completed and the person is safely on the ground. Only 
when the top is secured should someone work from the ladder alone. When ladders with no safety feet are used 
on hard, slick surfaces, a foot ladder board or cleat should be used against the base. 

3. Do not reach out from a ladder, even when it is being held. Move the ladder instead. 

4. Keep your shoes and the ladder rungs free from grease, mud, ice, etc. Clean oily or greasy ladders with a safety 
solvent or steam clean. 

5. Do not use ladders or ladder sections upside down. Always use right side up. The extension ladder should 
always be erected so that the upper section is resting on the bottom section. 

6. When working from a position on the ladder, always brace your knees against the side rails near the end of the 
ladder rungs to increase stability. 

7. Do not climb ladders when wearing high heels, sandals, or thongs. 

8. Position straight ladders so that the base of the ladder is one foot out for every four feet of height to the point of 
support. 

9. Ladders must be 3 !4 feet taller than the building top. 
 
The following rules apply to step ladders: 

1. Select a step ladder tall enough to reach the work. Never stand on the top two steps or on the bucket shelf. 

2. Be sure the step ladder is fully spread and the spreaders are locked; be sure that the spreader is not bent or 
loose. 

3. The bracing on the back legs of a step ladder is designed for stability and not for climbing. 

4. Always have someone hold your step ladder if you are climbing higher than four feet 
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 MOPPING PROCEDURES 

1. Wring out excess water from the mop to eliminate extra weight in the mop and to avoid leaving excess 
water on the floor. 

2. Mop in an “S” motion (instead of back and forth in a sweeping motion) to relieve the back from excessive 
strain. 

3. Use the proper cleaning agents designed for floors. This will prevent residue from building up on the 
floors and creating a slippery surface. 

4. Put up “wet floor” signs while mopping and until the floor is dry. 
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Maintenance Safety Manual 

INTRODUCTION/OVERVIEW 

On the job accident prevention is the responsibility of all the district’s employees. It is the further responsibility of 
each employee to correct or report any unsafe condition or practice that he or she may observe. 

Each supervisor is responsible for prevention of accidents to employees working under his/her supervision. It is the 
supervisor’s responsibility to train these employees to enable them to work safely and efficiently. 

GENERAL SAFETY RULES 

The following are some important general safety rules that each employee is required to follow, regardless of 
work assignments. 

01. Lifting improperly is a major factor of the tremendous number of claims for back injuries. The following 
procedures should be followed: 

● Size up the load; make sure it is stable and balanced. Test the weight to ensure you can lift it yourself. 

● Plan the job. Ensure that your path of travel is clear and that you have identified the location where you will 
place the load. 

● Establish a good base of support. Use a wide balanced stance with one foot ahead of the other. 

● Bend your knees and get as close to the object as possible. Lift with your legs and not your back. 

● Get a good grip on the object to be lifted. Make sure you can maintain your hold throughout the lift and won’t 
have to adjust your hands later. 

● Lift gradually, don’t jerk, but use a slow steady movement. 

● Keep the load close while carrying; this prevents you from arching your back and adding additional stress to 
your back. 

● Pivot; don’t twist when you need to change directions. Move your feet in the direction of the lift. 
● Twisting is especially harmful for your back. 

● If the load is too heavy, either enlist another helper or use a mechanical device. 

02. Good housekeeping is an aid to safety. All employees shall keep tools, equipment, and work areas clean and 
orderly. 

03. Keep aisles, stairways, and exits clear of boxes and other tripping hazards. Do not obstruct exits. 

04. Clean spills immediately. Mark the spill if you must leave to retrieve assistance or additional supplies. 

05. Each employee should know the location of fire extinguishers in their work area. The area in front of a fire 
extinguisher should be kept clear for ready access. (There should be a 36-inch clearance around fire 
extinguishers.) Employees should not fight fires that are beyond their fire training and limitations of the 
available firefighting equipment. When in doubt, call professional help and evacuate to a safe area. 
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06. Gasoline will not be used as a washing or cleaning fluid. When cleaning solvent is required, use an approved 
cleaning solvent. 

07. Material will be stored in a safe and orderly fashion. Flammable liquids should be stored in an approved 
Flammable Storage Cabinet. 

08. Any employee, while on duty or on district property, who possesses, sells, or receives any illegal drug or who 
is under the influence of drugs or alcohol, will be discharged and, in appropriate situations, referred to law 
enforcement authorities. 

09. Tobacco products will not be allowed at any facility or in a school vehicle. (Texas State Law: Local School 
Board Policy “GKD.”) 

10. Use caution when opening doors which serve two-way pedestrian traffic. 

11. Use a step ladder or a step stool for reaching above shoulder height. Never stand on the cap (top two steps) of 
a ladder. 

12. While in a district vehicle, seat belts are required to be worn at all times. Do not disable airbags unless you 
have written permission from your supervisor. 

13. Do not operate machinery that you are not familiar with and have not been trained to use. 

14. Inspect all tools and equipment prior to use to ensure they are in working order and do not present a hazard. 

15. After use, put all tools/or equipment back in their proper place. 

16. Disconnect all electrical cords by grasping the plug and carefully disengaging; never yank by the cord. If an 
electrical cord is frayed or wires are exposed, remove it from service. 

17. Use handrails when using the stairways. Never take more than one stair at a time. 

18. Only qualified, designated employees should work on electrical wiring and equipment. 

19. Horseplay or practical jokes will not be tolerated. 

20. Material Safety Data Sheets must be available, at the point of use, to any person who requests this 
information. 

21. Report all unsafe or broken tools and equipment to your supervisor. Mark the tool or equipment so that no one 
else will use. 

22. Observe all warning signs, safety bulletins, and posters. 

23. Do not do any job that appears unsafe; ask your supervisor for guidance. 

24. Report all accidents to your supervisor. 
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BUILDING MAINTENANCE SAFETY RULES 

The following are some important general building maintenance personnel safety rules that each employee is required                
to follow: 

AIR COMPRESSORS 

Air compressors must have their flywheel and drive pulley fully enclosed. 

COMPRESSED AIR 

01. Beware of compressed air, it can be dangerous. Alternate methods of cleaning surfaces should be sought. 

02. Compressed air should never be used to blow debris from a person. 
03. The downstream pressure of compressed air must remain at a pressure level below 30 PSI whenever the 

nozzle is dead-ended and then only when effective chip guarding and personal protective equipment are used. 

COMPRESSED GAS CYLINDERS 

01. Compressed gas cylinders can become extremely dangerous if mishandled or if the valve is broken off the top. 
02. They must be stored away from direct sunlight, out of extreme heat, and in an area that is properly ventilated. 

03. The cylinders should be kept in racks or stands or set in an upright position. 

04. They should also be leashed or chained to prevent them from falling over. 

05. Protective caps must be installed on all cylinders, whether empty or full, when they are not being used. 

06. Never drop a gas cylinder. 

07. Empty and full cylinders should be separated and appropriately marked. 

ELECTRICAL EQUIPMENT 

01. Office machines should be grounded if they are equipped with a ground wire or three-prong plug. New 
equipment should have grounded connections. 

02. Electrical cords and plugs should be in safe repair. Check for loose plugs, worn insulation, and defective 
outlets. Any frayed cords or those exposing wiring should be removed from service. 

03. If an adapter must be used to insert a grounded plug into an ungrounded receptacle, attach the pigtail to a 
grounded object. 

04. Electrical extension cords should be 3-wire grounded type. They should be arranged so as not to cross                 
walkways. Extension cords should not be used as a permanent wiring solution, but only as a temporary                 
measure. 

05. Wall outlets should not be overloaded by connecting additional appliances with adapters or extension cords. 

06. Only licensed electricians or qualified personnel should attempt any electrical repairs. 
ELECTRIC HAND DRILLS 

01. Use only sharp, straight bits of the size intended for the machine. 
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02. Keep eyes away from electrical hand tool cooling air vents; wear an eye shield or goggles to keep dust from 
being blown into the eyes. 

03. Severe injury may result if a live or coasting bit gets hold of a piece of clothing. 

04. When using attachments, follow the instructions. 

05. Do not try to hold small pieces of material with the fingers. 

06. Always use the screwdriver attachment in such a way that it cannot injure the operator if it slips off the work. 

ELECTRICAL POWER CORDS 

01. Worn cords can cause short circuits, shocks, and fires. Always be sure you are using the right type of cord for                     
the right job. Use heavy duty cords for tools, moisture resistant cords for outdoors, and always use the 3-wire                   
type of cords with GFCI. 

02. Never daisy chain or connect multiple surge protectors together. 
03. Extension cords must never be affixed to a wall with metal staples. Extension cords should never be run 

through walls, ceilings, or floors. 

04. Never place cords under rugs or across a driveway because damage can occur to the insulation. 

05. Never wrap cords around steam pipes, metal, or warm appliances. Protect them from heat and water. 
06. Never use extension cords that are defective. Check the continuity and use no cords which are frayed. Check                  

to see that the strain relief is proper. 

07. Pull the plug - not the cord - to disconnect from a wall outlet and check the cord often for wear at the plugs 
and connections. 

ELECTRICAL SAFETY RULES 

01. Inspect electrical equipment, leads, and wiring regularly for compliance with the National Electrical Code 
Standards, especially in wet areas; i.e., when steam cleaning wash areas, laundries, kitchens, rest rooms, or 
any area where proper grounding and ground fault circuit protection is needed. 

02. Do not use electrical tools or extension cords that are defective. 

03. Do not remove ground prongs or disconnect ground wires of any electrical equipment. 

04. Use Ground Fault Circuit Interrupters (GFCI's) when using tools in areas that could be wet. 

05. Use only double insulated tools or maintain proper and approved grounding practices. 

06. Do not remove the insulating discs from the plug caps. 

07. “Lock Out” all equipment before repairing, cleaning, adjusting. 

08. Keep the area in front of electrical switches, switch gear, breakers, and access to these rooms or areas clear. 
(There should be a 36-inch clearance.) 

09. Do not overload circuits. 

10. Do not work closer than 10 feet to any power line. 
11. Do not put liquids or containers of liquids on electrical equipment such as transformers, wiring ducts, switch 

boxes, etc. 
12. Do not alter or by-pass breakers or fuse boxes in any way. 

13. Keep all covers on junction boxes, outlets. If you have to remove any covers, put them back when you are 
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through. 
14. Ground all metal fixed electrical wiring equipment. 

15. Label all circuit breakers, electrical switches, and fuse panels as to their use. 

16. Be careful of circuits which may have “back feeding.” 

17. Use only properly rated electrical power cords with GFCI. 

18. Do not use extension cords which are not 3-wire type. 

19. Do not place cords under rugs or across a driveway because damage can occur to the insulation. 

20. Pull the plug, not the cord, to disconnect from a wall outlet. 

21. Do not use electrical power tools in water unless approved for this type of service. 

22. Do not use metal ladders or scaffolds when working around electrical sources. 

GRINDER 

● Wear a face shield and clean goggles that shield the eyes from all directions when grinding. 

● Keep the tool rest as close to the wheel as possible. Under no conditions should the distance between the 
tool rest and the wheel exceed one-eighth inch. 

● Apply work gradually to a cold wheel. 

● Do not grind on the side of a light wheel. Side grinding must be done only on a wheel that is designed and 
built for side grinding. 

● Keep the fingers clear of the stone. 

● Keep the path of the wheel travel clear of any obstructions. 

● Do not rub the face or eyes with hands that are soiled with emery dust. 

● Do not stand in line with the wheel when starting the grinder. Faulty grinding wheels usually break on 

       START. 

● Hold small pieces securely in a proper holder. Do not hold small pieces with the hand. 

● Ensure side guards are installed on all table grinders. 

GROUNDS MAINTENANCE SAFETY RULES 

The following are some important general grounds personnel safety rules that each employee is required to follow: 

01. Do not operate any equipment unless you have been properly trained and are familiar with the specific 
equipment. 

02. Use equipment only for jobs for which it was designed, etc.; do not trim hedges with mowers. 

03. Keep hands and body parts from under machines. 

04. Do not leave machinery running unattended. 

05. Prior to mowing, pick up rocks, wire, bottles, and any item that may damage a mower or become an airborne 
missile. 

06. Prior to mowing, locate and mark all obstacles. 
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07. Always wear eye and ear protection when mowing (dust masks, optional). 

08. Use drop chains on tractor-towed mowers; be sure the chains are within one-half inch of the ground. Watch 
for slopes and go slow. 

09. Disengage PTO prior to leaving tractor seat. 

10. Use proper “KILL” switches to stop engine. 

11. Use extreme caution when attempting to field repair any mower. Ensure all ignition sources are deactivated. 

12. Report all mechanical defects to your supervisor. 

13. Do not refuel mowers indoors. 

14. Keep all flammable liquids in an approved Flammable Liquid Storage Cabinet. 

15. Use eye goggles and gloves when handling chemicals. 

16. Know your chemicals; review Material Safety Data Sheets regularly. 

17. When in doubt of any grounds procedures, contact your supervisor. 

HAND ROUTER 

01. Wear eye protection when using this tool. 

02. Be sure the fence or pilot is securely locked. 

03. Feed the machine so that the leading edge of the knife is biting in as the router is pushed along. 

04. Keep both hands on the handles when using this machine. 

05. Lay the machine down with the cutter pointing away, and beware of the coasting machine. 

LADDER SAFETY - EXTENSION 

01. Completely inspect the ladder before each use. The inspection should include the hardware and fittings. 
Defective ropes/cables should be replaced. Comply with the weight limits and specific uses for a ladder by 
referring to its label. If a defect is discovered, tag or mark the ladder as “Dangerous, Do Not Use” and repair 
or discard the ladder. 

02. Ladders should not be painted: defects may be covered by paint. Clean off any paint spilled on the ladder 
during use. 

03. Never use a metal ladder near electrical wires or electrical equipment. Use a wood or fiberglass ladder instead, 
and shut off power first if ladders must be used in such locations. 

04. Secure ladders before climbing. If necessary, a second person should be present to hold the bottom from 
slipping. The ladder should be equipped with safety shoes to prevent the bottom from slipping. 

05. Set the ladder squarely on the ground. 

06. Shoes and ladder rungs should be free of dirt, mud, grease, or ice. 

07. Always face the ladder and have both hands free when climbing or descending. 

08. Maintain three-point contact by keeping two hands and one foot, or two feet and one hand on the ladder at all 
times. 

09. Secure the ladder to prevent it from slipping or falling by tying it off to a fixed object at the top of both side 
rails or to a proper sized single support attachment. 
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10. Use ladders or ladder sections right side up. The extension ladder should always be erected so that the upper 
section is resting on the bottom section. 

11. Position straight ladders so that the base of the ladder is a distance equal to one-fourth the vertical height (one 
foot out for every four feet of height) away from the wall. If the ladder is too close, it can tip backwards. If it 
is too far away, the ladder may break or slide downwards. 

12. When working from a position on the ladder, knees should be braced against the side rails near the end of the 
ladder rungs to increase stability. 

13. Never lean out from a ladder to work. Never try to move a ladder while still on it; get down and move the 
ladder. 

14. Never carry heavy or bulky tools and materials up or down a ladder. Raise or lower them by a hand line, 
bucket, or crane. Small tools should be carried in a tool pouch to leave both hands free. 

15. Never lean a ladder against unsecured or unsafe objects, surfaces, or piping that could be damaged. 

16. Do not place a ladder on a desk, table, truck bed, or anything other than a stable surface. 

17. A hard hat may be necessary when climbing a ladder if overhead hazards exist. 

LADDER SAFETY - STEP LADDER 

1. Completely inspect all ladders before each use and set up the ladder properly. The inspection should include 
the hardware and fittings. Defective ropes/cables should be replaced. Comply with the weight limits and 
specific uses for a ladder by referring to its label. When a ladder is detected to have defects it should be 
tagged or marked as “Dangerous, Do Not Use” and repaired or discarded. 

2. Ladders should not be painted: defects may be covered by paint. Clean off any paint spilled on the ladder 
during use. 

3. Secure ladders before climbing. If necessary, a second person should be present to hold the bottom from 
slipping. The ladder should be equipped with safety shoes to prevent the bottom from slipping. When on a 
ladder, the climber’s body must be centered at all times. 

4. Never stand on the two top steps of a ladder or on the bucket shelf. 

5. All step ladders should be open wide enough that the spreaders lock in the fully-open position. Set the ladder 
base firmly on the ground. Never place a step ladder on a desk, table, or other ladder. 

6. Portable metal ladders should not be used for electrical work or where they may contact electrical conductors. 
Use a wood or fiberglass ladder instead and shut off power first if ladders must be used in such locations. 

7. Do not place ladders in front of a door unless the door is locked or adequately guarded. 

8. Step ladders should never be used as an extension ladder with the spreaders closed and leaned against a 
surface. 

9. Step ladders should not be substituted for scaffolds or work stands. 

10. Select a ladder tall enough to reach the work. No attempts should be made to reach beyond a normal 
arm’s length while standing on the ladder, especially to the side 
11. Do not place a ladder on a desk, table, truck bed, or anything other than a stable surface. 

12. Do not attempt to move a ladder while still on it. Dismount and move the ladder to the new position. 

13. A hard hat may be necessary if hazards exist above the ladder. 
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MOTOR VEHICLE SAFETY RULES 

The following are some important general motor vehicle operation safety rules that each employee is required to 
follow: 

1. Concentrate on driving. A good driver dismisses all worries or anger when operating a vehicle. 

2. Never press for the right of way. Always yield to avoid an accident. 

3. Always limit vehicle speed so there is clear space and time for an emergency stop. Remember that at high 
speed, drivers have less time to think and react in an emergency and a far greater distance is required to stop. 

4. Slowdown in heavy traffic or densely populated areas. 

5. Adjust speed for low visibility or adverse weather conditions. 

6. Slow down at intersections or curves. Use appropriate signals well in advance of any action. 

7. When driving in city traffic, be alert for mistakes or unexpected actions of others, drive more slowly, and 
keep alert for pedestrians and cross traffic. 

8. Before stopping or changing directions, plan ahead of time, signal early, and slow down gradually to give 
drivers following a chance to change pace and react accordingly. 

9. Avoid “tailgating.” Use a safe following distance. 

10. Use extra caution and slow vehicle when approaching children at play or when passing through 

school zones. 

11. Keep alert at railroad crossings. Make sure you have a clear view of the tracks. 

12. When driving at night, keep the windshield clean, keep to the right, avoid looking into the headlights 
of oncoming vehicles, and use lower beam. 

13. Drive at speeds which permit stopping within visibility range of your headlights. 

14. Keep headlight beams depressed to reduce the reflected glare caused by fog, rain, or wet pavement. 

15. Vehicles should be parked off the traveled way where they will not interfere with normal flow of 
traffic and will not obstruct the view of other drivers. 

16. When parking, put transmission in lowest gear or in park, set parking brake firmly; turn the front 
wheels toward the curb. 

17. Engines are to be stopped, ignition keys removed, and the doors locked when the operator leaves the 
vehicle unattended. 
18. All persons riding inside a vehicle shall use seat belts, when provided and required by law. 

19. Perform a pre-trip inspection. This includes checking the following: 

a. Directional signals. 

b. Lights and warning reflectors. 

c. Safety belts. 

d. Tires, including spare, if provided. 

e. Windshield wipers. 

f. Heater and defroster. 
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g. Horn. 

h. Fire extinguisher, if provided. 

i. Rear view mirrors. Inside and outside. 

j. Safety equipment, flares, flags, chock blocks, chains. 

k. Brakes and related equipment. 

l. Steering mechanism. 

m. Muffler and exhaust system. 

20. When a vehicle is returned to the facility, a post trip inspection is required. 

21. Always consider proper loading and proper load distribution as factors in safe driving. 

22. Tools and equipment placed in cars or truck cabs shall be stored in such a manner as not to interfere 
with vision or in any way interferes with the proper operation of the vehicle. Any equipment or materials 
being transported in the bed of the truck should be secured. 

23. Nothing shall be stored on the rear window ledge of any vehicle. 

24. When entering, exiting, or dismounting from a vehicle, watch footing to avoid slipping or falling. 
Never attempt to enter, exit, or dismount from a vehicle while it is moving. 

25. Trailer, tool boxes, and trailer mounted machinery should be hitched to the towing truck with safety                
chains, in addition to the towing eye fastening. Tow chain must be crossed to keep trailer from touching the                   
ground if it becomes unhooked. 

26. No person shall be permitted to ride in or on trailer mounted equipment while it is being towed. 

27. Trailer mounted equipment shall be towed at a speed reasonable under the conditions and with due 
regard for safety. 

28. When backing a trailer, someone must be behind the trailer providing directions. 

29. Slow moving vehicle signs (inverted triangle) must be used on tractors, slow moving vehicles, and 
equipment (maximum speed 25 miles per hour). 

30. No one shall drive a vehicle or operate a piece of equipment that is defective. 

31. If involved in an injury accident, your first duty is to provide safety for students. Do not attempt 
anything beyond making the injured comfortable and providing emergency first aid. Send someone for 
medical help. 

32. In the event of an accident, all employees must contact their supervisor immediately. Any driver 
involved in an accident may be subject to a drug and alcohol test. 

33. Never take drugs or strong medications before driving. Remember that drugs, illness, or extreme 
fatigue may affect your ability to judge distances, speed, and driving conditions, and slow your reaction time. 

34. Do not hang items from the rear view mirror of vehicles. 

35. Ear protection is required for heavy equipment operators when there is a noise hazard to the ear. 

36. Emergency/hazard warning lights should be used when vehicles are operating (or parking) under 
conditions that might interfere with other vehicle traffic. 

37. Do not operate, nor instruct other employees to operate, an unsafe vehicle or equipment. 

38. Drivers of vehicles transporting loose materials such as dirt, sand, gravel, sludge, or other material 
that can blow (or spill) off the vehicle shall cover the material with canvas or otherwise secure it as 
appropriate. 
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MOWING SAFETY RULES 

1. Keep gasoline in an approved safety can and properly labeled. These safety cans are the type with spring- 
loaded and vented caps. 

2. Do not fill tanks of mowers indoors. 

3. Do not operate any grounds maintenance equipment unless you have been properly instructed and authorized. 

4. Keep hands and feet from under machine. 

5. Do not leave mowers running unattended. This means leaving it by a distance of 25 feet or more. 

6. Do not use mowers to trim hedges. 

7. Wear proper eye protection, dust masks, and hearing protection. 

8. Pick up rocks, wire, etc., before mowing. Watch for other obstacles. 

9. Use drop chains on tractor-towed mowers and be sure that the chains are within one-half inch of the ground. 
Watch slopes. Go slow, with no hot-rodding or showing off. 

10. Use proper “kill” switch to stop the engine. 

11. All power lawn mowers and edger’s shall be equipped with adequate guards which shall remain in 
place while being operated. 
12. Electric mowers and edger’s shall be properly grounded. 

13. Check the following before making inspections, repairs, or adjustments: 

a. Turn control lever to the “off’ position on gas and electric mowers and edger’s. 

b. Remove the spark plug wire on gas mowers and edger’s. 

c. Disconnect the power source on electric mowers and edger’s. 
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PAINTING 

01. Have the spray booth ventilation system in operation during every spraying operation. 

02. Use the proper type of respirator and eye protection at all times when spray painting with toxic paints. 

03. Regulate the air and paint pressure on the spray gun before starting work. Exercise caution in the handling of 
compressed air and power paint equipment. 

04. Clean the spray gun and other equipment thoroughly after each use. 

05. Never put your hand in front of an airless paint spray nozzle. 

06. Follow all rules governing safe handling of combustible materials. Read and follow the manufacturer’s 
directions carefully when using finishing materials. This is especially important when using lacquer, enamel, 
or paint in pressurized cans. Spray 20 feet away from possible source of ignition. 

07. Store flammable paints and thinners, etc., in approved storerooms with explosion-proof wiring or a metal 
storage cabinet. 

08. Never have more than a one-day supply of flammable paint outside an approved storage area. 

09. Clean up all spills promptly. 

10. Store thinners in UL approved safety cans with spring-loaded and vented lids. 

11. Dispose of oily paint or solvent rags in metal containers with tight fitting lids. 

12. Bond metal containers when transferring flammable liquids, especially those that are known as Class I 
Flammable liquids. 

PLANER 

01. Make certain that the stock has no large cracks, loose knots, nails, screws, dirt, paint, or varnish on any of the 
surfaces. 

02. Turn the shaving exhaust on before starting the machine. 

03. Never run stock through the planer if it is less than 18” long. 

04. Limit the depth of cut to one-eighth inch for narrow stock and one-sixteenth inch for stock of full planer 
width. 

05. Never plane stock less than one-fourth inch thick unless it is placed on a thick board for support. 

06. Keep hands away from the feed rolls, and keep “hands off’ boards that are gripped by the feed rolls. 

07. Never attempt to shift a board after it has been gripped by the feed rolls. 

08. Never change the depth of cut while a board is going through. 

09. Never plane two boards side by side. One board may be thinner than the other and a serious kickback may 
result. 

10. Never plane the edge of a board in the planer. 

11. Never attempt to look into the planer while it is in operation. 

12. Never allow the planer to run unattended. 

13. Never stand directly in line with the rotation of the planer head or directly behind the board that is being fed. 

14. Anchor the planer to a solid foundation to reduce vibration. 
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15. Wear ear protection and eye protection. 

16. Enclose the cutter heads completely. 

17. Keep feed roll guards on and properly adjusted. 

PLUMBING 

01. Eye protection of an approved type should be worn when any type of eye hazard exists. This would include 
welding or cutting operations, grinding, chipping, or working on steam or chemical lines. 

02. Hard hats should be worn by all persons working in areas where tools, materials, or objects may fall from 
above. 

03. Safety belts and life lines should be used when it is necessary to work at elevations where scaffolding or 
staging is not practical, such as running pipes or ducts along members of open roof trusses, and when working 
on unguarded catwalks. 

04. Gloves should be worn when handling pipe, sheet metal, or other material having rough edges. 

05. Wear adequate clothing, which includes long sleeves, and keep the cuffs buttoned when welding, cutting, or 
working on chemical or steam lines. 

06. Care should be exercised when handling pipes, ducts, or other materials to avoid catching fingers and hands 
between the materials and the floor, or other objects. 

07. Use only tools and equipment that are in first-class condition. Examine the tools periodically to make sure 
they are in good working order. 

08. Be considerate at all times of the safety of your fellow workers and the general public, including the students. 

09. All electricity-driven power tools and machinery should be properly grounded with a GFCI. 
10. Check the torches to determine that no leaks exist and that they are in good operating condition. Do not place 

them where surrounding material could be ignited. Never leave any torches unattended when lighted. 
11. Never leave tools on ledges, beams, or any other elevated places. 

12. Store all material in a safe and orderly manner. 

13. Material should not be stored in such quantity as to exceed the safe carrying capacity of the floor or platform. 

14. Pipes or ducts should be securely tied and latched to prevent movement or shifting when being transported on 
elevators or material hoists. 

15. When using a rope to hoist pipe or ducts, secure them with a double hitch, well-spaced to prevent shifting. 

16. Hoists or block and tackle should be of sufficient size and strength to safely raise or lower the load for which it 
is intended. 

17. The sides of trenches should be shored or braced to prevent cave-ins or collapse when excavated to a depth of 
4 feet or more, where soil is likely to crumble, or where hydrostatic pressure exists and the sides are not sloped 
to the angle of repose. A means of egress such as a ladder must be available at least every 25 feet. 

18. Substantial barricades should be erected around pits and trenches to protect employees, the public, and 
students. Nothing should be stored or set within 2 feet of the trench’s edge. 

19. Do not force powered sewer augers, especially if there is too much distance between the auger and the drain. 

20. All attempts should be made to avoid the use of caustic drain cleaners, but if necessary to use, always use 
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goggles and gloves and follow product instructions. Never use while buildings are occupied by students, 
teachers or administrators. 

PORTABLE BELT SANDERS 

1. Always hold the handle of the sander when plugging it into the electrical circuit. 

2. Never set a coasting machine down on the bench. 

3. The user should inspect the tracking of the belt whenever a new belt is put on. 

4. Wear eye protection when using the portable belt sander. The fan vents may blow dust into the eyes. 

5. Keep both hands on the handles provided on the belt sander when in operation. 

6. Arrange the electric cord so that it cannot be caught by the belt when in operation. 

PORTABLE POWER TOOLS 

All portable power tools should be electrically grounded when they are in use. On some machines this is done by 
the use of a three-wire cord and plug which fits a three-hole receptacle. The receptacle is grounded to the circuit 
ground. On others, there is a three-wire cord with a small tail which should be screwed to the junction box, thus 
grounding it to the conduit. 

Electrical accidents are not frequent but can be fatal. USE THE GROUNDS PROVIDED ON YOUR 
MACHINES. Do not cut ground prongs off plugs. 

Be sure all portable machines are pointed in a safe direction with the switch off when the plug is put into the 
electrical circuit. All tools should be inspected before each use. Eye protection should be used while using power 
tools. Do not use extension cords unless absolutely necessary. 
 

POWER HAND SAW 

1. Be sure the switch is off and the saw lying, or held, in a safe position when the plug is inserted. 

2. Unplug the power when changing the blade or handling the blade. 

3. Care should be taken to prevent the electric cord from getting into the blade. 

4. In a diagonal cut, the guard may catch. Do not try to release it with your fingers, unless it has a handle for this 
purpose. 

5. Do not stand directly in the saw line of this or any other saw. If the blade binds, it has a tendency to kick the 
saw back out of the cut, and legs have been severely cut in this way. 

6. These machines are provided with two handles. Keep both hands on these handles when operating this saw. 
Holding work with one hand and cutting with the other is dangerous. 

7. Sawing through loose knots may cause the saw to kick. Defective material may break under the weight of the 
saw when cut, thus causing the saw to strike the leg of the operator. 

8. Always make sure the saw guard is free and closes when saw is in use. 
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SCAFFOLDS 

1. The span-scaffold platform is designed to carry a maximum distributed load of 500 pounds with a safety 
factor of four. Do not exceed this 500-pound load. The maximum static load is 25 pounds per square foot on 
any platform and 3000 pounds total on any base section of 1600 pounds with legs extended. 

2. The horizontal brace of the span scaffold should never be installed at the same level as the intersection of the 
diagonal braces. Always install it either higher or lower than this intersection point. 

3. Never climb a span scaffold which does not have at least two diagonal braces and one horizontal brace 
properly installed in the bottom section. Double width spans require double bracing. 

4. Lock all caster brakes before climbing the scaffold. 

5. Never move a scaffold when anyone or material is on it. 

6. If in doubt as to the ability of a scaffold to handle a job, write or telephone the manufacturer for instructions. 

7. Never use a scaffold that is damaged or improperly erected. Do not force parts that do not fit freely. 

8. Be sure the scaffold is level at all times. When the leg is adjusted, be sure to push the locking collar 
completely over the expanding nut and below the safety locks. Never make leg adjustments when anyone is on 
the scaffold. 

9. Never lean a ladder against a scaffold. Never place a ladder on the platform of a scaffold. Never push or pull 
or lean against a wall or ceiling when standing or sitting on a scaffold, unless it is securely tied to the building. 

10. Never try to stretch the platform height with the adjustable legs. When additional height is required, 
add more scaffold sections. Save the leg adjustment for leveling the scaffold. 

11. Make sure all locking hooks are firmly in position and that the spring-loaded locking pins have 
functioned properly. These hooks appear at each end of the separate horizontal and diagonal braces and at the 
upper end of the stairways. 

12. Before using a scaffold with folding braces, be sure that the latches of all locking hinges are locked. 

13. Metal scaffolds must never be used while working near electricity, electrical wires, or electrical 
equipment, even for changing light bulbs. Shut off power first if the scaffold must be used in such locations. 
Electricity is conducted by metal. Look up and look out for power lines. 

14. Hard hats should be worn while working on scaffolds. 
 

WELDING, ARC CUTTING, AND BRAZING 

1. Welding should be performed by qualified welders only. 

2. When welding or cutting outside the designated welding area in a hazardous area, one person shall be 
designated to stand fire watch with a fire extinguisher. Additionally, a portable gas detector should be used 
periodically to check for combustible atmosphere. If the person standing fire watch is called away to perform 
another job, welding will cease. 

3. Flammable and other materials should be cleaned from surfaces before welding. 

4. Proper eye protection shall be worn by all personnel in the welding area. 

5. Gas cylinders require careful handling. Cylinders should be stored under cover, protected from the direct rays 
of the sun, sparks, flame, and heat. They shall be secured in an upright position with caps in place when 
stored or not in use. Caps shall be in place before cylinders are moved. 
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6. Light acetylene first. This prevents back pressuring the acetylene with higher pressure oxygen. 

7. Leave a special wrench in position on the valve stem so the fuel gas flow can be shut off inan emergency. 

8. Keep the acetylene and oxygen hoses out of the doorways and the path of workers. If the hose is flattened, a 
flashback may occur, causing the hose to rupture and catch fire. 

9. Report worn or leaking hoses. 

10. Report damaged arc welding cables immediately. 

11. Secure the ground lead firmly. 

12. Never join cables without proper connectors. Do not force connections that do not fit. 

13. Wear a welding helmet with the proper shade of lens. 

14. Wear clean, fire-resistant gloves, clothes with a collar, and sleeves buttoned. 

15. Protect others in the vicinity by using screens, shields, or booths. 

16. Never carry disposable butane lighters in shirts or pant pockets as these can be burned by welder sparks and 
could possibly explode. 

17. Contact lenses should not be worn. Arcs generated by an arc welder may cause blindness. 

18. Never use an arc welder in wet areas or when it is raining. 

19. Never weld or cut containers (drums, cans, etc.) which have held a flammable substance until they have been 
thoroughly cleaned, made vapor free, and tested for presence of flammable vapors. 

20. Check vessels and tanks with a gas detector any time there has been a break in welding or cutting operations 
to determine that there has been no accumulation of gas. 

21. Move all combustible and flammable materials away before welding. Keep fire extinguishers handy. 

22. Provide local exhaust ventilation when the ceiling is less than 16 feet high or when welding in confined 
spaces. Use respirators if you are going to do prolonged welding where ventilation is not provided, or when 
welding on metals or coated metals such as those painted with lead paint of cadmium-plated metals or 
plastics. These produce toxic fumes. 

23. Welders shall be qualified to do the appropriate procedure for the given work. 

24. All welding should be performed to procedures which have been reviewed by a qualified supervisor. 

 

Warehouse & Forklift Safety 

INTRODUCTION/OVERVIEW 

On the job accident prevention is the responsibility of all the district’s employees. It is the further responsibility of 
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each employee to correct or report any unsafe condition or practice that he or she may observe. 

Each supervisor is responsible for prevention of accidents to employees working under his/her supervision. It is the 
supervisor’s responsibility to train these employees to enable them to work safely and efficiently. 

GENERAL SAFETY RULES 

The following are some important general safety rules that each employee is required to follow, regardless of work 
assignments. 

Lifting improperly is a major factor of the tremendous number of claims for back injuries. The 
following procedures should be followed: 

● Size up the load; make sure it is stable and balanced. Test the weight to ensure you can lift it yourself. 

● Plan the job. Ensure that your path of travel is clear and that you have identified the location where you will 
place the load. 

● Establish a good base of support. Use a wide balanced stance with one foot ahead of the other. 

● Bend your knees and get as close to the object as possible. Lift with your legs and not your back. 

● Get a good grip on the object to be lifted. Make sure you can maintain your hold throughout the lift and won’t 
have to adjust your hands later. 

● Lift gradually, don’t jerk, but use a slow steady movement. 

● Keep the load close while carrying; this prevents you from arching your back and adding additional stress to 
your back. 

● Pivot; don’t twist when you need to change directions. Move your feet in the direction of the lift. 
Twisting is especially harmful for your back. 

● If the load is too heavy, either enlist another helper or use a mechanical device. 

01. Good housekeeping is an aid to safety. All employees shall keep tools, equipment, and work areas clean and 
orderly. 

02. Keep aisles, stairways, and exits clear of boxes and other tripping hazards. Do not obstruct exits. 

03. Clean spills immediately. Mark the spill if you must leave to retrieve assistance or additional supplies. 

04. Each employee should know the location of fire extinguishers in their work area. The area in front of a fire 
extinguisher should be kept clear for ready access. (There should be a 36-inch clearance around fire 
extinguishers.) Employees should not fight fires that are beyond their fire training and limitations of the 
available firefighting equipment. When in doubt, call professional help and evacuate to a safe area. 

05. Gasoline will not be used as a washing or cleaning fluid. When cleaning solvent is required, use an approved 
cleaning solvent. 

06. Material will be stored in a safe and orderly fashion. Flammable liquids should be stored in an approved 
Flammable Storage Cabinet. 

07. Any employee, while on duty or on district property, who possesses, sells, or receives any illegal drug or who 
is under the influence of drugs or alcohol, will be discharged and, in appropriate situations, referred to law 
enforcement authorities. 

08. Tobacco products will not be allowed at any facility or in a school vehicle. (Texas State Law: Local School 
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Board Policy “GKD.”) 

09. Use caution when opening doors which serve two-way pedestrian traffic. 

10. Use a step ladder or a step stool for reaching above shoulder height. Never stand on the cap of a ladder. 

11. While in a district vehicle, seat belts are required to be worn at all times. Do not disable airbags unless you 
have written permission from your supervisor. 

12. Do not operate machinery that you are not familiar with and have not been trained to use. 

13. Inspect all tools and equipment prior to use to ensure they are in working order and do not present a hazard. 

14. After use, put all tools/or equipment back in their proper place. 

15. Disconnect all electrical cords by grasping the plug and carefully disengaging; never yank by the cord. If an 
electrical cord is frayed or wires are exposed, remove it from service. 

16. Use handrails when using the stairways. Never take more than one stair at a time. 

17. Only qualified, designated employees should work on electrical wiring and equipment. 

18. Horseplay or practical jokes will not be tolerated. 

19. Material Safety Data Sheets must be available, at the point of use, to any person who requests this information. 

20. Report all unsafe or broken tools and equipment to your supervisor. Mark the tool or equipment so that no one 
else will use. 

21. Observe all warning signs, safety bulletins, and posters. 

22. Do not do any job that appears unsafe; ask your supervisor for guidance. 

23. Report all accidents to your supervisor 
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WAREHOUSE SAFETY RULES 

The following are some important general warehouse personnel safety rules that each employee is required to follow: 

01. Before loading and unloading a truck, set the brakes. 

02. Do not move a truck before all persons are properly seated or protected from the hazards of a shifting load. 

03. Do not misuse forklifts or pallet jacks. 

04. High lift rider trucks must be provided with an overhead guard. 

05. Know the location of eye wash stations when handling batteries to be charged. 

06. “NO SMOKING” signs should be posted. 

07. Lower forks to the ground when the truck is not in use or the operator is more than twenty-five feet away. 

08. Always travel with the load lowered. 

09. Check the trucks daily or after each shift. 

10. Travel backwards if the view to the front is obstructed by the load. 

11. Do not overload lifts or hoists. 

12. Do not allow anyone to stand or walk under a load. 

13. Do not jump off docks, pickup trucks, or other elevated surfaces. 

14. Keep aisles unobstructed. 

15. Stow pallets flat. 

16. Do not store highly combustible chemicals in a warehouse. These should be kept in a separate storage area. 

17. Avoid stacking materials on the floor. Use shelves or pallets. 

18. Forklift operators should be properly trained and qualified before using the vehicle. 

19. Each forklift should have a horn and backup warning noise. The horn should be used at every intersection. 

20. A seatbelt should be worn while operating a forklift. 

21. When moving a load do not stop quickly; make turns slowly. 

22. Never carry allow others to ride on any part of a forklift. Forklifts were made for one person. 

23. Never run over objects lying in the floor and try to avoid chuck holes. These hazards could easily topple the 
load. 

FORKLIFT TRUCKS 

01. Forklift trucks shall be examined before being used. Check the operator controls, brakes, fluid lines and levels, 
lights, filters, safety devices (horn, fire extinguisher, etc.), backup horns, and the movement of the fork. 

02. Unless qualified, the operator should not attempt to make any repairs. 

03. Portable and powered duckboards shall be strong enough to carry the load imposed on them. 

04. Portable duckboards shall be secured in position, either by being anchored or equipped with devices which 
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will prevent their slipping. 

05. Handholds, or other effective means, shall be provided on portable duckboards to permit safe handling. 
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Only stable or safely arranged loads shall be handled. Caution shall be exercised when handling off-center 
loads which cannot be centered. 

Only loads within the rated capacity of the forklift truck shall be handled. 

A load engaging means (forks) shall be placed under the load as far as possible; the mast shall be carefully 
tilted backward to stabilize the load. 

Extreme care shall be used when tilting the load forward or backward, particularly when high tiering. 

The operator shall: 

● Maintain a safe distance (recommended 3’-5’) from the edge of ramps or platforms while on any 
elevated dock, or platform or freight car. 

● Assure efficient headroom under overhead installations, lights, pipes, sprinkler system, etc. 

● Observe all traffic safety rules, including authorized plant speed limits. 

● Maintain a safe distance, approximately three truck lengths from the truck ahead, and the truck 
shall be kept under control at all times. 

● Yield the right of way to pedestrians. 

● Yield the right of way to ambulances, fire trucks, or other vehicles in emergency situations. 

● Slow down and sound the horn at cross aisles and other locations where vision is obstructed. 

● Look in the direction of, and keep a clear view of the path of travel. 

● Travel the load trailing if the load being carried obstructs forward view. 

● Cross railroad tracks diagonally whenever possible. 

● Operate at a speed, under all travel conditions, that will permit the forklift truck to be brought to a 
stop in a safe manner. 

● Slow down for wet and slippery floors. 

● Properly secure duckboard or bridge plates before they are driven over. Duckboard or bridge 
plates shall be driven over carefully and slowly and their rated capacity never exceeded. 

● Approach elevators slowly, and then enter squarely after the elevator car is properly leveled. 

The operator shall not: 
● Operate a forklift truck while using prescription or over the counter medications that may interfere with 

the safe operation of the forklift truck in any manner. 
● Drive forklift trucks up to anyone standing in front of a bench or other fixed object. 

● Run over loose objects on the roadway surface. 

● Allow persons to stand or pass under the elevated portion of any truck, whether loaded or empty. 

● Park closer than eight feet from the center of railroad tracks. 

● Allow any person to ride on forklift trucks except the operator, unless the forklift truck has provisions for 
passengers. 

● Place arms or legs between the uprights of the mast or outside the running lines of the truck. 

● Use forklift truck for opening or closing freight doors. 

● Block fire aisles, access to stairways, or fire equipment with the forklift truck or the load being handled. 
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● Pass other trucks traveling in the same direction at intersections, blind spots, or other dangerous locations. 

● Participate in stunt driving or horseplay.  
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● Push or tow other forklift trucks. 

● An overhead guard shall be used as protection against falling objects. 

● A load backrest extension shall be used whenever necessary to minimize the possibility of the load or part 
of it falling rearward. 

● Only approved industrial trucks shall be used in hazardous locations. 

● Lift truck operators should know the weight of the load prior to moving the load. 

● Standing on a truck or adding counterweights to compensate for an overload will not be permitted. 

● Operators should never attempt to operate a truck with an overload. Such a load is dangerous because it 
removes weight from the steering wheels, which affects the steering. 

● Extreme care must be taken when mast and load are raised high. 

● When lifting a load, always check for any overhead obstructions that might be damaged or cause the load 
to spill or topple the truck. 

● Always heed instructions about stacking height. 

● Never allow other workers to stand nearby when you stack materials. 

● Do not stack material in aisles or roadways. 

● Leave keys in forklift when parking for the day. 

 

● Leave forklift running when walking away from the truck. 

Transportation Safety Manual 

INTRODUCTION/OVERVIEW 

On the job accident prevention is the responsibility of all the district’s employees. It is the further responsibility of 

each employee to correct or report any unsafe condition or practice that he or she may observe 

Each supervisor is responsible for prevention of accidents to employees working under his/her supervision. It is the 
supervisor’s responsibility to train these employees to enable them to work safely and efficiently. 

GENERAL SAFETY RULES 

The following are some important general safety rules that each employee is required to follow, regardless of work 
assignments. 

1. Lifting improperly is a major factor of the tremendous number of claims for back injuries. The following 
procedures should be followed: 
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● Size up the load; make sure it is stable and balanced. Test the weight to ensure you can lift it yourself. 

● Plan the job. Ensure that your path of travel is clear and that you have identified the location where you 
will place the load. 

● Establish a good base of support. Use a wide balanced stance with one foot ahead of the other. 

● Bend your knees and get as close to the object as possible. Lift with your legs and not your back. 

● Get a good grip on the object to be lifted. Make sure you can maintain your hold throughout the lift and 
won’t have to adjust your hands later. 

● Lift gradually, do not jerk, but use a slow steady movement. 

● Keep the load close while carrying; this prevents you from arching your back and adding additional stress 
to your back. 

● Pivot; do not twist when you need to change directions. Move your feet in the direction of the lift. 
Twisting is especially harmful for your back. 

● If the load is too heavy, either enlist another helper or use a mechanical device. 

2. Good housekeeping is an aid to safety. All employees shall keep tools, equipment, and work areas clean and 
orderly. 

3. Keep aisles, stairways, and exits clear of boxes and other tripping hazards. Do not obstruct exits. 

4. Clean spills immediately. Mark the spill if you must leave to retrieve assistance or additional supplies. 

5. Each employee should know the location of fire extinguishers in their work area. The area in front of a fire 
extinguisher should be kept clear for ready access. (There should be a 36-inch clearance around fire 
extinguishers.) Employees should not fight fires that are beyond their fire training and limitations of the 
available firefighting equipment. When in doubt, call professional help and evacuate to a safe area. 

6. Gasoline will not be used as a washing or cleaning fluid. When cleaning solvent is required, use an approved 
cleaning solvent. 

7. Material will be stored in a safe and orderly fashion. Flammable liquids should be stored in an approved 
Flammable Storage Cabinet. 

8. Any employee, while on duty or on district property, who possesses, sells, or receives any illegal drug or who 
is under the influence of drugs or alcohol, will be discharged and, in appropriate situations, referred to law 
enforcement authorities. 

9. Tobacco products will not be allowed at any facility or in a school vehicle. (Texas State Law: Local School 
Board Policy “GKD.”) 

10. Use caution when opening doors which serve two-way pedestrian traffic. 

11. Use a step ladder or a step stool for reaching above shoulder height. Never stand on the cap of a ladder. 

12. While in a district vehicle, seat belts are required to be worn at all times. Do not disable airbags unless you 
have written permission from your supervisor. 

13. Do not operate machinery that you are not familiar with and have not been trained to use. 

14. Inspect all tools and equipment prior to use to ensure they are in working order and do not present a hazard. 

15. After use, put all tools/or equipment back in their proper place. 

16. Disconnect all electrical cords by grasping the plug and carefully disengaging; never yank by the cord. If an 
electrical cord is frayed or wires are exposed, remove it from service. 

17. Use handrails when using the stairways. Never take more than one stair at a time. 
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18. Only qualified, designated employees should work on electrical wiring and equipment. 

19. Horseplay or practical jokes will not be tolerated. 

20. Material Safety Data Sheets must be available, at the point of use, to any person who requests this information. 

21. Report all unsafe or broken tools and equipment to your supervisor. Mark the tool or equipment so that no one 
else will use. 

22. Observe all warning signs, safety bulletins, and posters. 

23. Do not do any job that appears unsafe; ask your supervisor for guidance. 

24. Report all accidents to your supervisor. 
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MOTOR VEHICLE SAFETY RULES 

The following are some important, general motor-vehicle-operation safety rules that each employee is required to 
follow: 

1. Concentrate on driving. A good driver dismisses all worries or anger when operating a vehicle. 

2. Never press for the right of way. Always yield to avoid an accident. 

3. Always limit vehicle speed so there is clear space and time for an emergency stop. Remember that at high speed, 
drivers have less time to think and react in an emergency and a far greater distance is required to stop. 

4. Slowdown in heavy traffic or densely populated areas. 

5. Adjust speed for low visibility or adverse weather conditions. 

6. Slow down at intersections or curves. Use appropriate signals well in advance of any action. 

7. When driving in city traffic, be alert for mistakes or unexpected actions of others, drive more slowly, and keep 
alert for pedestrians and cross traffic. 

8. Before stopping or changing directions, plan ahead of time, signal early, and slow down gradually to give 
drivers following a chance to change pace and react accordingly. 

9. Avoid “tailgating.” Use a safe following distance. 

10. Use extra caution and slow vehicle when approaching children at play or when passing through school zones. 

11. Keep alert at railroad crossings. Make sure you have a clear view of the tracks. School buses must stop at all 
railroad crossings. 

12. When driving at night, keep the windshield clean, keep to the right, avoid looking into the headlights of 
oncoming vehicles, and use lower beam. 

13. Drive at speeds which permit stopping within visibility range of your headlights. 

14. Keep headlight beams depressed to reduce the reflected glare caused by fog, rain, or wet pavement. 

15. Vehicles should be parked off the traveled way where they will not interfere with normal flow of traffic and will 
not obstruct the view of other drivers. 

16. When parking, put transmission in lowest gear or in park, set parking brake firmly, turn the front wheels toward 
the curb. 

17. Engines are to be stopped, ignition keys removed, and the doors locked when the operator leaves the vehicle 
unattended. 

18. All persons riding inside a vehicle shall use seat belts, when provided and required by law. 

19. Perform a pre-trip inspection. This includes checking the following: 

● Directional signals. 

● Lights and warning reflectors. 

● Safety belts. 

● Tires, including spare, if provided. 

● Windshield wipers. 

● Heater and defroster. 

● Horn. 
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● Fire extinguisher, if provided. 

● Rear view mirrors. Inside and outside. 

● Safety equipment, flares, flags, chock blocks, chains. 

● Brakes and related equipment. 

● Steering mechanism. 

● Muffler and exhaust system. 

20. When a vehicle is returned to the facility, a post trip inspection is required. 

21. Always consider proper loading and proper load distribution as factors in safe driving. 

22. Tools and equipment placed in cars or truck cabs shall be stored in such a manner as not to interfere with vision 
or in any way interferes with the proper operation of the vehicle. Any equipment or materials being transported 
in the bed of the truck should be secured. 

23. Nothing shall be stored on the rear window ledge of any vehicle. 

24. When entering, exiting, or dismounting from a vehicle, watch footing to avoid slipping or falling. Never attempt 
to enter, exit, or dismount from a vehicle while it is moving. 

25. Trailer, tool boxes, and trailer mounted machinery should be hitched to the towing truck with safety chains, in 
addition to the towing eye fastening. 

26. No person shall be permitted to ride in or on trailer mounted equipment while it is being towed. 

27. Trailer mounted equipment shall be towed at a speed reasonable under the conditions and with due regard for 
safety. 

28. When backing a trailer, someone must be behind the trailer providing directions. 

29. Slow moving vehicle signs (inverted triangle) must be used on tractors, slow moving vehicles, and equipment 
(maximum speed 25 miles per hour). 

30. No one shall drive a vehicle or operate a piece of equipment that is defective. 

31. If involved in an injury accident, your first duty is to provide safety for students. Do not attempt anything 
beyond making the injured comfortable and providing emergency first aid. Send someone for medical help. 

32. In the event of an accident, all employees must contact their supervisor immediately. Any driver involved in an 
accident may be subject to a drug and alcohol test. 

33. Never take drugs or strong medications before driving. Remember that drugs, illness, or extreme fatigue may 
affect your ability to judge distances, speed, and driving conditions, and slow your reaction time. 

34. Do not hang items from the rear view mirror of vehicles. 

35. Ear protection is required for heavy equipment operators when there is a noise hazard to the ear. 

36. Emergency/hazard warning lights should be used when vehicles are operating (or parking) under conditions that 
might interfere with other vehicle traffic. 

37. Do not operate, nor instruct other employees to operate, an unsafe vehicle or equipment. 

38. Drivers of vehicles transporting loose materials such as dirt, sand, gravel, sludge, or other material that can blow 
(or spill) off the vehicle shall cover the material with canvas or otherwise secure it as appropriate. 
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LADDERS 

1. Completely inspect all ladder hardware and fittings before each use. 

2. Inspect all ropes and cables and replace them if defective. 

3. Do not use defective ladders; report them immediately to your supervisor. 

4. Portable ladders are designed as one-man working ladders based on a 200-pound load. Do not load a ladder 
more than the rated limits. 

5. Do not use metal ladders while working near electrical wires or electrical equipment. Use a wood or fiberglass 
ladder. 

6. Be sure your shoes are free of any material which could cause you to slip while climbing. 

7. Set the ladder base firmly on the ground or floor. Ladders must not be placed on boxes, barrels, or other unstable 
bases. 

8. Maintain three-point contact by keeping two hands and one foot, or two feet and one hand on the ladder at all 
times. 

9. Do not climb a ladder if you are ill or afraid of heights. 

10. Do not paint wooden ladders; this hides possible cracks. Use linseed oil instead. 

11. Do not store wooden ladders where they will be exposed to the elements; store them where there is good 
ventilation. 

12. Do not use a ladder which has been tagged “Dangerous — Do Not Use.” 

13. Do not climb a ladder behind an unlocked door, doorway, or without someone standing guard. 

The following rules apply to straight extension ladders. 

1. Never stand above the top three rungs. 

2. Secure the ladder to prevent it from slipping or falling by tying it off to a fixed object at the top at both rails or 
to a proper sized single support attachment. Choose a ladder equipped with non-slip safety feet. Since the ladder 
usually must be climbed to secure the top, someone should stand at the bottom and hold the ladder while this is 
being done. If the job is of short duration, it may not be feasible to tie the top. If this is the case, the ladder 
should be held by another person until the job is completed and the person is safely on the ground. Only when 
the top is secured should someone work from the ladder alone. When ladders with no safety feet are used on 
hard, slick surfaces, a foot ladder board or cleat should be used against the base. 

3. Do not reach out from a ladder, even when it is being held. Move the ladder instead. 

4. Keep your shoes and the ladder rungs free from grease, mud, ice, etc. Clean oily or greasy ladders with a safety 
solvent, or steam clean. 

5. Do not use ladders or ladder sections upside down. Always use right side up. The extension ladder should 
always be erected so that the upper section is resting on the bottom section. 

6. When working from a position on the ladder, always brace your knees against the side rails near the end of the 
ladder rungs to increase stability. 

7. Do not climb ladders when wearing high heels, sandals, or thongs. 

8. Position straight ladders so that the base of the ladder is a distance equal to one-fourth the vertical height (one 
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foot out for every four feet of height) away from the wall. If the ladder is too close, it can tip backwards. If it is 
too far away, the ladder may break or slide downwards. 

9. Ladders must be 3 !4 feet taller than the building top. 
 

The following safety rules pertain to step ladders. 

1. Select a step ladder tall enough to reach the work. Never stand on the top two steps or on the bucket shelf. 

2. Be sure the step ladder is fully spread and the spreaders are locked; be sure that the spreader is not bent or loose. 

3. The bracing on the back legs of a step ladder is designed for stability and not for climbing. 

4. Always have someone hold your step ladder if you are climbing higher than four feet. 

VEHICLE MAINTENANCE SAFETY RULES 

1. Wear proper work clothes, with no open shirt cuffs or shirttails left hanging out. Roll up your sleeves and avoid 
loose clothing. 

2. Remove rings, watches, necklaces, and ID chains with metal bands, especially when working on engines or 
when testing electrical circuits and parts. 

3. Wear rubber boots with nonskid treads in the wash rack area. 

4. Do not put sharp, pointed tools in pockets. 

5. Always use the right tool for the j ob. 

6. Keep tools off the floor. 

7. Do not leave creepers on the floor. 

8. Do not lay tools on operating machines. 

9. Always return special tools and testing machines and battery charger to their specified place. 

10. Always wind up the droplight when you are finished with it. 

11. Do not point an air blowgun at others. Never use compressed air to spin bearings or to blow dust or dirt off 
clothes. The maximum pressure allowable at the nozzle is 30 PSI 

12. Do not throw tools. 

13. Do not use any electrical power tools when your feet are wet. 

14. Be extremely careful when using a 1/2-inch electrical drill. Always have a firm grasp. Be sure the drill switch 
requires constant pressure and stops if released. 

15. Do not cut, weld, or use the torch unless authorized. 

16. Avoid using refrigerants, aerosols, adhesives, propellants, or any toxic or flammable liquids or gases in a tight or 
closed area. 

17. Do not smoke near and keep flames and sparks away from "flammable liquids." 

18. Be sure to wash hands after handling acids or batteries to avoid getting chemicals on your skin, mouth, or into 
eyes. 

19. Always store gasoline in safety cans; this means the type which has a spring-loaded vented cap. Never carry 
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flammable liquids in open containers. 

20. Keep all chemicals, solvents, etc., properly sealed and labeled. 

21. Do not run an engine in a closed room. Provide a means to vent the exhaust to the outside. 

22. When spray painting, in the absence of a rated paint booth, always paint in a well-ventilated area and use 
goggles and proper respiration. 

23. Prevent flash fires by avoiding sparks around the battery charging areas. 

24. Always turn the power switch off before removing battery charger cables. When using cables, make the last 
connection to a part of the vehicle far away from the battery to avoid explosion if a spark occurs. 

25. Always wipe up spills, oil, or grease off floor immediately and wipe the area dry. Dispose of oil absorbent 
material properly. 

26. Always place oiling rags, oily waste materials, or solvent soaked rags in closed metal containers with tight 
fitting covers to prevent spontaneous combustions. 

27. When working on fuel lines or fuel pumps, clean up spills immediately and dispose of the rags properly. 

28. Always keep the work area clean, especially bench tops and underneath benches. 

29. Before starting the engine, make sure the vehicle is out of gear. 

30. Do not stand in front of a car when it is being started. 

31. Use a tire safety cage when inflating tires with split rims. Use good lock rings and double check the fit of the 
ring before inflating. Only authorized persons should work on tires with split rims. 

32. Stand to one side when inflating any tire. Do not inflate a split rim tire if it is on a vehicle; remove it first and 
have it repaired. 

33. When removing a battery, always disconnect the ground cable first. 

34. Always carry a battery with a carrier strap or handle. 

35. Keep legs under a vehicle when working under it. 

36. Never lift or lower a vehicle with someone under it. 

37. Turn off ignition and remove key before working on an engine. 

38. Always disconnect battery ground cable before starting work on an engine. 

39. Be careful when removing a radiator cap from a hot radiator. Use a heavy cloth or let the radiator cool down. 

40. Remove gas or fuel tanks and drain the gasoline before welding near them. Do not repair any tanks that have 
held any fuel or oil unless it has been thoroughly steamed and tested with an "explosimeter." 

41. Do not pour gasoline into a carburetor while the engine is being turned over. Do not use your hand to cover a 
carburetor to choke it. 

42. Keep hands away from moving parts. 

43. Do not get under raised objects on a chain hoist. 

44. Do not jump start any vehicle without proper safety instructions and/or authorization. Report defective 
equipment in time so that it can be maintained to avoid the need for jump starting. 

45. Always use mechanical handling or lifting devices wherever possible and get help when pushing vehicles. 

46. Always position the jack handle to its highest point. Never allow a jack handle to stick out from under a vehicle. 

47. Use protective goggles and face shields when drilling, using wire, brushes, bench grinders, brake drum lathers, 
valve grinders, or when using caustics. Also use protective eye equipment when cutting off mufflers or 
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tailpieces or while working under a vehicle. 

48. Handle brake fluid carefully so that it does not splash in the eyes. 

49. Be sure to place safety jack stands under the vehicle after it has been raised. Never overload a lift, hoist, or jack. 

50. Keep hands out of doorjambs. 
51. Get help by having someone give you signals when backing up. Never stand directly behind the vehicle when 

giving signals, stand to one side. 

52. Post a list of emergency phone numbers near the phone. 

53. Use a good step stool with non-slip treat bearing surface to gain access to high vehicles. Use stools with a wide 
base. Do not climb on bumpers or fenders with grease or oil on your shoes. 

54. Use ladders properly. 

55. Keep all traffic lanes, parking stalls, zones, and aisles properly marked. 

56. Sound horn before passing through the entrance or exit doors. 

Custodial Safety Manual 

INTRODUCTION/OVERVIEW 

On the job accident prevention is the responsibility of all the district’s employees. It is the further responsibility 
of each employee to correct or report any unsafe condition or practice that he or she may observe. 

Each supervisor is responsible for prevention of accidents to employees working under his/her supervision. It is the 
supervisor’s responsibility to train these employees to enable them to work safely and efficiently. 

GENERAL SAFETY RULES 

The following are some important general safety rules that each employee is required to follow, regardless of work 
assignments. 

1. Lifting improperly is a major factor of the tremendous number of claims for back injuries. The following 
procedures should be followed: 

● Size up the load; make sure it is stable and balanced. Test the weight to ensure you can lift it yourself. 

● Plan the job. Ensure that your path of travel is clear and that you have identified the location where you will 
place the load. 

● Establish a good base of support. Use a wide balanced stance with one foot ahead of the other. 

● Bend your knees and get as close to the object as possible. Lift with your legs and not your back. 

● Get a good grip on the object to be lifted. Make sure you can maintain your hold throughout the lift and 
won’t have to adjust your hands later. 
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● Lift gradually, do not jerk, but use a slow steady movement. 

● Keep the load close while carrying; this prevents you from arching your back and adding additional stress to 
your back. 

● Pivot; do not twist when you need to change directions. Move your feet in the direction of the lift. Twisting 
is especially harmful for your back. 

● If the load is too heavy, either enlist another helper or use a mechanical device. 

2. Good housekeeping is an aid to safety. All employees shall keep tools, equipment, and work areas clean and 
orderly. 

3. Keep aisles, stairways, and exits clear of boxes and other tripping hazards. Do not obstruct exits. 

4. Clean spills immediately. Mark the spill if you must leave to retrieve assistance or additional supplies. 

5. Each employee should know the location of fire extinguishers in their work area. The area in front of a fire 
extinguisher should be kept clear for ready access. (There should be a 36-inch clearance around fire 
extinguishers.) Employees should not fight fires that are beyond their fire training and limitations of the 
available firefighting equipment. When in doubt, call professional help and evacuate to a safe area. 

6. Gasoline will not be used as a washing or cleaning fluid. When cleaning solvent is required, use an approved 
cleaning solvent. 

7. Material will be stored in a safe and orderly fashion. Flammable liquids should be stored in an approved 
Flammable Storage Cabinet. 

8. Any employee, while on duty or on district property, who possesses, sells, or receives any illegal drug or who is 
under the influence of drugs or alcohol, will be discharged and, in appropriate situations, referred to law 
enforcement authorities. 

9. Tobacco products will not be allowed at any facility or in a school vehicle. (Texas State Law: Local School 
Board Policy “GKD.”) 

10. Use caution when opening doors which serve two-way pedestrian traffic. 

11. Use a step ladder or a step stool for reaching above shoulder height. Never stand on the cap of a ladder. 

12. While in a district vehicle, seat belts are required to be worn at all times. Do not disable airbags unless you have 
written permission from your supervisor. 

13. Do not operate machinery that you are not familiar with and have not been trained to use. 

14. Inspect all tools and equipment prior to use to ensure they are in working order and do not present a hazard. 

15. After use, put all tools/or equipment back in their proper place. 

16. Disconnect all electrical cords by grasping the plug and carefully disengaging; never yank by the cord. If an 
electrical cord is frayed or wires are exposed, remove it from service. 

17. Use handrails when using the stairways. Never take more than one stair at a time. 

18. Only qualified, designated employees should work on electrical wiring and equipment. 

19. Horseplay or practical jokes will not be tolerated. 

20. Material Safety Data Sheets must be available, at the point of use, to any person who requests this information. 

21. Report all unsafe or broken tools and equipment to your supervisor. Mark the tool or equipment so that no one 
else will use. 

22. Observe all warning signs, safety bulletins, and posters. 

23. Do not do any job that appears unsafe; ask your supervisor for guidance. 
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24. Report all accidents to your supervisor. 

CUSTODIAL SAFETY RULES 

1. The following are some important, general custodial safety rules that each employee is required to follow: 

2. Use caution when mopping floors. Do one-half of the hall at a time, wait for that side to dry, then do the other 
half. Put out caution signs indicating “Caution - Wet Floors.” 

3. Use care in handling crates, broken glass, jagged wires, etc. Use gloves. 

4. Never store metal items or anything flammable or combustible in a storeroom where electrical equipment is 
located. 

5. Do not block hallways, stairs, or exits. 

6. Keep the storeroom and boiler rooms clean and roomy. 

7. Always mix and apply waxes according to the label. Always use “UL Approved” non-slip waxes or floor 
coatings. 

8. Proper floor maintenance is vital for keeping floors from becoming hazardous. 

9. Store and use acid or caustic drain cleaners properly. Keep caustics away from chlorine cleaners. Use eye 
protection. Read the directions before using any cleaner. Do not use strong cleaners while students, teachers, or 
administrators are using the facility. 

10. Use extension handles on dust mops, etc., to reduce the need for climbing to high places. 

11. Use handrails when using stairways and stay to the right. 

12. If your hands are full, use a cart and keep the load light. Do not let the load obstruct your vision when moving in 
hallways or stairways. 

13. Always put tools, equipment, and machines back in their proper place after use. Do not leave pails, carts, etc., in 
the middle of hallways where they can become obstacles. 

14. Do not store flammable or combustible materials such as paper products, gasoline cans, aerosol cans, mops with 
wooden handles, etc., in the vicinity of the boilers or other sources of heat such as gas water heaters. 

15. Do not use equipment or chemicals you have not been properly trained to use. 

16. Never store chemicals in unmarked containers. 

17. Material Safety Data Sheets should be read and understood for all chemicals being used. 

18. Never overload electrical circuits. 

19. Storage rooms should be kept locked to prevent unauthorized access to tools and chemicals. 

20. When in doubt, ask your supervisor. 

COMPRESSED GAS CYLINDERS 

Compressed gas cylinders can become extremely dangerous if mishandled or if the valve is broken off the top. 
They must be stored away from direct sunlight, out of extreme heat, and in an area that is properly ventilated. 
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The cylinders should be kept in racks or stands or set in an upright position. 

They should also be leashed or chained to prevent them from falling over. 

Protective caps must be installed on all cylinders, whether empty or full, when they are not being used. 

Never drop a gas cylinder. 

Empty and full cylinders should be separated and appropriately marked. 

 

ELECTRICAL EQUIPMENT 

Office machines should be grounded if they are equipped with a ground wire or three-prong plug. New equipment 
should have grounded connections. 

Electrical cords and plugs should be in safe repair. Check for loose plugs, worn insulation, and defective outlets. Any 
frayed cords or those exposing wiring should be removed from service. 

If an adapter must be used to insert a grounded plug into an ungrounded receptacle, attach the pigtail to a grounded 
object. 

Electrical extension cords should be 3-wire grounded type. They should be arranged so as not to cross walkways. 
Extension cords should not be used as a permanent wiring solution, but only as a temporary measure. 

Wall outlets should not be overloaded by connecting additional appliances with adapters or extension cords. 

Only licensed electricians should attempt any electrical repairs. 

ELECTRICAL POWER CORDS 

1. Worn cords can cause short circuits, shocks, and fires. Always be sure you are using the right type of cord for 
the right job. Use heavy duty cords for tools, moisture resistant for outdoors, and always use the 3-wire type of 
cords. 

2. Extension cords must never be affixed to a wall with metal staples. Extension cords should never be run through 
walls, ceilings, or floors. 

3. Never place cords under rugs or across a driveway because damage can occur to the insulation. 

4. Never wrap cords around steam pipes, metal, or warm appliances. Protect them from heat and water. 
5. Never use extension cords that are defective. Check the continuity and use no cords which are frayed. Check 

a. to see that the strain relief is proper. 

6. Pull the plug - not the cord - to disconnect from a wall outlet and check the cord often for wear at the plugs and 
connections. 

ELECTRICAL SAFETY RULES 

1. Inspect electrical equipment, leads, and wiring regularly for compliance with the National Electrical Code 
Standards, especially in wet areas; i.e., when steam cleaning wash areas, laundries, kitchens, rest rooms, or any 
area where proper grounding and ground fault circuit protection is needed. 

2. Do not use electrical tools or extension cords that are defective. 

3. Do not remove ground prongs or disconnect ground wires of any electrical equipment. 

4. Use Ground Fault Circuit Interrupters (GFCI's) when using tools in areas that could be wet. 
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5. Use only double insulated tools or maintain proper and approved grounding practices. 

6. Do not remove the insulating discs from the plug caps. 

7. “Lock Out” all equipment before repairing, cleaning, adjusting. 

8. Keep the area in front of electrical switches, switch gear, breakers, and access to these rooms or areas clear. 

9. Do not overload circuits. 

10. Do not work closer than 10 feet to any power line. 

11. Do not put liquids or containers of liquids on electrical equipment such as transformers, wiring ducts, switch 
boxes, etc. 

12. Do not alter or by-pass breakers or fuse boxes in any way. 

13. Keep all covers on junction boxes, outlets. If you have to remove any covers, put them back when you are 
through. 

14. Ground all metal fixed electrical wiring equipment. 

15. Label all circuit breakers, electrical switches, and fuse panels as to their use. 

16. Be careful of circuits which may have “back feeding.” 

17. Use only properly rated electrical power cords. 

18. Do not use extension cords which are not 3-wire type. 

19. Do not place cords under rugs or across a driveway because damage can occur to the insulation. 

20. Pull the plug, not the cord, to disconnect from a wall outlet. 

21. Do not use electrical power tools in water unless approved for this type of service. 

22. Do not use metal ladders or scaffolds when working around electrical sources. 

LADDERS 

1. Completely inspect all ladder hardware and fittings before each use. 

2. Inspect all ropes and cables and replace them if defective. 

3. Do not use defective ladders; report them immediately to your supervisor. 

4. Portable ladders are designed as one-man working ladders based on a 200-pound load. Do not load a ladder 
more than the rated limits. 

5. Do not use metal ladders while working near electrical wires or electrical equipment. Use a wood or fiberglass 
ladder. 

6. Be sure your shoes are free of any material which could cause you to slip while climbing. 

7. Set the ladder base firmly on the ground or floor. Ladders must not be placed on boxes, barrels,orother 
a. unstable bases. 

8. Maintain three-point contact by keeping two hands and one foot, or two feet and one hand on the ladder at all 
times. 

9. Do not climb a ladder if you are ill or afraid of heights. 

10. Do not paint wooden ladders; this hides possible cracks. Use linseed oil instead. 

11. Do not store wooden ladders where they will be exposed to the elements; store them wherethere is good 
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a. ventilation. 

12. Do not use a ladder which has been tagged “Dangerous — Do Not Use.” 

13. Do not climb a ladder behind an unlocked door, doorway, or without someone standing guard. 

The following rules apply to straight extension ladders: 

1. Never stand above the top three rungs. 

2. Secure the ladder to prevent it from slipping or falling by tying it off to a fixed object at the top at both rails or 
to a proper sized single support attachment. Choose a ladder equipped with non-slip safety feet. Since the ladder 
usually must be climbed to secure the top, someone should stand at the bottom and hold the ladder while this is 
being done. If the job is of short duration, it may not be feasible to tie the top. If this is the case, the ladder 
should be held by another person until the job is completed and the person is safely on the ground. 
Only when the top is secured should someone work from the ladder alone. When ladders with no safety feet                   
are used on hard, slick surfaces, a foot ladder board or cleat should be used against the base. 

3. Do not reach out from a ladder, even when it is being held. Move the ladder instead. 

4. Keep your shoes and the ladder rungs free from grease, mud, ice, etc. Clean oily or greasy ladders with a safety 
solvent or steam clean. 

5. Do not use ladders or ladder sections upside down. Always use right side up. The extension ladder should 
always be erected so that the upper section is resting on the bottom section. 

6. When working from a position on the ladder, always brace your knees against the side rails near the end of the 
ladder rungs to increase stability. 

7. Do not climb ladders when wearing high heels, sandals, or thongs. 

8. Position straight ladders so that the base of the ladder is one foot out for every four feet of height to the point of 
support. 

9. Ladders must be 3 !4 feet taller than the building top. 

STEP-LADDER SAFETY 

1. Completely inspect all ladders before each use and set up the ladder properly. The inspection should include the 
hardware and fittings. Defective ropes/cables should be replaced. Comply with the weight limits and specific 
uses for a ladder by referring to its label. When a ladder is detected to have defects it should be tagged or 
marked as “Dangerous, Do Not Use” and repaired or discarded. 

2. Ladders should not be painted: defects may be covered by paint. Clean off any paint spilled on the ladder during 
use. 

3. Secure ladders before climbing. If necessary, a second person should be present to hold the bottom from 
slipping. The ladder should be equipped with safety shoes to prevent the bottom from slipping. When on a 
ladder, the climber’s body must be centered at all times. 

4. Never stand on the two top steps of a ladder or on the bucket shelf. 

5. All step ladders should be open wide enough that the spreaders lock in the fully-open position. Set the ladder 
a. base firmly on the ground. Never place a step ladder on a desk, table, or other ladder. 

6. Portable metal ladders should not be used for electrical work or where they may contact electrical conductors. 
Use a wood or fiberglass ladder instead and shut off power first if ladders must be used in such locations. 

7. Do not place ladders in front of a door unless the door is locked or adequately guarded. 
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8. Step ladders should never be used as an extension ladder with the spreaders closed and leaned against a 
a. surface. 

9. Step ladders should not be substituted for scaffolds or work stands. 

10. Select a ladder tall enough to reach the work. No attempts should be made to reach beyond a normal arm’s 
length while standing on the ladder, especially to the side 

11. Do not place a ladder on a desk, table, truck bed, or anything other than a stable surface. 

12. Do not attempt to move a ladder while still on it. Dismount and move the ladder to the new position. 

13. A hard hat may be necessary if hazards exist above the ladder. 

 

MOPPING PROCEDURES 

1. Wring out excess water from the mop to eliminate extra weight in the mop and to avoid leaving excess water on 
the floor. 

2. Mop in an “S” motion (instead of back and forth in a sweeping motion) to relieve the back from excessive 
strain. 

3. Use the proper cleaning agents designed for floors. This will prevent residue from building up on the floors and 
creating a slippery surface. 

4. Put up “wet floor” signs while mopping and until the floor is dry. 

WASHER AND DRYER PROCEDURES 

1. All dryers must have the lent screen cleaned before any daily use. 

2. Washers used to wash cafeteria rags and towels may not be used to wash custodial mops. 
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DHE(LOCAL) - EMPLOYEE STANDARDS OF CONDUCT DHE SEARCHES AND ALCOHOL/DRUG 
TESTING 

Table of Contents 

● Reasonable Suspicion Searches 
● Federally Required DOT Testing Program  

o Drug-Related Violations 
o Alcohol Results Between 0.02 and 0.04 
o Reasonable Suspicion DOT Testing 

● District-Imposed Consequences 

The District reserves the right to conduct searches when the District has reasonable suspicion to 
believe that a search will uncover evidence of work-related misconduct. The District may search the 
employee, the employee’s personal items, work areas, lockers, and private vehicles parked on 
District premises or worksites or used in District business. Searches that reveal a violation of the 
District’s standards of conduct may result in disciplinary action. [See DH]  

The District may remove an employee from duty and require testing if there is reasonable suspicion 
that the employee is under the influence of alcohol or drugs used in violation of District policy. The 
determination of reasonable suspicion may be based on specific observations of the appearance, 
behavior, speech, or body odors of the employee whose motor ability, emotional equilibrium, or 
mental acuity seems to be impaired while on duty or other relevant information. Any employee who 
is asked to submit to drug or alcohol testing shall be given the opportunity to provide relevant 
information about prescription or nonprescription medications that may affect the screening.  

A District employee who refuses to comply with a directive to submit to testing based upon 
reasonable suspicion shall be subject to disciplinary action, up to and including termination.  

A District employee confirmed to have violated the District’s policy pertaining to alcohol or drugs 
may be subject to disciplinary action. [See DF series and DH]  

Note: The following provisions apply to employees who are covered by the federal Department of 
Transportation (DOT) rules.  

In accordance with DOT rules, the District shall establish an alcohol and controlled substances 
testing program to help prevent accidents and injuries resulting from the misuse of alcohol and 
controlled substances by the drivers of commercial motor vehicles, including school buses. The 
primary purpose of the testing program is to prevent impaired employees from performing safety 
sensitive functions.  

The Superintendent shall designate a District official who shall be responsible for ensuring that 
information is disseminated to employees covered under this testing program regarding prohibited 
driver conduct, alcohol and controlled substances tests, and the consequences that follow positive 
test results.  

The following constitute drug-related violations under the DOT rules:  

Reasonable Suspicion Searches  
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Reasonable Suspicion Alcohol and Drug Testing  

Federally Required DOT Testing Program  

Drug-Related Violations  
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AND ALCOHOL/DRUG TESTING (LOCAL)  
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1. Refusing to submit to a required test for alcohol or controlled substances.  

2. Providing an adulterated, diluted, or a substituted specimen on an alcohol or controlled 
substances test.  

3. Testing positive for alcohol, at a concentration of 0.04 or above, in a post-accident test.  

4. Testing positive for controlled substances in a post-accident test.  

5. Testing positive for alcohol, at a concentration of 0.04 or above, in a random test.  

6. Testing positive for controlled substances in a random test.  

7. Testing positive for alcohol, at a concentration of 0.04 or above, in a reasonable suspicion test.  

8. Testing positive for controlled substances in a reasonable suspicion test.  

An employee who operates a commercial motor vehicle, including a bus, and commits a 
drug-related DOT violation as defined above shall not be eligible for reinstatement as a driver.  

In accordance with DOT rules, a driver tested under this policy and found to have an alcohol 
concentration of 0.02 or greater, but less than 0.04, shall be suspended from driving duties for at 
least 24 hours.  

[In the event of a subsequent positive test result for alcohol of 0.02 or greater but less than 0.04, 
see the disciplinary consequences at District-Imposed Consequences, below.]  

Only supervisors specifically trained in accordance with federal regulations may, based upon 
reasonable suspicion, remove a driver from a safety-sensitive position and require testing for 
alcohol and/or controlled substances. The determination of reasonable suspicion shall be based on 
specific observations of the appearance, behavior, speech, or body odors of the driver whose motor 
ability, emotional equilibrium, or mental acuity seems to be impaired. Such observations must take 
place just preceding, during, or just after the period of the workday that the driver is on duty.  
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The observations may include indication of the chronic and withdrawal effects of controlled 
substances. Within 24 hours of the observed behavior, the supervisor shall provide a signed, written 
record documenting the observations leading to a controlled substance reasonable suspicion test.  

Alcohol Results Between 0.02 and 0.04  

Reasonable Suspicion DOT Testing  
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In addition to the consequences established by federal law, a District employee confirmed to have 
violated the District’s policy pertaining to alcohol or controlled substances, including a second or 
subsequent positive test result for alcohol of 0.02 or greater but less than 0.04, shall be subject to 
District-imposed discipline, as determined by his or her supervisor and the Superintendent. Such 
discipline may include any appropriate action from suspension without pay during the period of 
removal from safety-sensitive functions, up to and including termination of employment. [See DF 
series]  

In cases where a driver is also employed in a nondriving capacity by the District, disciplinary action 
imposed for violation of alcohol and controlled substances policies shall apply to the employee’s 
functions and duties that involve driving. Additionally, upon recommendation of the employee’s 
supervisor, disciplinary measures up to and including termination of employment with the District 
may be considered 

Post Accident Testing requirements are depicted  in a table provided in DHE (Exhibit) of the 
Corrigan-Camden ISD Board Policy. 
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Employee Handbook Receipt 

 Name ___________________________________ Campus/Department ___________________________  

I hereby acknowledge receipt of a copy of the Corrigan-Camden ISD Employee Handbook. I agree to 
read the handbook and abide by the standards, policies, and procedures defined or referenced in this 
document. 

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

www.ccisdtx.com 

Please indicate your choice by checking the appropriate box below: 

___  I choose to receive the employee handbook in electronic format and accept responsibility for 
accessing it according to the instructions provided. 

____I choose to receive a hard copy of the employee handbook and understand I am required to contact 
Diana Locke, dlocke@ccisdtx.com to obtain a hard copy. 

The information in this handbook is subject to change. I understand that changes in district policies 
may supersede, modify, or render obsolete the information summarized in this document. As the 
district provides updated policy information, I accept responsibility for reading and abiding by the 
changes. 

I understand that no modifications to contractual relationships or alterations of at-will employment 
relationships are intended by this handbook. 

I understand that I have an obligation to inform my supervisor or department head of any changes in 
personal information such as phone number, address, etc. I also accept responsibility for contacting my 
supervisor or theCC ISD Business Office if I have questions or concerns or need further explanation. 

________________________________ _________________________ 

Signature Date 

Please sign and date this receipt and forward it to dlocke@ccisdtx.com or send to Diana Locke via 
interoffice mail. 
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