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Emergency Closings 
 
Under emergency conditions created by snow and/or ice, threat of severe weather or power or 
fuel failure, it may become necessary to close the schools. Announcements about weather-related 
school closings will be made no later than 6:00 a.m. on the day in question. 
 
Radio stations KPLT (1490 AM and 107.7 FM), KBUS (101.9 FM), KOYN (93.9 FM), KLAKE 
& KSCN (97.7 FM), KITX (95.5 FM), KOOL (98.5 FM), and KETR (88.9 FM) will be notified, 
and announcements will be aired concerning closings and re-openings. Text messages will also be 
sent out to those who have subscribed to the District’s text notification system. 
 
If bad weather should develop during a school day, parents are urged to consult the same media 
sources for possible early dismissal. 
 
 
Leaves and Absences 
 
The Sick and Personal Leave policies of the State and the Paris Independent School District are 
listed in the Human Resources section of the Business Operating Procedures Manual. Please read 
these policies carefully in order to prevent any misunderstanding regarding these benefits. 
 
In the event an employee is ill or an emergency arises, the employee should call the Smart Find 
Express System (SADIE) at 1-877-354-6985 as soon as possible so that an appropriate substitute, 
if applicable, can be acquired. 
 
In the event an administrator is ill or an emergency arises he/she shall notify the Superintendent 
of Schools or the immediate supervisor and report the absence to SADIE. Upon return to work, 
the administrator should complete the necessary absence form(s) with the Superintendent or 
immediate supervisor. Principals shall report to the Superintendent of Schools. 
 
 
Professional Pay 
 
Professional pay is determined primarily by a single salary schedule. The total amount of pay will 
be divided into 12 monthly payments and deposited on predetermined dates as referenced on the 
District website. Normally, paychecks will be deposited the 25th of each month unless earlier for 
special reasons. 
 
Your wage statement will reflect deductions for income taxes and TRS contributions plus any 
other deductions you may authorize. Should you have any questions regarding your pay, please 
contact Katy Jameson at the Business Office at 903-737-7473. 
 
Other payroll deductible items which can be authorized include insurance and annuity payments 
with district contracted companies and Northeast Texas Teachers Federal Credit Union Payments. 
 
 
 
 
 



Group Hospitalization Insurance 
 
The Paris Independent School District participates in a group policy. The enrollment period is 
open in the spring of each school year or within 30 days from the date of employment. 
 
Information regarding rates and enrollment for the upcoming school year will be given at campus 
level faculty and staff meetings and/or through campus e-mail. 
 
Life Insurance:  Group policy with payroll deductions is available. 
 
Annuity Program:  Annuity programs are available with payroll deductions. 
 
Income Replacement Coverage:  Group policy with payroll deductions is available. 
 
Cancer Insurance:  Group policy with payroll deductions is available. 
 
Representatives of the companies may contact you early in the school year. 
 
 
Retirement 
 
It is recommended that personnel considering retirement discuss the matter with the 
Superintendent of Schools or designee several months in advance in order for the necessary 
procedures and actions to be completed. Prior planning can be to the advantage of the person who 
is retiring. 
 
 
Time for Arriving and Leaving School 
 
All personnel shall observe the hours as determined by your principal or immediate supervisor on 
normal instructional and tests days. Teacher work day and staff development hours are 8:00 a.m. - 
3:30 p.m. 
 
Administrative personnel shall observe the hours of 7:45 a.m. - 4:00 p.m. on normal instructional 
and test days. 
 
Central Office personnel will observe the hours of 7:30 a.m. - 4:30 p.m.  
 
 
Leaving School During School Hours 
 
All staff members should obtain authorization from campus principals or designee when leaving 
assigned school campus during work hours. This procedure will prevent many misunderstandings 
as well as protect the employee. 
 
 
 
 
 
Extra Duties 



 
Each campus has extra duties that must be performed in order to insure the proper supervision of 
students outside the classroom. Staff members are expected to assume and perform these 
responsibilities in a professional matter. 
 
 
Textbook Responsibility 
 
Professional staff members are responsible for the issuance, control and use of textbooks by 
students. Textbooks should be checked regularly for covers, damages, etc. Please notify your 
building principal when a student loses or damages a book. Please do not issue another textbook 
without authorization from the principal’s office. Unissued textbooks should not be accessible to 
students. It is recommended that textbook numbers be recorded in teacher’s grade book in the 
space provided. 
 
 
Lesson Plan Book 
 
Professional staff members are required to keep a Lesson Plan Book or maintain an online Lesson 
Plan system. Lesson plans for at least one week should be made in advance before a teacher 
leaves the campus for the weekend. Plans should be clear and concise in order that a substitute 
teacher will be able to carry on with normal classwork. Additional information regarding lesson 
plans will be given at the campus level faculty meetings. 
 
 
Grade Book 
 
Professional instructional staff members shall keep a computer grade book or a hard copy grade 
book, or both, for recording grades and absences. Grade books should be kept up-to-date, and all 
entries should be legible and identifiable. A minimum of one grade each week is required; it is 
suggested that more grades be entered in order to better evaluate student performance. Grade 
books will be filed with the principal at the end of each school year. 
 
 
Grading and Reporting 
 
Grades will be reported at the end of each six weeks period. Instructional staff members should 
have report cards prepared for sending home on the Wednesday following the end of a six weeks 
period unless notified differently by the principal. The grade reporting and recording system 
varies among the levels in the school district, and the principal will advise the grade recording 
procedures applicable at each school. 
 
 
Use of Telephone 
 
All staff members are expected to use reasonable judgment regarding the use of a cell phone or 
the school phone. When there is an emergency call received, the employee will be called to the 
phone immediately; otherwise, the party will be requested to give a return number and advise that 
the employee will return the call. The school phone is for school use only and its use for personal 
business matters is discouraged. 



 
If a personal long-distance call must be made on a school phone, the staff member should charge 
the call to his/her home phone. The business office will not honor calls unless authorized and 
approved by the principal. 
 
 
Student Attendance 
 
Punctual and regular attendance is expected of each student. Excessive absenteeism should be 
reported to the principal. A student may be missing only one class and this absenteeism may not 
be detected in the office. A student is to be admitted to class after an absence only after receiving 
an admission slip from the office. 
 
Students should bring a note signed by parents or legal guardians stating the reasons for absence 
and giving the date(s). Your principal will give specific instructions concerning attendance. 
Please note in your grade book if the absence was excused or unexcused. 
 
No student may leave school unless authorized by the principal or the designee. Some discretion 
may be used by the teachers at the elementary level provided the parent personally picks up the 
student. 
 
 
Instructional Supplies 
 
Staff members should initiate requests for supplies through the principal’s office. The school 
district will assume no fiscal responsibility for merchandise or services purchased without a 
purchase order issued through proper channels. 
 
 
School Activities 
 
Staff members should attend and participate in as many school activities as possible. A teacher’s 
presence projects support and interest to the students, the school and the community. 
 
Many staff members will be involved in school-related organizations, clubs, etc. No school 
activities should be planned for Wednesday nights as this night is set aside for community 
religious activities. 
 
Staff members should receive permission from principals regarding the use of school facilities for 
meetings, etc. 
 
 
Discipline 
 
The teacher should handle discipline when possible. The teacher should confer with the student, 
principal and parents in all unusual problems. Cooperation and understanding between the parents 
and the teacher can often eliminate problems before they develop into unpleasant situations. 
 
If a student becomes disruptive, direct and accompany the student to the principal’s office. Do not 
tell a student to “leave school” or “leave the room.” Please keep a written record of each incident 



and your actions where a serious discipline problem may be developing. Ask a neighboring 
teacher to temporarily supervise your class should it be necessary for you to leave the class. Your 
Campus Discipline Management Plan can be obtained from your principal. 
 
 
Field Trips 
 
Staff members should initiate requests for field trips with the principal. The principal, in turn, 
may approve or disapprove the request. If transportation is involved, the teacher will submit the 
request to the Director of Transportation for his approval after receiving the principal’s approval. 
The Director of Transportation will not honor transportation requests unless approved by the 
principal and accompanied by a purchase order or other plan for paying for the trip. Please plan 
these requests ten days in advance. A consent form must be completed on each student prior to 
departure. (See FFD (E) (LOCAL) p. 7) 
 
 
Professional Responsibilities 
 
The Paris Independent School District expects its staff members to adhere to the Code of Ethics 
and Standard Practices for Texas Educators. Critical remarks directed toward students, peers and 
supervisory personnel often lead to mistrust and unproductive relationships. These situations 
serve no positive purpose. The common goal for our professional existence is to offer the students 
of the district the most comprehensive educational opportunities possible. To accomplish this end, 
it is necessary that each employee strive to be the very best professional he/she can. 
 
 
Dress and Grooming 
 
Staff members are expected to dress and groom in a professional manner that sets appropriate 
examples for students. 
 
 
Student Detainment or Absence per Teacher Request 
 
As a matter of respect and professionalism, no teacher is authorized to detain a student from 
another teacher’s class or grant permission to a student to miss another teacher’s class. Student 
detainment or absences of this nature may be requested and authorized only through the principal, 
and efforts should be made to avoid a student missing another class. 
 
 
Reimbursement for Purchases, Travel, Expenses, Etc. 
 
The Paris Independent School District will honor reimbursement requests only if the expenditure 
has received prior approval and requested according to established procedures. All requests of 
this nature must have receipts attached. Staff members should consult with the principal and the 
Business Office regarding matters of this nature to prevent misunderstandings, assumptions, etc. 
Meal allowance for trips out-of-district but not overnight will be taxed by the IRS. 
 
 
Mentor Teachers 



 
The Paris Independent School District participates in field-based teacher education programs. The 
role of the mentor teacher is to provide an environment where an intern and/or resident in the 
university field-based program can observe, understand and assimilate the experiences involved 
in the learning process. As a means of professional development, the mentoring teacher shares 
his/her experience and expertise with the intern and resident and the intern and resident share 
their time and effort to enhance learning in the classroom. Mentor teachers who have volunteered 
to work with an intern and/or resident interview university field-based students in the fall and 
spring. This program is directed through the office of Assistant Superintendent for Curriculum & 
Instruction. 
 
 
Parent/Guardian Communications 
 
Instructional and administrative staff members are expected to notify a parent or guardian when, 
in his/her opinion, the student is performing or beginning to perform failing academic work or the 
student is displaying or beginning to display improper school conduct (poor attitude or classroom 
behavior - poor attendance - excessive tardiness, etc.) which could lead to academic failure and/or 
serious disciplinary actions. If not computer generated, district forms for parent/guardian contact 
(Notice of Concern) are provided in each principal’s office. Staff members should complete the 
form and ask the office to mail the original copy. Two carbon copies are provided by the form - 
one copy should be turned in to the principal and the staff member should keep one copy. 
 
The purpose of the “Notice of Concern” is to advise the parent/guardian of the situation and to 
encourage his/her assistance in correcting the problem, etc. A “Notice of Concern” should be 
mailed at the end of the third week of each six week period of a student is failing or near failing. 
If written communications do not work, call the parent. 
 
 
Professional Associations 
 
Professional and paraprofessional staff members are encouraged to consider membership in 
professional and paraprofessional local, state and national associations. The decision for 
membership rests solely with the employee. 
 
Listed below are professional associations active within the district. Representatives of these 
associations and/or materials and information regarding membership will be available at the 
campus level faculty meetings. 
 
TSTA/NEA:  The Texas State Teachers Association/National Education Association is a unified 
professional association which provides education leadership at state and national levels. Payroll 
deduction of dues is available. 
 
PARIS TSTA (Local) Association:  The Paris TSTA (Local) is the local unit of TSTA/NEA. 
 
TEXAS CLASSROOM TEACHERS ASSOCIATION - PARIS CHAPTER:  The Texas 
Classroom Teacher Association is the largest independent professional organization in Texas with 
membership limited to classroom teachers. The Paris Chapter is dedicated to cooperatively 
working with school administrators and the community in improving educational services and 
opportunities. Payroll deduction of dues is available. 



 
ASSOCIATION OF TEXAS PROFESSIONAL EDUCATORS:  The Association of Texas 
Professional Educators is a state professional association for administrators, teachers, and 
paraprofessionals. 
 
LAMAR EDUCATIONAL SECRETARIES ASSOCIATION: The Lamar Educational 
Secretaries Association (LESA) is a local association affiliated with the Texas Educational 
Secretaries Association. It serves paraprofessionals engaged in all aspects of clerical and 
instructional duties. 
 
 
Board Policies 
 
Board policy for the Paris Independent School District is available online at the Paris ISD website 
(www.parisisd.net) under Policy Online. Copies of Board Policies are located at the 
Administration Building in the office of the Superintendent.  
 
 
Grievance Procedures 
 
Board Policy DGBA (LOCAL) (see pages 6-9 of board policies) establishes procedures for the 
orderly processing of employee grievances. 
 
 
Reassignment Request 
 
The Superintendent or an officially designated representative employs all personnel subject to 
assignment and reassignment at any time. 
 
Personnel may request reassignment to other employment positions within the district. Requests 
for specific assignments or reassignments shall be granted only if the assignment will not lessen 
the effectiveness of the overall system. 
 
Requests for reassignment shall be discussed with the principal or immediate supervisor, and then 
submitted in writing to the Superintendent or an officially designated representative for 
consideration. 
 
 
Status of Employment - Evaluation 
 
The district shall have an evaluation system that provides periodic written evaluations of all full-
time, certified professional employees. Such evaluation shall be considered by the Board prior to 
any Board decision to not renew the employee’s term contract. 
 
The district shall utilize the appraisal process and criteria on which to appraise the performance of 
teachers as approved by The State Board of Education. See Policy DQC (LOCAL). 
 
 
Appraiser/Teacher Manuals 
 



Appraiser/Teacher manuals are distributed only to teachers, appraisers and other appropriate 
administrative personnel. Individuals such as substitute teachers, counselors, librarians, medical 
staff, psychologists, and social workers, etc. are not included. The manual should help teachers 
and appraisers better understand the appraisal process and lead to improved instruction for 
students. 
 
 
Resignations 
 
Resignations of contracted personnel must be submitted in writing at least 45 days prior to the 
first day of instruction of the upcoming school year. Board policy further states that an employee 
may resign with the consent of the Board at any time mutually agreed upon. 


