
26. OTHER PERSONNEL-RELATED MATTERS  
CONFIDENTIALITY 
Employees of the district shall not, in any way, release any information about the district, its 
school, its students, its activities, or the activities of its personnel not legally permissible or 
required by law or their duties or as expressly permitted by the governance board or its designee 
for a period of two (2) years from their last day of employment. No employee shall publish, 
disclose, use, or authorize anyone else to publish, disclose, use, or in any way cause to be 
published, disclosed, or used, any private or proprietary information which such employee may 
in any way acquire, learn, develop, or create by reason of employment with the district, unless 
otherwise permitted by the governance board or its designee, for a period of five (5) years after 
their last day of employment. Any document or other material, which is the property of either 
school, the district, or the governance board, is required to be returned to the district upon an 
employee's termination or resignation. 

PERSONNEL INQUIRIES 
No one other than the superintendent or a duly-designated individual is authorized to respond 
either verbally or in writing to personnel inquiries of any type about any school employee (other 
than themselves), student, matter or incident involving either school. 

All inquiries from any person or entity concerning the schools, their staff, students, policies, 
administration or any matter involving such are to be referred to the superintendent. No one else 
is authorized to speak on behalf of the schools/district unless expressly permitted to do so in 
writing, which said authorization shall be limited to the specific matter at hand, from the 
superintendent or governance board. Permitting another to speak on behalf of the schools in one 
incidence does not grant authorization to do so as to other incidences. Any inquiries should be 
vetted with the district’s legal counsel before a response is made. 

RETURN OF MATERIALS 
Immediately upon termination or upon the effective date of employee’s resignation, the 
employee must return all office and room keys, identification, security cards and codes, office 
materials and supplies, including classroom supplies in said employee's possession, to the 
district. Any costs to replace any of the foregoing will be borne by the employee and such costs 
will be deducted from the employee’s final paycheck or billed to the employee if final paycheck 
has already been received. This includes any such items which are located other than in the 
employee’s classroom, including their vehicles or residences, or which are stored at other 
locations. 

EXAMINATION OF PERSONNEL FILES 
Any employee may examine his/her personnel file(s) during regular school hours and only in the 
presence of the superintendent, the president of the governance board, or their designees. Such 
employee may make copies of or take written notes about the contents of the file and may add 
comments for inclusion in the file at any time. Any such additions will be made on a separate 
sheet(s) of paper. The employee must provide at least 24 hours advance notice, excluding 
weekends and holidays, of the intent to review and/or make copies of their file. No personnel file 
is to be removed from the office or campus grounds unless expressly provided for in writing by 



the superintendent, the president of the governance board, or their designee. No employee may 
make copies of any document that may be confidential under state or federal FERPA-related 
laws or other applicable laws or regulations. The employee must sign an acknowledgement 
verifying that they received all the documentation from their file that they requested.  

COPYRIGHTS 
Copyrights, payments and/or royalties which occur as a result of a project of any employee or 
employees of the district which are derived, constructed, developed or otherwise generated as a 
result of their employment with HICD shall remain the property of the district. The governance 
board may assign copyrights, royalties, or other payments to the author or authors or project 
participants at its sole discretion. 

BINDING THE SCHOOL 
No employee, other than the superintendent, is authorized to bind or speak for or on behalf of the 
district, the administration or the governance board unless specifically, and in writing, given such 
authority by the governance board. This does not apply to statements made by district’s attorney 
in any legal or administrative proceedings or contractual negotiations. 

 


