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3.1— LICENSED PERSONNEL SALARY SCHEDULE

See salary schedule on next page.

Enter your District’s salary schedule for this policy. State law requires each District to
include its teacher salary schedule, including stipends and other material benefits,
in its written personnel policies unless the District recognizes a teachers’ union in its
policies for, among other things, the negotiation of salaries. For the purposes of the
salary schedule, a teacher will have worked a “year” if he/she works at least 160
days.2

For the purposes of this policy, a master’s degree or higher is considered “relevant to
the employee’s position” if it is related to education, guidance counseling, or the
teacher’s content area and has been awarded for successful completion of a program
at the master’s level or higher by an institution of higher education accredited under
Arkansas statutory requirements applicable at the time the degree was awarded.

Teachers who have earned a master’s degree in an area that is considered relevant to
the employee’s position as defined in this policy are responsible for reporting and
supplying a transcript to the district3. The appropriate salary increase will be
reflected in the next paycheck provided it is at least two weeks* from the time the
notice and documentation is delivered. All salary changes will be on a “go forward”
basis, and no back pay will be awarded.

Teachers who have earned sufficient college hours toward a degree relevant to the
teacher’s employment to warrant a salary change on the district’s salary schedule are
responsible for reporting and supplying a transcript to district?. The appropriate
salary increase will be reflected in the next paycheck provided it is at least two
weeks3 from the time the notice and documentation is delivered. All salary changes
will be on a “go forward” basis, and no back pay will be awarded.

Non-Traditional Licensure Program Each employee newly hired by the district to teach
under thenon-traditional licensure program™NTLP) shall initially be placed on the salary
schedule in the category of a bachelor’s degrele motexperience, unless thE'LP

employee has previous teaching experience whiahinesya different placement on the
schedule. Upon receiving his/heiitial or standard teaching license, the employee shall be
moved to the position on the salary schedule thatsponds to the level of education degree
earned by the employeehich is relevant to the employee’s position.. Employee’s

degrees which are not relevant to Mi€LP’s position shall not apply when determining
his/her placement on the salary schedAléeacher with a non-traditional provisional
license shall be eligible for step increases with each ssgiwe year of employment, just as
would a teacher possessing a traditional teacltegse.



Licensed employee, seeking additional area or area$licensure

Licensed employees who are working onafternative licensure program (ALP) to gain
licensure in an additional area are entitled t@graent on the salary schedule commensurate
with their current license, level of education degand years of experience. Degrees which
are not relevant to the employee’s position shat apply when determining his/her
placement on the salary schedule.

Degree Upgrades
Additional hours that would result in a degree @gigr on the salary schedule must be turned
in to the Superintendent’s Office before Augudtd be effective for the current school year.

Additional hours turned in before February"i&ould be effective for the second semester
only.

Official college transcripts are required for a deggupgrade.

Any additional hours turned in after February"iill not take effect until August of the next
school year.

Notes: A.C.A. § 6-11-129 requires employee contract information to be
available on the district’s website and also identifies the contract items that
must be redacted.

1The pending ADE Rules governing salary schedules includes the following
definition which you can use to ensure you have included the data they will
be looking for when you are reviewed. “Licensed Salary Schedule is a set of
matrices that are updated and published each school year that contains the
minimum salary licensed employees earn based on number of years of
experience, education degrees, computations for extended contracts, and
salary supplements for additional duties or responsibilities. The salary
schedule is required to reflect the actual pay practices of the district.”

2Select the number of days your district chooses to use to qualify teachers to
be eligible for a step increase. 160 days is merely a suggestion, but it aligns
with the Teacher Retirement’s requirement to earn credit toward retirement
benefits.

3Insert the title of the appropriate person.
4Pick a period of time that works for your district. In selecting the length of
time, consider your employee’s time to verify the transcript and execute the

contract addendum.

Legal References: A.C.A. § 6-17-201, 202, 2403



A.C.A. § 6-20-2305(f)(4)
Date Adopted: June 11, 2002
Last Revised: June 12, 2012

3.2— LICENSED PERSONNEL EVALUATIONS
Evaluations of certified personnel shall be unéteriat least annually.

Any forms, procedures or other methods of evaloaitieluding criteria, are to be developed by the
superintendent and his/her designee(s), but shtddiepart of the personnel policies of the Distric

Teacher evaluation in the Booneville Public Sclsgstem uses a positive approach with emphasis on
professional growth as well as focusing on imprasetof the instructional program.

The personnel evaluation system has three maiogesp
(1) To enhance the quality of education
(2) To provide information for school personnel to ioyer
(3) To provide information to serve as the basis fandand defensible employment decisions.

(a) To provide the person being evaluated with cleication of the expectations of the system
with regard to job performance.

(b) To provide the individual being evaluated with ckegdback regarding the extent to which
his/her performance is satisfactorily meeting theogeectations.

(c) To provide the individual and the system with axciedication of areas in which further
preparation and support are needed to insuréntis® persons whose performance is not
meeting expectations will have the opportunityaaatop those skills needed to meet the
expectations.

(d) To provide the school system with information neideassess the effects and effectiveness of
the various forms of preparation and support tfeaheeded.

(e) To provide the school system with information nedessist in making decisions regarding
continue employment.

Probationary Teacher: A teacher or administrala laas not completed three successive years obmght
in an Arkansas School District.

Non-Probationary Teacher: A teacher or admingst@ho has completed three successive years of
employment in an Arkansas School District.

A fourth year may be added to that of a probatioteacher.
All teachers and/or administrators hired at BodleeRublic Schools will be hired on probationastgs.
A probationary teacher will have at least two fdraanounced) observations and one informal (unamzes)

observation each year. An additional observaji@ais be conducted according to need determinedlzy
supervisor and/or teacher.



A non-probationary teacher shall have one fornmeddanced) evaluation and one informal (unannounced)
evaluation.

Three drop-in evaluations may be used in lieuefdhmal and informal evaluations for any non-ptiaiary
teacher. A written correspondence from the evaltatthe teacher shall follow each drop-in evauatThe
evaluator may or may not request a post-conferaeeting with the teacher after a drop-in evaluation

Legal Reference: A.C.A. §6-17-1504

Date Adopted: June 11, 2002
Last Revised:

3.3— LICENSED PERSONNEL REDUCTION IN FORCE

The School Board acknowledges its authority to aoha reduction in force (RIF) when a decrease in
enrollment or other reason(s) make such a redunticessary or desirable. A RIF will be conductadmthe
need for a reduction in work force exceeds the abrate of attrition for that portion of the stéfét is in
excess of the needs of the district as determipéublsuperintendent.

In effecting a reduction in force, the primary gaoafl the school district shall be; what is in thetlinterests of
the students; to maintain accreditation in compéawith the Standards of Accreditation for Arkari2ablic
Schools and/or the North Central Association; hedeeds of the district. A reduction in force ll
conducted by evaluating the needs and long-antitehnar goals of the school district, and by exangthe
staffing of the district in each licensure area@mnd applicable, specific grade levels.

Option 11

If a reduction in force becomes necessary in a licensure area and/ or specific grade level(s),
the teacher’s length of service in the district shall be the initial determining factor. The
teacher with the most years of employment as a licensed teacher in the district as compared
to other teachers in the same licensure area and/or specific grade level(s) shall

prevail. Length of service in a classified position shall not count for the purpose of length of
service for a licensed position. Total years of service to the district shall include non-
continuous years of service. Being employed fewer than 160 days in a school year shall not
constitute a year.

In the event that two employees subject to a RIF have the same length of service, the
employee with the higher number of points as determined by the schedule contained in this
policy shall be retained. The teacher with the fewer points will be laid off first. In the event
two or more employees have the same number of points, the teacher(s) shall be retained
whose name(s) appear first in the board’s minutes of the date of hire. There is no right or
implied right for any teacher to “bump” or displace any other teacher.

Option 21

If reduction in force becomes necessary in asigenarea or specific grade level(s), the RIF Sealll
conducted for each licensure area and/or spetfitedevel on the basis of each employee’s paints a
determined by the schedule contained in this politye teacher with the fewest points will be tid



first. There is no right or implied right for atgacher to “bump” or displace any other teadheing
employed fewer than 160 days in a school year shall not constitute a year. It is each teacher’s
individual responsibility to ensure his/her point totals are current in District files.

Points
¢ Years of service in the district — 1 point per year
All licensed position years in the district count including feamtinuous year
Service in any position not requiring teacher Brea does not count toward years of service.
Being employed fewer than 160 days in a school year shall not constitute a year.
¢ Graduate degree in the area of licensure applitabledit of points (only the highest level ofrsi
apply)
1 point-Master’s degree
2 points-Master’s degree plus thirty additionalisou
3 points-Educational specialist degree
4 points-Doctoral degree
¢ National Board of Professional Teaching Standagd#ication-3 points
¢ Additional academic content areas of endorsemadéasfied by the state board-1 point per area
* Licensure for teaching in a State Board identified shortage area—2 points
* Multiple areas and/ or grade levels of licensure as identified by the State Board —1
point per additional area or grade level as applicable. For example, a P-4 license or a
5-8 social studies license are is each worth one point.

When the District is conducting a RIF, all potentially affected teachers shall receive a listing
of licensed personnel with corresponding point totals. Upon receipt of the list, each teacher
has ten (10) working days within which to appeal his or her assignment of points with to the
superintendent whose decision shall be final. Except for changes made pursuant to the
appeals process, no changes will be made to the list that would affect a teacher’s point total
after the list is released.

A teacher with full licensure in a position shall prevail over a teacher with greater points but who is
lacking full licensure in that subject area. “Full licensure” means an initial, or standard, non-
contingent license to teach in a subject area or grade level, in contrast with a license that is
provisional, temporary, or conditional on the fulfillment of additional course work or passing exams
or any other requirement of the Arkansas Department of Education, other than the attainment of
annual professional development training.

Pursuant to any reduction in force brought about by consolidation or annexation and as a
part of it, the salaries of all teachers will be brought into compliance, by a partial RIF if
necessary, with the receiving district’s salary schedule. Further adjustments will be made if
length of contract or job assignments change.? A Partial RIF may also be conducted in
conjunction with any job reassignment whether or not it is conducted in relation to an
annexation or consolidation.

Recall: Option 11

There shall be no right of recall for any teacher.



Recall: Option 21

If a teacher is non-renewed from a 1.0 FTE position under this policy, he or she shall
be offered an opportunity to fill any 1.0 FTE position vacancy for which he or she is
required to hold a license as a condition of employment and for which he or she is
qualified by virtue of education, license, or experience, as determined by the job
requirements developed by the superintendent or designee, for a period of up to two
(2) years, with

the starting date of the two (2) year period being the date of board action on the non-
renewal recommendation. A teacher shall not have the right to be recalled to a
licensed position that is less than a 1.0 full time equivalent (FTE), has less authority
or responsibility, or that has a lower compensation level, index or stipend. No right
of recall shall exist for non-renewal from a stipend, or non-renewal or reduction of a
stipend, or non-renewal to reduce contract length. No teacher shall have any right
to be recalled to any position that is for a longer contract period, has greater
authority or responsibility, is for greater than the former FTE, or that is at a higher
compensation level, index or stipend.

The non-renewed teacher shall be eligible to be recalled for a period of two (2) years
in reverse order of the layoff to any position for which he or she is qualified. Notice
of vacancies shall be by first class mail to all teachers reasonably believed to be both
qualified for and subject to rehire for a particular position and the non-renewed
teachers shall have 10 working days from the date that the notification is reeeived
mailed in which to conditionally accept the offer of a position, with the actual offer
going to the qualified teacher with the most points who responds within the 10 day
time period. A lack of response or a teacher's refusal of a position shall end the
district’s obligation to rehire the laid-off teacher and no further rights to be rehired
shall exist.

SECTION TWO

Option A4

In the event the district is involved in an annexation or consolidation, teachers from all the
districts involved will be ranked according to years of service, licensure, degrees, and
training. A year of teaching at an annexed or consolidated district will be counted the same
as a year at the receiving or resulting district. No credit for years of service will be given at
other public or private schools, or for higher education or Educational Service Cooperative
employment.

Option B4

The employees of any school district which annexes to, or consolidates with, the Booneville
School District will be subject to dismissal or retention at the discretion of the school board,
on the recommendation of the superintendent, solely on the basis of need for such employees
on the part of the Booneville School District, if any, at the time of the annexation or
consolidation, or within ninety (90) days after the effective date of the annexation or
consolidation. The need for any employee of the annexed or consolidated school district shall



be determined solely by the superintendent and school board of the Booneville School
District.

Such employees will not be considered as having any seniority within the Booneville School
District and may not claim an entitlement under a reduction in force to any position held by
a Booneville School District employee prior to, or at the time of, or prior to the expiration of
ninety (90) days after the consolidation or annexation, if the notification provision below is
undertaken by the superintendent.

The superintendent shall mail or have hand-delivered the notification to such employee of
his intention to recommend non-renewal or termination pursuant to a reduction in force
within ninety (90) days of the effective date of the annexation or consolidation in order to
effect the provisions of this section of the Booneville School District’s reduction-in-force
policy. Any such employees who are non-renewed or terminated pursuant to Section Two
are not subject to recall notwithstanding any language in any other section of this policy.
Any such employees shall be paid at the rate for each person on the appropriate level on the
salary schedule of the annexed or consolidated district during those ninety (90) days and/or
through the completion of the reduction-in-force process.

This subsection of the reduction-in-force policy shall not be interpreted to provide that the
superintendent must wait ninety (90) days from the effective date of the annexation or
consolidation in order to issue notification of

his intention to recommend dismissal through reduction-in-force, but merely that the
superintendent has that period of time in which to issue notification so as to be able to
invoke the provisions of this section.

The intention of this section is to ensure that those Booneville School District employees
who are employed prior to the annexation or consolidation shall not be displaced by
employees of the annexed or consolidated district by application of the reduction-in-force

policy.

Notes: ! Select either Option 1 or 2 on the basis of which system will work best for your
district and its students.

2 The list may be changed to reflect the beliefs of your district regarding what criteria
are the most beneficial to students and the district. You may choose to add or delete
additional criteria and/or change the value of the points given to each criterion. For
example, you could choose to lessen or increase any of the point values for a criterion,
or you could add or delete point categories.

3 For example: It may be discovered that a teacher is receiving a stipend for duties
that he/she has not performed for several years. As part of the reduction in force, the
teacher would be sent notification by the superintendent that he/she intended to
partially nonrenew the teacher fer excluding the obsolete stipend.

4Select the option of your choice. If you choose Option B, the ninety (90) day time
period may be lengthened or shortened (within reason) to suit your preference.



Legal Reference: A.C.A. §6-17-2407

Date Adopted:
Last Revised: June 12, 2012

3.4— PERSONNEL CONTRACT — RETURN

An employee shall have thirty (30) days from théedaf the receipt of his contract for the
following school year in which to return the comfrasigned, to the office of the
Superintendent. The date of receipt of the conshatl be presumed to be the date of a cover
memo which will be attached to the contract.

Failure of an employee to return the signed contmathe office of the Superintendent within
thirty (30) days of the receipt of the contractlsbperate as a resignation by the employee.
No further action on the part of the employee,3hperintendent, or the School Board shall
be required in order to make the employee’s resigndinal 2

Note: 1 The following language is offered as suggestive for the cover memo.

Attached please find your contract of employment for the (date/date) school
year. Pursuant to Arkansas law, you have thirty (30) calendar days from the
date of this memo to sign and return your contract of employment to the office
of the Superintendent. According to personnel policy 3.5, the failure of an
employee to sign and return his or her contract by the thirtieth (30t") day shall
operate as a resignation, and steps will immediately begin to fill that vacated
position for the next school-year.

2The paragraph is optional and works well for districts that get their contract
renewals out well before school is out. However, for districts that issue contracts
late, the paragraph serves as an additional opportunity (see 6-17-1506) for
employees to get out of their contracts by simply declining to return them
signed and thus activate the provisions of the second paragraph of the policy.

Legal Reference:  A.C.A. § 6-17-1506(c)(1)
All certified staff must have the following itema 6le in the office before they can receive tffiest
payment for services:

An X-ray or skin test

Social Security Number

A signed copy of his/her contract

Statement of number of dependents (9W-4 Form)
Employment eligibility verification form

Arkansas Teachers Certificate

A complete transcript of college credits

@ po0op
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All new employees must have on file in their persbfiolder an Employment Certificate of A Drug Free
Workplace (Publication 101-266—July 1993)

Contract renewal schedule is:
a. January-Superintendent; Assistant Superintendent
b. February-Principals; Athletic Director; Special Edtion Coordinator

Legal Reference: A.C.A. §86-17-1506 (c) (1)

Date Adopted: June 11, 2002
Last Revised: June 12, 2012

3.5— STAFF DEVELOPMENT/TRAINING PROGRAM

Unless otherwise directed by a supervisor, all employees shall attend all local professional
development training sessions as directed by a supervisor.

The District shall develop and implement a plan for the professional development of its
licensed employees. The District’s plan shall, in part, align District resources to address the
professional development activities identified in each school’s ACSIP. The plan shall
describe how the District’s categorical funds will be used to address deficiencies in student
performance and any identified academic achievement gaps between groups of students. At
the end of each school year, the District shall evaluate the professional development
activities’ effectiveness in improving student performance and closing achievement gaps.

Each licensed employee shall receive a minimum of sixty (60) hours of professional
development annually to be fulfilled between July 1 and June 30 or June 1 and May 31.1
Licensed employees are required to obtain their sixty (60) hours of approved professional
development each year over a five-year period as part of licensure renewal requirements.
Professional development hours earned in excess of sixty (60) in the designated year cannot
be carried over to the next year.

Licensed employees who are prevented from obtaining the required professional
development hours due to their illness or the illness of an immediate family member as
defined in A.C.A. § 6-17-1202 have until the end of the following school year to make up the
deficient hours. Missed hours of professional development shall be made up with
professional development that is substantially similar to that which was missed. This time
extension does not absolve the employee from also obtaining the following year’s required
60 hours of professional development. Failure to obtain required professional development
or to make up missed professional development could lead to disciplinary consequences, up
to termination or nonrenewal of the contract of employment.

The goal of all professional development activities shall be improved student achievement
and academic performance that results in individual, school-wide, and system-wide
improvement designed to ensure that all students demonstrate proficiency on the state’s
assessments. The District’s professional development plan shall demonstrate scientifically

11



research-based best practice, and shall be based on student achievement data and in
alignment with applicable ADE Rules and/or Arkansas code.

Teachers and administrators shall be involved in the design, implementation, and evaluation
of the plan for their own professional development. The results of the evaluation made by
the participants in each program shall be used to continuously improve the District’s
professional development offerings and to revise the school improvement plan.

Flexible professional development hours (flex hours) are those hours which an employee is
allowed to substitute professional development activities, different than those offered by the
District, but which still meet criteria of either the employee’s Individual Improvement Plan
or the school’s ACSIP, or both. The District shall determine on an annual basis how many, if
any, flex hours of professional development it will allow to be substituted for District
scheduled professional development offerings. The determination may be made at an
individual building, a grade, or by subject basis. The District administration and the building
principal have the authority to require attendance at specific professional development
activities. Employees must receive advance

approval from the building principal for activities they wish to have qualify for flex
professional development hours. To the fullest extent possible, professional development
activities are to be scheduled and attended such that teachers do not miss their regular
teaching assignments. Six (6) approved flex hours credited toward fulfilling the sixty (60)
hour requirement shall equal one contract day. Hours of professional development earned
by an employee that is not at the request of the District and is in excess of sixty (60) or not
pre-approved by the building principal shall not be credited toward fulfilling the required
number of contract days for that employee.2 Hours earned that count toward the required
sixty (60) also count toward the required number of contract days for that employee.
Employees shall be paid their daily rate of pay for professional development hours earned at
the request of the District that necessitate the employee work more than the number of days
required by their contract.

Teachers and administrators who, for any reasaoss part or all of any scheduled
professional development activity they were reguieattend, must make up the required
hours in comparable activities which are to beagwproved by the building principal.

To receive credit for his/her professional develeptractivity each employee is responsible
for obtaining and submitting documents of atten@anc completion for each professional
development activity he/she attends. Documentagiom be submitted to the building
principal or designee.

At least six (6) of the sixty (60) annual hours shall be in the area of educational technology.

Teachers are required to receive at least two hours annually of their sixty (60) required hours
of professional development designed to enhance their understanding of effective parental
involvement strategies. Up to once every five (5) years, an educator may substitute no more
than three (3) hours of the required training related to child maltreatment for the parental
involvement training requirement.

12



All licensed personnel shall receive two (2) hours of professional development in teen
suicide awareness and prevention one (1) time every five (5) school years which may be
obtained by self-review of suitable suicide prevention materials approved by ADE.

Teachers who provide instruction in Arkansas hissirall receive at least two (2) hours of
professional development in Arkansas history asgfahe sixty (60) hours required
annually.

Anticipated rescuers shall receive training in cardiopulmonary resuscitation and the use of
automated external defibrillators as required by ADE Rule. Such training shall count toward
the required annual hours of professional development.

At least once every three (3) years, persons employed as athletics coaches, shall
receive training related to concussions, dehydration, or other health emergencies as
well as students” health and safety issues related to environmental issues and
communicable diseases.

All licensed personnel shall receive at least two (2) hours of training related to child
maltreatment within twelve (12) months of their initial licensure and/ or the renewal of their
license. The training curriculum shall meet the criteria established by ADE Rule which shall
be based on the curriculum approved by the Arkansas Child Abuse/Rape/Domestic
Violence Commission. Up to once every five (5) years, an educator may substitute no more
than three (3) hours of the required training related to child maltreatment for the parental
involvement training requirement. For the purposes of this training, “licensed personnel”
includes school social workers, psychologists, and nurses.

All licensed personnel shall receive training related to compliance with the district’s
anti-bullying policies.

Administrators are required to receive at leagte¢hrours annually of their sixty (60) required
hours of professional development designed to esehtreir understanding of effective
parental involvement strategies and the importafieministrative leadership in setting
expectations and creating a climate conducive teral participation. Each administrator’s
professional development is required to also ineludining in data disaggregation,
instructional leadership and fiscal management.

For each administrator, the sixty (60) hour professional development requirement shall
include training in data disaggregation, instructional leadership, and fiscal management,
including without limitation the Initial, Tier 1, and Tier 2 training required for
superintendents and district designees by ADE’s Rules Governing the Arkansas Financial
Accounting and Reporting System and Annual Training Requirements.

The superintendent, assistant superintendent, and grades 7-12 principal, assistant principal
and guidance counselor? are required to participate in professional development on the
availability of, eligibility requirements for, and the process of applying for state-supported
student financial assistance. Unless obtained as part of their previous position of

13



employment, affected employees who are new to their position shall receive three (3) hours
of such training within the first year in their new position. Subsequently, all affected
employees shall receive one (1) hour of such training annually.

Teachers required by the superintendent, buildiirgcipal, or their designee to take approved
training related to teaching an advance placemass ¢or a subject covered by the College
Board and Educational Testing Service, shall recajvto thirty (30) hours of credit toward
the sixty (60) hours of professional developmequineed annually.

Licensed personnel may earn up to twelve (12) hours ofgesibnal development for time
they are required to spend in their instructiotassroom, office or media center prior to the
first day of student/teacher interactiprovided the time is spent in accordance with the state
law and current ADE rules that deal with profesalatevelopmeniThe hours may be earned
through online professional development approvethbyADE provided the professional
development relates to the district's ASCIP andtfaeher’s professional growth plan.

Teachers are eligible to receive fifteen (15) psefenal development hours for a college
course that meets the criteria identified in law #me applicable ADE rules. The board shall
determine if the hours earned appdyvard the required sixty (60). A maximum of thirty
such (30) hours may be applied toward the sixty (60) hours of professional
development required annually.

Employees who do not receive or furnish documentation of the required annual
professional development jeopardize the accreditation of their school and academic
achievement of their students. Failure of an employee to receive sixty (60) hours of
professional development in any given year, unless due to illness as permitted by
law, ADE Rule, and this policy, shall be grounds for disciplinary action up to and
including termination.

Professional development activities shall relate to the following areas: content (K-12);
instructional strategies; assessment; advocacy/leadership; systemic change process;
standards, frameworks, and curriculum alignment;

supervision; mentoring/coaching; educational technology; principles of

learning/ developmental stages; cognitive research; parent involvement; building a
collaborative learning community; and student health and wellness.

Notes: A.C.A. § 6-17-704(e)(2) lists many categories of possible professional development
that can count toward the required 60 hours of PD, but that isn’t required.
Specifically, items (P) and (Q) in the statute’s listing were added by legislation in
2011, but have not been added to the body of this policy.

1 The Rules Governing Professional Development 4.02 require the district to choose
the option it will follow and “document” its choice. The documentation may be noted
by the selection chosen for this policy and also in the district’s “plan” for professional
development required by A.C.A. § 6-17-704(c)(1).
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2 The number of contract days may vary between employees, but the concern here is
with the number of contract days specified in each individual employee’s contract.

3 Pluralize and/or delete entries in the listing of included employees as it relates to
your District.

Cross-Reference:  Policy 3.6 — CERTIFIED PERSONNEL EMPLOYEE TRAINING

Legal References: Arkansas State Board of Education: Standards of Accreditation 15.04
ADE Rules Governing Professional Development
ADE Rules Governing the Arkansas Financial Accounting and
Reporting System and Annual Training Requirements
A.C.A. § 6-5-405
A.C.A. §6-10-122, 123
A.C.A. § 6-15-404(f)(2)
A.C.A. § 6-15-1004(c)
A.C.A. §6-15-1703
A.C.A. §6-17-703
A.C.A.§6-17-704
A.C.A. §6-17-705
A.C.A. §6-17-708
A.C.A.§6-17-1202
A.C.A. § 6-20-2204
A.C.A. § 6-20-2303 (15)
A.C.A. §6-61-133
Date Adopted: June 14, 2011
Last Revised: June 12, 2012

3.6— LICENSED PERSONNEL DRUG TESTING

Scope of Policy

Each person hired for a position which allows @uiees that the employee operate any type of motor
vehicle which is privately owned and operated fmmpensation, or which is owned, leased or
otherwise operated by, or for the benefit of thetit, and is operated for the transportation of
children to or from school or school sponsoredvigtshall undergo a physical examination,

including a drug test. Each person’s initial enyphent for a job entailing a safety sensitive fuocti

is conditioned upon the district receiving a negatirug test result for that employee. The offer o
employment is also conditioned upon the employseig/sing an authorization for the request for
information by the district from the Commercial i3at Alcohol and Drug Testing Database.

Methods of Testing

The collection, testing methods and standardsishaétermined by the agency or other medical @atons
chosen by the School Board to conduct the colleetil testing of samples. The drug and alcohotggstto
be conducted by a laboratory certified pursuathtdanost recent guidelines issued by the UnitegsSta
Department of Health and Human Services for suglitiezs. (“Mandatory Guidelines for Federal Worape
Drug Testing Programs”).
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Definition

Safety sensitive function includes:

a) Alltime spent inspecting, servicing, and/or premathe vehicle;

b) All time spent driving the vehicle;

¢) Alltime spent loading or unloading the vehiclesopervising the loading or unloading of the vehatel
d) Alltime spent repairing, obtaining assistanceeoraining in attendance upon a disabled vehicle.

Requirements
Employees shall be drug and alcohol free fromitthe the employee is required to be ready to wotkthe

employee is relieved from the responsibility forfening work and/or any time they are performirgagety-
sensitive function. In addition to the testing iegghias an initial condition of employment, empksyshall
submit to subsequent drug tests as required bgravor regulation. Subsequent testing includegoaisd
triggered by, but is not limited to:

1. Random tests;

2. Testing in conjunction with an accident;

3. Receiving a citation for a moving traffic violaticend

4. Reasonable suspicion.

Prohibitions

No driver shall report for duty or remain on dugguiring the performance of safety-sensitive famsti

while having an alcohol concentration of 0.04 eatgr;

No driver shall use alcohol while performing safsgysitive functions;

No driver shall perform safety-sensitive functionthin four (4) hours after using alcohol;

No driver required to take a post-accident alctdgtlunder # 2 above shall use alcohol for eight¢8rs

following the accident or until he/she undergopesi-accident alcohol test, whichever occurs first;

No driver shall refuse to submit to an alcoholrgdest in conjunction with # 1, 2, and/or 4 above

No driver shall report for duty or remain on dugguiring the performance of safety-sensitive famsti

when using any controlled substance, except wreshpugsuant to the instructions of a licensed maédic

practitioner, knowledgeable of the driver’s jolpa@ssibilities, who has advised the driver that the

substance will not adversely affect the driveriitglio safely operate his/her vehicle. It is graployee’s

responsibility to inform his/her supervisor of #raployee’s use of such medication;

G. No driver shall report for duty, remain on dutyperform a safety-sensitive function if the dritests
positive or has adulterated or substituted apesimen for controlled substances.

cow »

am

Violation of any of these prohibitions may leadlisciplinary action being taken against the emgpwénich
could include termination or non-renewal.

Testing for Cause

Drivers involved in an accident in which there iess of another person’s life shall be testealfayhol and
controlled substances as soon as practicable fotidive accident. Drivers shall also be testedlfahol
within eight (8) hours and for controlled substaneéhin thirty two (32) hours following an accidéor
which they receive a citation for a moving trafficlation if the accident involved: 1) bodily injuto any
person who, as a result of the injury, immediatetgives medical treatment away from the scerfeof t
accident, or 2) one or more motor vehicles incisahting damage as a result of the accident regtie
motor vehicle to be transported away from the sbgraetow truck or other motor vehicle.
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Refusal to Submit

Refusal to submit to an alcohol or controlled safist test means that the driver

» Failed to appear for any test within a reasonatsieg of time as determined by the employer cargtist
with applicable Department of Transportation ageagylation;

» Failed to remain at the testing site until thariggtrocess was completed,;

» Failed to provide a urine specimen for any requdired test;

» Failed to provide a sufficient amount of urine withan adequate medical reason for the failure;

» Failed to undergo a medical examination as dirdntede Medical Review Officer as part of the
verification process for the previous listed reason

» Failed or declined to submit to a second testtieaémployer or collector has directed the drivéake;

» Failed to cooperate with any of the testing proaasd/or

» Adulterated or substituted a test result as repbrgehe Medical Review Officer.

Consequences for Violations

Drivers who engage in any conduct prohibited by/plalicy, who refuse to take a required drug @taittest,
refuse to sign the request for information requmgthw, or who exceed the acceptable limits ferréspective
tests shall no longer be allowed to perform safetysitive functions. Actions regarding their camtith
employment shall be taken in relation to their iiitgto perform these functions and could inclielenination
or non-renewal of their contract of employntent.

Drivers who exhibit signs of violating the prohibits of this policy relating to alcohol or conteallsubstances
shall not be allowed to perform or continue to @enfsafety-sensitive functions if they exhibit tasgns
during, just preceding, or just after the periothefwork day that the driver is required to beampliance

with the provisions of this policy. This action Blhe based on specific, contemporaneous, artatléat
observations concerning the behavior, speech,dyrdmbors of the driver. The Superintendent or &rs/h
designee shall require the driver to submit tostbeable suspicion” tests for alcohol and contraldastances.
The direction to submit to such tests must be rustibefore, just after, or during the time theelris
performing safety-sensitive functions. If circurnstas prohibit the testing of the driver the Supenident or
his/her designee shall remove the driver from t&gpfor, or remaining on, duty for a minimum of 2durs
from the time the observation was made triggehegitiver's removal from duty.

If the results for an alcohol test administered thiver is equal to or greater than 0.02, butttess 0.04, the
driver shall be prohibited from performing safetypsitive functions for a period not less than 2&fifrom the
time the test was administered. Unless the lodatgftime triggers other employment consequendeigslno
further other action against the driver is auttaatiay this policy for test results showing an abtoh
concentration of less than 0.04.

Legal Reference: A.C.A. § 6-19-108
A.C.A. § 27-23-201 et seq.
49 C.F.R. § 382-101 — 605
49 C.F.R. § part 40
Arkansas Division of Academic Facilities and Tramsation Rules Governing
Maintenance and Operations of Arkansas Public SdBeges and Physical
Examinations of School Bus Drivers
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Date Adopted: June 11, 2002
Last Revised: June 12, 2007

3.7—DRUG FREE SCHOOLS AND COMMUNITIES

The conduct of district staff plays a vital roletire social and behavioral development of our
students. It is equally important that the staffvdhea safe, healthful, and professional
environment in which to work. To help promote batterests, the district shall have a drug
free workplace. It is, therefore, the district'dipp that district employees are prohibited from

the unlawful manufacture, distribution, dispensatipossession, or use of controlled
substances, illegal drugs, inhalants, alcohol, &l was inappropriate or illegal use of

prescription drugs. Such actions are prohibitedh lvatile at work or in the performance of

official duties while off district property; violains of this policy will subject the employee to

discipline, up to and including termination.

To help promote a drug free workplace, the distsicall establish a drug-free awareness
program to inform employees about the dangers wj dbuse in the workplace, the district's
policy of maintaining a drug-free workplace, anyagable drug counseling, rehabilitation,

and employee assistance abuse programs, and tladtigerthat may be imposed upon

employees for drug abuse violations. Such senacesvailable from the following sources

Alcoholic Anonymous Intergroup Offices 479-783-0123
Gateway House, Inc. 479.783-8849
Harbor House, Inc. 479-785-4083
Harbor View Mercy Hospital 479-484-5500
Sparks Care Unit 479-441-5500

Western Arkansas Counseling & Guidance 1-800-542-1031

Should any employee be found to have been undenflbence of, or in illegal possession of,

any illegal drug or controlled substance, whethenat engaged in any school or school-
related activity, and the behavior of the employiéeinder the influence, is such that it is

inappropriate for a school employee in the opinvbrthe superintendent, the employee may
be subject to discipline, up to and including teration. This policy also applies to those
employees who are under the influence of alcohalendn campus or at school-sponsored
functions, including athletic events.

An employee living on campus or on school ownegerty is permitted to possess alcohol in
his/her residence. The employee is bound by theicksns stated in this policy while at
work or performing his/her official duties.

Possession, use or distribution of drug paraphernay any employee, whether or not

engaged in school or school-related activities, sayject the employee to discipline, up to

and including termination. Possession in one’salelor in an area subject to the employee’s
control will be considered to be possession asghdbe substance were on the employee’s
person.

18



It shall not be necessary for an employee to teatlavel demonstrating intoxication by any
substance in order to be subject to the terms isfghblicy. Any physical manifestation of
being under the influence of a substance may suajeemployee to the terms of this policy.
Those physical manifestations include, but arelingited to: unsteadiness; slurred speech;
dilated or constricted pupils; incoherent and/oational speech; or the presence of an odor
associated with a prohibited substance on oneatlvi@ clothing.

Should an employee desire to provide the Distrith whe results of a blood, breath or urine
analysis, such results will be taken into accoynthie District only if the sample is provided
within a time range that could provide meaningésdults and only by a testing agency chosen
or approved by the District. The District shall meguest that the employee be tested, and the
expense for such voluntary testing shall be bognthé employee.

Any employee who is charged with a violation of astgte or federal law relating to the
possession, use or distribution of illegal drugkeo controlled substances or alcohol, or of
drug paraphernalia, must notify his immediate swvper within five (5) week days (i.e.,
Monday through Friday, inclusive, excluding holidayf being so charged. The supervisor
who is notified of such a charge shall notify thep&rintendent immediately.

If the supervisor is not available to the employdbe employee shall notify the
Superintendent within the five (5) day period.

Any employee so charged is subject to disciplipetaiand including termination. However,
the failure of an employee to notify his supervisorthe Superintendent of having been so
charged shall result in that employee being recond®e for termination by the
Superintendent.

Any employee convicted of any criminal drug statutgation for an offense that occurred
while at work or in the performance of official deg while off district property shall report
the conviction within 5 calendar days to the sugendent. Within 10 days of receiving such
notification, whether from the employee or any otbeurce, the district shall notify federal
granting agencies from which it receives funds e tonviction. Compliance with these
requirements and prohibitions is mandatory anddgralition of employment.

Any employee convicted of any state or federal leating to the possession, use or
distribution of illegal drugs, other controlled sténces, or of drug paraphernalia, shall be
recommended for termination.

Any employee who must take prescription medicat@brthe direction of the employee’s
physician, and who is impaired by the prescriptioedication such that he cannot properly
perform his duties shall not report for duty. Anpmoyee who reports for duty and is so
impaired, as determined by his supervisor, willseat home. The employee shall be given
sick leave, if owed any. The District or employedl vprovide transportation for the
employee, and the employee may not leave campue wherating any vehicle. It is the
responsibility of the employee to contact his pbigsi in order to adjust the medication, if
possible, so that the employee may return to fusijampaired. Should the employee attempt
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to return to work while impaired by prescription aieations, for which the employee has a
prescription, he will, again, be sent home and mjise&ek leave, if owed any,. Should the
employee attempt to return to work while impairgdplbescription medication a third time the
employee may be subject to discipline, up to astuging a recommendation of termination.

Any employee who possesses, uses, distributes ondsr the influence of a prescription
medication obtained by a means other than his awrewt prescription shall be treated as
though he was in possession, possession with itdeseliver, or under the influence, etc. of
an illegal substance. An illegal drug or other saibse is one which is (a) not legally
obtainable; or (b) one which is legally obtainalidat which has been obtained illegally. The
District may require an employee to provide praoii his physician and/or pharmacist that
the employee is lawfully able to receive such maiilim. Failure to provide such proof, to the
satisfaction of the Superintendent, may result iscigline, up to and including a
recommendation of termination.

Legal References: 41 USC § 702, 703, and 706

Date Adopted: June 11, 2002
Last Revised: June 9, 2009

3.7F—BOONEVILLE SCHOOLS LICENSED CERTIFICATE REGARDING
DRUG FREE SCHOOLS AND COMMUNITIES

As required by section 5145 of the Drug-Free Schaxatl communities Act as added by Section 22 of the
Drug-Free Schools and Communities Act Amendmerit987 (P.L. 101-226).

| certify that | will not engage in the unlawful m#acture, distribution, dispensing, possessionserof a
controlled substance/alcohol while working at aogieville School District function.

| further certify that | have received a copy @ Booneville School District's statement regardivggDrug-
Free Workplace Act of 1988.

| also certify that | have received materials infiorg me about:

1. The danger of drug abuse in the workplace.

2. The Booneville School District’s policy of maming a drug-free workplace.

3. Drug counseling and drug rehabilitation assistgrograms available in this area.

4. The penalties that may be imposed by Booné&dleol District for drug abuse violations in therkplace.

Signature of Employee Social Security Number

Work Location Date Signed
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3.8— LICENSED PERSONNEL SICK LEAVE

Definitions

1.

2.

“Employee” is a full-time employee of the District.

“Sick Leave” is absence from work due to illnessetlaer by the employee or a member of the immediate
family, (teacher’s spouse, children, grandchildpament, grandparent, siblings, spouse’s paremsyther
living in the same household of the teacher)hatl spply to employee in the event of death ofispp
parents, spouse’s parents, grandparents, chigfeergchildren, brothers, sisters, aunts, unclesesiand
nephews.

Sick leave covers the birth of an employee’s ahilgrandchild or the adoption of a child by the Eyge.

“Current Sick Leave” means those days of sick Iéawiihe current contract year, which leave is geat
the rate of one day of sick leave per contractestimor major part thereof.

“Accumulated Sick Leave” is the total of unused save, up to a maximum of ninety (90) days aatrue
from previous contract, but not used.

Sick Leave

The principal has the discretion to approve sick leave for an employee to attend the funeral
of a person who is not related to the employee, under circumstances deemed appropriate by
the principal.

Employees who are adopting or seeking to adopt a minor child or minor children may use
up to 15 sick leave days in any school year for absences relating to the adoption, including
time needed for travel, time needed for home visits, time needed for document translation,
submission or preparation, time spent with legal or adoption agency representatives, time
spent in court and bonding time. Except for bonding time, documentation shall be provided
by the employee upon request.!

Pay for sick leave shall be at the employee’s dailyof pay, which is that employee’s total cartiéra salary,
divided by the number of days employed as refldéotdte contract. Absences for iliness in excegiseof
employee’s accumulated and current sick leave igisailt in a deduction from the employee’s papatiaily
rate as defined above.

At the discretion of the principal (or Superintemleind, if FMLA is applicable, the District may require a
written statement of the employee’s physielanumenting the employee’s illness. Failure to provide such
documentation of illness may result in sick leavEaeing paid, or in dismissal.

Should a teacher be absent frequently during abgbay and said absences are not subject to FMLA
leave, and if such a pattern of absences continues reasonably expected to continue, the Superintende
may relieve the teacher of his assignment (withr@approval) and assign the teacher substituteaditity
teacher’s daily rate of pay. Should the teachkiciantherwise be unable, to report for substitlutsy when
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called, the teacher will be charged a day of siaké, if availabler if unavailable, the teacher will lose a day’s
wages at his/her daily rate of pay.

If the employees absences are not subject to the FMLA or are in excess of what is protected under the
FMLA, excessive absenteeism, whatever the cause, to the extetité@mployee is not carrying out his
assigned duties to an extent that the educatistadénts is substantially adversely affected t th
determination of the principal or Superintenderaymesult in dismissal.

Computation of days of sick leave :

A. Sick leave shall accumulate at the rate of ongdeagnonth contracted minus the number of days used.
(Number of days will be added at the beginnindnefdontract year.)

B. After the teacher has used his/her sick leave dalysthe substitute’s salary will be deductedtiier
next five days.

C. Sick leave days become effective on the date #ftbée is required to report for the beginning ef th
fall term of school.

D. Teachers coming into the system during the acadesinaol year will automatically have accumulated
sick leave at the rate of one day each month ramgamtheir school contract year. The Booneville
School District will grant credit up to 90 daysuniused sick leave from a teacher employed from a
school district within the state.

Salaries During Absences/Sick Leave

1. Ateacher’s salary shall continue during authoradesences/sick leave under this policy.

2. When claiming sick leave, the teacher must complstek leave form upon his/her return to school
and file with the principal.

3. Teachers will be paid for unused sick leave abOwe§s at the end of the school year at the current
rate of beginning substitute’s pay.

4. Upon retirement, as outlined by the teacher reéirérsystem, a teacher will be paid his/her
accumulated unused sick leave at the rate of thentipeginning substitute pay.

Sick Leave Sharing

Accumulated sick leave by an employee of the Batba&chool District shall be made available tpaise
who is also an employee of the district, providima spouse is also eligible for any level of $ekve benefits,
subject to the conditions of this policy.

Transfer of Days

Sick leave days may be transferred from employeptnise as needed due to illness of the
employee, illness of an immediate family membedefed in the sick leave policy, or death
of an immediate family member as defined in th& Bave policy. The transfer must be
requested through use of the form provided and sithtate the exact number of days
requested to be transferred, along with a statenesdribing the need for the transfer.
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Limitations

-Extended sick leave days shall not be transferred

-Only accrued days from prior years may be transfe

-The employee retains at least the current yeakslsave benefits in his/her own
account.

-Days transferred from employee to spouse mayesatlt in the receiving spouse
having paid unused sick leave at the end of the yea

-Days transferred from employee to spouse mayesailt in the receiving spouse
having paid unused sick leave upon retirementgsignation.

Sick Leave and Family Medical Leave Act (FMLA) Leave

When an employee takes sick leave, the District shall determine if the employee is
eligible for FMLA leave and if the leave qualifies for FMLA leave. The District may
request additional information from the employee to help make the applicability?
determination. If the employee is eligible for FMLA leave and if the leave qualifies
under the FMLA, the District will notify the employee-in writing of the decision
within five (5) workdays. If the circumstances for the leave as defined in policy
3.32—LICENSED PERSONNEL FAMILY MEDICAL LEAVE don’t change, the
District is only required to notify the employee once of the determination regarding
the applicability of sick leave and/or FMLA leave within any applicable twelve (12)
month period. To the extent the employee has accrued paid vacation or personal
leave, any leave taken that qualifies for FMLA leave shall be paid leave and charged
against the employee’s accrued leave.

Notes: This policy is similar to Policy 8.5. If you change this policy, review 8.5
at the same time to ensure applicable consistency between the two.

1 This paragraph is optional. If you choose to include it, select the number of
days of sick leave an employee may use annually for the adoption/bonding
process (15 is not a required number of days). Also note that an employee who
uses such leave would also have the leave subtracted from the annual number
of days available for FMLA leave (Policy 3.32).

2 As used in this policy, “applicable” is a very important word. Some leave
taken under FMLA also applies to sick leave and therefore, the employee will
get paid for the leave to the extent the employee has sick leave accrued. Other
leave taken under FMLA is not - eligible for e sick leave and therefore the
FMLA leave is unpaid except to the extent vacation and/or personal leave is
available to the employee. For instance, “applicable leave” in terms of time
taken under FMLA due to the birth of a child will vary depending on the
language in your district’s policy on sick leave. For instance, if sick leave may
be taken “for reason of personal illness or illness in the immediate family”
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(based on the statutory definition in 6-17-1202), and an employee gives birth to
a child, she may take sick leave for the amount of time that her personal
physician deems it necessary for her to physically recover from childbirth.
Once the medically necessary time has passed, sick leave is no longer
appropriate and cannot be used. While under the FMLA, the employee could
take additional time off work, she would need to take unpaid FMLA leave for
this purpose, unless she had personal days or vacation days available.
However, if your District has a much more liberal definition of sick leave in
District policy, the results could be entirely different. For example, if your
district has included an extremely liberal position of “paid time off” in this policy
with no reference to personal or family illness required, then bonding time could be
compensated. Another example would be the potential for overlap between
pregnancy complications that arise to the level of a “serious health condition.”
For instance, pregnancy complications that rose to the level of a “serious
health condition” would qualify for both, while missing work for a dentist’s
appointment would qualify for sick leave, but would not qualify for FMLA
leave. Consult policy 3.32— LICENSED PERSONNEL FAMILY MEDICAL
LEAVE when making the determination of what sick leave qualifies under
both policies. It may also be helpful to consult 29 CFR 825.114 which is
attached at the end of that policy.

Cross Reference: Policy 3.32 — CERTIFIED PERSONNEL FAMILY MEDICAL LEAVE

Legal References: A.C.A. § 6-17-1201 et seq.
29 USC §§ 2601 et seq.
29 CFR part 825

Date Adopted: June 14, 2011
Last Revised: June 12, 2012

3.8S ---- Catastrophic Leave Sharing Policy (CLASP)

This policy is designed to allow personnel to densick leave days to staff members who
suffer a catastrophic illness or have a spouséhitdl suffer a catastrophic illness. This is a
separate policy from the spouse to spouse polieady in place.
1. Classified personnel may donate only to classig@donnel and certified may only donate to
certified.
2. The person requesting leave must have a need efth@or 5 days off.
3. The person requesting sick leave days must haemdgd all of their own days, both accrued
and current year, prior to making a request.
4. The person will make a request to the appropria@ édmmittee for approval.
a. The PPC will determine need and approve or disspghe request.
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b. If the request is approved, an individual staff rnermay donate up to three days
of sick leave from his/her days to the individual to include sick leave days for
the current year.

A request form will be needed for the requestadsal for those who wish to donate days.

The maximum number of days a person can requasedime is twenty (20).

The person needing the days may request in persarmeiting (if they cannot attend the

meeting.)

When a person gives or receives days, they wdiveavritten notice from the bookkeeper.

The staff member requesting days in this mannet lpeus their third year of employment or

more within the Booneville School District.

10. If the person requesting days terminates his/hplogmment with the district, the unused days
will be returned to their contributor in an equikalmanner if possible. If not, the days will be
placed in a pool of sick leave days for future use.

No o

©

Date adopted: June 12, 2012

3.9— LICENSED PERSONNEL PLANNING TIME

The superintendent is responsible for ensuring master schedules are created which determine the

timing and duration of each teacher’s planning and scheduled lunch periods. Planning time is for the
purpose of scheduling conferences, instructioaanhg, and preparation. Each teacher will havalbitigy to
schedule these activities during his/her designaéething timé. Teachers may not leave campus during their
planning time without prior permission from thaiilting level supervisér

The planning time shall be in increments of na than forty(40) minutes and shall occur duringsthdent
instructional day unless a teacher requests imgrib have his/her planning time occur outsidiefstudent
instructional day. For the purposes of this policg student instructional day means the timesthdents are
required to be present at school.

Notes:

IThe Arkansas Attorney General Opinion 2005-299 has declared that the teacher must
be in control of the scheduling of this time. Therefore, any time scheduled by the
District that conflicts with the teacher’s 200 minutes of weekly planning time (for any
purpose) must be compensated at the teacher’s hourly rate of pay.

2This whole sentence is a local option. You can change it, if you desire, to let
employees leave (or not be present) during their planning time without prior
permission, or you could not allow them to leave at all during their planning time.

Legal Reference: ACA §6-17-114 (a)(d)

Date Adopted: July 12, 2005
Last Revised: June 12, 2012
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3.10—LICENSED PERSONNEL PERSONAL LEAVE

Full-time employees have two (2) days of pers@aale per contract year. An employee may take prson
leave when he must be absent from work for reashith do not entitle the employee to take sickdeav

Any employee desiring to take personal leave magodany making a written request to his supervisiaast
twenty-four (24) hours prior to the time of theuested leave. The twenty-four hour requirementioeay
waived by the supervisor when the supervisor déeappropriate.

If a teacher is absent because of personal refasansre than two allowed days, additional persdag(s)
may be requested, and if approved, the substatewill be deducted from the teacher’s salariat t
substitute’s rate of pay.

Personal leaves and/or absences by a teacherthbdw® days allowed by the district that havehsan
approved will cause a salary deduction from thehiergs salary in the sum equal to 1/nth (wheregptesents
number of contract days) of yearly salary for edahabsent.

Employees who fail to report to work when theiruest for a personal day has been denied or who have
exhausted their allotted personal days, shalthesedaily rate of pay for the day(s) missed (gaithout pay).
While there are instances where personal circucesarecessitate an employee’s absence beyonbbttesial
days of sick and/or personal leave, any employeeraduires leave without pay must receive advance
permission (except in medical emergenci@s))/ or as permitted by policy LICENSED PERSONNEL
FAMILY MEDICAL LEAVE) from theirimmediate supervisor. Failure to répmwork without having
received permission to be absent is grounds foiptiiee, up to and including termination.

Personal leave does not accumulate from one coydiacto the next.
Personal leave may not be taken the day befone alay after a holiday.

Personal leave will not be granted on days desidrast waiver days or staff development days.

Date Adopted: June 11, 2002
Last Revised: June 12, 20012

3.11— LICENSED PERSONNEL PROFESSIONAL LEAVE

“Professional Leave” is paid leave granted foringoose of enabling an employee to participate in
professional activities (e.g., teacher workshopeoring on professional committees) which impibee
instructional program or the employee’s abilitypésform his duties.

During such approved leave, the employee’s paymebidbe deducted. If a substitute is needed dstich
approved leave, the District shall pay the fulk cdshe substitute.

Date Adopted: June 11, 2002
Last Revised:
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3.12— LICENSED PERSONNEL PUBLIC OFFICE

An employee of the District who is elected to thikahsas General Assembly or any elective or appeint
public office (not legally constitutionally incosgent with employment by a public school diststill not be
discharged or demoted as a result of such service.

No sick leave will be granted for the employee’s participation in such public office. The employee

may take personal leave or vacation (if applicable), if @med in advance by the Superintendent, during his
absence.

Prior to taking leave, and as soon as possibletiaéiaeed for such leave is discerned by the smepldie must
make written request for leave to the Superintendetting out, to the degree possible, the datdslsave is
needed.

An employee who fraudulently requests sick leavéi® purpose of taking leave to serve in pubfic@may
be subject to nonrenewal or termination of his egypkent contract.

Legal Reference: A.CA. §6-17-115,

Date Adopted: June 11, 2002
Last Revised: June 12, 2012

3.13— LICENSED PERSONNEL JURY DUTY
Employees are not subject to discharge, losslofeswe, loss of vacation time or any other perdhlyto

absence from work for jury duty, upon giving reagdua notice to the District through the employee’s
immediate supervisor.

The employee must present the original (not a caygy)mons to jury duty to his supenfigoorder to confirm
the reason for the requested absence.

The employee who is required to participate asos ghall be counted present for their employmedt<hall
receive full pay per contract day.

If the employee is dismissed from jury duty or selected as a juror, he/she will need to retusctiool to
their job responsibilities if time permits.

Legal Reference: A.C.A. §16-31-106

Date Adopted: June 12, 2002
Last Revised:
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3.14—SUBPOENA/COURT APPEARANCE

When an employee is notified he/she has been sudpadehe/she shall notify the building
principal/appropriate supervisor. The buildingnpipal/appropriate supervisor along with the supendent
will determine if the time away from school candoented as professional personal leave or perisanal.

Date: June 11, 2002
Date Revised

3.15— LICENSED PERSONNEL LEAVE — INJURY FROM ASSAULT

Any teacher, while in the course of their employtneho is injured by an assault or other violemit\abile
intervening in a student fight; while restrainingtadent; or while protecting a student from hasimajl be
granted a leave of absence for up to one (1) y@arthe date of the injury, with full pay.

A leave of absence granted under this policy slealbe charged to the teacher’s sick leave.

In order to obtain leave under this policy, theles must present documentation of the injury feom
physician, with an estimate for time of recoverffigent to enable the teacher to return to work] aritten
statements from witnesses (or other documentatiaparopriate to a given incident) to prove thairtisident
occurred in the course of the teacher’s employment.

Legal Reference: A.C.A. 86-17-1209

Date Adopted: June 11, 2002
Last Revised:

3.16—LICENSED PERSONNEL REIMBURSEMENT FOR PURCHASE OF
SUPPLIES

Prekindergarten through sixth grade teacherstsihallotted the amount required by law per stuelerdlled in
the teacher’s class to be used for the purchasassfoom supplies and class activities. The anshatitbe
credited to an account from which the teacher beattimbursed for his/her covered purchases textkat
funds are available in the account.

Teachers may purchase supplies and supplementeayaisrom the district at the district’'s costage
advantage of the school’s bulk buying power. Te@deachers shall complete and have approveeioy th
principal/appropriate supervisor a purchase oatesupplies which will then be purchased on thelivltf by
the school and subtracted from their total supptiyraaterial allocation. Teachers may also puramagerials
and supplies using their own funds and apply fanlvarsement by submitting itemized receipts. Sepgind
materials purchased with school funds, or for wthiehteacher is reimbursed with school funds,crea
property, and should remain on school propetypt to the extent they are used up or consumed or the
purchased supplies and/or materials are intended/designed for use away from the school campus.

Reimbursement requests submitted by the firsteafrthnth will be processed between tHeaid 28 of the
month.
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Unused allotments shall not be carried over fromfizgal year to the next.
Legal Reference: A.C.A. §6-21-303(b)(1)

Date Adopted: June 11, 2002
Last Revised: June 12, 2012

3.17—INSULT OR ABUSE OF LICENSED PERSONNEL

Employees are protected from abusive languageaatiict by state law. An employee may report to the
police any language which is calculated to:

1. Cause a breach of the peace;
2. Materially and substantially interfere with thgeration of the school; and/or

3. Arouse the person to whom the language is as#ités anger, to the extent likely to cause imntinen
retaliation.

Legal Reference: A.C.A. §6-17-106

Date Adopted: June 11, 2002
Last Revised:

3.18— LICENSED PERSONNEL OUTSIDE EMPLOYMENT

An employee of the District may not be employedrig other capacity during regular working hours.

An employee may not accept employment outsidesadikirict employment which will interfere, or otivse
be incompatible with the District employment, irthg normal duties outside the regular work day;shall

an employee accept other employment which is igoipite for an employee of a public school.

The Superintendent, or his designee(s), shalldpensible for determining whether outside employnsen
incompatible, conflicting or inappropriate.

Legal Reference: A.C.A. §6-24-106, 107, 111

Date Adopted: June 11, 2002
Last Revised

3.19— LICENSED PERSONNEL EMPLOYMENT

All prospective employees must fill out an applaaform provided by the District, in addition toyaresume
provided, all of which information is to be pladadhe personnel file of those employed.
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If the employee provides false or misleading infatiom, or if he withholds information to the same
effect, it may be grounds for dismissdalparticular, it will be considered a material
misrepresentation and grounds for termination of contract of employment if an employee’s
licensure status is discovered to be other than as it was represented by an employee or
applicant, either in writing on application materials or in the form of verbal assurances or
statements made to the school district.

The Booneville School District is an equal oppatjuemployer and shall not discriminate on the gasuof
race, color, religion, national origin, sex, agejisability.

Employment of all school personnel except the sueadent shall be on nomination by the superimend

As positions become available/open/new, the apptegprincipal/supervisor will see that the infotimais
posted to inform teachers/staff.

Employment procedure of certified personnel:
a. principal/immediate supervisor will review applitapplication and conduct interviews
b. principal/immediate supervisor will recommend theavailable) to the superintendent
c. superintendent will then interview applicants tieate been recommended and additional
applicants if deemed necessary
d. superintendent will make recommendation to theadiward

Employment will be based on the following:
a. Certification requirements
b. Experience and performance
c. Personal interviews
d. Background check

Should the school board reject a person nomingtételsuperintendent, it shall be the duty of the
superintendent to submit another nomination fosictamation.

It is the policy of the Booneville School Distriotpay the fee required for the Criminal Recorddkhe
(background check) required before employing acestified employee. (The state will pay for thelba
ground check only when a teacher is renewing ainegikigacher’s license-certificate).

Qualifications
1. Allteachers shall possess the qualificationsysttdostate Department of Education and/or N.CEA. o
Colleges and Secondary Schools.

2. Ateacher must hold at least a bachelor's degrespein case of emergency. If a teacher is deficie
he/she may retain the teaching position for tHeviahg year if they are working an approved
deficiency plan through the state department.

Teachers must be known to be good citizens andhiglvenoral standards.

All members of the professional staff must belantipe Arkansas Teacher Retirement System.
All teachers of the district are covered by Sdseturity.

All teachers of the district are covered by Arkanasrkman’s Compensation Laws.

© oA W
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7. Allfull time teachers are offered a Major MediGabup Policy jointly paid for by the school distric
and teacher. The same Major Medial Policy is alllat special rates for spouse/dependents-of full
time teachers.

Placement
Teachers may be assigned, reassigned, or traddfgrilee superintendent to position/subjects famwithey
are best qualified. An effort will be made to hotacher preference in assignments.

Prior Years of Private School Service
Credit will be given for years of service from &ate school when employee can show they have bbaghk
years of service for retirement purposes.

Date Adopted: June 12, 2002
Last Revised: June 12, 2012

3.20— LICENSED PERSONNEL REIMBURSEMENT OF TRAVEL E XPENSES

The requirements of this policy shall govern reirsbment for expenses related to travel and/ordzitee at
conferences and professional development activit@sred by district employees and/or membershef t
Board of Directors on behalf of the district. Eoygles are only eligible for reimbursement for traxpenses
which have been approved in advance. Originaiptsasmust accompany all requests for reimbursetoghe
extent that such receipts are customarily availabter a receipt to be valid it should containniaene of the
issuing company, the date, and the amount. Noathsinces shall be made for travel. Mileage, tagind
meal expenses will not be reimbursed when incdoethe personal convenience of the employee ahd no
required by the reason for the travel. Reimburgéfoetravel shall be for the lesser of the cettMeen travel

by air or by car with some consideration allowaddaogth of time of the method of travel.

To the extent practicable, employees shall havdigiigct pay initial conference and professiora@atelopment
registration fees and associated necessary matdnahe occasional circumstances where thistipractical,
the district shall reimburse the employee for deels if they were authorized in advance and arpostgul
with proper receipts.

The district will not reimburse expenses of any-acmool board member or non-employee who accongpanie
the school board member or employee during hisétrerol related travel.

Reimbursable Expenses

Mileage that is driven for a district sanctionedpase in an employee’s personal vehicle shall inebresed
provided appropriate documentation is submittegbéshing the date and time, place and purpodesdfavel.
Mileage shall be reimbursed at the current ratecsized by the state/IRS and shall be based oshitrtest,
most reasonable route available.

Meals may be reimbursed for travel which necessitah overnight stay when submitted accordingeo th
dictates of this policy. Reimbursement shall lmegted based on the percent of a day the emplepsely on
travel. For example, if an employee returns frastbr travel in the afternoon, he/she is onlyilakgfor
reimbursement for breakfast and lunch expenditukdsals shall be reimbursed for the actual expentiee
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extent that they are not lavish and are reasobabkxl on circumstances. Except as otherwiseisgduyfthis
policy, meals are only reimburseable in conjunath travel requiring an overnight stay.

Meal expenses incurred by the superintendent er attministrators as necessary, in the performafribeir
duties when meeting with state officials or corzult may be reimbursed on a prorated, per persaibéne
with the mandates of this policy. Such expensall shly be reimbursed when the expenditure idylike
result in a tangible benefit to the district.

Travel necessitating overnight lodging shall benkeirsed to the extent that it is not lavish aneésonable
based on circumstances of the expenditure. Pdumementation establishing the date and time, @lade
purpose of the travel must be submitted along avitbceipt for the overnight accommodations. Tcegttent

practicable, employees shall receive assistanceddministrators or their designee in arrangingetrglans to
help keep expenses to a minimum.

Expenses Not Covered

The district shall not reimburse the following it®oategories of expenses:

*Alcoholic beverages

*Entertainment expenses — including sports or sgpevents, pay per view or game expenses at motels
*Replacement due to loss or theft

*Discretionary expenses for items such as clotbirgifts

*Medical expenses incurred while on route to aomfiar at the destination of the reason for the krave
*Optional or supplementary insurance obtained byetinployee for the period covered during the travel
And

*Tips, other than those required by the source®tkpense: eg. A restaurant which adds the i@ thill for
all groups of six or more.

Credit Cards

Only those employees specifically issued creddséw be used in the performance of their jobsutohase
goods, services or supplies on behalf of the clishall be allowed to use such cards. Employéesincur
reimburseable expenses as defined in this poleyespected to pay for them initially by any medrey/t
choose and then submit their request for reimb@senThe district assumes no responsibility fergayment
of any personal credit card charges incurred listact employee.

Airport Associated Expenses

Receipts for airport associated expenses are edqtor reimbursement. All airline flights shall by
coach/economy class. Upon arrival at their degimaemployees are expected to take the less sixpen
option between a taxi and an airport shuttle théishotel or meeting site. When circumstancesatdithat a
rental car is necessary and/or the most econoappabach to the travel requirements, the leasthskpecar
that will accomplish the job should be rented. @istrict shall not reimburse for any kind of réntar
supplemental insurance.

The provisions of policy 7.12—EXPENSE REIMBURSEMENT are incorporated by reference
into this policy.

Date Adopted: June 11, 2002

Last Revised: June 14, 2011
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3.21— LICENSED PERSONNEL TOBACCO USE

Smoking or the use of tobacco, or products conigitibacco in any form, in or on any property owoeed
leased by the district, including buses or otheoglovehicles, is prohibited.

Legal Reference: A.C.A. §6-21-609

Date Adopted: June 11, 2002
Last Revised:

3.22—DRESS OF LICENSED EMPLOYEES

In order to establish high standards for BooneRillelic Schools, it is important to maintain nesgne
cleanliness and decency in the dress of the &afployees shall ensure that their dress and apmesare
professional and appropriate to their positions.

During the regular school year, school personrehati wear shorts unless they are a coach onfstictor.
Coaches or P.E. instructors will only wear shorthé gym or on the field/playground. Coaches/P.E.
instructors will cover shorts with wind pants ormiaups when shorts are worn any place other tigacotint,
field or any playground.

Pants of any kind must be below the knee.

Date Adopted: June 11, 2002
Last Revised: July 15, 2003

3.23— LICENSED PERSONNEL POLITICALACTIVITY

Employees are free to engage in political actmitiside of work hours and to the extent that isdos affect
the performance of their duties or adversely affepbrtant working relationships.

It is specifically forbidden for employees to engagpolitical activities on the school groundsioring work
hours. The following activities are forbidden ohaa property:

1. Using students for preparation or disseminatiaraoipaign materials;
2. Distributing political materials;

3. Distributing or otherwise seeking signatures oitipes of any kind;

4. Posting political materials; and

5. Discussing political matters with students, inatraf the classroom, in other than circumstances
appropriate to the nature of the class.
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Date Adopted: June 11, 2002
Last Revised:

3.24— LICENSED PERSONNEL DEBTS

All employees are expected to meet their finarmbédations. If an employee writes “hot” checksas his
income garnished, dismissal may resullt.

An employee will not be dismissed for having béensubject of one (1) garnishment. However, a sbaoon
third garnishment may result in dismissal.

At the discretion of the Superintendent, he oda&gnee may meet with an employee who has recgived
second garnishment for the purpose of warningrtigagee that a third garnishment will result in a
recommendation of dismissal to the School Board.

At the discretion of the Superintendent, a secandighment may be used as a basis for a recommended
dismissal. The Superintendent may take into coraide other factors in deciding whether to recomzne
dismissal based on a second garnishment. Thosesfatdy include, but are not limited to, the amaiithe
debt, the time between the first and the secomilsfianent, and other financial problems which cartbe
attention of the District.

Date Adopted: June 11, 2002
Last Revised:

3.25— LICENSED PERSONNEL GRIEVANCES

The purpose of this policy is to provide an ordpriycess for employees to resolve, at the lowesilfe level,
their concerns related to the personnel policisslary payments of this district.

Definitions

Grievance: a claim or concern related to the irggipon, application, or claimed violation of {ersonnel
policies, including salary schedules, federalatedaws and regulations, or terms or conditioresgsloyment,
raised by an individual employee of this schodtidis Other matters for which the means of regmiudire
provided or foreclosed by statute or administrgtraeedures shall not be considered grievancesifiSaky,
no grievance may be entertained against a supeieistirecting, instructing, reprimanding, or “timg up” an
employee under his/her supervision. A group ofleyegs who have the same grievance may file a group
grievance.

Group Grievance: A grievance may be filed as ajggpievance if it meets the following criteria: @iag the
criteria does not ensure that the subject of ileeagnce is, in fact, grievable)

1. More than one individual has interest in the madied

2. The group has a well-defined common interest ifiditts and/or circumstances of the grievance; and
3. The group has designated an employee spokespenrsaet with administration and/or the board; and
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4. All individuals within the group are requesting #ame relief.
Employee: any person employed under a writtenaciritey this school district.

Immediate Supervisor: the person immediately soipterian employee who directs and supervises thieafio
that employee.

Working day: Any weekday other than a holiday wletr not the employee under the provisions of thei
contract is scheduled to work or whether they anesntly under contract.

Process

Level One: An employee who believes that he/sha lggigvance shall inform that employee’s immediate
supervisor that the employee has a potential gregvand discuss the matter with the supervisomaitie
working days of the occurrence of the grievance. Stpervisor shall offer the employee an oppoyttmit
have a witness or representative who is not a maphbiee employee’s immediate family present at the
conference. (The five-day requirement does noydpgrievances concerning back pay.) If the gnieeas
not advanced to Level Two within five working dégttowing the conference, the matter will be coasadi
resolved and the employee shall have no furthier\wigh respect to said grievance.

If the grievance cannot be resolved by the immediapervisor, the employee can advance the grievanc
Level Two. To do this, the employee must completedp half of the Level Two Grievance Form withie
working days of the discussion with the immediatgesvisor, citing the manner in which the specific
personnel policy was violated that has given aske grievance, and submit the Grievance Forrstiodn
immediate supervisor. The supervisor will haveserking days to respond to the grievance usingdtiem
half of the Level Two Grievance Form which he/slieswbmit to the building principal or, in the extéhat
the employee’s immediate supervisor is the builgimagipal, the superintendent.

Level Two (when appeal is to the building pringjpalpon receipt of a Level Two Grievance Form,libdding
principal will have ten working days to schedut®aference with the employee filing the grievarde principal
shall offer the employee an opportunity to havetaess or representative who is not a member @rtioyee’s
immediate family present at their conference. Afterconference, the principal will have ten wagldays in
which to deliver a written response to the grieeandhe employee. If the grievance is not advatwedvel Three
within five working days the matter will be congielé resolved and the employee shall have no fuiternwith
respect to said grievance.

Level Two (when appeal is to the superintendemifiriLteceipt of a Level Two Grievance Form, the sof@adent
will have ten working days to schedule a conferavittethe employee filing the grievance. The sugerident
shall offer the employee an opportunity to havetaess or representative who is not a member @tigoyee’s
immediate family present at their conference. Afterconference, the superintendent will have tenking days in
which to deliver a written response to the grieeandhe employee.

Level Three: If the proper recipient of the LevelalGrievance was the building principal, and thelegee
remains unsatisfied with the written responsedatievance, the employee may advance the grietatiee
superintendent by submitting a copy of the Leveb Tovievance Form and the principal’s reply to the
superintendent within five working days of his/reseipt of the principal’s reply. The superinteriaeiti have
ten working days to schedule a conference witletiygloyee filing the grievance. The superintendesit s
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offer the employee an opportunity to have a witoesspresentative who is not a member of the graple
immediate family present at their conference. rAfie conference, the superintendent will havevaiking
days in which to deliver a written response tagiiievance to the employee.

Appeal to the Board of Directors: An employee wémains unsatisfied by the written response of the
superintendent may appeal the superintendent'sialetn the Board of Education within five workidays of
his/her receipt of the Superintendent’s writtepoese by submitting a written request for a boagtihg to
the superintendent. If the grievance is not apgealthe Board of Directors within five working dagf his/her
receipt of the superintendent’s response, the mi@tt®e considered resolved and the employed shaé no
further right with respect to said grievance.

The school board will address the grievance atéieregular meeting of the school board, unless th
employee agrees in writing to an alternate datihéhearing. After reviewing the Level Two Griesaf-orm
and the superintendent’s reply, the board willdiedithe grievance, on its face, is grievable uddsrict
policy. If the grievance is presented as a “graigvgnce,” the Board shall first determine if teenposition of
the group meets the definition of a “group griewahif the Board determines that it is a group\giiee, the
Board shall then determine whether the matterd@sgrievable. If the Board rules the compositibthe
group does not meet the definition of a group gnee, or the grievance, whether group or indivjdsialot
grievable, the matter shall be considered closadlviduals within the disallowed group may chotzse
subsequently refile their grievance as an indivigaavance beginning with Level One of the progdkthe
Board rules the grievance to be grievable, thelyisfraediately commence a hearing on the grievahilte.
parties have the right to representation by a pektheir own choosing who is not a member of the
employee’s immediate family at the appeal heareigrb the Board of Directors. The employee shat imo
less than 90 minutes to present his/her grievambess a shorter period is agreed to by the englayel both
parties shall have the opportunity to present aledtegpn witnesses. The hearing shall be open {outhies
unless the employee requests a private hearihg fifearing is open, the parent or guardian ofament
under the age of eighteen

years who gives testimony may elect to have tltgestis testimony given in closed session. At theelesion
of the hearing, if the hearing was closed, the oaDirectors may excuse all parties except boauhbers
and deliberate, by themselves, on the hearindnetanclusion of an open hearing, board delibessball
also be in open session unless the board is @eiitgethe employment, appointment, promotion, dempt
disciplining, or resignation of the employee. Aidien on the grievance shall be announced notlaarthe
next regular board meeting.

Records

Records related to grievances will be filed sepiraind will not be kept in, or made part of, teespnnel file
of any employee.

Reprisals

No reprisals of any kind will be taken or toleraégginst any employee because he/she has filedamaed a
grievance under this policy.

Legal Reference: ACA §6-17-208

Date Adopted: June 11, 2002
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Last Revised: June 12, 2007

3.25F— LICENSED PERSONNEL LEVEL TWO GRIEVANCE FORM

Name:

Date submitted to supervisor:

Personnel Policy grievance is based upon:

Grievance (be specific):

What would resolve your grievance?

Supervisor's Response

Date submitted to recipient:
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3.26—LICENSED PERSONNEL SEXUAL HARASSMENT

The Booneville School District is committed to mayan academic and work environment in which all
students and employees are treated with respedigmty. Student achievement and amicable working
relationships are best attained in an atmosph&gual educational and employment opportunityisiiate of
discrimination. Sexual harassment is a form ofigisoation that undermines the integrity of the eational
environment and will not be tolerated.

Believing that prevention is the best policy, tigtritt will periodically inform students and empdees about
the nature of sexual harassment, the proceduresgistering a complaint, and the possible rednasss
available. The information will stress that therdisdoes not tolerate sexual harassment andttidents and
employees can report inappropriate behavior otages@ature without fear of adverse consequences.

It shall be a violation of this policy for any samd or employee to be subjected to, or to subjesthar person
to, sexual harassment as defined in this policy.@mployee found, after an investigation, to hangaged in
sexual harassment will be subject to disciplinatipa up to, and including, termination.

Sexual harassment refers to unwelcome sexual agijarquests for sexual favors, or other personally
offensive verbal, visual, or physical conduct eeaual nature made by someone under any of tbeviotj
conditions:

1. Submission to the conduct is made, either explioitimplicitly, a term or condition of an individlls
education or employment;

2. Submission to, or rejection of, such conduct bydividual is used as the basis for academic or
employment decisions affecting that individual;/and

3. Such conduct has the purpose or effect of sukatamiterfering with an individual’'s academic ook
performance or creates an intimidating, hostileffensive academic or work environment.

The terms “intimidating,” “hostile,” and “offensiVénclude conduct of a sexual nature which hasffest of
humiliation or embarrassment and is sufficientiyese, persistent, or pervasive that it limits tuelent’s or
employee’s ability to participate in, or benefdrfr, an educational program or activity or their lEympent
environment.

Within the educational or work environment, sexzhssment is prohibited between any of the fafigwi
students; employees and students; non-employeesuatahts; employees; employees and non-employees.

Actionable sexual harassment is generally establiglinen an individual is exposed to a pattern of
objectionable behaviors or when a single, seriouis aommitted. What is, or is not, sexual harasgwill
depend upon all of the surrounding circumstancegeBding upon such circumstances, examples oflsexua
harassment include, but are not are not limitedriarelcome touching; crude jokes or pictures; disioms of
sexual experiences; pressure for sexual actimtiynidation by words, actions, insults, or namérngglteasing
related to sexual characteristiasthe belief or perception that an individual is not conforming to
expected gender roles or conduct or is homosexual, regardless of whether or not the

individual self-identifies as homosexual; and spreading rumors related to a person’s dlisgeual
activities.
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Employees who believe they have been subjectextmkharassment are encouraged to file a complaint
contacting their immediate supervisor, administratoTitle IX coordinator who will assist themtime
complaint process. Under no circumstances shalirgaioyee be required to first report allegationsesdial
harassment to a school contact person if thatipersioe individual who is accused of the harassmierthe
extent possible, complaints will be treated infidential manner. Limited disclosure may be nexgss
order to complete a thorough investigation.

Employees who file a complaint of sexual harassméimot be subject to retaliation or reprisabiny form.

Employees who knowingly fabricate allegations afiséharassment shall be subject to disciplinaigracp
to and including termination.

Individuals who withhold information, purposely pide inaccurate facts, or otherwise hinder an iyagon
of sexual harassment shall be subject to discigleetion up to and including termination.

Legal References: Title IX of the Education Amenditsef 1972, 20 USC 1681, et seq.
Title VII of the Civil Rights Act of 1964, 42 L{52000-€, et seq.
ACA §6-15-1005 (b) (1)

Date Adopted: June 14, 2011
Last Revised:

3.27—LICENSED PERSONNEL SUPERVISION OF STUDENTS

All District personnel are expected to conscierslipaxecute their responsibilities to promote thalth, safety,
and welfare of the District’s students under tbafe. The Superintendent shall direct all prinsigakestablish
regulations ensuring faculty supervision of stusléimbughout the school day and at extracurriaagvities.

Extra-Curricular Duties
1. Extra Curricular duties are considered a normalgdar teacher’s work. It will be
necessary for all teachers to share them.
2. The principal of each school shall have the respititysof assigning such duties.
Date Adopted: June 11, 2002

Last Revised:

3.28---ATTENDANCE

Teachers are expected to observe the following ratgarding attendance at school:
1. Teachers are expected to attend promptly all ngsetiesignated for them.
2. Teachers are expected to be at their teachingrstatir assigned duty prepared to perform required
tasks between the hours of 7:45 a.m. and 3:30 p.m.
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3. Teachers should not leave the building or groundagischool hours without clearing such absences
with the principal, superintendent, or designee.

Date Adopted: June 11, 2002

Last Revised:

3.29---MENTORING

Definition: A mentor is a teacher who helps a éeggerienced teacher entering the profession, eqaally
experienced teacher make a transition from anstlmgect, grade level, building or community. Alwel
planned mentoring program can help to improve teggerformance; increase teacher retention; prthet
personal and professional well being of beginréaghers; satisfy requirements for induction arliéensure
in some states; and transit the culture of thesy&h beginning teachers.

(Mentoring: A Resourceand Training Guide for Educators)

BEGINNING TEACHERS
First Year

(A) Time will be provided for the first year teacheptuserve other teachers and for mentors to obterve
protége.

(B) Work will be conducted in the area of effectivecteag practice: classroom management,

(C) Ateam consisting of the mentor, protégé and graievill create a professional growth plan based
upon need and will include any needed in-service

(D) The mentor and protége will conduct any reseaatimtiay be needed to meet the professional growth
plan.

(E) During the first week of school the mentor andggétwill meet every day after school to discuss and
plan. The mentor will conduct at least two (2)ydiovisits during the first week

(F) The mentor and protégé will meet at least two tiweskly through the end of September with one
drop-in classroom visit per week through the erSlegitember with one drop-in classroom visit per
week through the end of September.

(G) Informal meetings or contacts may be held one d¢ditwes per week for the remainder of the school
year.

(H) One drop-I classroom visit per month for the remtairof the school year.

() Atthe conclusion of the first year, the principaly determine if the mentoring program will be
extended or concluded.

BEGINNING TEACHERS
Second Year
The mentor and protégé will continue to work omiified areas of agreed upon by the mentor and
protége. A new professional growth plan will beedeped or the existing one will be extended,\hiis
be done through the mentor, protégé and prin@pah
(A) One drop-in visit monthly through the first semeatel a minimum of three drop-in visits the second
semester.
(B) The mentor and protégée will make weekly contaatsguihe second year.
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NEW TEACHER TO THE DISTRICT WITH MORE THAN THREE Y¥EARS EXPERIENCE

(A) One drop-in visit weekly through the end of Septemb

(B) One drop-in visit monthly during the remainderte first semester.

(C) The mentor and teacher will meet weekly durinditeemonth of school.

(D) The mentor and teacher will make contact duringehmeinder of the year. This may vary depending
upon need and circumstances.

The committee feels that the mentoring progranpeavide new teachers with knowledge about how the
system works and where to get information and maitedt will also provide encouragement, ideasl, a
support. Itis not designed to be approachediferaluation standpoint.

Date Adopted: June 11, 2002
Date Revised:

3.30— LICENSED PERSONNEL COMPUTER USE POLICY

The Booneville School District provides computensl/ar computer Internet access for many
employees, to assist employees in performing weldted tasks. Employees are advised that
they enjoy no expectation of privacy in any asméc¢heir computer use, including email, and
that under Arkansas law, both email and computerrasords maintained by the district are
subject to disclosure under the Freedom of Infoionafct. Consequently, no employee or
student-related reprimands or other disciplinaryncwnications should be made through
email.

Passwords or security procedures are to be usedsigned, and confidentiality of student
records is to be maintained at all times. Employemsst not disable or bypass security
procedures, compromise, attempt to compromisegtwad the district’s technology network
security, alter data without authorization, diselggasswords to other staff members or
students, or grant students access to any compatedesignated for student use. It is the
policy of this school district to equip each conguwith Internet filtering software designed
to prevent users from accessing material that immfuh to minors. The designated District
Technology Administrator or designee may authotlze disabling of the filter to enable
access by an adult for a bona fide research or tinéul purpose.

Employees who misuse district-owned computers y\aay, including excessive personal
use, using computers for personal use during icsbral time, using computers to violate
any other policy, knowingly or negligently allowingnauthorized access, or using the
computers to access or create sexually explicipaynographic text or graphics, will face
disciplinary action, up to and including terminati@r non-renewal of the employment
contract.

Legal References:  A.C.A. § 6-21-107
A.C.A. §6-21-111
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Date Adopted: June 11, 2002
Last Revised: June 9, 2009

3.30F— LICENSED PERSONNEL EMPLOYEE INTERNET USE AGREEMENT

Name (Please Print)

School Date

The Booneville School District agrees to allowdnaployee identified above (“Employee”) to use tistidt's
technology to access the Internet under the faligueérms and conditions:

1. Conditional Privilege: The Employee’s use ofdistrict’'s access to the Internet is a privilegeditioned on
the Employee’s abiding by this agreement.

2. Acceptable Use: The Employee agrees that ig tlsmDistrict’s Internet access he/she will odEfederal
and state laws and regulations. Internet accessvgled as an aid to employees to enable thelettier b
perform their job responsibilities. Under no ciratamces shall an Employee’s use of the Districterhet
access interfere with, or detract from, the peréoroe of his/her job-related duties.

3. Penalties for Improper Use: If the Employeeates this agreement and misuses the Internetyripiofee
shall be subject to disciplinary actiontapand including termination.

4. “Misuse of the District’s access to the Intériretludes, but is not limited to, the following:
a. using the Internet for any activities deemed lestidcene, vulgar, or pornographic as defined by
prevailing community standards;
b. using abusive or profane language in private messagthe system; or using the system to harass,
insult, or verbally attack others;
posting anonymous messages on the system;
using encryption software;
wasteful use of limited resources provided by gl including paper;
causing congestion of the network through lengtwrdoads of files;
vandalizing data of another user;
obtaining or sending information which could bedugemake destructive devices such as guns,
weapons, bombs, explosives, or fireworks;
gaining or attempting to gain unauthorized acaesssburces or files;

S@™oao

— —

user without proper authorization;
using the network for financial or commercial gaithout district permission;
theft or vandalism of data, equipment, or intellatproperty;
. invading the privacy of individuals;
using the Internet for any illegal activity, inclng computer hacking and copyright or intellectual
property law violations;
introducing a virus to, or otherwise improperly fgnng with, the system;
degrading or disrupting equipment or system peidone;

5375

© o

42

identifying oneself with another person’s nameaasword or using an account or password of another



g. creating a web page or associating a web pageheittchool or school district without proper
authorization;

r. attempting to gain access or gaining access tergtueords, grades, or files of students not uheer
jurisdiction;

s. providing access to the District’s Internet Acdessnauthorized individuals; or

t. taking part in any activity related to Internet ugech creates a clear and present danger of the
substantial disruption of the orderly operatiothefdistrict or any of its schools;

u. making unauthorized copies of computer software.

personal use of computers during instructional.time

w. Installing software on district computers withotibpapproval of technology director or his/her
designee.

<

5. Liability for debts: Staff shall be liable fanygand all costs (debts) incurred through theicfisiee District's
computers or the Internet including penalties émytight violations.

6. No Expectation of Privacy: The Employee sighiapw agrees that in using the Internet through the
District’s access, he/she waives any right to pyitbe Employee may have for such use. The Emplyes
that the district may monitor the Employee’s usthefDistrict’s Internet Access and may also exaralh
system activities the Employee participates ifuahng but not limited to e-mail, voice, and video
transmissions, to ensure proper use of the system.

7. Signature: The Employee, who has signed belaswdad this agreement and agrees to be boursttéryris
and conditions.

Employee’s Signature: Date

Date Adopted: June 11, 2002
Last Revised: March 29, 2004

3.31—LICENSED PERSONNEL SCHOOL CALENDAR

The Superintendent and Personnel Policy Commhitgesesent to the Board, for its approval, tHerddar
for the succeeding year at the February or MagihlaeBoard meeting. The Superintendent, in dewreddpe
calendar, shall accept and consider recommendétionsany staff member or group wishing to make
calendar proposals.
The Booneville School District shall operate byfthilewing calendar.
1. School Fiscal Year-For administrative purposesstheol is operated on the fiscal year from
July 1 through June 30.
2. Length of School Session-School shall actuallynksession for instructional purposes a
minimum of one hundred seventy-eight (178) days.
3. Notification of School Opening-All school personass to be notified of the time to report for
the school year. Orientation, workshops, and ogegeneral faculty meetings are considered
a part of the educational program and such waiupervised by school employees.
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4. Supervision of Activities—All activities of the pilgpwhich are sponsored by the schools and
conducted in the public school buildings or growsmgsconsidered a part of the educational
program and such will be supervised by school eyapin

Legal Reference: A.C.A. §6-17-201

Date Adopted: June 11, 2002
Last Revised:

3.32—TEACHER —PUPIL RELATIONSHIP

1. The welfare of the pupils should be the fiosteern of the teacher.

2. Withhold confidential information about a pujiless its release serves professional purpasesits the
pupil or is required by law.

3. Swearing or cursing on the part of the tedobfare pupils is intolerable.

4. Teachers should be impartial and just in allidgs with pupils.

5. Employ friendliness, patience, sympathy, cayrtrmness, and sincerity in dealing with pugiisblems
and attitudes.

6. Avoid religious and political indoctrination pdipils.

7. Make discreet use of available information abimipupils.

8. Refrain fro commenting unprofessionally abgotigil or pupil's home.

9. Encourage the pupil to study varying pointg@dv and respect his/her right to form their owaigment.
10. Allow time for pupil and parent consultatiorain appropriate place and manner.

11. Keep accurate and adequate account of gradesamination papers for the purpose of answering
reasonable questions by the pupil or his/her paedaut test marks received.

12. Academic grades shall not be reduced as a rokdissipline.

13. Teachers should encourage teacher/parent@acde anytime they feel that the student, teachmarents
might benefit from such a conference.

Date Adopted: June 11, 2002

Date Revised:

3.33—PARENT-TEACHER CONFERENCES —ELEMENTARY

All elementary teachers shall attempt to commuaigdth the parents or guardians of each studégasttonce
a semester through a parent-teacher confereregghaele conference, or a home visit. Teachers shall
communicate more often with parents/guardiansidesits performing below grade level.

Parent-teacher conferences are encouraged ancemeyuested by parents or guardians when thethésel
need to discuss their child’s progress with hisébacher. Conferences shall be scheduled at atichplace to
best accommodate those participating in the cordere

Legal Reference: State Board of Education Standdéwscreditation VII (D) (1) (2)

Date Adopted: March 29, 2004
Last Revised:
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3.34—PARENT-TEACHER CONFERENCES — SECONDARY (JUNIOR &
SENIOR HIGH) SCHOOLS

Teachers shall attempt to communicate persondiytixe parents or guardians of each student atiaes
during the school year to discuss the studenttesmo® progress. Teachers shall communicate mene with
parents/guardians of students performing belowetle expected for their grade.

Parent-teacher conferences are encouraged ancermayuested by parents or guardians when theghésel
need to discuss their child’s progress with hiséacher. Conferences shall be scheduled at atichplace to
best accommodate those participating in the cordere

Legal Reference: State Board of Education Standéwscreditation 12.04.1
A.C.A. 8 6-15-1601(b) (3) (C)

Date Adopted: March 29, 2004
Last Revised:

3.35—LICENSED PERSONNEL FAMILY MEDICAL LEAVE *

FMLA leave offers job protection for what might otherwise be considered excessive
absences. Employees need to carefully comply with this policy to ensure they do not
lose FMLA protection due to inaction or failure to provide the District with needed
information. The Family Medical Leave Act provides up to 12 work weeks (or in
some cases 26 weeks) of job-protected leave to eligible employees with absences that
qualify under the FMLA. While an employee can request FMLA leave and has a duty
to inform the District as provided in this policy of foreseeable absences that may
qualify for FMLA leave, it is the District’s ultimate responsibility to identify
qualifying absences as FMLA or non-FMLA. FMLA leave is unpaid, except to the
extent that paid leave applies to any given absence as governed by the FMLA and
this policy.

SECTION ONE
Definitions:
Eligible Employee: is an employee who has been employed by the District for at least
twelve (12) months and for 1250 hours of service during the twelve (12) month
period immediately preceding the commencement of the leave.l

FMLA: is the Family Medical Leave Act

Health Care Provider: is a doctor of medicine or osteopathy who is authorized to
practice medicine or surgery (as appropriate) by the state in which the doctor
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practices. It also includes any other person determined by the U.S. Secretary of Labor
to be capable of providing health care services.

Instructional Employee: is a teacher whose principal function is to teach and instruct
students in a class, a small group, or an individual setting and includes athletic
coaches, driving instructors, and special education assistants such as signers for the
hearing impaired. The term does not include administrators, counselors, librarians,
psychologists, or curriculum specialists who are included under the broader
definition of “eligible employee” (to the extent the employee has been employed for
12 months).

Intermittent leave: is FMLA leave taken in separate blocks of time due to a single
qualifying reason. A reduced leave schedule is a leave schedule that reduces an
employee’s usual number if working hours per workweek, or hours per workday. A
reduced leave schedule is a change in the employee’s schedule for a period of time,
normally from full-time to part-time.

Next of Kin: used in respect to an individual, means the nearest blood relative of that
individual.

Parent: is the biological parent of an employee or an individual who stood in loco
parentis to an employee when the employee was a son or a daughter. This term does
not include parents “in-law.”

Serious Health Condition: is an injury, illness, impairment, or physical or mental
condition that involves inpatient care in a hospital, hospice, or residential medical
facility or continuing treatment by a health care provider.

Son or daughter, for numbers 1, 2, or 3 below: is a biological, adopted, or foster child,
a stepchild, a legal ward, or a child of a person standing in loco parentis, who is
either under age 18, or age 18 or older and “incapable of self-care because of a mental
or physical disability” at the time that FMLA leave is to commence.

Year: the twelve (12) month period of eligibility shall begin on July first of each
school-year.2

Policy
The provisions of this policy are intended to be in line with the provisions of the

FMLA. If any conflict(s) exist, the Family Medical Leave Act of 1993 as amended
shall govern.
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Leave Eligibility

The District will grant up to twelve (12) weeks of leave in a year in accordance with
the Family Medical Leave Act of 1993 (FMLA) as amended to its eligible employees
for one or more of the following reasons:

1. Because of the birth of a son or daughter of the employee and in order to care for
such son or daughter;

2. Because of the placement of a son or daughter with the employee for adoption or
foster care;

3. To care for the spouse, son, daughter, or parent, of the employee, if such spouse,
son, daughter, or parent has a serious health condition; and

4. Because of a serious health condition that makes the employee unable to perform
the functions of the position of such employee.

5. Because of any qualifying exigency arising out of the fact that the spouse, son,
daughter, or parent of the employee is on covered active duty (or has been
notified of an impending call or order to covered active duty) in the Armed
Forces. (See Section Two)

6. To care for a spouse, child, parent or next of kin who is a covered servicemember
with a serious illness or injury. (See Section Two)

The entitlement to leave for reasons 1 and 2 listed above shall expire at the end of the
twelve (12) month period beginning on the date of such birth or placement.

A husband and wife who are both eligible employees employed by the District may
not take more than a combined total of 12 weeks of FMLA leave for reasons 1, 2, 3
and 5.

Provisions Applicable to both Sections One and Two
District Notice to Employees
The District shall post, in conspicuous places in each school within the District where
notices to employees and applicants for employment are customarily posted, a notice
explaining the FMLA’s provisions and providing information about the procedure

for filing complaints with the Department of Labor.3

Designation Notice to Employee
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When an employee requests FMLA leave or the District determines that an
employee’s absence may be covered under the FMLA, the District shall provide
written notice within five (5) business days (absent extenuating circumstances) to the
employee of the District’s determination of his/her eligibility for FMLA leave. 4 If the
employee is eligible, the District may request additional information from the
employee and/or certification from a health care provider to help make the
applicability5determination. After receiving sufficient information as requested, the
District shall provide a written notice within five (5) business days (absent
extenuating circumstances) to the employee of whether the leave qualifies as FMLA
leave and will be so designated.®

If the circumstances for the leave don’t change, the District is only required to notify
the employee once of the determination regarding the designation of FMLA leave
within any applicable twelve (12) month period.

Concurrent Leave Under the FMLA

All FMLA leave is unpaid unless substituted by applicable accrued leave. The
District requires employees to substitute any applicable accrued leave (in the order of
sick , personal, or vacation leave as may be applicable) for any period of FMLA
leave.?

Health Insurance Coverage

The District shall maintain coverage under any group health plan for the duration of
FMLA leave the employee takes at the level and under the conditions coverage
would have been provided if the employee had continued in active employment
with the District. Additionally, if the District makes a change to its health insurance
benefits or plans that apply to other employees, the employee on FMLA leave must
be afforded the opportunity to access additional benefits and/or the same
responsibility for changes to premiums. Any changes made to a group health plan
which apply to other District employees, must also apply to the employee on FMLA
leave. The District will notify the employee on FMLA leave of any opportunities to
change plans or benefits. The employee remains responsible for any portion of
premium payments customarily paid by the employee. When on unpaid FMLA
leave, it is the employee’s responsibility to submit his/her portion of the cost of the
group health plan coverage to the district’s business office on or before it would be
made by payroll deduction.”

The District has the right to pay an employee’s unpaid insurance premiums during

the employee’s unpaid FMLA leave to maintain the employee’s coverage during
his/her leave. The District may recover the employee's share of any premium
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payments missed by the employee for any FMLA leave period during which the
District maintains health coverage for the employee by paying the his/her share.
Such recovery shall be made by offsetting the employee’s debt through payroll
deductions or by other means against any monies owed the employee by the District.

An employee who chooses to not continue group health plan coverage while on
FMLA leave, is entitled to be reinstated on the same terms as prior to taking the
leave, including family or dependent coverages, without any qualifying period,
physical examination, exclusion of pre-existing conditions, etc.8

If an employee gives unequivocal notice of intent not to return to work, or if the
employment relationship would have terminated if the employee had not taken
FMLA leave, the District’s obligation to maintain health benefits ceases.

If the employee fails to return from leave after the period of leave to which the
employee was entitled has expired, the District may recover the premiums it paid to
maintain health care coverage unless:

a. The employee fails to return to work due to the continuation, reoccurrence, or
onset of a serious health condition that entitles the employee to leave under
reasons 3 or 4 listed above; and/or

b. Other circumstances exist beyond the employee’s control.

Circumstances under “a” listed above shall be certified by a licensed, practicing
health care provider verifying the employee’s inability to return to work.

Reporting Requirements During Leave

Unless circumstances exist beyond the employee’s control, the employee shall inform
the district every two weeks? during FMLA leave of their current status and intent to
return to work.

Return to Previous Position

An employee returning from FMLA leave is entitled to be returned to the same
position the employee held when leave commenced, or to an equivalent position
with equivalent benefits, pay, and other terms and conditions of employment. An
equivalent position must involve the same or substantially similar duties and
responsibilities, which must entail substantially equivalent skill, effort, and authority.
Specifically, upon returning from FMLA leave, a teacher may be assigned to another
position that is not necessarily the same as the teacher’s former job assignment. The
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employee may not be restored to a position requiring additional licensure or
certification.

The employee’s right to return to work and/ or to the same or an equivalent position
does not supersede any actions taken by the District, such as conducting a RIF, which
the employee would have been subject to had the employee not been on FMLA leave
at the time of the District’s actions.

Provisions Applicable to Section One
Employee Notice to District
Foreseeable Leave:

When the need for leave is foreseeable for reasons 1 through 4 listed above, the
employee shall provide the District with not less than 30 days' notice, before the date
the leave is to begin, of the employee's intention to take leave for the specified reason.
An eligible employee who has no reasonable excuse for his/her failure to provide the
District with timely advance notice of the need for FMLA leave may delay the FMLA
coverage of such leave until 30 days after the date the employee provides notice.

If there is a lack of knowledge of approximately when the leave will be required to
begin, a change in circumstances, or an emergency, notice must be given as soon as
practicable. As soon as practicable means as soon as both possible and practical,
taking into account all of the facts and circumstances in the individual case.

When the need for leave is for reasons 3 or 4 listed above, the eligible employee shall
make a reasonable effort to schedule the treatment so as not to disrupt unduly the
operations of the District subject to the approval of the health care provider of the
spouse, son, daughter, or parent of the employee.

If the need for FMLA leave is foreseeable less than 30 days in advance, the employee
shall notify the District as soon as practicable. If the employee fails to notify as soon
as practicable, the District may delay granting FMLA leave for the number of days in
advance that the employee should have provided notice and when the employee
actually gave notice.

Unforeseeable Leave:
When the approximate timing of the need for leave is not foreseeable, an employee
shall provide the District notice of the need for leave as soon as practicable given the

facts and circumstances of the particular case. Ordinarily, the employee shall notify
the District within two (2) working days of learning of the need for leave, except in
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extraordinary circumstances where such notice is not feasible. Notice may be
provided in person, by telephone, telegraph, fax, or other electronic means. If the
eligible employee fails to notify the District as required unless the failure to comply is
justified by unusual circumstances, the FMLA leave may be delayed or denied.

Medical Certification

Second and Third Opinions: In any case where the District has reason to doubt the
validity of the initial certification provided, the District may require, at its expense,
the employee to obtain the opinion of a second health care provider designated or
approved by the employer. If the second opinion differs from the first, the District
may require, at its expense, the employee to obtain a third opinion from a health care
provider agreed upon by both the District and the employee. The opinion of the third
health care provider shall be considered final and be binding upon both the District
and the employee.

Recertification: The District may request, either orally or in writing, the employee
obtain a recertification in connection with the employee’s absence, at the employee’s
expense, no more often than every thirty (30) days unless one or more of the
following circumstances apply;

H. The original certification is for a period greater than 30 days. In this situation, the
District may require a recertification after the time of the original certification
expires, but in any case, the District may require a recertification every six (6)
months.

I. The employee requests an extension of leave;

J.  Circumstances described by the previous certification have changed significantly;
and/or

K. The district receives information that casts doubt upon the continuing validity of
the certification.

The employee must provide the recertification in fifteen (15) calendar days after the
District’s request.

No second or third opinion on recertification may be required.

The District may deny FMLA leave if an eligible employee fails to provide requested
certification.

Substitution of Paid Leave
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When an employee’s leave has been designated as FMLA leave for reasons 1 (as
applicable), 2, 3, or 4 above, the District requires employees to substitute accrued
sick, vacation, or personal leave for the period of FMLA leave. 10

To the extent the employee has accrued paid vacation or personal leave, any leave
taken that qualifies for FMLA leave for reasons 1 or 2 above shall be paid leave and
charged against the employee’s accrued leave.

Workers Compensation: FMLA leave may run concurrently with a workers’
compensation absence when the injury is one that meets the criteria for a serious
health condition. To the extent that workers compensation benefits and FMLA leave
run concurrently, the employee will not be charged for any paid leave accrued by the
employee. If the health care provider treating the employee for the workers
compensation injury certifies the employee is able to return to a “light duty job,” but
is unable to return to the employee’s same or equivalent job, the employee may
decline the District’s offer of a “light duty job.” As a result, the employee may lose
his/her workers’ compensation payments, but for the duration of the employee’s
FMLA leave, the employee will be paid for the leave to the extent that the employee
has accrued applicable leave.

Return to Work!!

If the District’s written designation determination that the eligible employee’s leave
qualified as FMLA leave under reason 4 above stated that the employee would have
to provide a “fitness-for-duty” certification from a health care provider for the
employee to resume work, the employee must provide such certification prior to
returning to work. The employee’s failure to do so voids the District’s obligation to
reinstate the employee under the FMLA and the employee shall be terminated.

If the District’s written designation determination that the eligible employee’s leave
qualified as FMLA leave under reason 4 above stated that the employee would have
to provide a “fitness-for-duty” certification from a health care provider for the
employee to resume work and the designation determination listed the employee’s
essential job functions, the employee must provide certification that the employee is
able to perform those functions prior to returning to work. The employee’s failure to
do so or his/her inability to perform his/her job’s essential functions voids the
District’s obligation to reinstate the employee under the FMLA and the employee
shall be terminated.

Failure to Return to Work:
In the event that an employee is unable or fails to return to work, the superintendent
will make a determination at that time regarding the documented need for a
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severance of the employee’s contract due to the inability of the employee to fulfill the
responsibilities and requirements of their contract.

Intermittent or Reduced Schedule Leave

To the extent practicable, employees requesting intermittent or reduced schedule
leave shall provide the District with not less than 30 days' notice, before the date the
leave is to begin, of the employee's intention to take leave.

Eligible employees may only take intermittent or reduced schedule leave for reasons
1 and 2 listed above if the District agrees to permit such leave upon request of the
employee. If the District agrees to permit an employee to take intermittent or reduced
schedule leave for such reasons, the agreement shall be consistent with this policy’s
requirements governing intermittent or reduced schedule leave. The employee may
be transferred temporarily during the period of scheduled intermittent or reduced
leave to an alternative position for which the employee is qualified and which better
accommodates recurring periods of leave than does the employee's regular position.
The alternative position shall have equivalent pay and benefits but does not have to
have equivalent duties.

Eligible employees may take intermittent or reduced schedule FMLA leave due to
reasons 3 or 4 listed above when the medical need is best accommodated by such a
schedule. The eligible employee shall make a reasonable effort to schedule the
treatment so as not to disrupt unduly the operations of the employer, subject to the
approval of the health care provider.

When granting leave on an intermittent or reduced schedule for reasons 3 or 4 above
that is foreseeable based on planned medical treatment, the District may temporarily
transfer non-instructional, eligible employees for the period of scheduled
intermittent or reduced leave to an alternative position for which the employee is
qualified and which better accommodates recurring periods of leave than does the
employee's regular position. The alternative position shall have equivalent pay and
benefits but does not have to have equivalent duties. When the employee is able to
return to full-time work, the employee shall be placed in the same or equivalent job
as he/she had when the leave began. The employee will not be required to take more
FMLA leave than necessary to address the circumstances requiring the need for the
leave.

If an eligible employee who meets the definition of an instructional employee
requests intermittent or reduced schedule leave for reasons 3 or 4 above that is
foreseeable based on planned medical treatment and the employee would be on
leave for greater than 20 percent of the total number of working days in the period
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during which the leave would extend, the district may require the employee to elect
either
a. to take medical leave for periods of a particular duration, not to exceed the
duration of the planned medical treatment; or
b. to transfer temporarily to an available alternative position offered by the
employer for which the employee is qualified and that has equivalent pay and
benefits and better accommodates recurring periods of leave than the regular
employment position of the employee.
If the employee chooses to transfer to an alternative position it shall have equivalent
pay and benefits but does not have to have equivalent duties. When the employee is
able to return to full-time work, the employee shall be

placed in the same or equivalent job as he/she had when the leave began. The
employee will not be required to take more FMLA leave than necessary to address
the circumstances requiring the need for the leave.

Leave taken by eligible instructional employees near the end of the the semester

In any of the following scenarios, if the District chooses to require the eligible,
instructional employee to stay on leave until the end of the semester, only the portion
of the leave until the employee is ready and able to return to work shall be charged
against the employee’s FMLA leave entitlement. The required non-FMLA leave will
not be considered excessive absenteeism.

Leave more than 5 weeks prior to end of the semester
If the eligible, instructional employee begins leave, due to reasons 1 through 4
listed above, more than 5 weeks prior to the end of the academic term, the
District may require the employee to continue taking leave until the end of the
semester, if
(A) the leave is of at least 3 weeks duration; and
(B) the return to employment would occur during the 3-week period
before the end of the semester.

Leave less than 5 weeks prior to end of the semester
If the eligible, instructional employee begins leave, due to reasons 1, 2, or 3
listed above, during the period that commences 5 weeks prior to the end of the
academic term, the District may require the employee to continue taking leave
until the end of the semester, if
(A) the leave is of greater than 2 weeks duration; and
(B) the return to employment would occur during the 2-week period
before the end of the semester.
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Leave less than 3 weeks prior to end of the semester

If the eligible, instructional employee begins leave, due to 1, 2, or 3 listed
above, during the period that commences 3 weeks prior to the end of the
semester and the duration of the leave is greater than 5 working days, the
District may require the employee to continue to take leave until the end of
the semester.

SECTION TWO
FMLA LEAVE CONNECTED TO MILITARY SERVICE
Leave Eligibility

The FMLA provision of military associated leave is in two categories. Each one has
some of its own definitions and stipulations. Therefore, they are dealt with separately
in this Section of the policy. Definitions different than those in Section One are
included under the respective reason for leave. Definitions that are the same as in
Section One are NOT repeated in this Section.

QUALIFYING EXIGENCY

An eligible employee may take FMLA leave for any qualifying exigency arising out
of the fact that the spouse, son, daughter, or parent of the employee is on covered
active duty (or has been notified of an impending call or order to covered active
duty) in the Armed Forces. Examples include issues involved with short-notice
deployment, military events and related activities, childcare and school activities, the
need for financial and legal arrangements, counseling, rest and recuperation, post-
deployment activities, and other activities as defined by federal regulations.1
Definitions:

Covered active duty means

* inthe case of a member of a regular component of the Armed Forces, duty
during deployment of the member with the armed forces to a foreign country;

and

in the case of a member of a reserve component of the Armed Forces, duty

during deployment of the member with the armed forces to a foreign country

under a call to order to active duty under a provision of law referred to in

section 101(a)(13)(B) of title 10, United States Code.

Son or daughter on active duty or call to active duty status means the employee's
biological, adopted, or foster child, stepchild, legal ward, or a child for whom the
employee stood in loco parentis, who is on active duty or call to active duty status,
and who is of any age.
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Certification!

The District may require the eligible employee to obtain certification to help the
district determine if the requested leave qualifies for FMLA leave for the purposes of
a qualifying exigency. The District may deny FMLA leave if an eligible employee
fails to provide requested certification.

Employee Notice to District
Foreseeable Leave:

When the necessity for leave for any qualifying exigency is foreseeable, whether
because the spouse, son, daughter, or parent of the employee is on covered active
duty, or because of notification of an impending call or order to covered active duty,
the employee shall provide such notice to the District as is reasonable and practicable
regardless of how far in advance the leave is foreseeable. As soon as practicable
means as soon as both possible and practical, taking into account all of the facts and
circumstances in the individual case.

Unforeseeable Leave:

When the approximate timing of the need for leave is not foreseeable, an employee
shall provide the District notice of the need for leave as soon as practicable given the
facts and circumstances of the particular case. Ordinarily, the employee shall notify
the District within two (2) working days of learning of the need for leave, except in
extraordinary circumstances where such notice is not feasible. Notice may be
provided in person, by telephone, telegraph, fax, or other electronic means. If the
eligible employee fails to notify the District as required unless the failure to comply is
justified by unusual circumstances, the FMLA leave may be delayed or denied.

Substitution of Paid Leave

When an employee’s leave has been designated as FMLA leave any qualifying
exigency, the District requires employees to substitute accrued vacation, or personal
leave for the period of FMLA leave.

Intermittent or Reduced Schedule Leave

Eligible employees may take intermittent or reduced schedule leave for any

qualifying exigency. The employee shall provide the district with as much notice as
is practicable.
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Leave taken by an eligible instructional employees more than 5 weeks prior to end
of the semester

If an eligible, instructional employee begins leave due to any qualifying exigency
more than 5 weeks prior to the end of the semester, the District may require the
employee to continue taking leave until the end of the semester, if

(A) the leave is of at least 3 weeks duration; and

(B) the return to employment would occur during the 3-week period before

the end of the semester.

If the District chooses to require the eligible, instructional employee to stay on leave
until the end of the semester, only the portion of the leave until the employee is
ready and able to return to work shall be charged against the employee’s FMLA
leave entitlement.

SERIOUS ILLNESS

An eligible employee is eligible for leave to care for a spouse, child, parent or next of
kin who is a covered servicemember with a serious illness or injury under the
following conditions and definitions.

Definitions:

Covered Service Member is

1. a member of the Armed Forces, including a member of the National Guard or
Reserves, who is a undergoing medical treatment, recuperation, or therapy, is
otherwise in outpatient status, or is otherwise on the temporary disability
retired list, for a serious injury or illness; or

2. aveteran who is undergoing medical treatment, recuperation, or therapy, for a
serious injury or illness and who was a member of the Armed Forces
(including a member of the National Guard or Reserves) at any time during
the period of five (5) years preceding the date on which the veteran undergoes
that medical treatment, recuperation, or therapy.

Outpatient Status: used in respect to a covered service member, means the status of a
member of the Armed Forces assigned to
A) a military medical treatment facility as an outpatient; or
B) a unit established for the purpose of providing command and control of
members of the Armed Forces receiving medical care as outpatients.

Parent of a covered servicemember: is a covered servicemember’s biological

adoptive, step or foster father or mother, or any other individual who stood in loco
parentis to the covered servicemember. This term does not include parents “in law.”
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Serious Injury or Illness:

(A)in the case of a member of the Armed Forces, including the National Guard or
Reserves, it means an injury or illness incurred by the member in the line of
duty on active duty in the Armed Forces (or existed before the beginning of
the member’s active duty and was aggravated by service in line of duty on
active duty in the Armed Forces) and that may render the member medically
unfit to perform the duties of the member’s office, grade, rank, or rating and

(B) in the case of a veteran who was a member of the Armed Forces, including a
member of the National Guard of Reserves, at any time during a period as a
covered service member defined in this policy, it means a qualifying (as
defined by the U.S Secretary of Labor) injury or illness that was incurred by
the member in the line of duty on active duty in the Armed Forces (or existed
before the beginning of the member’s active duty and was aggravated by
service in the line of duty on active duty in the Armed Forces) and that
manifested itself before or after the member became a veteran.

Son or daughter of a covered servicemember means a covered servicemember's
biological, adopted, or foster child, stepchild, legal ward, or a child for whom the
covered servicemember stood in loco parentis, and who is of any age.

Year: for leave to care for the serious injury or illness of a covered service member,
the twelve (12) month period begins on the first day the eligible employee takes
FMLA leave to care for a covered servicemember and ends 12 months after that date.

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a
covered service member shall be entitled to a total of 26 weeks of leave during one
12-month period to care for the service member who has a serious injury or illness as
defined in this policy. An eligible employee who cares for such a covered service
member continues to be limited for reasons 1 through 4 in Section One and for any
qualifying exigency to a total of 12 weeks of leave during a year as defined in this
policy. For example, an eligible employee who cares for such a covered service
member for 16 weeks during a 12 month period could only take a total of 10 weeks
for reasons 1 through 4 in Section One and for any qualifying exigency. An eligible
employee may not take more than 12 weeks of FMLA leave for reasons 1 through 4 in
Section One and for any qualifying exigency regardless of how little leave the eligible
employee may take to care for a spouse, child, parent or next of kin who is a covered
servicemember with a serious illness or injury.

If husband and wife are both eligible employees employed by the District, the
husband and wife are entitled to a combined total of 26 weeks of leave during one
12-month period to care for their spouse, son, daughter, parent, or next of kin who is
a covered service member with a serious injury or illness as defined in this policy. A
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husband and wife who care for such a covered service member continues to be
limited to a combined total of 12 weeks FMLA leave for reasons 1 through 3 in
Section One and for any qualifying exigency during a year as defined in this policy.
For example, a husband and wife who are both eligible employees and who care for
such a covered service member for 16 weeks during a 12 month period could only
take a combined total of 10 weeks for reasons 1 through 3 in Section One and for any
qualifying exigency.

Medical Certification14

The District may require the eligible employee to obtain certification of the covered
service member’s serious health condition to help the District determine if the
requested leave qualifies for FMLA leave. The District may deny FMLA leave if an
eligible employee fails to provide requested certification.

Employee Notice to District
Foreseeable Leave:

When the need for leave to care for a spouse, child, parent or next of kin who is a
covered servicemember with a serious illness or injury is clearly foreseeable at least
30 days in advance, the employee shall provide the District with not less than 30
days' notice before the date the leave is to begin of the employee's intention to take
leave for the specified reason. An eligible employee who has no reasonable excuse
for his/her failure to provide the District with timely advance notice of the need for
FMLA leave may delay the FMLA coverage of such leave until 30 days after the date
the employee provides notice.

If the need for FMLA leave is foreseeable less than 30 days in advance, the employee
shall notify the District as soon as practicable. If the employee fails to notify as soon
as practicable, the District may delay granting FMLA leave for the length of time that
the employee should have provided notice and when the employee actually gave
notice.

When the need for leave is to care for a spouse, child, parent or next of kin who is a
covered servicemember with a serious illness or injury, the employee shall make a
reasonable effort to schedule the treatment so as not to disrupt unduly the operations
of the district subject to the approval of the health care provider of the spouse, son,
daughter, or parent of the employee.

Unforeseeable Leave:
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When the approximate timing of the need for leave is not foreseeable, an employee
shall provide the District notice of the need for leave as soon as practicable given the
facts and circumstances of the particular case. Ordinarily, the employee shall notify
the District within two (2) working days of learning of the need for leave, except in
extraordinary circumstances where such notice is not feasible. Notice may be
provided in person, by telephone, telegraph, fax, or other electronic means. If the
eligible employee fails to notify the District as required unless the failure to comply is
justified by unusual circumstances, the FMLA leave may be delayed or denied.

Substitution of Paid Leave

When an employee’s leave has been designated as FMLA leave to care for a spouse,
child, parent or next of kin who is a covered servicemember with a serious illness or
injury, the District requires employees to substitute accrued sick, vacation, or
personal leave for the period of FMLA leave.

Intermittent or Reduced Schedule Leave

To the extent practicable, employees requesting intermittent or reduced schedule
leave to care for a spouse, child, parent or next of kin who is a covered
servicemember with a serious illness or injury shall provide the District with not less
than 30 days' notice, before the date the leave is to begin, of the employee's intention
to take leave.

Eligible employees may take intermittent or reduced schedule FMLA leave to care
for a spouse, child, parent or next of kin who is a covered servicemember with a
serious illness or injury when the medical need is best accommodated by such a
schedule. The eligible employee shall make a reasonable effort to schedule the
treatment so as not to disrupt unduly the operations of the employer, subject to the
approval of the health care provider.

When granting leave on an intermittent or reduced schedule to care for a spouse,
child, parent or next of kin who is a covered servicemember with a serious illness or
injury that is foreseeable based on planned medical treatment, the District may
temporarily transfer non-instructional eligible employees for the period of scheduled
intermittent or reduced leave to an alternative position for which the employee is
qualified and which better accommodates recurring periods of leave than does the
employee's regular position. The alternative position shall have equivalent pay and
benefits but does not have to have equivalent duties. When the employee is able to
return to full-time work, the employee shall be placed in the same or equivalent job
as he/she had when the leave began. Specifically, upon returning from FMLA leave,
a teacher may be assigned to another position that is not necessarily the same as the
teacher’s former job assignment. The employee will not be required to take more
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FMLA leave than necessary to address the circumstances requiring the need for the
leave.

If an eligible employee who meets the definition of an instructional employee
requests intermittent or reduced schedule leave to care for a spouse, child, parent or
next of kin who is a covered servicemember with a serious illness or injury that is
foreseeable based on planned medical treatment and the employee would be on
leave for greater than 20 percent of the total number of working days in the period
during which the leave would extend, the District may require the employee to
choose either
a. to take medical leave for periods of a particular duration, not to exceed the
duration of the planned medical treatment; or
b. to transfer temporarily to an available alternative position offered by the
employer for which the employee is qualified and that has equivalent pay and
benefits and better accommodates recurring periods of leave than the regular
employment position of the employee.
If the employee chooses to transfer to an alternative position it shall have equivalent
pay and benefits but does not have to have equivalent duties. When the employee is
able to return to full-time work, the employee shall be placed in the same or
equivalent job as he/she had when the leave began. Specifically, upon returning
from FMLA leave, a teacher may be assigned to another position that is not
necessarily the same as the teacher’s former job assignment. The employee will not
be required to take more FMLA leave than necessary to address the circumstances
the required the need for the leave.

Leave taken by eligible instructional employees near the end of the academic the
semester

In any of the following scenarios, if the district chooses to require the eligible,
instructional employee to stay on leave until the end of the semester, only the portion
of the leave until the employee is ready and able to return to work shall be charged
against the employee’s FMLA leave entitlement. The excess non-FMLA leave will not
be considered excessive absenteeism.

Leave more than 5 weeks prior to end of the semester
If the eligible, instructional employee begins leave, for any qualifying exigency
or to care for a spouse, child, parent or next of kin who is a covered
servicemember with a serious illness or injury more than 5 weeks prior to the
end of the semester, the District may require the employee to continue taking
leave until the end of the semester, if

(A) the leave is of at least 3 weeks duration; and

(B) the return to employment would occur during the 3-week period

before the end of the semester.
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Notes:

Leave less than 5 weeks prior to end of the semester
If the eligible, instructional employee begins leave to care for a spouse, child,
parent or next of kin who is a covered servicemember with a serious illness or
injury during the period that commences 5 weeks prior to the end of the
semester, the District may require the employee to continue taking leave until
the end of the semester, if

(A) the leave is of greater than 2 weeks duration; and

(B) the return to employment would occur during the 2-week period

before the end of the semester.

Leave less than 3 weeks prior to end of the semester

If the eligible, instructional employee begins leave to care for a spouse, child,
parent or next of kin who is a covered servicemember with a serious illness or
injury during the period that commences 3 weeks prior to the end of the
semester and the duration of the leave is greater than 5 working days, the
District may require the employee to continue to take leave until the end of
the semester.

This policy is similar to Policy 8.23. If you change this policy, review 8.23 at
the same time to ensure applicable consistency between the two.

Determining whether an absence qualifies as FMLA leave is a DISTRICT
responsibility and not the employee’s. While much of the statutes’ language
refers to an employee’s request for FMLA leave, the employee has NO
mandatory responsibility for initiating the exchange of information that might
relate his/her absence to that of the FMLA. The District has the right and the
duty to ask for enough information concerning an employee’s absence to
make a determination. The employee has the responsibility and duty to
respond to questions asked in an effort for the District to make the initial
determination. Any issue of medical certification to be provided by the
employee is secondary to that of informal questioning to determine whether
the absence does in fact, fall under the FMLA umbrella. The District must
fulfill its responsibility for the posting of employee FMLA notice requirements
to make those requirements enforceable. This is done through posting the
notices available at the link in footnote #1 AND by the employee’s receipt of
this policy in the employee handbook.

11t is possible for a full time employee to be eligible for FMLA leave one year
and not the next. For example, if an employee on a 190 day contract takes the
full 12 weeks of FMLA leave in year one, that would mean the employee only
worked 130 days. Assuming the employee is credited for 8 hours per
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workday, the employee would have only worked 1040 (130 x 8=1040) which
would make the employee ineligible for FMLA leave for the year following
the year in which the employee took the leave.

2 Districts can choose one of four possible “12-month periods.” Each one has
possible advantages and disadvantages. The four options are:
1) the calendar year;
2) Any fixed 12-month leave year such as a fiscal year or a year
starting on an employee’s “anniversary” date;
3) The 12-month period measured forward from the date any
employee’s first FMLA leave for reasons 1 through 5 begins;
4) A rolling 12-month period measured backward from the date an

employee uses any FMLA leave for reasons 1 through 5.

3 A Department of Labor poster along with several additional forms that are
necessary to fulfill FMLA’s requirements are available at
http:/ /www.dol.gov/whd/fmla/index.htm.

4 We suggest you use the Department of Labor’s Notice of Eligibility and Rights
and Responsibilities form (otherwise known as Appendix D) to help you fulfill
the requirements of this section. It’s available at the link in footnote #1 or by
calling the ASBA office. When making the determination, we suggest initially
erring on the side of granting it. Retroactively designating leave as FMLA has
more potential liability for the district if the employee can demonstrate the
initial failure to grant the leave under FMLA caused him/her harm or injury.
If due to receipt of the medical certification, it turns out that the leave does not
qualify, you will need to readjust the available FMLA leave accordingly.

5 As used in this policy, “applicable” is a very important word. Some leave
taken under FMLA also applies to sick leave and therefore, the employee will
get paid for the leave to the extent the employee has sick leave accrued. Other
leave taken under FMLA is not applicable to sick leave and therefore the
FMLA leave is unpaid. For instance, “applicable leave” in terms of time taken
under FMLA due to the birth of a child will vary depending on the language
in your District’s policy on sick leave. For instance, if sick leave may be taken
“for reason of personal illness or illness in the immediate family” (based on
the statutory definition in 6-17-1202, and an employee gives birth to a child,
she may take sick leave for the amount of time that her personal physician
deems it necessary for her to physically recover from childbirth. Once the
medically necessary time has passed, sick leave is no longer appropriate and
cannot be used. While under the FMLA, the employee could take additional
time off work, she would need to take unpaid FMLA leave for this purpose,
unless she had personal days or vacation days available. However, if your
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district has a much more liberal definition of sick leave in District policy, the
results could be entirely different. Another example would be the potential for
overlap between pregnancy complications that arise to the level of a “serious
health condition.” For instance, pregnancy complications that rose to the level
of a “serious health condition” would qualify for both, while missing work for
a dentist’s appointment would qualify for sick leave, but would not qualify for
FMLA leave. Consult policy 3.8 — LICENSED PERSONNEL SICK LEAVE
when making the determination of what sick leave qualifies under both
policies.

¢ There are several issues that must be addressed in the written notice.
Appendix E of Part 825 available from the Wage and Hour Division of the US
Department of Labor is a good way to both give your

employee written notice and help ensure you have included the necessary
information in the notice. Appendix E is available at the link contained in
footnote #1 or by calling the ASBA office.

7The District cannot cancel an employee’s insurance for the employee’s failure
to pay his/her share of the premium until the payment is 30 or more days late.
The District must give prior, written notice to the employee at least 15 days
prior to the cancelation of the policy stating that the policy will be terminated
on a given date if payment is not received by that date which must be at least
15 days from the date of the letter.

8 Due to the district’s liability for meeting the requirement of this paragraph
and similar obligations for life insurance premiums or other benefits, the
District needs to consider picking up the costs of such premiums during an
employee’s unpaid FMLA leave if the employee fails to pay his/her share of
the costs. If the District elects to maintain such benefits during the leave, at the
conclusion of leave the District is entitled to recover only the costs incurred for
paying the employee's share of any premiums whether or not the employee
returns to work. To help you decide if you should choose to pay premium
costs in such a situation, the following except from 29 CFR 825.212(c):

If coverage lapses because an employee has not made required premium
payments, upon the employee's return from FMLA leave the employer must still
restore the employee to coverage/benefits equivalent to those the employee would have
had if leave had not been taken and the premium payment(s) had not been missed,
including family or dependent coverage. See § 825.215(d)(1) through (5). In such case,
an employee may not be required to meet any qualification requirements imposed by
the plan, including any new preexisting condition waiting period, to wait for an open
season, or to pass a medical examination to obtain reinstatement of coverage. If an
employer terminates an employee's insurance in accordance with this section and fails
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to restore the employee's health insurance as required by this section upon the
employee's return, the employer may be liable for benefits lost by reason of the
violation, for other actual monetary losses sustained as a direct result of the violation,
and for appropriate equitable relief tailored to the harm suffered.

? You may choose the time interval of the required duty to report, but it must
be reasonable.

10 ASBA model policy 3.8 — LICENSED PERSONNEL SICK LEAVE includes
language entitling employees with up to 15 days of sick leave in a school-year
for issue relating to the adoption of child. I you have not adopted this
provision, delete #2 from this sentence. Include reason #1 if you have a liberal
sick leave policy that would permit leave to be taken for bonding with a new
born son or daughter.

11 The Department of Labor’s Designation Notice has entries that address this
section’s requirements. It’s very helpful. Unfortunately, the titles of the DOL
forms leave a lot to be desired. The Designation notice and the Medical
Condition Certification form are both listed as Appendix E. For this section you
will actually need both of them; the Designation Notice to fulfill your notice
requirements and the medical certification form to enable you to determine if
the employee’s leave is actually covered under the FMLA. They are both
available at the link in footnote #1 or by calling the ASBA office.

12 The types and amounts of leave available for a particular type of qualifying
exigency are covered in 29 C.F.R. § 825.126. Call the ASBA office for a copy.
While the current CFR has not been updated

since the FMLA law was amended, it can still be helpful to give an idea of the
types of circumstances that trigger leave eligibility.

13 You can use Appendix G, Certification of Qualifying Exigency for Military
Family Leave to obtain the certification. (It hasn’t been updated to meet the
changes in the FMLA law, but it will work. It’s available at the link in footnote
#1 or by calling the ASBA office.
14 You can use Appendix H, Covered Service Member Serious Injury form to
obtain the certification. It’s available at the link in footnote #1 or by calling the
ASBA office.

Cross Reference: 3.8 — LICENSED PERSONNEL SICK LEAVE

Legal References: 29 USC §§ 2601 et seq.
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29 CFR part 825

Date Adopted:
Last Revised:

3.36—LICENSED PERSONNEL CELL PHONE USE

Use of cell phones or other electronic communication devices by employees during
instructional time for other than instructional purposes is strictly forbidden unless
specifically approved in advance by the superintendent, building principal, or their
designees.!

District staff shall not be given cell phones or computers for any purpose other than
their specific use associated with school business. School employees who use a school
issued cell phones and /or computers for non-school purposes, except as permitted
by District’s policy, shall be subject to discipline, up to and including termination.
School employees who are issued District cell phones due to the requirements of
their position may use the phone for personal use on an “as needed” basis provided
it is not during instructional time.l

All employees are forbidden from using school issued cell phones while driving any
vehicle at any time. Violation may result in disciplinary action up to and including
termination. 2

Notes:
1 The goal is to eliminate the use of cell phones during instructional time. You
may change who has the authority to approve the use of cell phones if you so
wish.
2 This sentence is included because insurance companies have ruled that
injuries occurring while driving and talking on school issued cell phones are
subject to workers comp awards.

Cross References: 4.47 — POSSESSION AND USE OF CELL PHONES, BEEPERS,
ETC.

3.37—USE OF DISTRICT CELL PHONES AND COMPUTERS
Legal Reference: ~ IRS Publication 15 B

Date Adopted:
Last Revised: June 12, 2012

3.37—USE OF DISTRICT CELL PHONES and COMPUTERS

66



Board members, staff, and students shall not bengell phones or computers for any
purpose other than their specific use associatéu sehool business. School employees who
use a school issued cell phones and/or computeranda-school purposes, except as
permitted by the district’s Internet/computer us#iqy, shall be subject to discipline, up to
and including termination. Students who use a scissaed cell phones and/or computers for
non-school purposes, except as permitted by theatiis Internet/computer use policy, shall
be subject to discipline, up to and including susjien or expulsion.

All employees are forbidden from using school issaell phones while driving any vehicle
at any time. Violation may result in disciplinargtisn up to and including termination.

Legal References:  IRC § 132(d)
IRC § 274(d)
IRC § 280F(d)(4)

Date Adopted: June 9, 2009
Last Revised: June 12, 2012

3.38—LICENSED PERSONNEL BENEFITS
The Booneville School District provides its cestifipersonnel benefits consisting of the following.

The priceless reward of helping shape the lifefatode of our children;

Health insurance assistance;

Contribution to the teacher retirement system;

One sick leave day peontract calendar montbr greater portion thereof; and
Two Personal days.

apwOME

Legal Reference: A.C.A. §6-17-201

Date Adopted: June 11, 2002
Last Revised: June 14, 2011

3.39---LICENSED PERSONNEL RESPONSIBILITIES GOVERNING BULLYING

Teachers and other school employees who have sethesr are reliably informed that, a student bas la
victim of bullying as defined in this policy, inding a single action which if allowed to continueuld
constitute bullying, shall report the incident(sjtte principal. The principal or his/her desigsieall be
responsible for investigating the incident(s) ttedwaine if disciplinary action is warranted.

The person or persons reporting behavior they dents be bullying shall not be subject to retaliaor
reprisal in any form.

District staff is required to help enforce implenagion of the district’s anti-bullying policy. Thstrict's

definition of bullying is included below. Studemibo bully another person are to be held accownfabtheir
actions whether they occur on school equipmentauapty; off school property; at a school sponsored

67



approved function, activity, or event; or goingptdrom school or a school activity. Studentsasreouraged to
report behavior they consider to be bullying; idehg a single action which if allowed to continueud
constitute bullying, to their teacher or the bukgprincipal. The report may be made anonymously.

» A school principal or his or her designee who kexsea credible report or complaint of
bullying shall promptly investigate the complainteport and make a record of the
investigation and any action taken as a restitteoiivestigation.

« Definitions:

» Attribute means an actual or perceived personal characteredtiding without limitation
race, color, religion, ancestry, national origogiseconomic status, academic status, disability,
gender, gender identity, physical appearance hheatidition, or sexual orientation;

Bullying means the intentional harassment, intimidatiomilration, ridicule, defamation, or
threat or incitement of violence by a student againother student or public school employee
by a written, verbal, electronic, or physical &etttmay address an attribute of the other
student, public school employee, or person withmtige other student or public school
employee is associated and that causes or cretitakax reasonably foreseeable:

» Physical harm to a public school employee or stumtettamage to the public school
employee’s or student’s property;

» Substantial interference with a student’s educatiamith a public school employee’s role in edusati

* A hostile educational environment for one (1) orergiudents or public school employees due to the
severity, persistence, or pervasiveness of theract;

» Substantial disruption of the orderly operatiothefschool or educational environment;

Electronic act means without limitation a commatan or image transmitted by means of an electroni
device, including without limitation a telephoneseless phone or other wireless communicationscdevi
computer, or pager that results in the substaifigialption of the orderly operation of the schaoaducational
environment. Electronic acts of bullying are prdbibwhether or not the electronic act originatedchool
property or with school equipment, if the electoamt is directed specifically at students or sichesonnel
and maliciously intended for the purpose of disngpschool, and has a high likelihood of succeettirtigat
purpose.

Harassment means a pattern of unwelcome verbhsical conduct relating to another person’s
constitutionally or statutorily protected statust tbauses, or reasonably should be expected te, cabstantial
interference with the other’s performance in thestenvironment.

Substantial disruption means without limitatiort #ray one or more of the following occur as a tesfithe
bullying:
* Necessary cessation of instruction or educatiatisitees;
» Inability of students or educational staff to foamdearning or function as an educational uniabse
of a hostile environment;
» Severe or repetitive disciplinary measures areateiecthe classroom or during educational actssitie
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Exhibition of other behaviors by students or edanat staff that substantially interfere with the
learning environment.

Examples of “Bullying” may include but are not lixd to a pattern of behavior involving one or nadréne
following:

1.

2.
3.
4.

o

©ooNOo

Sarcastic comments "compliments" about another student’s personal
appearance or actual or perceived attributes,

Pointed questions intended to embarrass or humiliate,

Mocking, taunting or belittling,

Non-verbal threats and/or intimidation such as “fronting” or “chesting” a
person,

Demeaning humor relating to a student’s race, gender, ethnicity or actual or
perceived attributes,

Blackmail, extortion, demands for protection moaegther involuntary donations or loans,
Blocking access to school property or facilities,

Deliberate physical contact or injury to persoproperty,

Stealing or hiding books or belongings, and/or

10 Threats of harm to student(s), possessions, aisothe
11. Sexual harassment, as governed by policy 3.26, is also a form of bullying,
12. Teasing or name-calling based on the belief or perception that an individual is

not conforming to expected gender roles (Example: “Slut”) or conduct or is
homosexual, regardless of whether the student self-identifies as homosexual
(Examples: “You are so gay.” “Fag” “Queer”).

Legal Reference: A.C.A. 6-18-514

Date Adopted: June 11, 2002
Last Revised: June 14, 2011

3.40— LICENSED PERSONNEL DISMISSAL AND NON-RENEWAL

For procedures relating to the termination andneaewal of teachers, please refer to the Arkansasher
Fair Dismissal Act A.C.A. 88 6-17-1501 through 1510

A copy of the Act is available for review in thdicé of the principal of each school building.

Legal Reference: A.C.A. §6-17-201

Date Adopted: June 11, 2002
Last Revised:

3.41—ASSIGNMENT OF TEACHER AIDES
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The assignment of teacher aides shall be made Ipyititipal or his/her designee. Changes in thgresents
may be made as necessary due to changes in taetgiogulation, teacher changes, and to best heeet t
educational needs of the students.

Legal Reference: A.C.A. §6-17-201

Date Adopted: June 11, 2002
Last Revised: March 29, 2004

3.42----LICENSED PERSONNEL RESPONSIBILITIES IN DEALING WITH SEX
OFFENDERS ON CAMPUS

Individuals who have been convicted of certain a@xes must register with law
enforcement as sex offenders. Arkansas law plastgations on sex offenders with a Level
1 sex offender having the least restrictions (lavikslihood of committing another sex
crime), and Level 4 sex offenders having the mestrictions (highest likelihood of
committing another sex crime).

While Levels 1 and 2 place no restrictions proimigithe individual's presence on a school
campus, Levels 3 and 4 have specific prohibitidinese are specified in Policy 6.10—SEX
OFFENDERS ON CAMPUS (MEGAN'’S LAW) and it is the pemsibility of district staff to
know and understand the policy and, to the exeiested, aid school administrators in
enforcing the restrictions placed on campus adeeksvel 3 and Level 4 sex offenders.

It is the intention of the board of directors thadtrict staff not stigmatize students whose
parents or guardians are sex offenders while tak@ugssary steps to safeguard the school
community and comply with state law. Each schoatiministration should establish
procedures so attention is not drawn to the accashatians necessary for registered sex
offender parents or guardiahs.

! For example, if a sex offender parent will arfigeconferences at the same time as other
parents, staff should escort additional parenteeo student’s classroom, not just the sex
offender parent. All principals, designees, arftbst employees who will or may have
contact with the sex offender parents shall beirequo keep confidential both the sex
offender status and sex offender accommodation® ritaich parent.

Legal Reference: A.C.A. §12-12-913 (g) (2)
Arkansas Department of Education GuidelinesKtegan’s Law”
A.C.A. §5-14-131

Date Adopted: June 12, 2007
Last Revised:

3.43— LICENSED PERSONNEL RECORDS AND REPORTS
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The superintendent or his/her designee shall deterray individual or by position, those
records a teacher is responsible to keep and tkpsets he/she is required to maintain. It is a
requirement of employment that all required reca@md reports be completed, submitted, or
otherwise tendered, and be accepted by the prinmigperintendent as complete and
satisfactory, before the last month’s pay will beeased to the certified employee.

Legal Reference: A.C.A. §6-17-104

Date Adopted: June 12, 2007
Last Revised:

3.44— LICENSED PERSONNEL WORKPLACE INJURIES and WORKERS
COMPENSATION

The district provides Workers’ Compensation Insceam@s required by law. Employees who sustain
any injury at work must immediately notify their immate supervisor, or in the absence of their
immediate supervisor notify Cathy Catlett, Distficeasurer. An injured employee must fill out a
Form N and the employee’s supervisor will deternwiesther to report the claim or to file the
paperwork if the injury requires neither medicahtment or lost work time. While many injuries will
require no medical treatment or time lost at wshould the need for treatment arise later, it is
important that there be a record that the injuguoed. All employees have a duty to provide
information and make statements as requested éorptinposes of the claim assessment and
investigation.

For injuries requiring medical attention, the d@istwill exercise its right to designate the irditia
treating physician and an injured employee willdvected to seek medical attention, if necessary,
from a specific physician or clinic.

Workers’” Compensation absences may be designateblllad absences when the criteria are met
under FMLA for a serious health condition.

An employee who is absent from work due to a wadlinjury or receiving temporary disability
benefits due to a Workers’ Compensation claimuwilize any sick leave accumulation he or she may
have at the rate of 1/3 of a sick leave day forafagbsence to bring the total amount of combined
income up to 100% of usual contracted pay, unlessemployee gives the school district written
notice to not use sick leave days in this manhir.employee may realize a net compensation gain
from a combination of Workers’ Compensation begefitd sick leave in excess of contracted pay.
Sick leave days used for workplace injuries witl o restored to the employee.

Legal References:  Ark. Workers Compensation Commission RULE 099 BR\WAGED CARE
A.C.A. 8§ 11-9-508(d)(5)(A)
A.C.A. §11-9-514(a)(3)(A)(i)

Date Adopted: June 9, 2009

Last Revised:
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3.45—DUTY OF LICENSED EMPLOYEES TO MAINTAIN LICENSE IN GOOD
STANDING

It is the responsibility of each teacher, and not the district, to keep his/her teaching
license continuously renewed with no lapses in licensure, and in good standing with
the State Board of Education. Failure of a teacher to do so will be grounds for
termination.

Legal References: A.C.A. § 6-17-401

Date Adopted:
Last Revised: June 12, 2012

3.46 (ASBA 3.45)— LICENSED PERSONNEL SOCIAL NETWORKING AND
ETHICS

Technology used appropriately gives faculty new opportunities to engage students. District
staff are encouraged to use educational technology, the Internet, and

professional / education social networks to raise student achievement and to improve
communication with parents and students. Technology and social networking websites also
offer staff many ways they can present themselves unprofessionally and/or interact with
students inappropriately.

It is the duty of each staff member to appropriately manage all interactions with students,
regardless of whether contact or interaction with a student occurs face-to-face or by means
of technology, to ensure that the appropriate staff/student relationship is maintained. This
includes instances when students initiate contact or behave inappropriately themselves.

Public school employees are, and always have been, held to a high standard of behavior.
Staff members are reminded that whether specific sorts of contacts are permitted or not
specifically forbidden by policy, they will be held to a high standard of conduct in all their
interactions with students. Failure to create, enforce and maintain appropriate professional
and interpersonal boundaries with students could adversely affect the District’s relationship
with the community and jeopardize the employee’s employment with the district.

The Arkansas Department of Education Rules Governing the Code of Ethics for Arkansas
Educators requires District staff to maintain a professional relationship with each student,
both in and outside the classroom. The School Board of Directors encourages all staff to read
and become familiar with the Rules. Conduct in violation of th&ules Governing the Code of
Ethics for Arkansas Educators, including, but not limited to conduct relatingie inappropriate use
of technology or online resources, may be repootéite Professional License Standards Board
(PLSB) and may form the basis for disciplinaryattip to and including termination.
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Definitions:

Social networking websites are online groups @frivdt users allowing communication between
multiple individuals. The fundamental purpose aiametworking websites is to socialize. Examples
include, but are not limited to, Facebook, MySpao€, Twitter Staff members are discouraged

from creating personal social networking sites to which they invite students to be friends or
followers.! Employees taking such action do so at their own risk and are advised to monitor

the site’s privacy settings regularly.

Professional/education social networks are edurcatiented websites designed to allow and
encouraggeachers and students to communicate and collaborate around school subjects and
projects. District employees may set up blogs and other professional/education social
networking accounts using District resources and following District guidelines! to promote
communications with students, parents, and the community concerning school-related
activities and for the purpose of supplementing classroom instruction. Accessing
professional / education social networks during school hours is permitted.

Blogs are a type of networking and can be either social or professional in their orientation.
Professional blogs are encouraged and can provide a place for teachers to post homework,
keep parents up-to-date, and interact with students concerning school related activities.
Social blogs are discouraged to the extent they involve teachers and students in a non-
education oriented format.

Staff are reminded that the same relationship, exchange, interaction, information, or
behavior that would be unacceptable in a non-technological medium, is unacceptable when
done through the use of technology. In fact, due to the vastly increased potential audience
digital dissemination presents, extra caution must be exercised by staff to ensure they don’t
cross the line of acceptability. A good rule of thumb for staff to use is, “if you wouldn’t say it
in class, don’t say it online.”

Whether permitted or not specifically forbidden by policy, or when expressed in an adult-
to-adult, face-to-face context, what in other mediums of expression could remain private
opinions, when expressed by staff on a social networking website, have the potential to be
disseminated far beyond the speaker’s desire or intention. This could undermine the
public’s perception of the individual’s fitness to educate students, thus undermining the
teacher’s effectiveness. In this way, the expression and publication of such opinions could
potentially lead to disciplinary action being taken against the staff member, up to and
including termination or nonrenewal of the contract of employment.

Accessing social networking websites for personal use during school hours is prohibited,
except during breaks or preparation periods. Staff are discouraged from accessing social
networking websites on personal equipment during their breaks and/ or preparation
periods because, while this is not prohibited, it may give the public appearance that such
access is occurring during instructional time. Staff shall not access social networking
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websites using district equipment at any time, including during breaks or preparation
periods, except in an emergency situation or with the express prior permission of
administration. All school district employees who participate in social networking websites
shall not post any school district data, documents, photographs, logos, or other district
owned or created information on any website. Further, the posting of any private or
confidential school district material on such websites is strictly prohibited.

Specifically, the following forms of technology based interactivity or connectivity are
expressly permitted or forbidden:2

Notes: While this policy is not required by any statute, ASBA strongly recommends
adopting it after consulting with staff for localizing purposes.

This policy is similar to policy 8.37. If you change this policy, review 8.37 at the same
time to ensure applicable consistency between the two.

1 The policy’s separate definitions for “social networking websites” and
“professional /education social networks” are important. Districts are encouraged to
establish “professional /education social networks” as an acceptable means of
teacher and district communication with students and parents. This can serve to
discourage inappropriate staff/student interactions on “social networking websites.”
ASBA strongly suggests using the discussions for modifying/ personalizing this
policy as a means for generating the acceptable guidelines and procedures for staff
creation of private “professional / education social networks”. We recommend NOT
incorporating the guidelines into the policy, but have them available for all staff to
review. Incorporating them into the policy will make it much harder to change them
if the need arises.

2What is and is not acceptable staff/student interaction on social networking
websites is an education community decision, and will vary from district to district.
As a general rule, the greater the degree of
real-life connections and interactivity between staff and students that normally occur
in the community, the greater the tolerance will be for virtual connections and
interactivity. Use the following list to help guide discussions with staff to determine
which items should be included in the policy and with what
modifications/ stipulations. It is as important to include in the policy what is
permitted as what is not permitted. Your discussions may elicit additional bullets to
include in the policy.

* Sharing personal landline or cell phone numbers with students;

* Text messaging students;

* Emailing students other than through and to school controlled and

monitored accounts;
 Soliciting students as friends or contacts on social networking websites;

74



* Accepting the solicitation of students as friends or contacts on social
networking websites;

* Creation of administratively approved and sanctioned “groups” on social
networking websites that permit the broadcast of information without
granting students access to staff member’s personal information;

* Sharing personal websites or other media access information with students
through which the staff member would share personal information and
occurrences.

Legal Reference: RULES GOVERNING THE CODE OF ETHICS FOR ARKANSAS
EDUCATORS

Date Adopted:
Last Revised:

Social Networking Discussion Background

The issue of proper and improper use of technology, especially social networking
websites by staff, is a very hot topic. There are some clear lines of unacceptable
behavior, but there are many, many more areas that are very grey in nature. There is
much room for debate when trying to determine what each district, and school for
that matter, deems acceptable.

Electronic interactions lack the opportunity which face-to-face interactions present
that help enable those involved to determine if the information exchanged has been
understood and interpreted appropriately. The potential for miscommunication
presented by social networking websites increases the possibility that seemingly
innocent communication could be misinterpreted and result in disciplinary action.

Fairness demands that if staff members could potentially face disciplinary action
based on their behavior relative to social networking websites, what constitutes both
acceptable and unacceptable conduct be made clear to them through policy and
guidance delivered at staff meetings and professional development offerings.

The goals of this document are to stimulate discussion on how to personalize ASBA’s
model policy and help provide guidelines for what will be considered acceptable use
of social and professional websites. This is a policy that will require professional
development on a regular basis to help ensure everyone understands it. We hope the
discussions will also help to identify areas that need to be included in training staff
on how to responsibly navigate the world of social networking websites.

Some staff members will be more knowledgeable and/or comfortable than others
discussing the issues raised in the policy. It might be helpful to have those who are
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more knowledgeable give those less knowledgeable a brief background tutorial on
social networks. Patience is a virtue; those currently adept staff are reminded that in
the world of technology, a generation is roughly three to five years. It might not be
long before the “adept staff” are outdone by today’s young students.

An underlying issue in the discussion of social networking websites is that many
long established privacy boundaries are rapidly being questioned, ignored, or
outright repudiated. While there is no doubt technology, and social networking
websites specifically, challenges most of the long established norms in education,
there is also no doubt that the use of technology is a major element of education’s
future. One important task is to strike a balance between the new and the old.

Another challenge when writing a social networking policy is to make it specific
enough to give staff sufficient guidance, and yet general enough that it can adapt to
the inevitable changes that will occur. Specifically, the challenge is to determine what
is absolutely unacceptable while leaving room for the positive uses of technology to
develop.

ASBA urges districts to resist the temptation to write the policy thinking it is possible
to stop all unacceptable behavior through the use of “ironclad” restrictions.
Employees determined to conduct themselves inappropriately will do so regardless
of any policy you can create. However, a good policy can educate employees about
what situations to avoid and what activity is acceptable.

A couple of websites that might be helpful as you discuss the policy and training
needs are the following:

http:/ / doug-johnson.squarespace.com/blue-skunk-blog/2009/8/20/networking-
guidelines-revised.html

http:/ /blog.socialcast.com/education-2-0-social-networking-and-education/
Please use the following questions along with the list in footnote #2 of the model
policy to help guide and focus your discussion(s).

Who will be responsible for granting a request to use or create a

professional /education social networking site - the immediate supervisor,
superintendent, district/school webmaster? One benefit of prior permission is that it
serves as an open notice of the existence of the site to give the teacher cover in case of
complaints. It also can serve as a reminder to the teacher of the acceptable parameters
of the site and its use.

What guidelines are to be followed in the site’s creation?
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What are the staff member’s responsibilities in monitoring/maintaining the site once
it is established? Who, if anyone, will have the responsibility/authority for
monitoring the site for the release of student information in violation of state and
federal law?

Will you require parents of students under age 18 to sign a permission form granting
the student’s access to the professional/education social networks site? Requiring
advance permission can serve as a cover for the teacher in case of complaints.

3.47 - LICENSED PERSONNEL VIDEO SURVEILLANCE AND OT HER
MONITORING

The Board of Directors has a responsibility to maintain discipline, protect the safety,
security, and welfare of its students, staff, and visitors while at the same time
safeguarding district facilities, vehicles, and equipment. As part of fulfilling this
responsibility, the board authorizes the use of video/audio surveillance cameras,
automatic identification, data compilation devices, and technology capable of
tracking the physical location of district equipment, students, and/or personnel.

The placement of video/audio surveillance cameras shall be based on the
presumption and belief that students, staff and visitors have no reasonable
expectation of privacy anywhere on or near school property, facilities, vehicles, or
equipment, with the exception of places such as rest rooms or dressing areas where
an expectation of bodily privacy is reasonable and customary.

Signs shall be posted on district property and in or on district vehicles to notify
students, staff, and visitors that video cameras may be in use. Violations of school
personnel policies or laws caught by the cameras and other technologies authorized
in this policy may result in disciplinary action.

The district shall retain copies of video recordings until they are erased which may
be accomplished by either deletion or copying over with a new recording.

Videos, automatic identification, or data compilations containing evidence of a
violation of district personnel policies and/ or state or federal law shall be retained
until the issue of the misconduct is no longer subject to review or appeal as
determined by board policy or staff handbook; any release or viewing of such
records shall be in accordance with current law.

Staff who vandalize, damage, defeat, disable, or render inoperable (temporarily or
permanently) surveillance cameras and equipment, automatic identification, or data
compilation devices shall be subject to appropriate disciplinary action and referral to
appropriate law enforcement authorities.
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Video recordings and automatic identification or data compilation records may
become a part of a staff member’s personnel record.

Note: This policy is similar to policies 4.48 and 8.29. If you change this policy, review
4.48 and 8.29 at the same time to ensure applicable consistency between the
policies.

Date Adopted: June 14, 2011
Last Revised:

3.48 LICENSED PERSONNEL VACATIONS

240 day contracted employees are credited with 10 days of vacation! at the beginning
of each fiscal year. This is based on the assumption that a full contract year will be
worked. If an employee fails to finish the contract year due to resignation or
termination, the employee’s final check will be reduced at the rate of .833 days per
month, or major portion of a month, for any days used but not earned.

Instructional Employees may not generally take during instructional time. All
vacation time must be approved by the superintendent.2

No employee shall be entitled to more than 15 days of vacation as of the first day of
each fiscal year. The permissible carry forward includes the 10 days credited upon
the start of the fiscal year. Employees having accrued vacation totaling more than 15
days as of the date this policy is implemented shall not be eligible to increase the
number of days carried forward during their employment with the district.3 Earned
but unused vacation will be paid upon retirement, termination, or nonrenewal at the
employee’s current daily rate of pay.

Notes: 1 Select your eligibility criteria and number of vacation days. Eligibility
does not have to be 240 day employees and vacation does not have to be 10
days. If you choose a number other than 10 days, you will need to change the
proration rate in the paragraph’s final sentence for used, but unearned
vacation.

2 Insert the position that will be responsible for approving vacation requests.

3 This sentence should be included whether you are changing your previous
policy or you have not had a policy but have had the practice of allowing and
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paying accrued vacation greater than 15 days. It will help limit your future
fiscal liability.

Date Adopted: June 14, 2011
Last Revised:

3.49 DEPOSITING COLLECTED FUNDS

From time to time, staff members may collect funds in the course of their
employment. It is the responsibility of any staff member to deposit such funds they
have collected daily ! into the appropriate accounts for which they have been
collected. The Superintendent or his/her designee shall be responsible for
determining the need for receipts for funds collected and other record keeping
requirements and of notifying staff of the requirements.

Staff that use any funds collected in the course of their employment for personal
purposes, or who deposit such funds in a personal account, may be subject to
discipline up to and including termination.

Notes: This policy is similar to policy 8.39 — DEPOSITING COLLECTED FUNDS. If
you change this policy, review 8.39 at the same time to ensure consistency
between the two.

1“Daily” is a suggested length of time that aligns with policy ASBA 7.7. You
may select a different time period, but if you change it, be sure to change
policy 7.7 to match. The reason for this policy and the shorter timeline is to
protect both the district and the teachers from possible overnight theft which
is only covered by insurance if there are receipts to prove the existence of the
funds and even then, there is a deductable (often $1000). It could often be the
case that the receipts and the funds would be in the same envelope and be
stolen at the same time. Bottom line is that the daily timeline is to protect both
the district and the teacher.

Date adopted: June 14, 2011
Last Revised: June 12, 2012

3.50—LICENSED PERSONNEL DUTY TO REPORT CHILD ABUSE,
MALTREATMENT OR NEGLECT

It is the statutory duty of certified school district employees who have reasonable
cause to suspect child abuse or maltreatment to directly and personally report these
suspicions to the Arkansas Child Abuse Hotline, by calling 1-800-482-5964. Failure to
report suspected child abuse, maltreatment or neglect by calling the Hotline can lead
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to criminal prosecution and individual civil liability of the person who has this duty.
Notification of local or state law enforcement does not satisfy the duty to report; only
notification by means of the Child Abuse Hotline discharges this duty.

The duty to report suspected child abuse or maltreatment is a direct and personal
duty, and cannot be assigned or delegated to another person. There is no duty to
investigate, confirm or substantiate statements a student may have made which form
the basis of the reasonable cause to believe that the student may have been abused or
subjected to maltreatment by another person; however, a person with a duty to
report may find it helpful to make a limited inquiry to assist in the formation of a
belief that child abuse, maltreatment or neglect has occurred, or to rule out such a
beliefl. Employees and volunteers who call the Child Abuse Hotline in good faith are
immune from civil liability and criminal prosecution.

By law, no school district or school district employee may prohibit or restrict an
employee or volunteer from directly reporting suspected child abuse or
maltreatment, or require that any person notify or seek permission from any person
before making a report to the Child Abuse Hotline.

Notes: This policy is similar to Policy 8.34. If you change this policy, review 8.34 at
the same time to ensure applicable consistency between the two.

1 This is a delicate matter and the district would be wise to avail itself of
professional development in this area available from DHS and other sources.
Act 1236 of 2009, codified at A.C.A. § 6-61-133, requires professional
development related to child maltreatment for licensed employees. Language
to this effect has been added to policy 3.6 — CERTIFIED PERSONNEL
EMPLOYEE TRAINING.

Legal References:
A.C.A. §12-18-107
A.C.A. §12-18-201 et seq.
A.C.A. §12-18-402

Date Adopted: June 14, 2011
Last Revised:

3.51—PARENT-TEACHER COMMUNICATION

The district recognizes the importance of communication between teachers and
parents/legal guardians. To help promote positive communication, parent/teacher
conferences shall be held once each semester. Parent-teacher conferences are
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encouraged and may be requested by parents or guardians when they feel they need
to discuss their child’s progress with his/her teacher.

Teachers are required to communicate during the school year with the parent(s), ex
legal guardian(s), or care-giving adult or adults in a student’s home to discuss the
student’s academic progress unless the student has been placed in the custody of the
Department of Human Services and the school has received a court order prohibiting
parent or legal guardian participation in parent/teacher conferences!. More frequent
communication is required with the parent(s) or legal guardian(s) of students who
are performing below grade level.

All parent/teacher conferences shall be scheduled at a time and place to best
accommodate those participating in the conference. Each teacher shall document the
participation or non-participation of parent(s)/legal guardian(s) for each scheduled
conference.

If a student is to be retained at any grade level, notice of, and the reasons for
retention shall be communicated promptly in a personal conference.

Note: 1A.C.A. § 9-28-113(b)(6) provides that when the court transfers custody of a
child to the Department of Human Services, the court shall issue an order
stating whether the parent or legal guardian may participate in
parent/teacher conferences.

Legal References:  State Board of Education Standards of Accreditation 12.04.1,
12.04.2, and 12.04.3
A.C.A. § 6-15-1701(b)(3)(C)

Date Adopted:
Last Revised: June 12, 2012
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