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7.1-- CLASSIFIED PERSONNEL SALARY SCHEDULE

1) Maintenance and Operations; 2) Transportatipio®d Service; 4) Secretarial and Clerical; and 5)
Aids and Paraprofessionals.

Legal References: A.C.A. 6-17-2301

Date Adopted: October 14, 2003
Last Revised: June 12, 2007

7.2— CLASSIFIED PERSONNEL EVALUATIONS
Classified personnel may be periodically evaluated.

Any forms, procedures or other methods of evalmaiitcluding criteria, are to be developed by the
Superintendent and or his designee(s), but shalbb@part of the personnel policies of the District

Date Adopted: October 14,2003
Last Revised:

7.3— CLASSIFIED EMPLOYEES DRUG TESTING

Scope of Policy

Each person hired for a position which allows quiees that the employee operate any type of motor
vehicle which is privately owned and operated fampensation, or which is owned, leased or otherwise
operated by, or for the benefit of the Districtdas operated for the transportation of childreotdrom
school or school sponsored activity shall undergbysical examination, including a drug test. Each
person’s initial employment for a job entailingadety sensitive function is conditioned upon thetrifit
receiving a negative drug test result for that exyek. The offer of employment is also conditionpdn
the employee’s signing an authorization for theuesg for information by the district from the
Commercial Driver Alcohol and Drug Testing Database

Methods of Testing

The collection, testing methods and standards bealletermined by the agency or other medical
organizations chosen by the School Board to contthectollection and testing of samples. The drudy an
alcohol testing is to be conducted by a laborateryified pursuant to the most recent guidelinsges by
the United States Department of Health and Humawvi&ss for such facilities. (“Mandatory Guidelines
for Federal Workplace Drug Testing Programs”).

Definition

Safety sensitive function includes:
All time spent inspecting, servicing, and/or @epg the vehicle;
All time spent driving the vehicle;
All time spent loading or unloading the vehictesapervising the loading or unloading of the véhiand
All time spent repairing, obtaining assistangeaemaining in attendance upon a disabled vehicle.



Requirements

Employees shall be drug and alcohol free fromitihhe the employee is required to be ready to wotk tire
employee is relieved from the responsibility forfpeming work and/or any time they are performingadety-
sensitive function. In addition to the testing regd as an initial condition of employment, empleyeshall submit
to subsequent drug tests as required by law anegoitation. Subsequent testing includes, and/riggered by,
but is not limited to:

Random tests;

Testing in conjunction with an accident;

Receiving a citation for a moving traffic violati; and

Reasonable suspicion.

Prohibitions

No driver shall report for duty or remain on dudguiring the performance of safety-sensitive fioms while
having an alcohol concentration of 0.04 or greater;

No driver shall use alcohol while performing $gfeensitive functions;

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

No driver required to take a post-accident alttdst under #2 above shall use alcohol for ei§hhpurs
following the accident or until he/she undergog®st-accident alcohol test, whichever occurs first;

No driver shall refuse to submit to an alcohotinrg test in conjunction with # 1,2, and/or 4 adyov

No driver shall report for duty or remain on dudguiring the performance of safety-sensitive fioms when
using any controlled substance, except when usedignt to the instructions of a licensed medicatiitioner,
knowledgeable of the driver’s job responsibilitiedio has advised the driver that the substancenwill
adversely affect the driver’s ability to safely ogte his/her vehicle. It is the employee’s respuitisi to

inform his/her supervisor of the employee’s ussuath medication;

No driver shall report for duty, remain on duty,perform a safety-sensitive function if the dritests positive
or has adulterated or substituted a test speciorezphtrolled substances.

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

Testing for Cause

Drivers involved in an accident in which there i@ss of another person’s life shall be testedafoohol and
controlled substances as soon as practicable fiolipthe accident. Drivers shall also be testedafoohol within
eight (8) hours and for controlled substances withirty two (32) hours following an accident fohish they
receive a citation for a moving traffic violatioithe accident involved: 1) bodily injury to anyrpen who, as a
result of the injury, immediately receives medizahtment away from the scene of the accident) on2 or more
motor vehicles incurs disabling damage as a restitte accident requiring the motor vehicle to faasported
away from the scene by a tow truck or other motdale.

Refusal to Submit

Refusal to submit to an alcohol or controlled sabesé test means that the driver
Failed to appear for any test within a reasonpbléd of time as determined by the employer tast with applicable
Department of Transportation agency regulation;

Failed to remain at the testing site until thetitey process was completed,;
Failed to provide a urine specimen for any resplifirug test;
Failed to provide a sufficient amount of uringhmiut an adequate medical reason for the failure;



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

Failed or declined to submit to a second testttitmemployer or collector has directed the drteer
take;

Failed to cooperate with any of the testing psscand/or

Adulterated or substituted a test result as tepdry the Medical Review Officer.

Conseqguences for Violations

Drivers who engage in any conduct prohibited bg golicy, who refuse to take a required drug ooladd
test, refuse to sign the request for informatiauneed by law, or who exceed the acceptable lifioitshe
respective tests shall no longer be allowed tooperfsafety-sensitive functions. Actions regardingjit
continued employment shall be taken in relatioth&ar inability to perform these functions and abul
include termination or non-renewal of their contraicemployment.

Drivers who exhibit signs of violating the prohibits of this policy relating to alcohol or conteadl substances shall not be
allowed to perform or continue to perform safetgsigve functions if they exhibit those signs dggijust preceding, or just
after the period of the work day that the driverdquired to be in compliance with the provisiofishis policy. This action
shall be based on specific, contemporaneous, ktihle observations concerning the behavior, $peedody odors of the
driver. The Superintendent or his/her designed sbailire the driver to submit to “reasonable scigpi” tests for alcohol and
controlled substances. The direction to submititthdests must be made just before, just aftatudng the time the driver is
performing safety-sensitive functions. If circuntstas prohibit the testing of the driver the Sugendent or his/her designee
shall remove the driver from reporting for, or réniag on, duty for a minimum of 24 hours from tlmé the observation was
made triggering the driver’s removal from duty.

If the results for an alcohol test administered tlriver is equal to or greater than 0.02, butileas 0.04,
the driver shall be prohibited from performing sgfeensitive functions for a period not less thdn 2
hours from the time the test was administered. &nlke loss of duty time triggers other employment
consequence policies, no further other action agaie driver is authorized by this policy for tessults
showing an alcohol concentration of less than 0.04.

Legal Reference: A.C.A. § 6-19-108

A.C.A. 8§ 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 School Buses andi€dlyExaminations of School Bus Drivers

Date Adopted: October 14, 2003
Last Revised: June 12, 2007

7.4— CLASSIFIED EMPLOYEES SICK LEAVE
Definitions

1. “Employee” is an employee of the district woiiPO or more hours per week who is not required to
have a teaching license as a condition of his/imgri@yment.



2. “Sick Leave” is absence from work due to illneskether by the employee or a member of their
immediate family, (classified staffs’ spouse, cteld, grandchildren, parent, grandparent, siblings,
spouse’s parents, and other living in the samedimld of the staff) or due to a death in the
family.

3. Sick leave covers the birth of an employee’sdobii grandchild or the adoption of a child by the
employee.

4. "Current Sick Leave” means those days of siekdefor the current contract year, which leave is
granted at the rate of one day of sick leave pertimworked , or major part thereof.

5. “Accumulated Sick Leave” is the total of unuséck leave, up to a maximum of ninety (90) days
accrued from previous contract, but not used. ¥dwick leave is currently paid at $25 per day
for bonafide retirement.

Sick Leave

The principal has the discretion to approve sieléefor an employee to attend the funeral of aguers
who is not related to the employee, under circunt&a deemed appropriate by the principal.

Employees who are adopting or seeking to adoptnamuhild or minor children may use up to 15 sick
leave days in any school year for absences reltititge adoption, including time needed for tratiate
needed for home visits, time needed for documanstation, submission or preparation, time spetit wi
legal or adoption agency representatives, timetdparourt and bonding time. See also, CLASSIFIED
PERSONNEL FAMILY MEDICAL LEAVE, which may also appl Except for bonding time,
documentation shall be provided by the employeaupquest.

Pay for sick leave shall be at the employee’s daitg of pay, which is that employee’s hourly rat@ay
times the number of hours normally worked per dayment will be made for sick days accumulated
over 90 days in the June paycheck.

At the discretion of the principal (or Superintentjeand, if FMLA is applicable, subject to the cediftion

or recertification provisions contained in polick &SSIFIED PERSONNEL FAMILY MEDICAL LEAVEthe
District may require a written statement from tingpdoyee’s physiciadocumenting the employee’s illness
Failure to provide such documentation of illnesymesult in sick leave not being paid, or in dissais

If the employees absences are not subject to tHeAFdd are in excess of what is protected undeRRieA,
excessiveabsenteeisng the extent that the employee is not carryinghasiassigned duties to the degree
that the education of students or the efficientrafien of a school or the district is substantiativersely
affected (at the determination of the principaboperintendent) may result in dismissal.

In the event of death of an employee sick leavehilpaid to the employee’s designated benefiaary
the rate of $25 per day.



Sick Leave and Family Medical Leave Act (FMLA) Leae

When an employee takes sick leave, the Distridt degermine if the employee is eligible for FMLA
leave and if the leave qualifies for FMLA leave €Thistrict may request additional information frome
employee to help make the applicabfliietermination. If the employee is eligible for FMleave and if
the leave qualifies under the FMLA, the Districtlwbtify the employee, in writing, of the decision
within two workdays. If the circumstances for thave as defined in policy —CLASSIFIED
PERSONNEL FAMILY MEDICAL LEAVE don't change, theitrict is only required to notify the
employee once of the determination regarding tipdicgbility of sick leave and/or FMLA leave within
any applicable twelve (12) month period. To theeekthe employee has accrued paid sick leave, any
sick leave taken that qualifies for FMLA leave s$i& paid leave and charged against the employee’s
accrued leave including vacation or personal leameg an employee exhausts his/her accrued sigk.lea
See —CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE.

Notes: This policy is similar to Policy 3.8. If you chgethis policy, review 3.8 at the same time to emsu
applicable consistency between the two.

! For classified employees your district has thdahof crediting sick leave days up front as isalon
for licensed employees, or of crediting sick leatéhe rate of one day per month worked. Choose
your method and delete the portion of this sentéimaedoesn't reflect your choice.

% This paragraph is optional. If you choose to idelit, select the number of days of sick leave an
employee may use annually for the adoption/bongiogess (15 is not a required nhumber of days).
Also note that an employee who uses such leavednadsb have the leave subtracted from the annual
number of days available for FMLA leave (Policy).

% As used in this policy, “applicable” is a very iorpant word. Some leave taken under FMLA also
applies to sick leave and therefore, the employidayet paid for the leave to the extent the employ
has sick leave accrued. Other leave taken underA-iglinot applicable to sick leave and therefore
the FMLA leave is unpaid unless vacation or perkla@ave is available. For instance, “applicable
leave” in terms of time taken under FMLA due to birth of a child will vary depending on the
language in your district’s policy on sick leav€or instance, if sick leave may be taken “for r@aso
of personal iliness or iliness in the immediateifgh{based on the statutory definition in 6-17-230
and an employee gives birth to a child, she mag tidk leave for the amount of time that her
personal physician deems it necessary for heryeipdlly recover from childbirth. Once the
medically necessary time has passed, sick leave lisnger appropriate and cannot be used. While
under the FMLA, the employee could take additidgimaé off work, she would need to take unpaid
FMLA leave for this purpose, unless she had peitstmgs or vacation days available. However, if
your district has a much more liberal definitionsifk leave in district policy, the results coukl b
entirely different and all birth related leave ntifpe applicable. Another example would be the
potential for overlap between pregnancy

complications that arise to the level of a “seribealth condition.” For instance, pregnancy
complications that rose to the level of a “seribaalth condition” would qualify for both, while
missing work for a dentist’'s appointment would dfyebr sick leave, but would not qualify for
FMLA leave. Consult policy CLASSIFIED PERSONNEL FAW MEDICAL LEAVE when
making the determination of what sick leave quadifinder both policies. It may also be helpful to
consult 29 CFR 825.114 which is available by cglline ASBA office.



Computation of days of sick leave (classified st3ff

A. Sick leave shall accumulate at the rate ofdagper month contracted minus the number of days
used. (Number of days will be added at the begoof the contract year.)

B. After the classified employee has used hiséiek leave days, $50 a day or a full day’s salary,
whichever is less, will be deducted for the nex¢ filays. Beginning on the @lay a full day’s salary will
be deducted for each day thereafter.

C. Sick leave days become effective on the daestdff is required to report for the beginningdta fall
term of schools

D. Classified employees coming into the systeninguthe academic school year will automaticallydav
accumulated sick leave at the rate of one daydoh enonth remaining in their school contract y€egtne
Booneville School District will grant credit up 8® days of unused sick leave from a classified epgd
employed from a school district within the state.

Cross Reference: CLASSIFIED PERSONNEL FAMILY MEDICAEAVE

Legal References: A.C.A. 8§ 6-17-1301 et seq.
29 USC 88 2601 et seq.
29 CFR 825.100 et seq.

Date Adopted: October 14, 2003
Last Revised: June 12, 2012

7.4S — Catastrophic Leave Sharing Policy (CLASP)

This policy is designed to allow personnel to dersitk leave days to staff members who suffer
a catastrophic illness or have a spouse or chiieérsa catastrophic illness. This is a separate
policy from the spouse to spouse policy alreadylate.
1. Classified personnel may donate only to classiidonnel and certified may only donate to
certified.
2. The person requesting leave must have a need efthaor 5 days off.
3. The person requesting sick leave days must hawendgg 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@ ébmmittee for approval.

a. The PPC will determine need and approve or dissippihe request.

b. If the request is approved, an individual staff rhermmay donate up to three days of
sick leave from his/her days to the individual, taoinclude 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 requaséaime is twenty (20).

The person needing the days may request in personvariting (if they cannot attend the
meeting.)

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

No o



9. The staff member requesting days in this mannet beug their third year of employment or
more within the Booneville School District.

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

7.5— CLASSIFIED EMPLOYEES PERSONAL LEAVE

Employees of the district working 20 or more hopes week receive two (2) days of personal leave per
contract year. An employee may take personal leden he must be absent from work for reasons which
do not entitle the employee to take sick leaverséteal days will be deducted from accumulated sick
days.

Employees who fail to report to work when theiruest for a personal day has been denied or whoetiaaeisted
their allotted personal days, shall lose theiydatle of pay for the day(s) missed (leave witimay). While there
are instances where personal circumstances natessittmployee’s absence beyond the allottecblaisk
and/or personal leave, any employee who requaes Without pay must receive advance permissiaefxn
medical emergenciesd/or as permitted by policy - CLASSIFIED PERSGNN-AMILY MEDICAL LEAVE )
from their immediate supervisor. Failure to repostork without having received permission to bgemt is
grounds for discipline, up to and including terrtima

Any employee desiring to take personal leave magalby making a written request to his supervisor a
least twenty-four (24) hours prior to the time loé requested leave. The twenty-four hour requirémen
may be waived by the supervisor when the superdeems it appropriate.

If a classified employee is absent because of patgeasons for more than the two (2) days addition
personal day(s) may be requested, and if apprakiedate of $50 a day or a day’s rate, whichevégss,
will be deducted from the classified employee’sasal

Personal leave and/or absences by a classifiecogaghbove the two days allowed by the distridt tha
have not been approved will cause a salary dedufroon the staff’s salary in the sum equal to 1/nth
(where “n” represents number of contract days)ezrly salary for each days absent.

Personal leave does not accumulate from one carnyeac to the next.

No personal days will be granted immediately betorafter a scheduled holiday while school is in
session.

Unused personal days will roll over into sick dayshe end of the contract year.

Date Adopted: October 14, 2003
Last Revised: June 12, 2012

7.6— CLASSIFIED EMPLOYEES PROFESSIONAL LEAVE



“Professional Leave” is leave granted for the psgof enabling an employee to participate in
professional activities (e.g., workshops or senongorofessional committees) which can serve
to improve the school district’s instructional prag or enhances the employee’s ability to
perform his duties. Professional leave will alsagbented when a school district employee is
subpoenaed for a matter arising out of the empleyaaployment with the school district. Any
employee seeking professional leave must makettewriequest to his immediate supervisor,
setting forth the information necessary for theesuggor to make an informed decision. The
supervisor’s decision is subject to review and nyerg by the superintendent. Budgeting
concerns and the potential benefit for the distristudents will be taken into consideration in
reviewing a request for professional leave.

Applications for professional leave should be maslsoon as possible following the employee’s
discerning a need for such leave, but, in any qaséess than two (2) weeks before the
requested leave is to begin, if possible.

If the employee does not receive or does not aceepiineration for his/her participation in the
professional leave activity and a substitute isleedor the employee, the District shall pay tHedost
of the substitute. If the employee receives aneéptscremuneration for his/her participation in the
professional leave activity, the employee shalieibhis/her daily rate of pay from the District fine
time th(g employee misses. The cost of a substifuiae is needed, shall be paid by the employee/
District”.

Date Adopted: October 14, 2003

Last Revised: June 12, 2012

7. 7—PUBLIC OFFICE — CLASSIFIED PERSONNEL

An employee of the District who is elected to thd&aasas General Assembly or any elective or
appointive public office (not legally constitutidlyainconsistent with employment by a public school
district) shall not be discharged or demoted a=salt of such service.

No sick leave will be granted for the emp@e\s participation in such public office. The m@oyee
may take personal leave or vacation (if applicalif@pproved in advance by the Superintendenindur
his absence.

Prior to taking leave, and as soon as possible @ifteneed for such leave is discerned by the eyaplo
he must make written request for leave to the Soserdent, setting out, to the degree possibledétes
such leave is needed.

An employee who fraudulently requests sick leavetfe purpose of taking leave to serve in publiccef
may be subject to nonrenewal or termination ofenmployment contract.

Legal Reference: A.C.A. 86-17-115, 116

Date Adopted: October 14, 2003
Last Revised: June 12, 2012

7.8—JURY DUTY — CLASSIFIED PERSONNEL



Employees are not subject to discharge, loss &flsave, loss of vacation time or any other pendiliy
to absence from work for jury duty, upon givingseaable notice to the District through the emplégee
immediate supervisor.

The employee must present the original (not a cepg)mons to jury duty to his supervisor in order to
confirm the reason for the requested absence.

The employee who is required to participate, agarjshall be counted present for their employnaerat
shall receive full pay per contract day.

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

Legal Reference: A.C.A. § 16-31-106

Date Adopted: October 14, 2003
Last Revised:

7.9— CLASSIFIED PERSONNEL OUTSIDE EMPLOYMENT
An employee of the District may not be employeamy other capacity during regular working hours.

An employee may not accept employment outsideodstrict employment which will interfere, or
otherwise be incompatible with the District emplamty including normal duties outside the regularkwo
day; nor shall an employee accept other employnvaith is inappropriate for an employee of a public
school.

The Superintendent, or his designee(s), shall fy@resible for determining whether outside employmen
is incompatible, conflicting, or inappropriate.

Legal Reference: A.C.A. 8 6-24-106, 107, 111

Date Adopted: October 14, 2003
Last Revised:

7.10— CLASSIFIED PERSONNEL EMPLOYMENT

All prospective employees must fill out an applicatform provided by the District, in addition taya
resume provided, all of which information is togdaced in the personnel file of those employed.

If the employee provides false or misleadimigimation, or if he withholds information to
the same effect, it may be grounds for dismidsglarticular, it will be considered a material
misrepresentation and grounds for termination otramt of employment if an employee’s application
information is discovered to be other than as wasasented by the employee, either in writing on
application materials or in the form of represdntet made to the school district.



The Booneville School District is an equal oppoityiemployer and shall not discriminate on the grds!
of race, color, religion, national origin, sex, agedisability.

Employment of all school personnel except the sofmrdent shall be on nomination by the
superintendent.

As positions become available/open/new, the apmatgpprincipal/supervisor will see that the infotioa
is posted to inform teachers/staff.

Employment procedure of classified staff:

a. principal/immediate supervisor will review agglnt, application and conduct interviews

b. principal/immediate supervisor will recommenceth(if available) to the superintendent

c. superintendent will then interview applicantatthave been recommended and additional applidants
deemed necessary

d. superintendent will make recommendation to tesl board

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 nominateddeosuperintendent, it shall be the duty of the
superintendent to submit another nomination forsaeration.

It is the policy of the Booneville School District pay the fee required for the Criminal Record ¢khe
(background check) required before employing a dessified employee.

Vacation for Classified Staff On Twelve-Month Contact

1. All classified employees working on a tweemonth contract are entitled to two weeks a year
vacation with pay the first completed school year.

2. All vacations of such staff must be takethe months of summer recess.

3. All vacations must be approved by the sapendent and all other absences from availabtg du
during the summer months is to be approved byuperintendent.

Note: This policy is similar to Policy 3.19. If you @hge this policy, review 3.18 at the same timensuee
applicable consistency between the two.

Date Adopted: October 14, 2003
Last Revised; June 12, 2012

7.11— CLASSIFIED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES

The requirements of this policy shall govern reirsbment for expenses related to travel and/ordzaitee at
conferences and professional development activitiesred by district employees and/or membersi@Board
of Directors on behalf of the district. Employees only eligible for reimbursement for travel exges which



have been approved in advance. Original receiptd atcompany all requests for reimbursement textent
that such receipts are customarily available. aFceipt to be valid it should contain the nam#hefissuing
company, the date, and the amount. No cash advahed# be made for travel. Mileage, lodging, amehl
expenses will not be reimbursed when incurredhieipersonal convenience of the employee and nateddy
the reason for the travel. Reimbursement for lishadl be for the lesser of the cost between ltiawair or by car
with some consideration allowed for length of tiohéhe method of travel.

To the extent practicable, employees shall haveligtact pay initial conference and professioralelopment
registration fees and associated necessary matdriaghe occasional circumstances where thistipractical, the
district shall reimburse the employee for such fedisey were authorized in advance and are suggbarith
proper receipts.

The district will not reimburse expenses of any-sdmool board member or non-employee who accongptiee
school board member or employee during his/herosoblated travel.

Reimbursable Expenses

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

Meals may be reimbursed for travel which necessitah overnight stay when submitted accordingetaittiates
of this policy. Reimbursement shall be proratesban the percent of a day the employee is awagwel. For
example, if an employee returns from his/her travéte afternoon, he/she is only eligible for deirsement for
breakfast and lunch expenditures. Meals shakipgbursed for the actual expense to the extentitegtare not
lavish and are reasonable based on circumstaBoeept as otherwise specified by this policy, masatsonly
reimburseable in conjunction with travel requiramgovernight stay.

Meal expenses incurred by the superintendent er aitiministrators as necessary, in the performeitieeir
duties when meeting with state officials or cormsut may be reimbursed on a prorated, per persmibdine
with the mandates of this policy. Such expensal ghly be reimbursed when the expenditure isylile result
in a tangible benefit to the district.

Travel necessitating overnight lodging shall bebeirsed to the extent that it is not lavish andasonable based
on circumstances of the expenditure. Proper daniatien establishing the date and time, place angbge of
the travel must be submitted along with a receipttie overnight accommodations. To the exterttipedle,
employees shall receive assistance from administrat their designee in arranging travel plankeip 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 onfiar 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®Eixpense: eg. A restaurant which adds the tigetbill for all
groups of six or more.

Credit Cards

Only those employees specifically issued creditsctr be used in the performance of their jobsitohiase goods,
services or supplies on behalf of the district Ishal allowed to use such cards. Employees whor incu
reimburseable expenses as defined in this polegxgected to pay for them initially by any meédmey tthoose
and then submit their request for reimbursemethie district assumes no responsibility for the pantroéany
personal credit card charges incurred by a distnngiloyee.

Airport Associated Expenses

Receipts for airport associated expenses are edqfir reimbursement. All airline flights shall Hxy
coach/economy class. Upon arrival at their degimaemployees are expected to take the less si¥peapption
between a taxi and an airport shuttle to his/hil lso meeting site. When circumstances dictateetental car is
necessary and/or the most economical approachetdratel requirements, the least expensive carviitiat
accomplish the job should be rented. The disthetl not reimburse for any kind of rental car semental
insurance.

The provisions of policy 7.12—EXPENSE REIMBURSEMEIdfe incorporated by reference into this

policy.

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

7.12— CLASSIFIED PERSONNEL TOBACCO USE

Smoking or the use of tobacco, or products comtgitobacco in any form, in or on any property owned
or leased by the district, including buses or ofwdool vehicles, is prohibited.

Violation of this policy by employees shall be gnals for disciplinary action up to, and including,
dismissal.

Legal Reference: A.C.A. § 6-21-609

Date Adopted: October 14, 2003
Last Revised

7.13—DRESS OF CLASSIFIED EMPLOYEES

In order to establish high standards for BooneWllblic Schools, it is important to maintain neasje
cleanliness and decency in the dress of the sEfiployees shall ensure that their dress and appear
are professional and appropriate to their positions

During the regular school year, school personnilnet wear shorts unless they are a coach or P.E.
instructor, bus driver or maintenance worker whgprapriate. Coaches or PE instructors will onlyawe



shorts in the gym or on the field/playground. GuestP.E. instructors will cover shorts with windfsa
or warm up when shorts are worn any place other tia court, field or any playground. Pants of any
kind must be below the knee.

Date Adopted: October 14, 2003
Last Revised:

7.14— CLASSIFIED PERSONNEL POLITICAL ACTIVITY

Employees are free to engage in political activiyside of work hours and to the extent that itsdoat
affect the performance of their duties or adversdigct important working relationships.

It is specifically forbidden for employees to engag political activities on the school groundsdaring
work hours. The following activities are forbidden school property:

Using students for preparation or disseminatioceonpaign materials;

Distributing political materials;
Distributing or otherwise seeking signatures etitjpns of any kind;
Posting political materials; and

Discussing political matters with students, iroat of the classroom, in other than circumstances
appropriate to the employee’s responsibilitiehgtudents and where a legitimate pedagogical
reason exists.

Date Adopted: October 14, 2003
Last Revised:

7.15— CLASSIFIED PERSONNEL DEBTS

All employees are expected to meet their finangidigations. If an employee writes “hot” checkshais
his income garnished, dismissal may result.

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

At the discretion of the Superintendent, he ordaisignee may meet with an employee who has recaived
second garnishment for the purpose of warning thgl@yee that a third garnishment will result in a
recommendation of dismissal to the School Board.

At the discretion of the Superintendent, a secardighment may be used as a basis for a recommended
dismissal. The Superintendent may take into consiiti® other factors in deciding whether to
recommend dismissal based on a second garnishiierge factors may include, but are not limited to,
the amount of the debt, the time between thedinst the second garnishment, and other financial
problems which come to the attention of the Distric



Date Adopted: October 14, 2003
Last Revised:

7.16— CLASSIFIED PERSONNEL GRIEVANCES

The purpose of this policy ie provide an orderly process for employees tolvesat the lowest possible level,
their concerns related to the personnel policiesatary payments of this district.

Definitions

Grievance: a claim or concern related to the ime&tgtion, application, or claimed violation of thersonnel
policies, including salary schedules, federal atestaws and regulations, or terms or conditionsnaployment,
raised by an individual employee of this schootritis Other matters for which the means of resofutire
provided or foreclosed by statute or administratix@cedures shall not be considered grievancesifijadly, no
grievance may be entertained against a supenasalirecting, instructing, reprimanding, or “wrigjrup” an
employee under his/her supervision. A group of eygés who have the same grievance may file a group
grievance.

Employee: any person employed under a written achby this school district.

Immediate Supervisor: the person immediately sopéoian employee who directs and supervises thik afahat
employee.

Day: a calendar day, unless otherwise specified.

Working day: Any weekday other than a holiday wieethr not the employee under the provisions of thatract
is scheduled to work or whether they are curramtiger contract.

Process

Level One: An employee who believes that he/shealggevance shall inform that employee’s immediate
supervisor that the employee has a potential gnevand discuss the matter with the supervisoiimfihe

working days of the occurrence of the grievance Siipervisor shall offer the employee an opponunithave a
witness or representative who is not a membereéthployee’s immediate family present at their eoerice. (The
five-day requirement does not apply to grievan@egerning back pay.) If the grievance is not adedrto Level
Two within five days following the conference, thmatter will be considered resolved and the emplayed have
no further right with respect to said grievance.

If the grievance cannot be resolved by the immediapervisor, the employee can advance the grievaricevel
Two. To do this, the employee must complete thentdpof the Level Two Grievance Form within fiveorking
days of the discussion with the immediate superyisting the manner in which the specific persdmpmdicy was
violated that has given rise to the grievance,arinit the Grievance Form to his/her immediate stiper. The
supervisor will have ten working days to responthtgrievance using the bottom half of the LewsbTGrievance
Form which he/she will submit to the building piial or, in the event that the employee’s immedsateervisor is
the building principal, the superintendent.

Level Two: Upon receipt of a Level Two Grievanceripthe building principal or superintendent (headier
“recipient”) will have ten working days to schedaleonference with the employee filing the grievarihe
supervisor shall offer the employee an opportutuitifave a witness or representative who is notralee of the
employee’s immediate family present at their cosrfiee. After the conference, the recipient will htrg@working
days in which to deliver a written response toghievance to the employee. If the grievance isadetanced to



Level Three (if appropriate) or appealed to therBad Education within five days of the conferenites matter
will be considered resolved and the employee $taaleé no further right with respect to said grievanc

Level Three: If the proper recipient of the Levald Grievance was the building principal, and themyee
remains unsatisfied with the written response éogtievance, the employee may advance the grievartbe
superintendent by submitting a copy of the LevebT®rievance Form and the principal’s reply to the
superintendent within five working days of his/heceipt of the principal’s reply. The superintendeil have ten
working days to schedule a conference with the eygd filing the grievance. The supervisor shakothe
employee an opportunity to have a witness or remitesive who is not a member of the employee’s idiate
family present at their conference. After the evafce, the superintendent will have ten workingsda which to
deliver a written response to the grievance tceethployee.

Appeal to the Board of Directors: An employee wamains unsatisfied by the written response of the
superintendent may appeal the superintendent'sidedio the Board of Education within five workidgys of
his/her receipt of the Superintendent’s writterpogse by submitting a written request for a boarakrimg to the
board president, with a copy sent to the superitgsn If the grievance is not appealed to the Boafdirectors
within five days of his/her receipt of the supegimient’s response, the matter will be considersalved and the
employee shall have no further right with respecaid grievance.

The school board will address the grievance ah#éxt regular meeting of the school board, unless th
employee agrees in writing to an alternate datéhfehearing. After reviewing the Level Two Griegan
Form and the superintendent’s reply, the boarddetide if the grievance, on its face, is grievabider
district policy. If the Board rules the grievartoebe grievable, they shall immediately commence a
hearing on the grievance. All parties have thetrighepresentation by a person of their own chragpsi
who is not a member of the employee’s immediatdlfaat the appeal hearing before the Board of
Directors. The employee shall have no less thami@@tes, unless a shorter period is agreed tody th
employee, to present his/her grievance and botiepahall have the opportunity to present and tipres
witnesses. The hearing shall be open to the publiess the employee requests a private hearitige If
hearing is open, the parent or guardian of anyestudnder the age of eighteen years who givesresti
may elect to have the student’s testimony givetliased session. At the conclusion of the hearingei
hearing was closed, the Board of Directors may sg@ll parties except board members and deliberate,
by themselves, on the hearing. At the conclusioanobpen hearing, board deliberations shall alsa be
open session unless the board is deliberatingrtipdoyment, appointment, promotion, demotion,
disciplining, or resignation of the employee. A d&mn on the grievance shall be announced no tager
the next regular board meeting.

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

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

Legal Reference: ACA § 6-17-208

Date Adopted: October 14, 2003
Last Revised: June 12, 2007



7.16 A—LEVEL TwWO GRIEVANCE FORM - CLASSIFIED

Name:

Date submitted to supervisor:

Classified Personnel Policy grievance is based upo

Grievance (be specific):

What would resolve your grievance?

Supervisor's Response:

Date submitted to recipient:

Date Adopted: October 14, 2003
Last Revised:



7.17— CLASSIFIED PERSONNEL SEXUAL HARASSMENT

The Booneville School District is committed to hayian academic and work environment in which alfishts and
employees are treated with respect and dignitydeStuachievement and amicable working relationshipsbest
attained in an atmosphere of equal educationakammoyment opportunity that is free of discrimioati Sexual
harassment is a form of discrimination that undeasithe integrity of the educational environmemt @il not be
tolerated.

Believing that prevention is the best policy, tligtritt will periodically inform students and empt®es about the
nature of sexual harassment, the procedures fisteeigg a complaint, and the possible redressishatailable.
The information will stress that the district doed tolerate sexual harassment and that studedteraployees can
report inappropriate behavior of a sexual natutbouit fear of adverse consequences.

It shall be a violation of this policy for any strt or employee to be subjected to, or to subjectrer person to,
sexual harassment as defined in this policy. Anpleyee found, after an investigation, to have eeddg sexual
harassment will be subject to disciplinary actiprt@, and including, termination.

Sexual harassment refers to unwelcome sexual adsareguests for sexual favors, or other personally
offensive verbal, visual, or physical conduct ;fexual nature made by someone under any of the
following conditions:

Submission to the conduct is made, either extplior implicitly, a term or condition of an
individual’s education or employment;

Submission to, or rejection of, such conduct bymaividual is used as the basis for academic or
employment decisions affecting that individual; &md

Such conduct has the purpose or effect of sutisligrinterfering with an individual’s academic or
work performance or creates an intimidating, hestir offensive academic or work environment.

The terms “intimidating,” “hostile,” and “offensiVénclude conduct of a sexual nature which has the
effect of humiliation or embarrassment and is sigfitly severe, persistent, or pervasive thatmtts the
student’s or employee’s ability to participatean benefit from, an educational program or actiaity
their employment environment.

Within the educational or work environment, sexumlassment is prohibited between any of the
following: students; employees and students; nopleyees and students; employees; employees and
non-employees.

Actionable sexual harassment is generally estadlisthen an individual is exposed to a pattern of
objectionable behaviors or when a single, seria@tissscommitted. What is, or is not, sexual harassm

will depend upon all of the surrounding circumsesdepending upon such circumstances, examples of
sexual harassment include, but are not limitedimovelcome touching; crude jokes or pictures;
discussions of sexual experiences; pressure faras@xtivity; intimidation by words, actions, intsjlor
name calling; teasing related to sexual charatiess the belief or perception that an individual & n



conforming to expected gender roles or conducs tiwmosexual, regardless of whether or not theichal self-
identifies as homosexyaind spreading rumors related to a person’s allsggual activities.

Employees who believe they have been subjecteexizas harassment are encouraged to file a complaint
by contacting their immediate supervisor, admiatsir, or Title IX coordinator who will assist tham

the complaint process. Under no circumstances ahaimployee be required to first report allegatioh
sexual harassment to a school contact persontipgraon is the individual who is accused of the
harassment. To the extent possible, complaintsheilireated in a confidential manner. Limited disare
may be necessary in order to complete a thorougdstigation.

Employees who file a complaint of sexual harassmahnot be subject to retaliation or reprisalany
form.

Employees who knowingly fabricate allegations ofus# harassment shall be subject to disciplinary
action up to and including termination.

Individuals who withhold information, purposely prde inaccurate facts, or otherwise hinder an
investigation of sexual harassment shall be sulbjedisciplinary action up to and including termntioa.

Legal References: Title IX of the Education Amendiseof 1972, 20 USC 1681, et seq.
Title VIl of the Civil Rights Act of 1964, 42 US2000-e, et seq.
ACA 8 6-15-1005 (b) (1)

Date Adopted: October 14, 2003
Last Revised: June 14, 2011

7.18— CLASSIFIED PERSONNEL SUPERVISION OF STUDENTS

All District personnel are expected to conscierglgwexecute their responsibilities to promote thalth,
safety, and welfare of the District's students urtteir care. The Superintendent shall direct aiqpals
to establish regulations ensuring adequate supenvis students throughout the school day and at
extracurricular activities.

Extra-Curricular Duties:
1. Extra Curricular duties are considered a nbpa# of classified staff's work. It will be
necessary
for all staff to share them.
2. The principal of each school shall have tlspoasibility of assigning such duties.

Date Adopted: October 14, 2003
Last Revised:

7.19— CLASSIFIED PERSONNEL COMPUTER USE POLICY

The Booneville School District provides computeng/ar computer Internet access for many employees,
to assist employees in performing work relatedgagknployees are advised that they emoy



expectation of privacyin any aspect of their computer use, includingi€raad that under Arkansas law,
both email and computer use records maintainetidyistrict are subject to disclosure under the
Freedom of Information Act.

Passwords or security procedures are to be utiaseassigned, and confidentiality of student rezord
relating to personnel is to be maintained at ales. Employees must not disable or bypass security
procedures, disclose passwords to other staff menthbestudents, or grant students access to any
computer not designated for student use. It ipthiiey of this school district to equip each congyuwith
Internet filtering software designed to preventrageom accessing material that is harmful to msndihe
designated District Technology Administrator origase may authorize the disabling of the filter to
enable access by an adult for a bona fide researather lawful purpose.

Employees who misuse district-owned computers ynveay, including excessive personal use, using eaenp for
personal use during work or instructional timengstomputers to violate any other policy, knowingty
negligently allowing unauthorized access, or usiregcomputers to access or create sexually explicit
pornographic text or graphics, will face disciplpaction, up to and including termination or n@emewal of the
employment contract.

Legal References: 20 USC 6801 et seq. (Childrerie&smet Protection Act; PL 106-554)
A.C.A. § 6-21-107
A.C.A. §6-21-111

Date Adopted: October 14, 2003
Last Revised:



7.19A— CLASSIFIED PERSONNELINTERNET USE AGREEMENT

Name (Please Print)

School Date

The School District agrees to allesvemployee identified above (“Employee”) to use
the district’s technology to access the Internetaurthe following terms and conditions:

1. Conditional Privilege: The Employee’s use of digrict’s access to the Internet is a privilege
conditioned on the Employee’s abiding by this agreset.

2. Acceptable Use: The Employee agrees that irgubkim District’s Internet access he/she will obky a
federal and state laws and regulations. Internsgsacis provided as an aid to employees to enladihe to
better perform their job responsibilities. Underam@umstances shall an Employee’s use of the iDi'str
Internet access interfere with, or detract frore, plerformance of his/her job-related duties.

3. Penalties for Improper Use: If the Employee atie$ this agreement and misuses the Internet, the
Employee shall be subject to disciplinary actiorang including termination.

4. “Misuse of the District’s access to the Intefnetludes, but is not limited to, the following:
using the Internet for any activities deemed leplmscene, vulgar, or pornographic as defined by
prevailing community standards;
using abusive or profane language in private agesson the 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 bystieool including paper;
causing congestion of the network through lengltbwnloads of files;
vandalizing data of another user;
obtaining or sending information which could s®d to make destructive devices such as guns,
weapons, bombs, explosives, or fireworks;
gaining or attempting to gain unauthorized actesssources or files;
identifying oneself with another person’s nam@assword or using an account or password of
another user without proper authorization;
using the network for financial or commercialrgaiithout district permission;
theft or vandalism of data, equipment, or intgl&l property;
invading the privacy of individuals;
using the Internet for any illegal activity, inding computer hacking and copyright or intellettua
property law violations;
introducing a virus to, or otherwise impropedyrpering with, the system;
degrading or disrupting equipment or system parémce;
creating a web page or associating a web padethgtschool or school district without proper
authorization;
attempting to gain access or gaining accessittent records, grades, or files of students noéund
their jurisdiction;




providing access to the District’s Internet Accés unauthorized individuals; or

taking part in any activity related to Internseuvhich creates a clear and present danger of the
substantial disruption of the orderly operatioriha district or any of its schools;

making unauthorized copies of computer software.

personal use of computers during instructiomaéti

5. Liability for debts: Staff shall be liable fonyand all costs (debts) incurred through theirafghe
District's computers or the Internet including pkiea for copyright violations.

6. No Expectation of Privacy: The Employee sigriietpw agrees that in using the Internet through the
District’'s access, he/she waives any right to myéie Employee may have for such use. The Employee
agrees that the district may monitor the Employests of the District’s Internet Access and may also
examine all system activities the Employee pardt@p in, including but not limited to e-mail, vojeand
video transmissions, to ensure proper use of thegy

7. Signature: The Employee, who has signed belaw/yéad this agreement and agrees to be bouns by it
terms and conditions.

Employee’s Signature:
Date

Date Adopted: October 14, 2003
Last Revised:



7.20— CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE*

FMLA leave offers job protection for what might etivise be considered excessive absences. Employees
need to carefully comply with this policy to enstiey do not lose FMLA protection due to inaction o
failure to provide the District with needed infortioa. The Family and Medical Leave Act providestap

12 work weeks (or in some cases 26 weeks) of jobepted leave to eligible employees with absences
that qualify under the FMLA. While an employee caquest FMLA leave and has a duty to inform the
District as provided in this policy of foreseeahlesences that may qualify for FMLA leave, it is the
District’s ultimate responsibility to identify quBling absences as FMLA or non-FMLA. FMLA leave is
unpaid, except to the extent that paid leave appli@ny given absence as governed by the FMLA and
this policy.

SECTION ONE
Definitions:

Eligible Employee: is an employee who has been eyeypl by the District for at least twelve (12) manth
and for 1250 hours of service during the twelve (hanth period immediately preceding the
commencement of the leaVe.

FMLA: is the Family and Medical Leave Act

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

Instructional Employee: is an employee whose ppadiunction is to teach and instruct students in a
class, a small group, or an individual setting emetldes athletic coaches, driving instructorsspheol
teachers, and special education assistants sigihreess for the hearing impaired. The term does not
include, and the special rules do not apply t@heaassistants or aides who do not have as thieaigal
job actual teaching or instructing, nor does itude administrators, counselors, librarians, psiagdists,
or curriculum specialists.

Intermittent leave: is FMLA leave taken in sepatateecks of time due to a single qualifying reasn.
reduced leave schedule is a leave schedule thatesedn employee’s usual number of working hours pe
workweek, or hours per workday. A reduced leaveedale is a change in the employee’s schedule for a
period of time, normally from full-time to part-tin

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

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

Serious Health Condition: is an injury, illnesspimirment, or physical or mental condition that iives
inpatient care in a hospital, hospice, or resiégmtiedical facility or continuing treatment by aattk care
provider.



Son or daughter, for numbers 1, 2, or 3 below:h##bgical, adopted, or foster child, a stepchéldegal
ward, or a child of a person standing in loco ptigsewho is either under age 18, or age 18 or cidelr
“incapable of self-care because of a mental oriphaydisability” at the time that FMLA leave is to
commence.

Year: the twelve (12) month period of eligibilithial begin on July first of each school-yéar.
Policy

The provisions of this policy are intended to béire with the provisions of the FMLA. If any coidi(s)
exist, the Family and Medical Leave Act of 1993aawended, shall govern.

Leave Eligibility

The District will grant up to twelve (12) weeksle&ve in a year in accordance with the Family and
Medical Leave Act of 1993 (FMLA), as amended, sogligible employees for one or more of the
following reasons:

Because of the birth of a son or daughter of thpleyee and in order to care for such son or daughte

Because of the placement of a son or daughterthdétemployee for adoption or foster care;

To care for the spouse, son, daughter, or parétite@mployee, if such spouse, son, daughteraiemn
has a serious health condition; and

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

Because of any qualifying exigency arising outhaf fact that the spouse, son, daughter, or paféheo
employee is on covered active duty (or has beeifietbbf an impending call or order to covered aeti
duty) in the Armed Forces. (See Section Two)

To care for a spouse, child, parent or next ofildio is a covered servicemember with a serioussfiror
injury. (See Section Two)

The entitlement to leave for reasons 1 and 2 liatem/e shall expire at the end of the twelve (18ht
period beginning on the date of such birth or pieeet.

A husband and wife who are both eligible employaaployed by the District may not take more than a
combined total of 12 weeks of FMLA leave for reas@n2, 3 and 5.

Provisions Applicable to both Sections One and Two
District Notice to Employees

The District shall post, in conspicuous placesaaheschool within the District where notices to
employees and applicants for employment are custhnpasted, a notice explaining the FMLA's
provisions and providing information about the @are for filing complaints with the Department of
Labor?

Designation Notice to Employee



When an employee requests FMLA leave or the Diglietermines that an employee’s absence may be
covered under the FMLA, the District shall provigdetten notice within five (5) business days (alisen
extenuating circumstances) to the employee of ib&itt's determination of his/her eligibility fatMLA
leave’ If the employee is eligible, the District may regtiadditional information from the employee
and/or certification from a health care provideh&p make the applicabiltgetermination. After
receiving sufficient information as requested, Eistrict shall provide a written notice within fiy(8)
business days (absent extenuating circumstancés} employee of whether the leave qualifies as
FMLA leave and will be so designatd.

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

Concurrent Leave Under the FMLA

All FMLA leave is unpaid unless substituted by aqgible accrued leave. The District requires empeye
to substitute any applicable accrued leave (irotider of sick , personal, or vacation leave as bey
applicable) for any period of FMLA leave.

Health Insurance Coverage

The District shall maintain coverage under any grbealth plan for the duration of FMLA leave the
employee takes at the level and under the condittorrerage would have been provided if the employee
had continued in active employment with the Distidditionally, if the District makes a changeit®
health insurance benefits or plans that apply heroéemployees, the employee on FMLA leave must be
afforded the opportunity to access additional bienahd/or the same responsibility for changes to
premiums. Any changes made to a group health ptachwapply to other District employees, must also
apply to the employee on FMLA leave. The Distridi wotify the employee on FMLA leave of any
opportunities to change plans or benefits. The eyaa remains responsible for any portion of premium
payments customarily paid by the employee. Wheargraid FMLA leave, it is the employee’s
responsibility to submit his/her portion of the tokthe group health plan coverage to the dissrict
business office on or before it would be made byghdeduction’

The District has the right to pay an employee’saidjnsurance premiums during the employee’s unpaid
FMLA leave to maintain the employee’s coveragemyhis/her leave. The District may recover the
employee's share of any premium payments misséaebgmployee for any FMLA leave period during
which the District maintains health coverage fa émployee by paying the his/her share. Such regove
shall be made by offsetting the employee’s delatutn payroll deductions or by other means agaimgt a
monies owed the employee by the District.

An employee who chooses to not continue group ingéddin coverage while on FMLA leave, is entitled
to be reinstated on the same terms as prior tadakie leave, including family or dependent covesag
without any qualifying period, physical examinati@xclusion of pre-existing conditions, &tc.

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

If the employee fails to return from leave aftez theriod of leave to which the employee was edtitias
expired, the District may recover the premiumsaiddo maintain health care coverage unless:



a. The employee fails to return to work due to theticmration, reoccurrence, or onset of a serioustheal
condition that entitles the employee to leave umdasons 3 or 4 listed above; and/or

b. Other circumstances exist beyond the employee’s@on

Circumstances under “a” listed above shall be foedtby a licensed, practicing health care provider
verifying the employee’s inability to return to vkor

Reporting Requirements During Leave

Unless circumstances exist beyond the employegisalpthe employee shall inform the district every
two weeks during FMLA leave of their current status and it return to work.

Return to Previous Position

An employee returning from FMLA leave is entitledie returned to the same position the employee
held when leave commenced, or to an equivalentippsivith equivalent benefits, pay, and other terms
and conditions of employment. An equivalent positioust involve the same or substantially similar
duties and responsibilities, which must entail samtgally equivalent skill, effort, and authority.

The employee’s right to return to work and/or te #game or an equivalent position does not supersede
any actions taken by the District, such as condgdi RIF, which the employee would have been stbjec
to had the employee not been on FMLA leave atithe bf the District’s actions.

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

When the need for leave is foreseeable for reaktugh 4 listed above, the employee shall pevid
the District with not less than 30 days' noticfpbeethe date the leave is to begin, of the emmizye
intention to take leave for the specified reasamehgible employee who has no reasonable excuse fo
his/her failure to

provide the District with timely advance noticetbé need for FMLA leave may delay the FMLA
coverage of such leave until 30 days after the tetemployee provides notice.

If there is a lack of knowledge of approximatelyemtthe leave will be required to begin, a change in
circumstances, or an emergency, notice must be gisesoon as practicable. As soon as practicable
means as soon as both possible and practicalgtakim account all of the facts and circumstanogbfé

individual case.

When the need for leave is for reasons 3 or 4diateove, the eligible employee shall make a reddena
effort to schedule the treatment so as not to gisnnduly the operations of the District subjecttte
approval of the health care provider of the sposse, daughter, or parent of the employee.

If the need for FMLA leave is foreseeable less tBAmlays in advance, the employee shall notify the
District as soon as practicable. If the employdls fa notify as soon as practicable, the Distmety



delay granting FMLA leave for the number of daysadvance that the employee should have provided
notice and when the employee actually gave notice.

Unforeseeable Leave:

When the approximate timing of the need for leavedt foreseeable, an employee shall provide the
District notice of the need for leave as soon astirable given the facts and circumstances of the
particular case. Ordinarily, the employee shalifpdhe District within two (2) working days of leming
of the need for leave, except in extraordinarywinstances where such notice is not feasible. Noteg
be provided in person, by telephone, telegraph,damther electronic means. If the eligible empley
fails to notify the District as required, unlese failure to comply is justified by unusual circuarces,
the FMLA leave may be delayed or denied.

Medical Certification

Second and Third Opinions: In any case where tl&ibti has reason to doubt the validity of theidhit
certification provided, the District may require,ita expense, the employee to obtain the opinfan o
second health care provider designated or approyedide employer. If the second opinion differs from
the first, the District may require, at its expertbe employee to obtain a third opinion from altieeare
provider agreed upon by both the District and tim@leyee. The opinion of the third health care pdevi
shall be considered final and be binding upon loetDistrict and the employee.

Recertification: The District may request, eitheally or in writing, the employee obtain a recectttion
in connection with the employee’s absence, at thgl@yee’s expense, no more often than every thirty
(30) days unless one or more of the following ainstances apply;

The original certification is for a period greativan 30 days. In this situation, the District maguire a
recertification after the time of the original éécation expires, but in any case, the Districtymaquire a
recertification every six (6) months.

b. The employee requests an extension of leave;
C. Circumstances described by the previous certifioatiave changed significantly; and/or
d. The district receives information that casts daydain the continuing validity of the certification.

The employee must provide the recertification freén (15) calendar days after the District’s resjue
No second or third opinion on recertification mayrbquired.
The District may deny FMLA leave if an eligible elmypee fails to provide requested certification.

Substitution of Paid Leave

When an employee’s leave has been designated as Fddlce for reasons 1 (as applicable), 2, 3, or 4
above, the District requires employees to substiégtrued sick, vacation, or personal leave for the
period of FMLA leave®

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



Workers Compensation: FMLA leave may run concutyenith a workers’ compensation absence when
the injury is one that meets the criteria for asex health condition. To the extent that workers
compensation benefits and FMLA leave run conculyetite employee will be charged for any paid
leave accrued by the employee at the rate necetsshring the total amount of combined income up to
100% of usual contracted daily rate of pay. Ifllealth care provider treating the employee for the
workers compensation injury certifies the emploigegble to return to a “light duty job,” but is uato
return to the employee’s same or equivalent jobgtimployee may decline the District's offer of iglit
duty job.” As a result, the employee may lose t@sthiorkers’ compensation payments, but for the
duration of the employee’s FMLA leave, the emploweitbe paid for the leave to the extent that the
employee has accrued applicable leave.

Return to Work **

If the District's written designation determinatitirat the eligible employee’s leave qualified asLiAVI
leave under reason 4 above stated that the employglel have to provide a “fithess-for-duty”
certification from a health care provider for themoyee to resume work, the employee must provide
such certification prior to returning to work. Temployee's failure to do so voids the District's
obligation to reinstate the employee under the FMIDA the employee shall be terminated.

If the District's written designation determinatitirat the eligible employee’s leave qualified asLiAVI
leave under reason 4 above stated that the employglel have to provide a “fithess-for-duty”
certification from a health care provider for themoyee to resume woind the designation
determination listed the employee’s essential jotzfions, the employee must provide certificatiusat t
the employee is able to perform those functionsrfd returning to work. The employee’s failuredim
so or his/her inability to perform his/her job’sseatial functions voids the District's obligatianm t
reinstate the employee under the FMLA and the eyaglchall be terminated.

Failure to Return to Work:

In the event that an employee is unable or failgtorn to work within FMLA's leave timelines, the
superintendent will make a determination at thaetregarding the documented need for a severance of
the employee’s contract due to the inability of ¢émeployee to fulfill the responsibilities and reguments

of their contract.

Intermittent or Reduced Schedule Leave

To the extent practicable, employees requestirggrinittent or reduced schedule leave shall provide t
District with not less than 30 days' notice, befibre date the leave is to begin, of the employa&ation
to take leave.

Eligible employees may only take intermittent adueed schedule leave for reasons 1 and 2 listeekabo
if the District agrees to permit such leave upaquesst of the employee. If the District agrees toriean
employee to take intermittent or reduced schedided for such reasons, the agreement shall be
consistent with this policy’'s requirements govegintermittent or reduced schedule leave. The
employee may be transferred temporarily duringpmgod of scheduled intermittent or reduced leave t
an alternative position for which the employeedusliied and which better accommodates recurring
periods of leave than does the employee's regokitipn. The alternative position shall have eqlgna
pay and benefits but does not have to have equitvdidies.



Eligible employees may take intermittent or reduseldedule FMLA leave due to reasons 3 or 4 listed
above when the medical need is best accommodateddiya schedule. The eligible employee shall
make a reasonable effort to schedule the treatsteas not to disrupt unduly the operations of the
employer, subject to the approval of the healtle gaovider.

When granting leave on an intermittent or reducdrbdule for reasons 3 or 4 above that is foreseeabl
based on planned medical treatment, the Distrigt tex@porarily transfer eligible employees for the
period of scheduled intermittent or reduced leavart alternative position for which the employee is
qualified and which better accommodates recurringpps of leave than does the employee's regular
position. The alternative position shall have eqgléat pay and benefits but does not have to have
equivalent duties. When the employee is able trmetb full-time work, the employee shall be pladged
the same or equivalent job as he/she had wherdve began. The employee will not be requiredke ta
more FMLA leave than necessary to address thermastances requiring the need for the leave.

Special Provisions relating to Instructional Emploes as Defined in This Policy

The FMLA definition of "instructional employeestwers a small number of classified employees. Any
classified employee covered under the FMLA defimitof an “instructional employee" and whose FMLA
leave falls under Act's special leave provisiotatiteg to "instructional employees" shall be goetiby
the applicable portions of policy 3.32—LICENSED PERNNEL FAMILY MEDICAL LEAVE.

SECTION TWO
FMLA LEAVE CONNECTED TO MILITARY SERVICE
Leave Eligibility

The FMLA provision of military associated leavarigwo categories. Each one has some of its own
definitions and stipulations. Therefore, they agaltlwith separately in this Section of the policy.
Definitions different than those in Section Oneiaduded under the respective reason for leave.
Definitions that are the same as in Section On&\&€ repeated in this Section.

QUALIFYING EXIGENCY

An eligible employee may take FMLA leave for anyatifying exigency arising out of the fact that the
spouse, son, daughter, or parent of the employae ¢®vered active duty (or has been notified of an
impending call or order to covered active duty)ha Armed Forces. Examples include issues involved
with short-notice deployment, military events anthted activities, childcare and school activities,
need for financial and legal arrangements, courgalest and recuperation, post-deployment aisiyit
and other activities as defined by federal regoiest?

Definitions:

Covered active dutymeans

¢ inthe case of a member ofegular component of the Armed Forces, duty during deplkeynof the
member with the armed forces to a foreign coungmyg

¢ inthe case of a member of@eservecomponent of the Armed Forces, duty during depleyt of the
member with the armed forces to a foreign countryeu a call to order to active duty under a
provision of law referred to in section 101(a)(B3)6f title 10, United States Code.



Son or daughter on active duty or call to active dity status means the employee's biological, adopted,
or foster child, stepchild, legal ward, or a cHidd whom the employee stood in loco parentis, vehon
active duty or call to active duty status, and whof any age.

Certification

The District may require the eligible employee bbain certification to help the district determihéhe
requested leave qualifies for FMLA leave for thegmses of a qualifying exigency. The District may
deny FMLA leave if an eligible employee fails tmpide requested certification.

Employee Notice to District
Foreseeable Leave:

When the necessity for leave for any qualifyinggexicy is foreseeable, whether because the sparse, s
daughter, or parent of the employee is on covettdeaduty, or because of naotification of an impiegd
call or order to covered active duty, the emplosfeall provide such notice to the District as issm®ble
and practicable regardless of how far in advanedeave is foreseeable. As soon as practicable svesan
soon as both possible and practical, taking intmawt all of the facts and circumstances in théviddal
case.

Unforeseeable Leave:

When the approximate timing of the need for leavedt foreseeable, an employee shall provide the
District notice of the need for leave as soon astable given the facts and circumstances of the
particular case. Ordinarily, the employee shalifpdhe District within two (2) working days of leaing
of the need for leave, except in extraordinarywinstances where such notice is not feasible. Noteg
be provided in person, by telephone, telegraph,damther electronic means. If the eligible empley
fails to notify the District as required unless thidure to comply is justified by unusual circumstes,
the FMLA leave may be delayed or denied.

Substitution of Paid Leave

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

Intermittent or Reduced Schedule Leave

Eligible employees may take intermittent or reduselgedule leave for any qualifying exigency. The
employee shall provide the district with as mucliagoas is practicable.

Special Provisions relating to Instructional Employes as Defined in This Policy

The FMLA definition of "instructional employeestwers a small number of classified employees. Any
classified employee covered under the FMLA defimitof an "instructional employee" and who's FMLA
leave falls under Act's special leave provisiotatiteg to "instructional employees" shall be goestiby
the applicable portions of policy 3.32—LICENSED PERNNEL FAMILY MEDICAL LEAVE.

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



Definitions:

Covered Service Member is

1. a member of the Armed Forces, including a membéneNational Guard or Reserves, who is
undergoing medical treatment, recuperation, omiheris otherwise in outpatient status, or is
otherwise on the temporary disability retired Ifst, a serious injury or iliness; or

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

Outpatient Status: used in respect to a coveretitsanember, means the status of a member of the
Armed Forces assigned to

A) a military medical treatment facility as an outpati or

B) a unit established for the purpose of providing e@nd and control of members of the Armed
Forces receiving medical care as outpatients.

Parent of a covered servicemember: is a covere@itearember’s biological, adoptive, step or foster
father or mother, or any other individual who stamdbco parentis to the covered servicemembers Thi
term does not include parents “in law.”

Serious Injury or lliness:

(A) in the case of a member of the Armed Forces, imofuthe National Guard or Reserves, it means an
injury or iliness incurred by the member in theeliof duty on active duty in the Armed Forces (or
existed before the beginning of the member’s aaivly and was aggravated by service in line of
duty on active duty in the Armed Forces) and thay mender the member medically unfit to perform
the duties of the member’s office, grade, rankating and

(B) in the case of a veteran who was a member of theedrorces, including a member of the National
Guard or Reserves, at any time during a periodcavered service member defined in this policy, it
means a qualifying (as defined by the U.S. Segretbkabor) injury or iliness that was incurred by
the member in the line of duty on active duty ia &irmed Forces (or existed before the beginning of
the member’s active duty and was aggravated bycseirv the line of duty on active duty in the
Armed Forces) and that manifested itself beforafmr the member became a veteran.

Son or daughter of a covered servicemember meamgegied servicemember's biological, adopted, or
foster child, stepchild, legal ward, or a child f@nom the covered servicemember stood in loco piaren
and who is of any age.

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

An eligible employee who is the spouse, son, dargparent, or next of kin of@vered service

member shall be entitled to a total of 26 weeks of ledueing one 12-month period to care for the
service member who has a serious injury or illreesdefined in this policy. An eligible employee who
cares for such a covered service member contiloues limited for reasons 1 through 4 in Section One
and for any qualifying exigency to a total of 12eke of leave during a year as defined in this yokor
example, an eligible employee who cares for suotvared service member for 16 weeks during a 12
month period could only take a total of 10 weeksrémsons 1 through 4 in Section One and for any



gualifying exigency. An eligible employee may naké more than 12 weeks of FMLA leave for reasons
1 through 4 in Section One and for any qualifyimggency regardless of how little leave the eligible
employee may take to care for a spouse, childnparenext of kin who is a covered servicemembeh wi
a serious illness or injury.

If husband and wife are both eligible employeesleggul by the District, the husband and wife are
entitled to a combined total of 26 weeks of leaudrdy one 12-month period to care for their spoase,
daughter, parent, or next of kin who is@vered service membewith a serious injury or iliness as
defined in this policy. A husband and wife who cmesuch a covered service member continues to be
limited to a combined total of 12

weeks FMLA leave for reasons 1 through 3 in Sedboe and for any qualifying exigency during a year
as defined in this policy. For example, a husbardivaife who are both eligible employees and whe car
for such

a covered service member for 16 weeks during adrmperiod could only take a combined total of 10
weeks for reasons 1 through 3 in Section One ananfp qualifying exigency.

Medical Certification **

The District may require the eligible employee bbain certification of the covered service member’'s
serious health condition to help the District deti@e if the requested leave qualifies for FMLA leav
The District may deny FMLA leave if an eligible elmyee fails to provide requested certification.

Employee Notice to District
Foreseeable Leave:

When the need for leave to care for a spouse,,qialietnt or next of kin who is a covered servicelmam
with a serious illness or injury is clearly foreabke at least 30 days in advance, the employeé shal
provide the District with not less than 30 daysicebefore the date the leave is to begin of the
employee's intention to take leave for the spetifemson. An eligible employee who has no reasenabl
excuse for his/her failure to provide the Distrigth timely advance notice of the need for FMLAJea
may delay the FMLA coverage of such leave untitlags after the date the employee provides notice.

If the need for FMLA leave is foreseeable less tBamlays in advance, the employee shall notify the
District as soon as practicable. If the employdls fa notify as soon as practicable, the Distmiety
delay granting FMLA leave for the length of timatlthe employee should have provided notice and
when the employee actually gave notice.

When the need for leave is to care for a spouskel, g@arent or next of kin who is a covered
servicemember with a serious illness or injury, éhgloyee shall make a reasonable effort to sckedul
the treatment so as not to disrupt unduly the dipersof the district subject to the approval af tiealth
care provider of the spouse, son, daughter, onpafe¢he employee.

Unforeseeable Leave:

When the approximate timing of the need for leavedt foreseeable, an employee shall provide the
District notice of the need for leave as soon astable given the facts and circumstances of the
particular case. Ordinarily, the employee shalifpdhe District within two (2) working days of leaing
of the need for leave, except in extraordinarywintstances where such notice is not feasible. Nateg
be provided in person, by telephone, telegraph,damther electronic means. If the eligible empley



fails to notify the District as required unless thiure to comply is justified by unusual circumstes,
the FMLA leave may be delayed or denied.

Substitution of Paid Leave

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

Intermittent or Reduced Schedule Leave

To the extent practicable, employees requestirggrinittent or reduced schedule leave to care for a
spouse, child, parent or next of kin who is a cedeservicemember with a serious illness or injinalls
provide the District with not less than 30 daydice before the date the leave is to begin, of the
employee's intention to take leave.

Eligible employees may take intermittent or reduseldedule FMLA leave to care for a spouse, child,
parent or next of kin who is a covered servicememliin a serious illness or injury when the medical
need is best accommodated by such a scheduleligiidecemployee shall make a reasonable effort to
schedule the treatment so as not to disrupt urttelpperations of the employer, subject to the agr
of the health care provider.

When granting leave on an intermittent or reduedutdule to care for a spouse, child, parent or oext
kin who is a covered servicemember with a serithusgs or injury that is foreseeable based on @dnn
medical treatment, the District may temporarilynster eligible employees for the period of schedule
intermittent or reduced leave to an alternativeatwosfor which the employee is qualified and which
better accommodates recurring periods of leave dioas the employee's regular position. The altemat
position shall have equivalent pay and benefitsdiogs not have to have equivalent duties. When the
employee is able to return to full-time work, thepoyee shall be placed in the same or equivatdmag
he/she had when the leave began.

Special Provisions relating to Instructional Emploes (as defined in this policy)

The FMLA definition of "instructional employeestwers a small number of classified employees. Any
classified employee covered under the FMLA defimitof an “instructional employee" and whose FMLA
leave falls under Act's special leave provisiotatiteg to "instructional employees" shall be goestiby
the applicable portions of policy 3.32—LICENSED PERNNEL FAMILY MEDICAL LEAVE.
Notes: This policy is similar to Policy 3.32. Ify@hange this policy, review 3.32 at the same
time to ensure applicable consistency betweenvibe t

Determining whether an absence qualifies as FMiavé is DISTRICT responsibility and not the
employee’s. While much of the statutes’ languaderseto an employee’s request for FMLA leave,
the employee hadO mandatoryresponsibility for initiating the exchange of infieation that might
relate his/her absence to that of the FMLA. Thergishas the right and the duty to ask for enough
information concerning an employee’s absence toenaattetermination. The employee has the
responsibility and duty to respond to questiongdshk an effort for the District to make the inlitia
determination. Any issue of medical certificationbe provided by the employee is secondary to that
of informal questioning to determine whether theeatre does in fact, fall under the FMLA umbrella.
The



District must fulfill its responsibility for theqsting of employee FMLA notice requirements to make
those requirements enforceable. This is done thrgogting the notices available at the link in
footnote #3AND by the employee’s receipt of this policy in thepoyee handbook.

!t is possible for a full time employee to be diigi for FMLA leave one year and not the next. For
example, if an employee on a 190 day contract tdieefull 12 weeks of FMLA leave in year one,
that would mean the employee only worked 130 dagsuming the employee is credited for 8 hours
per workday, the employee would have only workediO1(130 x 8=1040) which would make the
employee ineligible for FMLA leave for the yearl@aling the year in which the employee took the
leave.

?Districts can choose one of four possible “12-mqetods.” 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 year starting on an employee’s
“anniversary” date;
3) The 12-month period measured forward from the dateemployee’s first FMLA leave
for reasons 1 through 5 begins;
4) A rolling 12-month period measured backward from date an employee uses any
FMLA leave for reasons 1 through 5.

3 A Department of Labor poster along with severalitttal forms that are necessary to fulfill
FMLA's requirements are available at http://www.dolv/whd/fmla/index.htm. Please note that the
DOL forms lack the required disclaimer requiredthy Genetic Information Nondiscrimination Act
(GINA). We suggest that you include the followimggjuage taken from the final rule implementing
the GINA:

The Genetic Information Nondiscrimination Act 008GGINA) prohibits employers and other
entities covered by GINA Title Il from requesting@quiring genetic information of an individual or
family member of the individual, except as spedlificallowed by this law. To comply with this law,
we are asking that you not provide any geneticrimédion when responding to this request for
medical information. “Genetic information,” as deéid by GINA, includes an individual's family
medical history, the results of an individual’sfamily member’s genetic tests, the fact that an
individual or an individual's family member sougittreceived genetic services, and genetic
information of a fetus carried by an individual am individual's family member or an embryo
lawfully held by an individual or family member efdng assistive reproductive services.

* We suggest you use the Department of Labddsce of Eligibility and Rights and Responsibiti
form (otherwise known as Appendix D) to help yoliiliithe requirements of this section. It's
available at the link in footnote #3 or by callitg ASBA office. When making the determination,
we suggest initially erring on the side of grantindretroactively designating leave as FMLA has
more potential liability for the district if the grioyee can demonstrate the initial failure to gtaet
leave under FMLA caused him/her harm or injurydue to receipt of the medical certification, it
turns out that the leave does not qualify, you nééd to readjust the available FMLA leave
accordingly.

®> As used in this policy, “applicable” is a very iorpant word. Some leave taken under FMLA also
applies to sick leave and therefore, the employideyet paid for the leave to the extent the employ
has sick leave accrued. Other leave taken underd-iglinot applicable to sick leave and therefore
the FMLA leave is unpaid. For instance, “applicdeleve” in terms of time taken under FMLA due
to the birth of a child will vary depending on tla@guage in your District’s policy on sick leavieor
instance, if sick leave may be taken “for reasoparysonal illness or iliness in the immediate fgil



(based on the statutory definition in 6-17-1202) an employee gives birth to a child, she may take
sick leave for the amount of time that her persphgkician deems it necessary for her to physically
recover from childbirth. Once the medically neeggdime has passed, sick leave is no longer
appropriate and cannot be used. While under theA;he employee could take additional time off
work, she would need to take unpaid FMLA leavetlids purpose, unless she had personal days or
vacation days available. However, if your disthies a much more liberal definition of sick leawe i

District policy, the results could be entirely difént. Another example would be the potential for
overlap between pregnancy complications that aoiske level of a “serious health condition.” For
instance, pregnancy complications that rose téethe of a “serious health condition” would qualify
for both, while missing work for a dentist’'s appmirent would qualify for sick leave, but would not
qualify for FMLA leave. Consult policy 8.5—CLASSIED EMPLOYEES SICK LEAVE when
making the determination of what sick leave quadifinder both policies.

® There are several issues that must be addressieelvritten notice. Appendix E of Part 825
available from the Wage and Hour Division of the D&artment of Labor is a good way to both
give your

employee written notice and help ensure you hasleded the necessary information in the notice.
Appendix E is available at the link contained iotftote #3 or by calling the ASBA office.

"The District cannot cancel an employee’s insurdocéhe employee’s failure to pay his/her share of
the premium until the payment is 30 or more dates [@he District must give prior, written notice to
the employee at least 15 days prior to the canoslaf the policy stating that the policy will be
terminated on a given date if payment is not rezgbivy that date which must be at least 15 days from
the date of the letter.

8Due to the district’s liability for meeting the ngigement of this paragraph and similar obligations
for life insurance premiums or other benefits, Ehigtrict needs to consider picking up the costs of
such premiums during an employeatgpaid FMLA leaveif the employee fails to pay his/her share
of the costs. If the District elects to maintaircisibenefits during the leave, at the conclusiolea¥e
the District is entitled to recover only the casisurred for paying the employee's share of any
premiums whether or not the employee returns t&kwio help you decide if you should choose to
pay premium costs in such a situation, the follgnéxcept from 29 CFR 825.212(c):

If coverage lapses because an employee has not reqdieed premium payments, upon the
employee's return from FMLA leave the employer mtilstestore the employee to coverage/benefits
equivalent to those the employee would have Hedve had not been taken and the premium
payment(s) had not been missed, including familyjependent coverage. See § 825.215(d)(1)
through (5). In such case, an employee may noegeired to meet any qualification requirements
imposed by the plan, including any new preexistimgdition waiting period, to wait for an open
season, or to pass a medical examination to obr&iimstatement of coverage. If an employer
terminates an employee's insurance in accordantethiis section and fails to restore the
employee's health insurance as required by thisseapon the employee's return, the employer may
be liable for benefits lost by reason of the viidliat for other actual monetary losses sustained as
direct result of the violation, and for appropriagguitable relief tailored to the harm suffered.

° You may choose the time interval of the requirety doi report, but it must be reasonable.
19 ASBA model policy 8.5—CLASSIFIED EMPLOYEES SICK I&E includes language entitling

employees with up to 15 days of sick leave in @sthear for issue relating to the adoption of @hil
| you have not adopted this provision, delete #nfthis sentence. Include reason #1 if you have a



liberal sick leave policy that would permit leaeelte taken for bonding with a new born son or
daughter.

" The Department of LaborBesignation Noticdas entries that address this section’s requirtsnen
It's very helpful. Unfortunately, the titles of tiEOL forms leave a lot to be desired. The Desigmati
noticeand the Medical Condition Certificatiofiorm are both listed as Appendix E. For this secti
you will actually need both of them; tiesignation Noticéo fulfill your notice requirements and
the

medical certification form to enable you to deterenif the employee’s leave is actually covered
under the FMLA. They are both available at the limkootnote #3 or by calling the ASBA office.

2 The types and amounts of leave available for tigodar type of qualifying exigency are covered in
29 C.F.R. § 825.126. Call the ASBA office for a go@/hile the current CFR has not been updated
since the FMLA law was amended, it can still bgphdlto give an idea of the types of circumstances

that trigger leave eligibility.

13 You can use Appendix Gertification of Qualifying Exigency for Militarydmily Leaveto obtain
the certification. (It hasn’t been updated to nthetchanges in the FMLA law, but it will work. It's
available at the link in footnote #3 or by callithge ASBA office.

1 You can use Appendix K overed Service Member Serious Injtogm to obtain the certification.
It's available at the link in footnote #3 or by load the ASBA office.

Cross Reference: 8.5—CLASSIFIED EMPLOYEES SICK LHAV

Legal References: 29 USC 88 2601 et seq.
29 CFR part 825

Date Adopted:
Last Revised: June 12, 2012

* All school districts are covered under the Familg &edical Leave Act and are required to keep
certain payroll and employee identification recaads post pertinent notices regarding FMLA for its
employees. Employees, however, are only eligiblé-fdLA benefits if the district has 50 or more
employees within a 75-mile radius of the distriaiffices. Your district may choose to offer FMLA
benefits to your employees even though they aréecbnically eligible. If your district has lessath50
employees and chooses not to offer FMLA benefiis following policy serves to inform your employees
of why FMLA benefits do not apply to them and cobklp to avoid possible confusion resulting froma th
posting of FMLA notices.

7.21— SCHOOL BUS DRIVER'S USE OF CELL PHONES

Any driver of a motor vehicle which is privately oed and operated for compensation, or which is
owned, leased or otherwise operated by, or fob#mefit of the District, and is operated for the
transportation of children to or from school or@shsponsored activity shall not operate a schasl b
while using a cell phone unless the vehicle islgaft the road with the parking brake engaged;dth



for assistance due to a mechanical problem wittbtise or to communicate with any of the following
emergency situations.

An emergency system response operator or 911 pedfiety communications dispatcher;
A hospital or emergency room;

A physician's office or health clinic;

An ambulance or fire department rescue service;

A fire department, fire protection district, or vakeer fire department; or

A police department.

Legal References: A.C.A.8§6-19-120

Date Adopted: October 14, 2003
Last Revised: June 12, 2012

7.22— CLASSIFIED PERSONNEL CELL PHONE USE

Use of cell phones or other electronic communicatievices by employees during their designated work
time for other than District approved purposegristy forbidden unless specifically approved in
advance by the superintendent, building principatheir designee’s.

District staff shall not be given cell phones omputers for any purpose other than their spec#e u
associated with school business. School employbesuse a school issued cell phenes and/or computers
for non-school purposes, except as permitted biribipolicy, shall be subject to discipline, upaod
including termination. School employees who araessDistrict cell phones due to the requirements of
their position may use the phone for personal usamn‘as needed” basis provided it is not during
designated work timé.

All employees are forbidden from using school issoell phones while driving any vehicle at any time
Violation may result in disciplinary action up tndaincluding termination.

Notes: This policy is similar to Policy 3.34. If you amge this policy, review 3.34 at the same time tsuea
applicable consistency between the two.

! The goal is to eliminate the use of cell phoneindudesignated work time. You may change who
has the authority to approve the use of cell phdngsu wish to.

*The IRS has changed its position regarding theofidéstrict issued cell phones for personal use for
those employees who have a genuiaedfor a cell phone due to their job’s duties. Célbpes
cannotbe issues as a fringe benefit, but only as atitegie” need related to their job’s
responsibilities. There is no longer a need to kesgk of personal calls and claim their value as
income. The district has the option of supplying fthone directly to the employee or of reimbursing
the employee for the cost of his/her personal phbatkis used for both District and personal
purposes. Any such reimbursement can only be #osrecific employee and not any other
individuals associated with that employee’s cethaplan. There has been no change to the use of
school computers for personal purposes.



% This sentence is included because insurance coespaave ruled that injuries occurring while
driving and talking on school issued cell phonessarbject to workers comp awards.

Cross References: 4.47— POSSESSION AND USE OF CHHIONES, BEEPERS, ETC.
7.14—USE OF DISTRICT CELL PHONES AND COMPUTERS

Legal Reference: IRS Publication 15 B

Date Adopted: July 12, 2005
Last Revised: June 12, 2012

7.23 CLASSIFIED PERSONNEL RESPONSIBILITIES GOVERNIN G
BULLYING

School employees who have witnessed, or are keligblmed that, a student has been a victim dyibgl as
defined in this policy, including a single actiohigh if allowed to continue would constitute butigi shall report
the incident(s) to the principal. The principah@’her designee shall be responsible for in\asiigthe
incident(s) to determine if disciplinary actioiarranted.

The person or persons reporting behavior theydentm be bullying shall not be subject to retalaor reprisal
in any form.

District staff is required to help enforce impletagion of the district’s anti-bullying policy. Tstrict's
definition of bullying is included below. Studemtbo bully another person are to be held accownfabtheir
actions whether they occur on school equipmentouapty; off school property; at a school sponsored
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 continueuid
constitute bullying, to their teacher or the budgprincipal. The report may be made anonymously.

A school principal or his or her designee who reegia credible report or complaint of bullying $ipabmptly
investigate the complaint or report and make arckobthe investigation and any action taken assallt of the
investigation.

Definitions:

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

» Bullying means the intentional harassment, intimidatiomilation, ridicule, defamation, or threat
or incitement of violence by a student againsttarattudent or public school employee by a written,
verbal, electronic, or physical act that may addassattribute of the other student, public school
employee, or person with whom the other studeptiblic school employee is associated and that
causes or creates actual or reasonably foreseeable:

* Physical harm to a public school employee or stumtetiamage to the public school employee’s oresitsl
property,

» Substantial interference with a student’s educatiosith a public school employee’s role in edwsati

* A hostile educational environment for one (1) orersiudents or public school employees due tostveisy,
persistence, or pervasiveness of the act; or



» Substantial disruption of the orderly operatiothefschool or educational environment;

Electronic act means without limitation a commutiiceor image transmitted by means of an electriendce,
including without limitation a telephone, wirelgg®ne or other wireless communications device, otenjor
pager that results in the substantial disruptiche@brderly operation of the school or educatienglronment.
Electronic acts of bullying are prohibited whetbenot the electronic act originated on school @rypor with
school equipment, if the electronic act is diresigecifically at students or school personnel aalttiously
intended for the purpose of disrupting school,lagla high likelihood of succeeding in that purpose

Harassment means a pattern of unwelcome verbhysical conduct relating to another person’s clutistnally
or statutorily protected status that causes, soredly should be expected to cause, substattidemnence with
the other’s performance in the school environment.

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 foomdearning or function as an educational uniabse of a
hostile environment;

» Severe or repetitive disciplinary measures areateiedthe classroom or during educational actssitie

» Exhibition of other behaviors by students or edanat staff that substantially interfere with tiearning
environment.

Examples of “Bullying” may include but are not lizd to a pattern of behavior involving one or nadrine

following:

1. Sarcastic comments "compliments" about anotheesitiglpersonal appearance or actual or

perceived attributes,

Pointed questions intended to embarrass or humjiliat

Mocking, taunting or belittling,

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

Demeaning humor relating to a student’s race, geedenicity 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, asothe

11. Sexual harassment, as governed by policy 8.20sdsaaform of bullying,

12. Teasing or name-calling based on the belief orgmicn that an individual is not conforming to
expected gender roles (Example: “Slut”) or condwds homosexual, regardless of whether the
student self-identifies as homosexual (Examplesiu“dre so gay.” “Fag” “Queer”).

CONORWN

Notes: A school employee who has reported violationseuide school district's policy shall be immune
from any tort liability which may arise from theiltae to remedy the reported incident.

Act 907 of 2011 requires all personnel to receiaiing related to compliance with the district's
antibullying policies.

This policy is similar to Policy 3.38. If you chamthis policy, review 3.38at the same time to emsyplicable
consistency between the two.



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

Date Adopted: July 12, 2005
Last Revised: June 14, 2011

7.24 CLASSIFIED PERSONNEL LEAVE - INJURY FROM ASSAULT

Any staff member who, while in the course of thesmployment, is injured by an assault or other vible
act; while intervening in a student fight, whilesti&ining a student; or while protecting a studestn
harm, shall be granted a leave of absence for opeq1) year from the date of the injury, withl fody.

A leave of absence granted under this policy stalbe charged to the classified employee’s siaide
In order to obtain leave under the policy, the sifesd employee must present documentation ofrihey
from a physician, with an estimate for time of reexy sufficient to enable the classified employee t
return to work, and written statements from wit@ss@r other documentation as appropriate to angive
incident) to prove that the incident occurred ie tdourse of the classified employee’s employment.
Legal Reference: A.C.A. 6-17-1308

Date Adopted: July 12, 2005
Date Revised:

7.25 CLASSIFIED PERSONNEL ASSIGNMENTS
The superintendent shall be responsible for assigmoncertified personnel.

Date Adopted: July 12, 2005
Date Revised:

7.26 CLASSIFIED PERSONNEL TERMINATION AND NON-RENEW AL

For procedures relating to the termination and remewal of noncertified employees, please refén¢o
Public School Employee Fair Hearing Act A.C.A. 8 6-1701 through 1705. The Act specifically is not
made a part of this policy by this reference.

A copy of the code is available in the office o tbrincipal of each school building.

Date Adopted: July 12, 2005
Date Revised:

7.27 CLASSIFIED PERSONNEL REDUCTION IN FORCE

SECTION ONE
The School Board acknowledges its authority to cehd reduction in force (RIF) when a decrease in
enrollment or other reason(s) make such a redunggessary or desirable. A RIF will be conducted




when the need for a reduction in the work forceeexis the normal rate of attrition for that portasrhe
staff that is in excess of the needs of the distisodetermined by the superintendent.

In effecting a reduction in force, the primary goaf the school district shall be: what is in thest
interests of the students; to maintain accreditaticcompliance with the Standards of Accreditafion
Arkansas Public Schools and/or the North Centrab&ition; and the needs of the district. A redurcti
in force will be implemented when the superintendimtermines it is advisable to do so and shall be
effected through non-renewal, termination, or bodmy reduction in force will be conducted by
evaluating the needs and long- and short-term giddle school district in relation to the staffiofythe
district.

If a reduction in force becomes necessary, thesR#Hl be conducted separately for each occupational
category of classified personnel identified witttie district on the basis of each employee’s yefirs
service. The employee within each occupationalgraiewith the least years of experience will bel lai
off first. The employee with the most years of eoyphent in the district as compared to other emmeye
in the same category shall be laid off last. Inglaent that employees within a given occupational
category have the same length of service to thaaithe one with the earlier hire date, basedaie of
board action, will prevail.

When the District is conducting a RIF, all potelyiaffected, classified employees shall receaésting
of the personnel within their category with corrasging totals of years of service. Upon receipthef
list, each employee has ten (10) working days wittiiich to appeal his or her total years of servio
the superintendent whose decision shall be finratept for changes made pursuant to the appeals
process, no changes will be made to the list tloaldvaffect an employee’s total after the listakeased.

Total years of service to the district shall ingdutbn-continuous years of service; in other woads,
employee who left the district and returned latér lvave the total years of service counted, frdm a
periods of employment. Working fewer than 160 daya school year shall not constitute a year. Lengt
of service in a licensed position shall not countthe purpose of length of service for a clasdifie
position. There is no right or implied right foryaemployee to “bump” or displace any other employee
This specifically does not allow a licensed empéowdo might wish to assume a classified position to
displace a classified employee.

Pursuant to any reduction in force brought aboutdnsolidation or annexation and as a part ofid, t
salaries of all employees will be brought into cdiemce, by a partial RIF if necessary, with theefeing
district’s salary schedule. Further adjustmentstvdlmade if length of contract or job assignments
changé' A Partial RIF may also be conducted in conjunctigti any job reassignment whether or not it
is conducted in relation to an annexation or cadatbn.

If a classified employee is hon-renewed underghigy, he or she shall be offered an opporturotiilt
a classified vacancy comparable as to pay, redpititysand contract length to the position from whi
the employee was non-renewed, and for which héeissqualified for a period of up to two (2) years
with the starting date of the two (2) year perieihlg the date of board action on the non-renewal
recommendation. The non-renewed employee shallifible to be recalled for a period of two (2) s&a
in reverse order of the layoff to any position ¥drich he or she is qualified. No right of recalbBlexist
for non-renewal from a stipend, or non-renewalegluction of a stipend, or non-renewal to reduce
contract length. Notice of vacancies to non-reneamgloyees shall be by first class mail to all
employees reasonably believed to be both qualifiednd subject to rehire for a particular positeord
they shall have 10 working days from the date thatotification is mailed in which to conditionall
accept or reject the offer of a position with tiotual offer going to the qualified employee witke tmost
years of service who responds within the 10 dag friod. A lack of response or a non-renewed



employee’s refusal of an offer of a position oreamployee’s acceptance of a position but failursiga

an employment contract within two business dayhefcontract being presented to the employee shall
end the district’'s obligation to rehire the noneaed employee and no further rights to be rehined s
exist.

SECTION TWO

Option A?

In the event the district is involved in an annexabr consolidation, employees from all the didi
involved will be ranked according to years of seeviA year of employment at an annexed or
consolidated district will be counted the same gsa at the receiving or resulting district. Nedit for
years of service will be given at other public dvate schools, or for higher education or Educstio
Service Cooperative employment.

Option B?

The employees of any school district which annéaesr consolidates with, the Booneville School
District will be subject to dismissal or retentianthe discretion of the school board, on the
recommendation of the superintendent, solely orb#fsés of need for such employees on the parteof th
Booneville School District, if any, at the timethE annexation or consolidation, or within nine3@)
days after the effective date of the annexatiotomisolidation. The need for any employee of theezad
or consolidated school district shall be determis@iély by the superintendent and school boartief t
Booneville School District.

Such employees will not be considered as havingsaniority within the Booneville School Districtén
may not claim an entitlement under a reductioroied to any position held by a Booneville School
District employee prior to, or at the time of, orop to the expiration of ninety (90) days aftee th
consolidation or annexation, if the notificatioropision below is undertaken by the superintendent.

The superintendent shall mail or have hand-deli/éne notification to such employee of his intentio
recommend non-renewal or termination pursuantremaction in force within ninety (90) days of the
effective date of the annexation or consolidatioorider to effect the provisions of this sectionhf -
Booneville School District’s reduction-in-force . Any such employees who are non-renewed or
terminated pursuant to Section Two are not sulijexcall. Any such employees shall be paid atabe
for each person on the appropriate level on thergalchedule of the annexed or consolidated distric
during those ninety (90) days and/or through threpdetion of the reduction-in-force process.

This subsection of the reduction-in-force policglhot be interpreted to provide that the superident
must wait ninety (90) days from the effective daft¢he annexation or consolidation in order to éssu
notification of his intention to recommend dismigs@ough reduction-in-force, but merely that the
superintendent has that period of time in whiclssoie notification so as to be able to invoke the
provisions of this section.

The intention of this section is to ensure thaséhBooneville School District employees who are
employed prior to the annexation or consolidatioallsnot be displaced by employees of the annexed o
consolidated district by application of the redaoitin-force policy.

Notes: ' For example, if the district’s salary schedule jled for a range of salaries for maintenance
employees ranging from $8.50 an hour to $12.50cam, fand one maintenance employee is making
$14.00 an hour, the superintendent, as part dRtRewould send a letter of partial nonrenewahi®
maintenance employee to bring the salary into campé with the salary schedule.



2 Select the option of your choice. If you choosgi@pB, the ninety (90) day time period may be
lengthened or shortened (within reason) to suit yoeaference.

Legal Reference: A.C.A. 8 6-17-2407

Date Adopted: July 12, 2005
Date Revised: June 12, 2012

7.28---- CLASSIFIED 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 places restrictionseonoffenders with a Level 1 sex offender
having the least restrictions (lowest likelihoodcommitting another sex crime), and Level 4 sex
offenders having the most restrictions (higheslitood 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 prohibitidiiese 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 exemuested, aid school administrators in
enforcing the restrictions placed on campus adoekevel 3 and Level 4 sex offenders.

It is the intention of the board of directors tdadtrict staff not stigmatize students whose parent
or guardians are sex offenders while taking necgstaps to safeguard the school community
and comply with state law. Each school’'s admintgirashould establish procedures so attention
is not drawn to the accommodations necessary fistexed sex offender parents or guardians.

! For example, if a sex offender parent will arrfgeconferences 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 be requirddetep confidential both the sex offender status
and sex offender accommodations made for a parent.

Legal Reference: A.C.A. 8 12-12-913 (g) (2)
Arkansas Department of Education Guidelinesftegan’s Law”
A.C.A. §5-14-131

Date Adopted: June 12, 2007
Last Revised:

8.34— CLASSIFIED PERSONNEL WHO ARE MANDATORY REPORT ERS
DUTY TO REPORT CHILD ABUSE, MALTREATMENT OR NEGLECT

It is the statutory duty of noncertified schooltdigd employeesvho are mandatory reporters' and who
have reasonable cause to suspect child abuse weatalent to directly and personally report these
suspicions to the Arkansas Child Abuse Hotlinecaling 1-800-482-5964. Failure to report suspected
child abuse, maltreatment or neglect by callingHledline can lead to criminal prosecution and iindlisal



civil liability of the person who has this duty.obfication of local or state law enforcement does
satisfy the duty to report; only notification by ams of the Child Abuse Hotline discharges this duty

The duty to report suspected child abuse or maitrerat is a direct and personal duty for statutory
mandatory reporters, and cannot be assigned ayatettto another person. There is no duty to
investigate, confirm or substantiate statementadest may have made which form the basis of the
reasonable cause to believe that the student maylieen abused or subjected to maltreatment by
another person; however, a person with a dutygortanay find it helpful to make a limited inquity
assist in the formation of a belief that child algumaltreatment or neglect has occurred, or toaule
such a beliéf Employees and volunteers who call the Child Alddetline in good faith are immune
from civil liability and criminal prosecution.

By law, no school district or school district emyde may prohibit or restrict an employee or volente
who is a mandatory reporterfrom directly reporting suspected child abuse aftreatment, or require
that any person notify or seek permission from pangon before making a report to the Child Abuse
Hotline.

Notes: * For a listing of who qualifies as mandatory repstrefer to A.C.A. § 12-18-402(b).

2 This is a delicate matter and the district wouddalise to avail itself of professional developmient
this area available from DHS and other sources1&86 of 2009, codified at A.C.A. 8 6-61-133,
requires professional development related to ahiédtreatment for licensed employees and includes
school nurses, school social workers, and schgahadogists in the list of “licensed employees”
who must receive the required PD.

This policy is similar to Policy 3.40. If you chamthis policy, review 3.40 at the same time to emsu
applicable consistency between the two.

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:

7.30— CLASSIFIED PERSONNEL VIDEO SURVEILLANCE AND OTHER
MONITORING

The Board of Directors has a responsibility to ne@mdiscipline, protect the safety, security,
and welfare of its students, staff, and visitorslevht the same time safeguarding district
facilities, vehicles, and equipment. As part ofiflihg this responsibility, the board authorizes
the use of video/audio surveillance cameras, auionantification, data compilation devices,
and technology capable of tracking the physication of district equipment, students, and/or
personnel.

The placement of video/audio surveillance camehna#i be based on the presumption and belief
that students, staff and visitors have no reasenaqpectation of privacy anywhere on or near



school property, facilities, vehicles, or equipmenith the exception of places such as rest
rooms or dressing areas where an expectation offyld/acy is reasonable and customary.

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

The district shall retain copies of video recordingtil they are erasedhich may be
accomplished by either deletion or copying ovehwaithew recording.

Videos, automatic identification, or data compgat containing evidence of a violation of
district personnel policies and/or state or fedienalshall be retained until the issue of the
misconduct is no longer subject to review or appsaletermined by board policy or staff
handbook any release or viewing of such records shall kecoordance with current law.

Staff who vandalize, damage, defeat, disable, madeeinoperable (temporarily or permanently)
surveillance cameras and equipment, automaticifation, or data compilation devices shall
be subject to appropriate disciplinary action agfénral to appropriate law enforcement
authorities.

Video recordings and automatic identification otadeompilation records may become a part of
a staff member’s personnel record.

Note: This policy is similar to policies 4.48 aBdl1. If you change this policy, review 4.48 and
3.41 at the same time to ensure applicable consigteetween the policies.

Date Adopted: June 14, 2011
Last Revised:

7.31- (ASBA 8.37)—CLASSIFIED PERSONNEL SOCIAL NETWCORKING AND ETHICS

District staff are encouraged to use educatiorddrtelogy, the Internet, and
professional/education social networks to helperatsident achievement and to improve
communication with parents and students. Howeeehrtology and social networking websites
also offer staff many ways they can present therasalnprofessionally and/or interact with
students inappropriately.

It is the duty of each staff member to appropriatelinage all interactions with students,
regardless of whether contact or interaction wigttualent occurs face-to-face or by means of
technology, to ensure that the appropriate statfftt relationship is maintained. This includes
instances when students initiate contact or beleamgpropriately themselves.

Public school employees are, and always have Iedohfo a high standard of behavior. Staff
members are reminded that whether specific sortsmtacts are permitted or not specifically
forbidden by policy, they will be held to a higlastlard of conduct in all their interactions with



students. Failure to create, enforce and main{ganogriate professional and interpersonal
boundaries with students could adversely affecOis#rict’s relationship with the community
and jeopardize the employee’s employment with ibgict.

Definitions:

Social networking websites are online groups afimét users allowing communication between
multiple individuals. The fundamental purpose ofiabnetworking websites is to socialize.
Examples include, but are not limited to, FacebddkSpace, and Twitter. Staff members are
discouraged from creating personal social netwgrkites to which they invite students to be
friends or followers. Employees taking such action do so at their osk and are advised to
monitor the site’s privacy settings regularly.

Professional/education social networks are edutaticented websites designed to allow and
encourage staff and students to communicate atabooate around school subjects and
projects. District employees may set up blogs ahdrgrofessional/education social networking
accounts using District resources and followingiisguideline$ to promote communications
with students, parents, and the community concgreamool-related activities and for the
purpose of supplementing classroom instruction.e&smg professional/education social
networks during school hours is permitted.

Blogs are a type of networking and can be eithelasor professional in their orientation.
Professional blogs, approved by the principal sfftér designee, are encouraged and can
provide a place for staff to inform students ancepts on school related activities. Social blogs
are discouraged to the extent they involve stadf stadents in a non-education oriented format.

Staff are reminded that the same relationship, @&xgé, interaction, information, or behavior

that would be unacceptable in a non-technologiediom, is unacceptable when done through
the use of technology. In fact, due to the vasttyeased potential audience digital dissemination
presents, extra caution must be exercised bytstaifisure they don't cross the line of
acceptability. A good rule of thumb for staff tceus, “if you wouldn't say it face-to-face in a
group, don’t say it online.”

Whether permitted or not specifically forbiddengmticy, or when expressed in an adult-to-
adult, face-to-face context, what in other mediwihexpression could remain private opinions,
when expressed by staff on a social networking weldsave the potential to be disseminated far
beyond the speaker’s desire or intention.

This could undermine the public’s perception ofitidividual’s fitness to interact with students,
thus undermining the employee’s effectivenesshigway, the expression and publication of
such opinions, could potentially lead to disciptinaction being taken against the staff member,
up to and including termination or nonrenewal & tontract of employment.

Accessing social networking websites for persosal during school hours is prohibited, except
during breaks or preparation periods. Staff arealisaged from accessing social networking
websites on personal equipment during their breakiéor preparation periods because, while
this is not prohibited, it may give the public apmce that such access is occurring during



instructional time. Staff shall not access socetivorking websites using district equipment at
any time, including during breaks or preparatioriqeks, except in an emergency situation or
with the express prior permission of administratidh school district employees who
participate in social networking websites shall past any school district data, documents,
photographs, logos, or other district owned or te@anformation on any website. Further, the
posting of any private or confidential school didtmaterial on such websites is strictly
prohibited.

Specifically, the following forms of technology leakinteractivity or connectivity are expressly
permitted or forbiddeA:

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

This policy is similar to policy 3.45. If you chaadhis policy, review 3.45 at the same time
to ensure applicable consistency between the two.

! The policy’s separate definitions for “social netking websites” and
“professional/education social networks” are impott Districts are encouraged to establish
“professional/education social networks” as an ptai@de means of teacher and district
communication with students and parents. This eavesto discourage inappropriate
staff/student interactions on “social networkingos#es.” ASBA strongly suggests using the
discussions for modifying/personalizing this pola&ya means for generating the acceptable
guidelines and procedures for staff creation ofgig social networks. We recommexd@T
incorporating the guidelines into the policy, bawh them available for all staff to review.
Incorporating them into the policy will make it nfubarder to change them if the need
arises.

ZWhat is and is not acceptable staff/student intemaon social networking websites is an
education community decision, and will vary frorstdct to district. As a general rule, the
greater the degree of real-life connections areractivity between staff and students that
normally occur in the community, the greater tHerance will be for virtual connections
and interactivity. Use the following list to helpige discussions with staff to determine
which items should be included in the policy anthwihat modifications/stipulations. It is
as important to include in the policy whaipermitted as whas not permitted. Your
discussions may elicit additional bullets to in@ud the policy.

» Sharing personal landline or cell phone numberk stitdents;

* Text messaging students;

« Emailing students other than through and to schootrolled and monitored

accounts;
» Soliciting students as friends or contacts on s$a@awvorking websites;

» Accepting the solicitation of students as friendsantacts on social networking
websites;



» Creation of administratively approved and sanctibrigroups” on social networking
websites that permit the broadcast of informatiagout granting students access to
staff member’s personal information;

» Sharing personal websites or other media accessnation with students through
which the staff member would share personal inféionaand occurrences.

Date Adopted: June 14, 2011
Last Revised:

Social Networking Discussion Background

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

Electronic interactions lack the opportunity whielee-to-face interactions present that help
enable those involved to determine if the inform@atgxchanged has been understood and
interpreted appropriately. The potential for miscoumication presented by social networking
websites increases the possibility that seemingipcent communication could be
misinterpreted and result in disciplinary action.

Fairness demands that if staff members could patgntace disciplinary action based on their
behavior relative to social networking websitesatmtonstitutes both acceptable and
unacceptable conduct be made clear to them thrpaolity and guidance delivered at staff
meetings and professional development offerings.

The goals of this document are to stimulate disonssn how to personalize ASBA’s model
policy and help provide guidelines for what will bensidered acceptable use of social and
professional websites. This is a policy that weljuire professional development on a regular
basis to help ensure everyone understands it. ape tine discussions will also help to identify
areas that need to be included in training staffi@w to responsibly navigate the world of social
networking websites.

Some staff members will be more knowledgeable ara/mfortable than others discussing the
issues raised in the policy. It might be helpfuhttve those who are more knowledgeable give
those less knowledgeable a brief background tutonaocial networks. Patience is a virtue;
those currently adept staff are reminded thatéwtbrld of technology, a generation is roughly
three to five years. It might not be long before thdept staff” are outdone by today’s young
students.

An underlying issue in the discussion of socialnweking websites is that many long established
privacy boundaries are rapidly being questioneabiigd, or outright repudiated. While there is
no doubt technology, and social networking webse=cifically, challenges most of the long
established norms in education, there is also mbthat the use of technology is a major



element of education’s future. One important tastoistrike a balance between the new and the
old.

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

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

A couple of websites that might be helpful as y@cudss the policy and training needs are the
following:

http://doug-johnson.squarespace.com/blue-skunktpiix®/8/20/networking-guidelines-
revised.html

http://blog.socialcast.com/education-2-0-socialmeking-and-education/

Please use the following questions along with idtarl footnote #2 of the model policy to help
guide and focus your discussion(s).

Who will be responsible for granting a requestde ar create a professional/education social
networking site — the immediate supervisor, supenident, district/school webmaster? One
benefit of prior permission is that it serves a®pan notice of the existence of the site to give
the teacher cover in case of complaints. It alsoseave as a reminder to the teacher of the
acceptable parameters of the site and its use.

What guidelines are to be followed in the sitesation?

What are the staff member’s responsibilities in ifimg/maintaining the site once it is
established? Who, if anyone, will have the resgualitséauthority for monitoring the site for the
release of student information in violation of stahd federal law?

Will you require parents of students under ageoléidn a permission form granting the
student’s access to the professional/educatiorakoetworks site? Requiring advance
permission can serve as a cover for the teachease of complaints.

7.32 (ASBA 8.38)—CLASSIFIED PERSONNEL VACATIONS
240 day contracted employees are credited withay® df vacatiohat the beginning of each

fiscal year. This is based on the assumption tiiall aontract year will be worked. If an
employee fails to finish the contract year duestsignation or termination, the employee’s final



check will be reduced at the rate of .833 dayswpanth, or major portion of a month, for any
days used but not earned.

All vacation time must be approved by the supendént who shall consider the staffing needs
of the district in making his/her determination.

No employee shall be entitled to more than 15 adyscation as of the first day of each fiscal
year. The permissible carry forward includes thelags credited upon the start of the fiscal
year. Employees having accrued vacation totalingertttan 15 days as of the date this policy is
implemented shall not be eligible to increase tinalmer of days carried forward during their
employment with the distri¢tEarned but unused vacation will be paid uponestént,
termination, or nonrenewal at the employee’s curdaily rate of pay.

Notes: This policy is similar to policy 3.46. by change this policy, review policy 3.46 at theea
time to ensure applicable consistency betweenibe t

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

Z Insert the position that will be responsible fppeoving vacation requests.

®This sentence should be included whether you argihg your previous policy or you
have not had a policy but have had pinactice of allowing and paying accrued vacation
greater than 15 days. It will help limit your fueufiscal liability.

Date Adopted: June 14, 2011
Last Revised:

7.33 —DEPOSITING COLLECTED FUNDS

From time to time, staff members may collect fumdihe course of their employment. It is the
responsibility of any staff member to deposit sfigids they have collected daflinto the appropriate
accounts for which they have been collected. ThEeBuatendent or his/her designee shall be resplensib
for determining the need for receipts for funddestied and other record keeping requirements and of
notifying staff of the requirements.

Staff that use any funds collected in the courstheif employment for personal purposes, or whaditp
such funds in a personal account, may be subjelistipline up to and including termination.

Notes: This policy is similar to policy 3.47—DEPO®8G COLLECTED FUNDS. If you change this
policy, review 3.47 at the same time to ensureiagiple consistency between the two.



'“Daily” is a suggested length of time that alignishapolicy 7.7. You may select a different time
period, but if you change it, be sure to chang&pal.7 to match. The reason for this policy anal th
shorter timeline is to protect both the districtl @mployees from possible overnight theft which is
only covered by insurance if there are receipf@rtwe the existence of the funds and even therg the
is a deductable (often $1000). It could often leedhse that the receipts and the funds would tiein
same envelope and be stolen at the same time.dtwerbline is that the daily timeline is to protect
both the district and the employee.

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



