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EMERSON-TAYLOR-BRADLEY SCHOOL DISTRICT

PERSONNEL POLICIES

DISTRICT NAME & INFORMATI ON

Official Name of School District:
EmersonTaylor-Bradley School District

LEA# 1408
EmersonHigh School Taylor High School Bradley High School
LEA# 14-08-002 LEA# 14-08-019 LEA# 14-08-007
212 Qayson$St. 506 East Pine S. 521 School Stred
Emerson,Arkansas Taylor, Arkansas Bradley,

Arkansas



EmersonElementary Taylor Elementary Bradley

Elementry
LEA# 14-08-001 LEA# 14-08-018 LEA# 14-08-006
508 West Main St. 506 EastPine S. 521 School Stred
Emerson,Arkansas Taylor, Arkansas Bradley,
Arkansas

Central Administrative office is located on the Tglor Campus.
NOTICE OF NON-DISCRIMINATION & E QUAL OPPORTUNITY

The EmersonTaylor-Bradley School Distrct doesnot dscriminate ofthe basisof race, color,
national origin, sex, age, handicap, religion, creed or similar persoral distinction in admission,
aacessto treament, oremployment in its pragrams, ativities orpolicies. No person in the
EmersonTaylor-Bradley School Distrct shall besubpded to disrimination in regard to
employment,retention, promotiontransfer or dismissal in ay educaional program, activity or
policy which is undr thejurisdiction ofthe Board of Diredors.

PHILOSOPHY

The EmersonTaylor-Bradley school is an integral part of thecommunity in which it exists and its
efforts should belirededtoward improvingthe quality of human living. We believe that
improvingthe guwlity of humanliving often takes place by aiming toward development of slf-
realization, resped of humanrelationships,emnomic efficiency, consciousness ofcivil
responsbility, and mowl and ethicd values.

VISION

The EmersonTaylor-Bradley School envisions &aring and cooperative learning community that
empowers al studentdo succeal, lean and beproductive and responsble in adynamic and
diverseworld.

MISSON

Emerson/Taylor School District, in partnershipwith thecommunity, will help sudentsto believe in
themelves, respect others and experience the joy of leaning. We strive toprovide asafe and
seaureleaning environment for every student. By providing equity of accessto quality educational
progams,technology and services, we will give all studentghetools to help them pursuea better
future.

BOARD OF DIRECTORS
TheBoard of Directors ismadeup ofseven (7) membe's, elected by zoneby the qualified electors for

the ermsas gedfied by law. Offices electedby the oard arePresidat, Vice-President,Seaetary,
and Disburang Officer. The Disbursig Officer shall be designated by resolution and sich



resoluion shall befil ed with the courty Treasurer and theDiredor ofthe Department of Finance and
Administration. TheSuperintendent of Schoolswill serve as ex-officio financial secretary.

At the first regular meding following theannual election, theBoard of Diredors ofthe Emerson-
Taylor-Bradley School District will eled officers and designate theDisbursng Officer and Alternate
DisbursingOfficer.

No warrant or ched, other than food service or activity funds, $al bevalid in abgnce of the
following manwal or facsimile signatures: (a) DisbursingOfficer, (b) Sugrintendent of Schools,and
(c) District Treesurer.

TheBoard of Directors isrequired by law to establish pesonrel policies within the distret. Said
policies skl befil ed, dongwith anaffidavit Sgned by the President,attesting compliance with
statelaw requiring personnel policies, withthe Chairman of theStateBoard of Educaion.

All personrel policies adoptedby the Board shall be available toeach teacher or administrator
employed by the school district.

TheBoard shall provide for a Committeeon Personrel Policies,as compo®d by law, to annually
review the personrel policies ofthe Board to determineif additional polcies oramendnentsto
existing policiesare needed. TheConmitteemay proposenew policies or amendmentsto existing
policies.

TheBoard shall consider and adopt, rgject, amend or refer back to the Committeefor further study any
revisions, propoad polices oramendnentsthat are submtted to theBoard for consiceration.

DUTIES OF THE BOARD OF DIRECTORS

TheBoard of Directorsfunctionsas apolicy making baly. Members ofthe Board exercise
authorty only when in sesson as aBoard and as aConmitteeof theWhole. Board minues
consttute lgal binding action and polcy procedure. TheBoard of Diredors is \estedwith the
general administration and survision ofthe shool district. Actual sugrvision, administration
and mainteance of thedistrict are delegated to he Superintendent of Schools as thechief
exeautive officer of theBoard. The Board as awhole orany individual memberwill refer
communicaions orconplaints fomteaders, parents, @Erons,employees or studentsto the
Superintendent of Schods. Ony in thosecases where satisfadion cannot be madeby the
Superintendent, Principal, or teader will communicationsand complaints bereferred tothe
Board. After heaing eviderce submttedby the Supentendent in siwch events,the Board will, if
it deems advisald, grant a hearing to the parties involved.

MEETIN GS OF THE BOARD OF DIRECTORS

The EmersonTaylor-Bradley School District Board of Diredors $all hold regular morthly and
spedal meetings as prescribed by law. TheBoard shall condict regular meetings on thesecond
Thursday of each morth beginning a 7:00 p.m.in the Supéantenden t 6ffsces @ated in the
EmersonElementary Building, theTaylor High School Building, and theBradley High School
Building. Spedal medings will be held in the Sperintenden t dfice ©he order of busiressis
as follows:



(1) Call to order

(2) Realing of minutes of grevious mesting
(3)Unfinished busiress

(4)New business (5)

Adjournment

Although all meetings are public, they are not open to pubic comment urlessthe agendaincludes
individual orgroupaddress. To bplaced on theagenda, awrittenrequest must be submited tothe
Superintendent at leastten (10)days priorto the next regularly scheduledmeeting. In the event of
an emergency, theBoard may waive thewritten request requirement.

The minutes ofthe pevious neeing(s) will be recorded by the Board and signed by the Resident
and Seaetary as thefirst ad of theregular meeting. Theminutes shll record theattendance of

the bard meding. Minuteswill correctly reflect the names ofthosewho nmeke motions, £oond
motions and tk outcones of thevote. Thetime of adjournment will also berecorded. Minutes of
all meetings shall beecorded and copies may berequestedfrom theOffice of the

Superintendent. Minutes shll also be posted on thdistrict 6 eb site.

PERSONNEL POLICIESCOMM ITTEE

The EmersonTaylor-Bradley School Distrrct shall have acommitteeon personrel policies, which
shall consist of six(6) classroom ¢aders, two(2) from each campus buiding level, and thiee (3)
administrators, ong1) from each campus. Theslassroom ¢adier members shall beelected by a
majarity of the clasgsoom teaders employed inthe district by secret ballotin anelection
condwtedby the eadhers. Each campus buliding level shallelect members inde@ndently.
Eleded membe's of the committeeshall serve atwo (2) year term. Therefore, elections forthe
committeewill takeplace every second year beginning with the 2013-14 school year. In theevent
thatan elected memberof the committeeis not ableo finish treir full term, the campusbuilding
level that is representedshall elect areplacement committeememler to finish theremainder of
the &rm.

The Personrel Policies Canmittee shall organize itself in thefirst quater of each school year, elect a
chairman and seaetary, and develop acalendar of meetings thraughouttheyea to review the
district 6 essonpel policies to dtermineif additional policies oramendnentsto existing policiesare
needed.

Minutes ofthe committeemeetings will be pronptly reported and distribued to membe's of the
board and posed in the buildings of the district including the administrative offices.

TheBoard of Directors mustadopt, iject, orrefer back to the policies committeefor further
study any proposed poicies oramendnentsto existing policies. New policies oramendnentsto
existing policiesby the Board of Diredors shall be submited to thecommitteeat least five (5)
working days kefore presentationto theBoard.

3.10 LICENSED PERSONNEL SALARY SCHEDULE



** See Appendix A for salary schedule

Statelaw requires each District to include its tecdher salary schedule, ncluding stipendsand other
material benefits, in its written personrel policies unéssthe District reaognizes ateachersO  uni o n
in its polices for, amongotherthings, thenegotiation ofsalaries. In developing the salary

schedule, theDistrict will esiblish anormal basecontrad period for teachers. The District is

required to postthe salary schedule on its vebsie by Septemler 15 of each year and should pdce

an obvioushyperlink, button, or nenu item onthewebsie's honepage that links diredly to the

current year licensed poiciesand slary schedule.

A teader is eligible for placement on the msterés degree salary schedulewhen he/she las a

maserG degree in anareathat isconsicered relevant to theemployeed s sitjpro For thepurposes

of this pdicy, amastré degree or higher is consdered frelevant to theemployeeb s p o siiit i on 0
related to edicaion, guidarce coungling, or theteacherd6 sontentareaand has keen awarded for
suwccessfulcompletion ofa program at the maserds level or higher.

Teaterswho have earned amaseré degreein anareathat is consicered relevant to the
employeedb s p o sdefihed io this polsy are responsble for reporting and suppying a
transcript to the suprintendent. Theappropriate salary increasewill bereflected in the ext
paycheck provided itis at least three weeks fromthetime thenotice and documenttion is
delivered All salary changeswill beon afgo forwar dbesis, and no lack pay will be awarded.

Teaderswho have earned suficient college hourstoward adegreerelevant to the teacherés
employment to varrant a salary change on the disrict 6akary schedule are responsble for
reporting and suppying atranscript to the suprintendent. Theappropriate salary increasewill be
reflected in the Bxt paychedk provided itis at least three weeks fromthetime thenotice and
documenttion is celivered All salary changes will be on afigo forwardo basis, and nobad pay
will be awarded.

ArkansasProfesgonal Pathway to Educator Licensure (APPEL) Program

Ead employee newly hired by the district to teach under the Arkansas Professonal Pathway to
Educaor Licensure(APPEL) Program shall intially beplaced on he salary schedule in the
caegory of a bachelor6 segre with no experience, unless thPPEL program empbyee has
previous teaching experience which requires adifferent pacement on theschedule. Upon
receiving his’her initial or standard teaching license, theemployee shall be movedto the posibon
on the slary schedule hat corresponddo the evel of education degree earned by the employee
which is relevant to theemployeeb s p o0 s | oyeed segraks Biith dre not relevant to the
APPEL program's postion stall not appy when determining his/her placement on the @ary
schedule. Ateacher with anon-traditional provisional licenseshall beeligible for siep inareases
with each siwccesdve yea of employment, just as would éeadher posgssng atraditional
teaching license.

Licensed employee, seeking additional area or areas oflicensure

Licensed employees whoare working onan ALP to gain licensurein anadditional area are entitled
to pacanent on thedary schedule commensuate with their current license, level of education



degree and years ofexperience Degrees which are not relevant to theemployeeb s  p o i ioti o n

apply when determining higher placement on thesalary schedule.
Persannel Payment of Salary

Licensed s&ff salaries shallbe according to the Board approved Licensed Salary Scheduleand
Supplenental Salary Schedule. Thesaary shall be in accordance with the Boardé salarg
schedule as determined by certifi cation, experience and/orany other criteria approved by the
Board in kegping with the laws ofthestae. Thecontrad shall fix the &rm of employmentand
thecompenstion to berecaved. Any changein employment sétus,terms, orcompenstion paid
shall requirethe exeaution ofa new contract. Additional pay may be contractedfor additional
services orassgnmentsas allowed by law and agreed upon letween theBoard and theemployee.
Certifi ed personrel may chooseto receve their salary in ten (10) or twelve (12) equal payments.
Onewho chooses to eceve his or ler salary in ten (10) paymentswill receive thefirst ppyment in
Septemter and the &st payment in June. Thosewho choosetwelve (12) payments will receive
their first ppyment inSeptemter and the D™, 11" and 12" paymentsin June.

In caseany employee enters late orresigns durng the shool year the salary will be paid accordingto
the numiler of days adually worked at thedaily rate of pay calculated by dividing the contraded salary
by the contraded numberof days.

Although contradsissted in May will be based on thecurrent degreeheld by the employee, contracts
for those eachers competing aMastad degreein the summewill beamended in August dter they
turn in veifi caion ofcompletion ofthe Mastad degree.

Any increase in fundsreceived by the distrct for any school year that are requied to be pid to
cetifi ed personrel will be distributed equally by the Board, orthe fundswill bedistributed urequally
based on amajarity voteof thecertifi ed stff and approved by the Board.

Payday will bethe 15" of eadr morth. In the event that the 15" falls on aSaturday, Sunday or
school hdiday, payday will be thelast school dy prior to the 15™.

Legal References: A.C.A. 8§ 617-201, 2022403
A.C.A. 8 620-2305f)(4)
ADE Rues Gowerning Schod District Requirements forPersonrel Policies,
Salary Schedules, Minmum Salaries, and Dacuments Posted to Difrict
Webstes

Last Revised: August 2013

3.20 LICENSED PERSONNEL EVALUATIONS

TheBoard of Directorsbelieves that he professonal evaluation d persomel is integral to the
success of thadistrict and direds theadministration to esthlish acontinuous progam for the
evaluation ofall personrel. Thedistrict shall pravide suficient personrel and resouices tosuppat
this praggram. Theinformation gained from theseperformance evaluationsshall beused inthe
planningof staff developmentand in-service training activitieswhich are designed to improve
instruction and rofessonal competerce

10
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For thepurposes of this poky:

"Probationary principal” is a pincipal who hes rot compleed three consecutive years of
experience as a principal in anArkansas school dstrict. Any principal hired by the District who

has completed his/ler probationary period at andher Arkansas district slll be consicered

proketionary for theprincipal's first year of employment with theDistrict. AProbationary princi p a | 0
as used in tts policy does not fave the sme nmeaning and legal significance as thewords

fproketionary teacher ésit is used inthe Teacher Far Dismissal Act, A.C.A. 6-17-1501¢«t. seq.

and theefore should oty beapplied in anevaluation context

"Probetionary teader” has the ame definitionas A.C.A. 86-17-1502,and as irnterpreted by case
law. Dueto thecaselaw interpretations,fprobationaryo as used in this polcy may or may not
have the ame meaning and le@l significance astheword fprobationaryo as it is used inthe
Teader Far Dismissal Act satutes, A.C.A.6-17-1501¢€t. seq.

"Teadher" has the ame definitionas A.C.A. §86-17-280319).

Teadters slall beevaluated at least anmially, as required by law, on aschedule prepared by each
schools principal or designee.

Teader and principal evaluationsshall be condwctedat least annally, as required by law. The
superintendent or designeg(s) shall develop procedures togovern theevaluation process and
timelinesfor theevaluations.

Evaluationsshall be based on acomhination ofscheduledand informal obsevations. Additional
and morefrequent informal obrvations will be doneshould itbe determined by the
administration that the olmvations would béelpful in addressng performarce problems.

Sedion Two

Teaders and principalswill beevaluated for continuedemployment puposes und the provisions
and imelines ofthe Teacher Evaluation Suppat System(TESS) and Leader Excdlence and
Development System(LEADS) respectively.

Teaders will be evaluated under the schedule and procedures required by TESS. Each shod-
yea, the distret will conduct a sumnative evaluation onall proketionary teachers as well as any
teacher currently onan "intensivesupport"improvement plan owho hes siccessfuly competed
intensive suppd or participated in an improement plan duing the current or grevious £hoad-
yea. All teachers notcovered inthe previous enterce will have a summativesvaluation at last
once every three years. For the201314 shod-yea, thenon-probationary teachers tobe
sunmatively evaluatedwill be slected by the building level administrator.

All teaders who do not fave a summativeevaluation stall develop a pofessonal growth plan
approved by the eader's evaluatorand their job performance will be measured based on hat
professonal growth plan.

11



Principals will beevaluated usingthe evaluationrubric and otherdocumentation ofLEADS.
Probetionary principals, thoseprincipals who fave been placed onan Intensive Growth Plan or
participated in an impreement planand thoseprincipals who lave not hada sunmative
evaluation fortwo years will have a summatve evaluation. In the years in which aprincipal does
not havea summativeevaluation, the principal shall complete aProfessonal Growth Plan and
otherdocumentsas required under LEADS and their job performance will be measured based on
that pofessonal growth plan. For the2013-14 shodyear, thenon-probationary principals to be
sunmatively evaluatedwill be ®lectedby the distrct level administrator.

Legal References: AC.A. §6-17-1501¢t seq.
A.C.A. 8 617-2801¢t seq.
Arkansas Department of Education RulesGoverning the Teacher Excelence and
Suppat System

Last Revised: August
2013

3.30 EVALUATION OF LICE NSED PERSONNEL BY RELATIVES

No person shll beemployed in, orassgned to, apostion whichwould requirethat hebe
evaluated by any relative, by blood or narriage, including spouseparent, child, grandparent,
grandchild, sibing, aunt, uncle, niece, nephew, orfirst cousin.

3.40 LICENSED PERSONNEL REDUCTION IN FORCE

SECTION ONE
The School Board acknowledges its authoriy to condwct areduction in force (RIF) when a

deaeasein enrollment orotherreason(s)make such areduction recessary or desirable. ARIF
will be condwctedwhen the reed for areductionin thework force exceedsthe namalrate of
attrition for that pation ofthe sff that is in ecess of theneals of te district as atermined by
the suprintendent.

In effeding areductionin force, the primary goals of the shool dstrict shall ke: what is inthe
best interestsof the students;to maintain accreditation in compiance with the Standards of
Accreditation for Arkansas Public Schoolsand/or theNorth Central Assodation; and theneals of
the distrct. A reductionin force will beimplenmentedwhen the suprintendent deermines it is
advisableto do soand dhall be effeded through non-renewal, termination, or both. Any reduction
in force will be condwcted by evaluating the reedsand lorg- and shortterm goals of the school
digtrict, andby examining the stffing of thedistrict in ead licensure areaand/or, if applicable,
spedfic gradelevels.

If areduction in force becomes rcessay in a licensurearea and/or spedfic gradelevel(s), the
teacherd length of srvice in the distrit shall bethe intial determining factor. Theteacher with
the mostyears ofemploymentas alicensed teader in thedistrict ascompared to other teachers
in the same licensure area and/or specific grade level(s) shall prevail. Length of rvicein a
non-certified positon stall not countfor thepurposeof length of srvice for alicensed position.

12



Total years ofservice to thedistrict shall includenon-continuousyears of service. Working fewer
than 160 dys in a shool year shall not canstitute a year.

In theevent that two employees suljed to aRIF have the ame length of srvice, the employee
with the highest number of points as determined by the £hedule cortainedin this polcy shall be
retained. The teacher with thefewest pants will be non-renewed or terminatedfirst. In theevent
two ormoreemployees have the ame nunioer of points, the eader(s) shall be retained whaose
name(s) appear first in the bardd mnutes othedate ofhire. There is noright or impied right
for any teacher to flbunpo or displace any otherteacher.

Points?
A Yeasof service in thedistrictd 1 pointper year
All certified posiionyeas in the distgt count includinghon-continuousyears.
Service in any position not equiring teader licensuredoes notcounttoward years of service.
Working fewer than 160days in aschool year shall not constittie a year.

A Graduate degree in any area of licensurein which the eader will beranked (only the
highest level of points apjy)

1poind Mastad segrek

2 pointsd Masted segre plusthirty additional hous

3 pointsd Educational specialist degree

4 pointsd Doctoral degree

National Board of Professional Teading Stanchrds certifi caiond 3 poirts

Additional academic contentareas of endorsement as icentified by the stateboardd 1 point
per area

Certifi cation for teaching in a statdoard identified shoregearead 2 poirts

Multiple areas and/orgradelevels of licensure as identified by the stateboardd 1 pointper
additional area or grade level asapplicable. For example, aP-4 licenseor a5-8 scial
studes licenseare each worth one point.

ToTo oo

All points avarded must be grified by documentson file with theDistrict by Octoberl ofthe
current schoolyear. Each teacherGs pointsshall betotaled with teadhers ranked by the total points
from highestto lowest. All teachers stall recave a listing of licensed personnel with corresponding
pointtotals. Upon ecapt of thelist, each teacher has ten(10) working days within which to aped
his or her assgnmentof points withthe superintendent whosedecision stall befinal.

A teader with full licensurein a positon shall prevail over ateacher with greater points butwho
is lacking full licensurein that sulga area. AFull licensued means apermanent, nan-contingent
licenseto tead in asubpd areaor gradelevel, in contrast with alicensethat is provisiorl,
tempaary, or condtional on thefulfil Iment ofadditional coursework or passng exams orany
otherrequirement ofthe Arkansas Department of Education, otherthan theattainment of
professonal development training.

Pursuant to any reduction in force brought aboutby consolidation oannexation and as apart of
it, the slaries ofall teacherswill be lrought into compliance, by a partial RIF if necessary, with
therecelving district &atary schedule. Further adjustments will be madeif length of contract or
job assgnmentschange. A Patial RIF may also be conducted inconjunction with any job
reassgnment wiether or notit is condicted inrelation to anannexation orconsolidation.

13



If ateadher is nan-renewed undcer this pdicy, heor sheshall be offered an oppatunity to fill a
any vacancy for which he or sheis required to hdd alicenseas a condtion of employmentand
for which heor sheis qualified by virtue of education, icense, orexperience as cetermined by
the jobrequirements @velopedby the sujgrintendent or cesigneg for a period of up totwo (2)
yeas. Ateadier shell havetheright to berecdled to a licensed positonthat is less than A.0full
timeequivalent (FTE), has lessauthorty or responsihility, or thet has alower compersation leel,
indexor stipendNo teacher shall have any right to berecalled to ay postion that is foralonger
contrad period, has gredaer authorty or responsbility, is for greater than te former FTE, or that
is at ahigher compersation le\el, index or stipend.

Thenonrenewed teader shall berecalled for a period oftwo (2) years inreverseorder of the
layoff to any position for which heor sheis qualified. Noticeof vacanciesshell be by certifi ed
mail and thenorrenewed teachers shall have 10 working days fromthe date that the notifietion
is recaved in which to acept theoffer of aposiion. A ladk of response oateadher'srefusal of a
positon stall end the dirict 6 sigatmmtbreplacethe bid-off teader.

SECTION TWO
In theevent thedistrict is involved in anannexation orconsolidationteahersfromall the didricts

involvedwill beranked according to years of ®rvice, licensume, degrees, and training. A yea of
teadiing at anannexed or consolidaed didrict will be courted thesame as ayear at the recaving
or resuking district. No credit for years of service will begiven at other public or private
schools, orfor higher education orEducational Service Cooperative employment.

Legal Reference A.C.A. 8 617-2407

Last Revised: August 213

3.50 LICENSED PERSONNEL CONTRACT 6 RETURN

An employee shall have thirty (30) days fromthedate ofthe receipt of his contrad for the
following school year in which to return thecontrad, sgned, tothe office of the Superintendent.
Thedate ofreceipt of thecontrad shall bepresumed to be theadate of a cover memo whichwill be
attadhed to the contract.

Falure of an employee to return the ggned corntract to the dfice of the Superintendent within thirty
(30) days of therecept of thecontract shall ogerate as aresignation by the employee. No further

adion on the prt of the employee the Superintendent, or theSchoolBoard shall berequired in
order to meke the employeed eesignation final.

LICENSED PERSONNEL CONTRACTS

Staff membe's are employed annually by the Board of Education on thefollowing schedule:

(1) Superintendent of Schools January
(2) Principals February
(3) All other licensed stff April
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(4) All classfied stff April

All staff memlers are employed onrecommendation by the Prirtipals and the Supentendent of
Schools. All offers torenew contracts shall be made by the Board at its regular meding in April. A
professonal or certifi ed employee shall be consdered employed urness hésheis noified of the
cancellation ornorrenewal of the contrad prior toMay 1 or the current sool year

All licensed s&ff contracts will be issued ofrkanss Department of Edwcation approved contract
forms forpublic schools.

All licensed contracts will be for aperiod of not lessthan 190 cys except as allowed by law.
Extenced lergth contads may be issued for positionsas speifi ed by law, Standards of
Accaeditation orat thediscretion ofthe Board of Directors.

All twelve (12) monthemployees shall be contractedfor atotal of 240 days, which includes &n
(10) days ofpaid vacation.

1. Paid vacaions must b@pproved by the sugrintendent prior to keing taken.

2. Unusd vacation days may be accumuated up toa maximum of 20 dys.

3. Upon Tetirementan employee may receive compensation for any unused vacadion days at the
rate ofone-half (1/2) of theemployeed daily rate of pay.

*Retirement mans fomthe Emerson-Taylor-Bradlkey School District andnot enering employment
with anotler Arkansas <hool dstrict, educaional cooperative, date education agency or college.

Transfer of Vacation Days

The EmersonTaylor-Bradley School District will not acept, through tranger, any vacaion days.

3.60 LICENSED PERSONNEL EMPLOYEE TRAINING

For thepuroses of this polcy, professonal development means aset of coordinated, panned learning
adivitiesfor teachers and administrators that:
A Isrequired by statute or the Arkansas Department of Education; or
A Medsthefollowing criteria
o Improves the knavledge, skills, and effectivenessof teaders;
o0 Improves the knavledge and skils ofadministratorsand paraprofessonals corcerning
effective instructional strategiesand methods;
0 Leads to mproved studnt academic achievemert; and o |s researched-based and
standards-based.

All employees shall atted all local professonal development training sessonsas directed by his/her
supervisor.

TheDistrict shall develop and implement a pbn for theprofessonal development ofits licensed
employees. TheDistrictés plan shall, in pat, align District resources to adiressthe professonal
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development ectivities icentified in each sch 0 o AC&I®. Theplan slall describe how the
District @asegorica funds will be usd to addess deficiencies in student @rformance and any
identified academic achievement gyps letween groups of stuents. At theend of each school year,
the District shallevaluatethe pofessonal developmentadiviti e effédtivenessin improving
student prformance and closing achievementgaps.

Ead licensed employee sthall receive a minimum of skty (60) hours of professonal development
annuelly to be fulfilled between Junel and May 31. Licensed employees are required to oliain
their sixty (60) hours of approved professonal development each year over afive-year period as
part of licensue renewal requirements.Professonal development hoursearned in excess of skty
(60) in the designated year cannotbe carried over to the next yea.

Licensed employees whoare preventedfrom oliaining the required professional development
hours dueo their illness orthe illness ofan immediatefamily memberas defined in A.C.A. 86-
17-1202 tave until theend ofthe following school year to meke up thedeficient hous. Missed
hours ofprofessonal development shdl be madeup with prdessonal development that is
subgantially similar to that whth was nmissed.This imeextension des notabsolvethe employee
from also oldining the following yearés required 60 hous of pofessonal development. Failureto
obtainrequired professonal development or to nake up nssed pofessonal development could
lead to dsciplinary consequences, up to temination or nonrenewal of the contrad of employment.

Thegoal of all professonal development activities shall beimproved gudent achievementand
acalemic performarce that resuts inindividual, schoolwide, and system-wide improvement
designed to ensurethatall students demonste proficiency on the sited assessments. The
District 06 refesgonal development plan shall demonstiate scientificaly research-based best
practice, and slall be based on stuent achievement dataand in algnment with applieble ADE
Rulesand/or Arkansas code.

Teaders and administrators stall beinvolved inthe design, implementation, andevaluation of
the pbn for their own professonal dewvelopment. Theresuks ofthe evaluation made by the
participants ineach program shall be

used to continuouly improvethe District 6 refesgional development offerings and torevise the
schoolimprovement plan.

Flexible professonal development hours flex hours) are thosehous which an employee is allowed to
subsitute pofessonal development activities, diferent than thoseoffered by the District, butwhich
still meet criteria of either theemployeed mdividual ImprovementPlan, Prdessonal Growth Plan, the
sch 0 o | &I®, orAdth. The District shall determine onan annual basis how many, if any, flex hous
of professonal development it will allow to be substuted for District scheduled pofessonal
development offerings. The determination nmay be madeat an individual building, agrade, or by
subpd basis. Théistrict adminstration and the buildng principal have the authorty to require
attendance at speific professonal development activities. Empoyees must recave advance approval
fromthebuilding principal for activities they wish to havequalify for flex professonal development
hours.To thefullest extent posible, professonal development ectivitiesare to be sheduledand
attended sich tha teadhers do not msstheir regular teaching assgnments. Six (6) approved flex hous
credited toward fulfil ling the sixty (60) hour requirement slall equal one contrad day. Hours of
professonal development earned by an employee that is not at theequest of the District and is in
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excess of skty (60) or not pre-approved by the bulding principal skall not be credited toward
fulfilling therequired numberof contrad days for thatemployee.?2 Hours earned thatcounttoward the
required sixty (60) also counttoward therequired numberof contrad days for thatemployee.
Employees dhall be paid their daily rate of pay for professonal development hourseanedat the
request of theDistrict that necesstatethe employee work morethan the mumberof days required by
their contract.

Teadters and administrators who,for any reason, misgart or al of any scheduled pofessonal
development activity they were required to attend, mustmake up therequired hous in comprable
adivitieswhich are to bepre-approved by the bulding principal.

To receive credit for hig’her professonal developmentadivity each employee is responsble for
obtainingand submiting dauments ofttendance, or competion for each professonal
development ectivity he/sheattends. Daumentation is to be subrtted tothe Superintendent or
designee. TheDistrict shall maintairell documents suimitted by its employees which refl ect
completion of professonal dewvelopment programs, whether such programs were provided by the
District or an outsde arganization.

To theextentrequired by ADE Rues, empoyees will receive up to six(6) hours ofeducational
technology professonal development which is to bentegratedwithin other professonel
development offerings.

Beginning in the 2013-14 schod-year and every fourthyear thereafter, all mandited reporters and
licensed persomel shallrecave the training related to childmaltreatment required under A.C.A. 8§
6-61133d)(e)(2).

"mandited reporters’ includes shool saial workers, psychologists, and nurses.

Beginning in schod-year 2014-15 and every fourth year thereafter, teachers shall ecave two (2)
hours ofprofessonal development desgned to enhance their understanding of effedive parental
involvement stetegies.

Beginning in schod-year 2014-15 and every fourth year thereafter, administrators shall receive
two (2) hours ofprofessonal dewvelopment desgned to enlance their understandingof effedive
parental invdvement stratgiesand the imporance of administrative leadershipin stting
expedationsand creating aclimatecondicive to parental participation.

Beginning in the 2015-16 schod-year and every fourthyear thereafter, all licensed personrel shall
receive two (2) hours of professonal development in teen sucide awareness andorevention which
may be obtaired by self-review of suitablesurcide prevention matrials appoved by ADE.

Beginning in the 2016-17 schod-year and every fourthyear thereafter, teachers who provide
instruction in Arkansas history shall receive at leasttwo (2) hours ofprofessional development in
Arkansas histay as part of theteadher's gxty (60) hours annual requirement.

Anticipatedrescuers slall recave training in cardiopuimonary resuscitatiorand the usef
automated external defibrillators as required by ADE Rule. Suchraining shall counttoward the
required annual hours ofprofessonal development.
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At least onceevery three (3) years, personsemployed as athletics coades; shell receve training
related to cacussons, ethydration, orotherhealth emergenciesaswell ass t u d esdthaadd h
safety issues related toenvironmentl issuesand communicable dieases.

All licensed personrel shall receive training related to compiance with the District  @rgibullying
policies.

For each administrator, the sixty (60) hour professional aevelopment requirement slall include
training in datadisaggreggtion, instrictional leadership,and fiscd management.

Superintendents and otlr District desgnees shallrecave the Initial, Tier 1, and Tier2 training
required by ADEG s e&GoVerning the Arkansas Finarcial Accounting and Reporting System
and Annwal Training Requirements.

Teadters professonal development shall met the requirements pescribed under the Teacher
Evaluation Suppat System (TESS.3

Teachers required by the superintendent, bulding prircipal, ortheir designee to take approved
training related toteaching an advance placementclassfor asuljed covered by the College
Board and Eduwational Testing Service shell receive up tothirty (30) hours of credit toward the
sixty (60) hous of professional development required annually.

Licensed personrel may ean upto twelve (12) hours ofprofessonal developmentfor timethey are
required to sgend intheir instructional classroom, diice or media center prior to thefirst day of
student/tacher interaction provided the time is spent in acardance with the statelaw and current
ADE rules that deal with professonal development. Thehous may be earned through online
professonal development appoved by the ADE provided the pofessonal development relates to
the distrct 6 sCIPAr®l the eaderés professonal growth plan.

Teadters are eligible to recave fifteen (15) professional cevelopment hous forathree-hour
graduate level college coursetha meetsthecriteriaidentified in law and the applicable ADE
rules. TheBoard hall determineif the hours earned apply toward therequired sixty (60). A
maximum of thirty (30) such hous rmay be applied toward thesixty (60) hours ofprofessonal
development required annually.

Empbyees who do not reeive or furnish da@umentation of therequired annual professonal
development jeopardize the accreditation oftheir school andacademic achievement oftheir
studentsFalure of an employee to receive sixty (60) hous of professonal development in any
given year, unkss dieto illness as prmitted by law, ADE Rule,and this policy, shall be grounds
for disciplinay action up to and iduding termination.

Approved professonal development ectivities may include conferences, workshas, irstitutes,
individual learning, mertoring, peer coading, study groups,National Board for Professonal
Teading Standards Cetifi cation, distace learning, internships, Digrict /school piograms, and
approved college/university course work.
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Professonal development activities slall relateto the following areas: conent (K-12); ingructional
strategies; assessment;dvocacy/leadership; systemic change process;standards, frameworks, and
curriculum algnment; supevision; mentoring/coaching; educational technology; principles of
learning/de\elopmental stages; mgnitive research; paent involvenent; building a collaborative
learning community; andstudent ldth and wellness.

Legal References:  Arkansas StateBoard of Educaion: Standards ofAccreditation 15.04
ADE Rues Governing Professonal Development
ADE Rues Gowerning the Arkansas Financial Accounting and Reporting
Systemand Anrual Training Requirements
A.C.A. 8610122, 123
A.C.A. 8§ 615404()(2)
A.C.A. 8 6151004c)
A.C.A. 86151703
A.C.A. §616-1203
A.C.A. 8617-703
A.C.A.8617-704
A.C.A. 8§617-708
A.C.A. 8§ 617-709
A.C.A. 8 617-2806
A.C.A. § 617-2808
A.C.A. 8 620-2204
A.C.A. 8§ 620-2303(15)
A.C.A. §661-133

Last Revised: August 213

3.70 LICENSED PERSONNEL DRUG TESTING

Scope of Policy

Ead person hred for apostion whichallows orrequires that theemployee operate any type of
motor vehicle which is grivately owned and goerated for compensation, orwhich is owred, leased or
othewise operated by, or for the kenefit of the District, and is opratedfor thetransporttion of
children to orfrom hool or school sponsaad activity shall undergo a physical examination,
includingadrug test. Each persorts intial empbymentfor ajob entiling a safety senstive function
is conditioned upon theistrict recaving a negative drug test esult for that empbyee. Theoffer of
employment isalso comlitioned upon

the employeed signisg an authorization for therequest forinformationby the distret fromthe
Commercial Driver Alcohol andDrug Testing Database.

Methods of Testing
Thecolledion, testingmethodsand sendards $wall be determined by the agency or other medical

organizationschosen by the School Board to conduct the colledion and testing of samples. The
drugand alcohol testing is to becondicted by a laboratory certifi ed pursuant to the mostecent
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guidelines issed by the United SatesDepartment of Hedth and Hunman Services for such
facilities. ( Mandatory Guidelinesfor Fedral Workplace Drug Testing Programs)0

Definition

Safety senstive function includes:

a) All time spent inspeding, rvicing, and/or peparing the \ehicle;

b) All time spent drivingthe \ehicle;

c) All time spent loading or unloadingthe vehicle or supervising the loading or unloading of the
vehicle; and

d) All time spent repairing, obtainingasgstarce, orremainingin atterdance upon adisabkd vehicle.

R irem

Employees dhall bedrug and alcohol free from thetime theemployee is required to beready to
work untl theemployee is relieved fromtheresponsihility for performing wak and/orany time
they are performing asafety-senstive function. In addition to the esting required as an initial
condtion of employmert, employees shall subnt to stbsequent drug tests asequired by law
and/orregulation. Subsequent testing includes, and/or istriggered by, butis not Imited to:

1. Randomtests;

2. Testing in conjurctionwith an acadent;

3. Recaving acitation for amowving traffic violation; and

4. Reasorable suspicion.

hibiti

A. No diver shall report for duty or remain on diy requiring the performance of safety-senstive
functions whilehaving an alcohol concentration of 0.04or greater;

No driver shell usealcohol while performing safety-senstive functions;

No driver shell perform safety-senstive functions within four(4) hous after usingalcohol;

No driver required totake a pog-acddentalcohol test undr # 2aboveshall usealcohol for

eight (8) hours following theaccident or uitil he/sheundergoes a pog-accdent acoholtest,

whichever ocaursfirst;

E. No diver shall refuseto submitto analcohol ordrugtest in conjuction with # 1, 2, and/of
abowe;

F. No diver shall reportfor duty or remain on day requiring the performance of safety-senstive
functions wlen using any controlled subsance, except when used pursuant to the instrations
of alicensed medical practitioner, knowledgeable of thedriver6 s rg¢smaisibilities, who las
advised thariver that the subsance will not adversely affea the driverés ability to safely
operate his/ter vehicle. It is theemployeed sesponshility to inform his/hersupervisor of the
employeed s ofissch medcaion;

G. No diver shell report for duty, remain on duy, or perform asafety-sengtive function if the

driver testspositive or hasadulterated orsubsituted atest speimen for controlled subsances.

00w
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Violation of any of theseprohibitionsmay lead to disciplinay adion keing taken against the
employee, which could include ermination or ron-renewal.

Testing for Cause

Drivers involved inan accident in which tlere is alossof anotherpersorts life shell betesed for
alcoholand controlled substartces as soon agracticable following the accident. Drivers shdl also
betestedfor alcohol within eight (8) hours and for controlled subsances within thirty two (32)
hoursfollowing an accidentfor which they receive a citation for amowving traffic violationif the
acdadent invdved: 1) balily injury to any personwho, as aresult of theinjury, immedetely
receves medcd treament avay fromthe scene of the accident, or2) one or mare motor vehicles
incurs disabling damage as aresult of theaccidentrequiring the motor ehicle to betranspoted
away from the sene by atow truck or other motor vehicle.

R | mi

Refusal to submitto analcohol orcontrolled subsance test neans thet thedriver

A Failed to apea for any test within areasoreble period oftimeas determined by the employer
consistent wih applicable Department of Transporgtion agency regulation;

Faled to remain at the &sting site until thetesting pr@esswas completed;

Falled to providea urine spedamen for any required drug test;

Faled to providea sufficient amountof urine without anadequate medicd reason br thefailure;

Faled to undego amedcd examination as directed by the Medical Review Officer as part of the
verification process forthe previous listedreason;

Faled ordedined to submit to asecond test tht the employer or colledor has directed the driver

to take;
Faled to cogerate with any of the testing process;and/or
Adulterated orsubsituted atest esult as reported by the Medical Review Officer.

for Violat

Drivers whoengage in any conduct prohibitedby this polcy, who refuseto takearequired drug
or alcohol test, efuseto sign therequest forinformation equired by law, or who exceel the
aaceptablelimits fortherespedive tests shall ndonger beallowed to pe&form sdety senstive
functions. Actions egarding their continued employment shall betaken in relationto their
inability to perform these functionsand could includetermination ornon-renewal of their
contrad of employment.

ToTo  To  DoToIo Do

Drivers whoexhibit signs of violding the prohibtions of this pdicy relating to atohol or
controlled subsances stall not bealowed to peform orcontinueto peform sdety-senstive
functions if they exhibit thosesigns durng, justprecaling, or just dter the period ofthework day
that thedriver is required to be incompiance with the provisions of this pbtcy. Thisaction stall
be based on sgcifi ¢, contempaaneous,articulatable obgrvationsconcerning the behavior,
speed, orbody odors ofthe diver. TheSuperintendent or higher designee shall requirethe
driver to subnit to freasonab | e s u tegisifazalcolatand controlled substnces. The
diredion to subnt to siwch testanust be nadejust before, justafter, or during the time the diver
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is peforming safety-sensitive functions. If circumstarces prohibitthe esting of thedriver the
Superintendent or higher designee shall remove the diver fromreporting for, orremaining on,
duty for aminimum of 24 hous fromthetime theobservation was male triggering the driverd s
removal fom duy.

If theresulks for an alcohol test adminisered to a diver is equal to orgreder than 0.02, butess
than 0.04, thelriver shell be prohibited from performing safety-senstive functions fora period
notlessthan 24 hous from thetime the test was administered. Unlessthe lossof duty time
triggers otler employment congquence policies, no further other action againstthe diveris
authorized by this policy for test esuks showng an alcohol concentration of lessthan 0.04.

Legal Reference A.C.A. 8§ 619108
A.C.A. § 2723-201¢t s=q.
49 CF.R. § 3821017 605
49 CF.R. § @t 40
Arkansas Division ofAcademic Fadlitiesand Transporgtion Rules
Gowerning Maintenance and Operations ofArkansas Public SchoolBuses
and Physical Examinations of SchooBus Drivers

3.80 LICENSED PERSONNEL SICK LEAVE
Definitions
1. AEmployeeod is afull-time employee of the District.

2. fSick Leaved is abgnce from wak dueto illness,whether by the employee or amember of the
employeed s madiate family, or dueto adeah in thefamily. The principal shall determine
whethersick leave will be approved onthe lasisof a deah ouside themmediatefamily of the
employee.

3. fCurment Sick Leaved means thoseadays of sick eave for the current cortrad year, which leave
is granted at therate ofoneday of sick leave per contaded month, or r@or part thereof.

4. fAccumuated Sick Leaved is thetotal of unused sick leave, up to amaximum of ore-hunded
twenty (120) days accrued fom previous contrad, but notused.

Sick Leave

Theprincipal hes the décretion to appove sick leave for an employee to atend thefuneral of a
personwho is not elated to the employee, uncer circumgances deemedapprofriate by the
principal. Such approved sick leave shell not exceed onehalf day.

Employees who are adopting or seeking to adopt aminor child or minorchildren may useup to 15

sick leave days inany school year for absences relating to the adoption, includingtime reeded for
travel, time reeded for home visits,time needed for document tanslation,submision or
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preparation, ime sgnt with legal or adoption agency representatives, tne spent in court and
bondingtime. See&lso, 3.32---

LISENCED PRSONNEL FAMILY MEDICAL LEAVE, which also applies. Except for bondingtime,
documenttion slall be provided by the employee uponrequest.

Pay for unused scck leave shall beat the certifi ed substtute diily rate of pay. Absences for illness
in excess of theemployeed accumuated and current sick leave shall resultin a deduction from
theemployeed pay at thedaily rate which is tret of theemploye& s  tontraded slary
divided by the numlar of days employed in the contrad.

At the digretion ofthe principal (or Supeintendent), and, if FMLA is applicable, subgd to the
cetifi cation orrecertifi cation provisionscontaired in pdicy 3.320 LICENSED PERSONNEL
FAMILY MEDICAL LEAVE, theDistrict may requireawritten stagment of theemployeed s
physician. Failure to provide sich documenttion of illnessmay resultin sick leave not beng paid,
or in digmissal.

Should a eader be absent frequently during a school year, and if such apattern of absences
continues, or is easonably expeded tocontinue, the Supantendent may relieve the teacher of
hig’her assignment(with Board approval) and assgn the eacher substitie duty at theteadherés
daily rate of pay. Shouldtheteadher fail, or otherwise be unable, toreport for subgitute duy
when caled, the teacher will becharged aday of sick leave, if available.

Temporary reassgnmentmay also be dfered or required in certain circumstarces as provied in
3.30
LICENSED PERSONNEL FAMILY MEDICAL LEAVE.

Excesdve absentesism, whatever the cause, to the extent that theemployee is not carrying out his
assgned duties to anextent that theeducation ofstudentsis substantidy adversely affected (at
the determination ofthe principal or Superintendent) may result in dismissal.

Sick Leaveand Family Medical LeaveAct (FMLA) Leave

When an employee takes sck leave, the distret shall determineif the leave qualifies for FMLA
leave. Thedistrict may request additional infomation fomthe employee to help make the
applicability determination. If the leave qualifies under theFMLA, thedistrict will notify the
employee, either orally or in writing, of thededsion within two wakdays. If the kave is
intermittent as @fined in this policy and thecircumsances of theleave don &change, the distrét
is orly required to ndify the employee once of thedetermination regarding theapplicability of
sick leave and/or FMLA leave. To theextent theemployee has accrued peid leave, any leave
taken that qalifies for FMLA leave shall be paid leave and charged against the employeeb s
acaued leave.

LICENSED PERSONNEL SICK L EAVE POLICY

l. One(1) sick day per month of contrad or major portion thereof - Provided, if a teacher resigns
or leaves his/herteading posiion for any reasonbefore the end ofthe school term, the
employing district may deduct fromthelast py ched full compensation for any days of sick
leave used in excess of he numberof days earned
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VI.

VII.

VIII.

XI.

Sick-leave shall mean absence with full pay fromones duties in gublic school forthereason
of persordl illness or illness in is/her immediatefamily - Immediatefamily shall include:

Fatheror motherof teader or spouse

TeaterGs spouse

Teadterés children, and the children of his/her spouse

Brother or siser of teacher or spouse

Any other relative living in the same houshold are included

Grandchildren of teacher or spouse

Accumuated sick ave shall mean the total numbenf days of unused sick leave available to
the eader up to amaximum of 120 @dys

Unusd stk leave: An employee who hes accumulated 90 ormoresick leave days hes the
option to kecave pay for any unused sick days above 90 orhave it added to theiracaumuated
sick leave, or donate toemergency sick leave. Pay will beat therate of certified subsitute @y
If ateadher is sck and mustleave school, if the teadher has taught %2 day or until (11:15)then
the eader will haveYz day assesed from sck days. If ateacher teaches lessthan 3 %2 hous,
the time assesed will beawholeday.

If ateacher needs tobe out, one(1) period or lessand arrangementscan bemadeto cover the
teacher®s classand it is appoved by the gincipal, theteader will not be docked or have sick
leave deducted. If this privilege is abused, it will bediscontinwed.

Any employee retiring with unugd sick days sall receive paymentfor thosedays at the
cetified subsituterate of pay according to their postion the year prior to Teater Deferred
OptionPlan (TDROP) orretirement.

Up to theee (3) days of sck leave may betransferred to pesoral days per yea, but not tocause
persordl days to eceadl five (5) days in any given school year

Emerson/Taylor School District will accept unugd sck leave from anotherschool upto nindy
(90) days

Sick leave is trandferable between spousesmployed by the same distrct asallowed by law.
Sick leave may be used to attendunerals of thefollowing:

Wife or huskband ofemployee

Son ordaughter, including in-laws, of employee

Fatheror motherof employee or spouse

Brother or siser of employee or spouse

Grandmaher or grandfather of employee or spowse

Grandchildren of teacher or spous.

Other personsare includedat the Superintendenté disretion

P a0 T

@rooo o

Legal References: A.C.A. 8§ 617-1201et s=q.

29 USCS88§ 2601et seq.
29 (FR part 825

Last Revised: August 2013
3.90 LICENSED PERSONNEL SICK L EAVE BANK

A sick leave bank is established for the puposeof permitting employees, uponapproval, to obtain
sick leave in excess ofaccumuatedand current Sck leave, when theemployee has exhaustedall
sueh leave. Only thoseemployees who contributeto the sick leave bank during a given contrad
yea shell beeligible to withdraw from the stk leave bank.
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The Superintendent shallappointa Sick Leave Bank Conmittee. ThePersonrel Policies Canmittee
will serve as theSick-Leave Bank Conmmittee.

The Committeeshall meet as recessay for the purposeof reviewing requestsfor withdrawal from
the kank. Thedetermination of thecommitteestall befinal.

Ead teacher will contribute oneday of sick leave to the pool duiing his’her first year of
participation and theschool will match thenumberof days contributed for the sart upyear. Each
participatingteader will contributeoneday of sick leave to the pooleach yea thereafter until the
pool hasacamuated 100 days. Any new participant must contributeor three years. The
deallinefor sick leave pool errollment will be by Septemter 16 of each year. Eligible teachers
dedining to become p@rticipants in the pool wilbeédligible for participation the next sucealing
yea but not tleredter.

This poolis forthe potection of participating teachers duing along-term disabilty of teacher,
spouse, grents ofteader or spouse, ochildren causingan absence from dutes which extends 15
conseautive duty days ormore. Useof this poolmay begin after 15 consecutive days of absence,
retroactive to thefirst day of the 15 days but not util after theteacheré accumuated sick éave
days have been exhausted. Theparticipating teacher may draw upto 100days of sick leave from
the pool.

Teaders dawing days fromthe pool ae not required to replace these days except as aregular
contributingmember of thepool. A teadher resigning, retiring, withdrawing from membeashipin
the pool, odedining to makecontinued contribuions asrequired, will not be able to withdew
previoudy contributed days. Any teacher who isleaving the distrct who wishes, may contribute
their unused sick leave days tothe pool.

Days inthe pool will be withdrawn on afirst-come, first serve basisand if the total @ys inthe
pool ae exhausted inany year, useof the poolis ended for theyear. Unused days inthe pool will
becaried ower to thenext sucealing year. Once the poolfalls kelow 100days thefollowing
yea, each participating teacher will contribute one day of sick leave to the pool each year
thereafter until the pool lasacamuated 100 chys.

Guidelinesfor Emergency Sick L eave Pool

Mustbe absent from duies 15 ormoreconseautive days

Mustbe a memter of the emergency sick leave pool as ascribed

Musthave exhaustedall acaumuated kave days

Days will beretroadive bad to the beginning of the 15 @y period

Any days durig the year that were related to the catastrophiadisabiity can counttoward the

days tobe requestedfrom the pool

A letter from theemployeed s atingrple/sician statingthe datesand thecatastrophiccondtion

thatresuked inthe employeed absence

7. A letter to theSuperintendent requesting days from the emergency sick leave pool

8. A meximum of 100 @ys may be requested @ yea

9. Days will beawarded onafirst requested,first granted lasis

10. Totl number of days grantedfrom the ol shall not &ceed 100 in a shool year

11. Any days missedby an employee that do notqualify to begrantedfrom the pool andare not
covered by approved leave will resultin areduction ofpay based on te contraded dhily rate.

arwdPE
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LICENSED PERSONNEL DEDICATED SICK LEAVE POOL

A dedicated sik-leave poolis formed to povide fidoret e days of sik-leave from participating
certifi ed employees to acertifi ed employee who has mssed dys of work in excess of thenumberof
sick-days accrued by said employee. T h i will b agorirosteréd by the following policies:

1. ThePersonrel Policies Canmittee will serve as theDedicated Sck Lease Pool Committee.
The seventh member of the committeeshall bethe Superintendent of Schools. The intial
writtenrequest must besubmitted to the Superintendent.

2. Thecommitteeshall determine (1) if the employe& sauseof need qualifies for useof this
pool and(2) thenumberof days that nay berequested. Tlesedeterminations shall be
madeby majarity vote of the committee.

3. Thecommitteed secistbn will befinal and nogrievance or apped can bemadeagainst the

committeed adion.

4. Theemployee requesting sick-days fromthe pool mustsubmitan official request onan
approved form to thecommitteechairperson.

5. Thechairpersonwill colledively notify all participating memklers ofthe request.
Participating members may VOLUNTARILY contact the chairpersonand inform them of
their desireto dorete sck-leave days. In no caseshell amemberof thecommittee
approech an individual member and request a enation o days. Anapproved, sgned
form shall becompeted by the employee(s) donating days. These days shall be
subtiactedfrom the @nating employeed s acaued sck-leave and added tothereceiving
employeeb sck-keave.

6. This equest and doation ofdays s limited to stk-leave only. If an employee has used

persoral days during the year that numberof personal days used MUST be subtided

fromtherequest.  Also, thenumberof days requested CANNOT exceel the nurber of
days missed irexcess of  theemployeed accrued sick-leave. (Example: Empbyee
takestwo (2) persordl days. Later on the employee gets sick and mssedive (5) days

in excess of theiraccrued sick-leave. That employee would orly be allowed three (3)

days of sick-leave from the wol.)

In theevent no empbyee wishes to domte days, then therequest is automaticdly denied.

Empbyees are not eligible for thededicaed sicklease pool uriil all otheravailable leave

days have been usd.

© ~N

LICENSED PERSONNEL SICK LEAVET SPOUSAL DONATION

District empbyees whoare hustand and wife are eligible to uilize ead atheré sck leave. Written
permissionmust berecaved for each day of donated sick leave. If the employees are paid at dfferent
rates ofpay, the lesser rate of pay shall be used for the puposeof thedonated sick éave days.

Legal Reference A.C.A. §6-17-1208
Last Revised: August 2013
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3.100 LICENSED PERSONNEL PLANNING TIME

A masterschedule slall be created by the buildng level principal indicaing when each teacher6é s
planningperiod and sheduled lurch period will be. Planningtime is forthe purposeof scheduling
conferences, instructional planning, and preparation. Each teacher will have the ability to sdedule
theseadivities duing hig’her designated plnning time. Teaders may notleave campus dunig
their panningtimewithout prior permission fomtheir building level supervisor.

Theplanningtime sl bein increments of not lss thanforty (40) minutesand stall occur during
the stu@nt instructional day unless a gacher requests, in writing, to have his/her planningtime
occur outside of thestudent instructional day. For the puposes of this paicy, the student
instructional day meansthetime that sudents ae required to bepresent at school.

Legal Reference ACA 8 6-17-114(a)(d)

3.110 LICENSED PERSONNEL PERSONAL AND PROFESSONAL L EAVE
Persaal | eave

For thedistrict to function efficiently and have the necessary persomel present to effect a high
adhieving learning environment,employee absences need to bekept to aminimum. The district
adknowledges that tlere are times duing the $hool year when employees have personal busness
that reads to beaddressed during the school day. Each full-time employee shall receive one(1)

days of personal leave per contract year. Unused personal days may acaimulateup totwo (2) days.
Up to thee (3) sick leave days may betransferred to pesoral days. Any persoral day that cannot be
caried forward will be ransferred to sick eave days. Theleare may betaken in increments of no
less than oexhalf ( ¥%2) day.

Employees dhall takepersoral leave or leave without pay for thoseabsences which are not dueto
attendance at school functions whch are related to their job duiesand do not quatly for other
types ofleave (for sck leave see Policy 3.9, for professonal leave see below).

School furctions, forthe purposes of this poicy, means:

1. Athletic oracademic events elated tothe school district; and

2. Medings and conferences related to edicaion.
For employees other than the sujrintendent, the determination ofwhat adivities ned the
definition ofa school function shall be madeby the employeed s mediatesupervisor or designee.
For thesuperintendent, the school boad of diredors shall determinewhat activities ned the
definition of aschool function. In no instace shall paid leave in excess ofallotted vacdion days
and/or personal days begranted toan employee who isabsent from wark while receiving
remuneation rom anoher souce as compensation for thereason fortheir absence

Any employee desiring to takepersonal leave may do soby making awrittenrequestto his
supervisor a least twenty-four (24) hours grior to thetime oftherequestedleave. The twenty-four
hour requirement may be waived by the sugrvisor when the supervisor deemsit appopriate.
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Employees who fail to report to wak when theirrequest for a personal day has keen denied or
who have exhausted tleir allotted persoral days, shall lose tleir daily rate of pay for the day(s)
missed(leave without pay). While there are instances where persoral circumsances recesstate
an employeeb absence beyond te allotted days of sick and/or persoral leave, any employee who
requires leave without pay mustreceve advance permission gxcept in medca emergencies)
fromthelr immedite sipervisor. Failureto report to work without having recaved permissionto
beabsent is grounds for discipline, up taand includingtermination.

Professonal L eave

fProfesdonal Leaveo is leave grantedfor the pumposeof enabling an employee to paticipate in
professonal activities(e.g., teacher workshops oserving on professonal committees) which can
serve to improvethe school district® instructional program or enhances the employeed ability to
perform his duies. Prdessonal leave will also begrantedwhen a schooldistrict empbyee is
subpenaed for amatier arising out of theemployeed esmployment withthe school dstrict. Any
employee seeking professional bave mustmakea writtenrequestto his immedate su@rvisor,
setting forth theinformation necessay for the sypervisor to make an informed adsion. The
supervisord secistbn is sulgda to review and owerruling by the sugrintendent. Budgeting
concernsand the pogntial berefit for the didgrict &tsidents wi be taken into consideration in
reviewing arequest for professonal leave.

Applications forprofessonal leave should bemade as soon as possibfellowing the employeeb s
discerning a need for such leave, but,in any case, no less tbn two(2) weeks lefore the requested
leave is to begin, if possibeé.

If the employee does notreceve or does notaccept remuneation for his/herparticipationin the
professonal leave activity and a subsitute is reeded for the employee, thedistrict shall pay the full
cost of the subgiute. If the employee receivesand aaepts emuneation for his/herparticipationin
the pofessonal leave activity (e.g. scholastic audits), theemployee shall forfeit his/her daily rate
of pay fromthedistrict for thetime theemployee misses. Theost of asubstitute, if oneis needed,
shall be paid by the employee/district.

LICENSED PERSONNEL SICK AND PERSONAL L EAVE TRANSFER
Sick-leaveTransfer

The EmersonTaylor-Bradley School District will aacept, through transfer, theacaimuated sck-
leave of any certifi ed stff memberfrom the pevious school in compnce with the following
condtions: 1. mustbe from anArkansas publicschool dstrict, educaional cooperative, stde
educaion agency or accredited college

2. notto exceal 90 dys (includes @rsonal days)

3. prod, in writing, must bereceived fromthe school dstrict orformeremployer
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4. any fractional amount ofsick-leave transferred under theserules will berounded up tothe
next half (1/2) day

5. the 90 dy maximum will not apply to any certified stff membker who becomesan
employee of this dstrict as theresult of consoliddion or annexation

6. acamuated persoral-leave days may be changed to dck-leave days

Per sonal-leaveTransfer

The EmersonTaylor-Bradley School District will not accept, through trandfer, any persorel-leave days

LICENSED PERSONNEL SABBATICAL LEAVE
Sabheticd leare may be grantedfor rest andrecuperation

Sabbaticd leave shall be governed by the following policies:

1. Limited to certified seff

2. Musthave competed aminimum of 6yeas of full-time employment

3. Leaveis limited to a naximum of 2conseautive semeser

4. Mustreturn and compete aminimum of 1year of employment

5. Nocompenstion will bepaid duringleave

6. Written applicaion for leave mustbe delivered to the Supéantendent noless than 60 dys
prior to the beginning of the kave

7. TheBoard of Directorsshall (1) grant theleave, (2) deny the keave or (3) grant the leave
with stipulationsagreeable to both peties

8. Nocaetified employee shall ever be ganted maethan 2 smesers ofleave

9. No maethan 5%of certified si&ff shell be granteda sabbaticd simultaneously

10. Teader must eturn to he same positon orto arotherassgnmentas designated by the
Superintendent

11. Dedasion of theBoard isfinal and not sulgad to apped through thegrievance process

Legal Reference A.C.A.§6-17-211
Last Revised: August 2013

3.120 LICENSED PERSONNEL RESPONSIBILITIESIN DEALING WITH
SEX OFFENDERS ON CAMPUS

Individuals who have been convicted of certain sex crimes must register with law enforcementas
sex offenders. Arkansas law places restrictions orsex offenders with aLevel 1 sexoffender
having the least restrictions (lowest likelihood ofcommitting anothersex crime), and Level 4 sex
offenders having the mat restrictions (hghest likelihood ofcommitting anothersex crime).

While Levels 1 and 2 face no restrictions prohikiing the indivdual 6 resenge on a school campus,

Levels 3 and 4 hve specific prohibitions. Theseare spedfied in Policy 6.100 SEX
OFFENDERS ON CAMPUS (MEGANO® S£AW) and it is theresponsbility of district saff to
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know and uncerstand the policy and, tothe extentrequestedaid schooladministrators in
enforcing therestrictionsplaced oncampusaccessto Level 3 andLevel 4 sexoffenders.

It is the inention ofthe board of directors that distidt gaff not sigmatize students whosparents or
guardians are sex offenders while taking necessay steps to afeguard theschool commuity and
comply with gate law. Each h o o ddrdirsstration shouldestablsh procedures so attentioms not
drawn to theaccommodations recessay for registered sx offender parentsor guardians.

Legal Reference A.C.A. 8§1212-913(g) (2)
Arkansas Department of Education Guicklines for iMlegan 6Lsw 0
A.C.A. §514-132

3.130 LICENSED PERSONNEL PUBLIC OFFICE

An employee of theDistrict who iselected to theArkansas General Assambly or any elective or
appoirtive publicoffice (notlegally consttutionally inconsisent with employmentby a public
school dstrict) shell not be disharged ordemoted as aresult of such srvice

No paid leave will begrantedfor theemployeed participationin swch publc office. Theemployee
may receive pay for personal leave or vacation (if applicable), if approved in adwance by the
Superintendent, during his absnce

Prior to taking leave, and as soon as possibééter the reed for such leave is discerned by the

employee, hemustmakewrittenrequest for leave to the Supantendent, sdting out,to the agree
possble, thedates seh leave is needed.

In addition, upon equest to the Board, a maximum offive (5) additional days of unpaid leave may
be granted to theemployee for the purposes ofengaging in pulic service or related adivities.

An employee who fraudulently requestssick leave for the puposeof taking leave to seve in puldic
office may be subpad to non-renewal or termination ofhis empbymentcontrad.

Legal Reference A.C.A. 8617-115

3.140 LICENSED PERSONNEL JURY DUTY

Employees are not subgct to disclarge, lossof sick leave, lossof vacdiontime orany other
penalty due to abgnce from wark for jury duty, upongiving reasoreble rotice to the District
through theemployee6 Bnmediate sugrvisor.

The employee mustpresent theoriginal (not acopy) of the summons tqury duty to his
supervisor in order to confirm thereasonfor the requestedabsence

Employees dhall receive their regular pay fromthe district while serving jury duty, and shall
reimbursethe distrct from the stipend they receive for jury duty, up to, bumnotto exceed, the
cost of the subdiute hired to replace the employee in his/herabsence.

30



Legal Reference A.C.A. 81631
106

3.150 LICENSED PERSONNEL LEAVE 6 INJURY FROM ASSAULT

Any teacher, who, whilein the courseof their employment, is ifured by an assault or otlr violent
ad; while intervening in a student fght; while restraining astudent; owhile proteding a student
from ham, stall begranted aleave of absence for up to ong(1) year from the die ofthe injury,
with full pay.

A leave of absence granted uner this pdicy shall not becharged to theteacherGs sck leave.

The verification ofteacherGs datus adar as being on duy during the time of theincident shall be
verified by the Prirtipal and the Supentendent in writing to the Board. The assault orcriminal
ad must be erified by the proper authorty, i.e. police etc. Theteater must present a sttement
from a nedical doctor asto the condtion of theteacherd ability to work during this period of
time. The Board of Directors, a its expense, may request that the teacher be examined by a
medcd doctorof the BoardG choosng to verify work ability. If there is adisagreament between
the eaderés dactor andthe Boardés dactor, athird opinion shall berequested at the BoardGs
expense, from someoné¢hat theteadher and the Board agree uponand theopinion fromthe doctor
shell bethe deasion from which theBoard and theteacher shell abide.

Theteadher shell not daw workerd sompersation orhold any otherjob during the time the Board
is paying full salary under the condtions of this at.

Thededsion ofthe Board of Diredors $all befinal, and ttat decision stall not be subjet to
apped through any administrative proceeding, including the distrct @rsevance policy.

Legal Reference A.C.A. 8617-1209

3.160 LICENSED PERSONNEL REIMBURSEMENT FOR PURCHASE OF
SUPPLIES

Kindergarten thraugh sixthgrade teachers shall beallotted theamountrequired by law per
studentenrolled intheteacherd slass to be sed for thepurchaseof classoom suppies and class
adivities. Theamountshall be credited to an account from which theteacher stall bereimbursed
for hig’/her covered purchases tothe extentfundsare available in the account. For thepurposes of
this policy, prekindergarten through sith gradeteachers shall beeligible for thealotted suppy
reimburementfor those students emlled in theteadcherés class for more than 50%of the school
day at theend ofthe first three morths of theschool year.

Teaders may purchasesupplies and suppémentry materials from thedistrict at thedistrict 6 s
costto takeadvantage of the £h 0 o | & ayinly polxek Toloso,teadhers shall completand
have approved by principal a puchaseorder for supplies which will then bepurchased on he
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teadher® kehalf by the £hool and subadedfromthe eaderés taal supdy and material
alocaion. Teachers may also pucchase materials and supplies usintheir own fundsand apply
for reimbursement by submitting itemized receipts. Supplies and maerials puichased with school
funds, orfor which the eader is reimbursed with school funds,are school property, and should
remain onschool property.

Unusad allotments shall not becaried over fromonefisca year to thenext.

Legal Reference A.C.A. 8§ 621-
303()(1)

3.178 INSULT OR ABUSE OF LICE NSED PERSONNEL

Employees are proteded from abusivdanguage and condLct by statelaw. An employee may reportto
the policeany language which is @lculated to:

1. Causeabreac of the peace
2. Materially and subgantially interfere with the operation ofthe £hool; and/or

3. Arousethe person to vihomthe language is addessed taanger, to theextent likely to cause
imminent  retaliation.

Legal Reference A.C.A. 8 617-106
3.180 LICENSED PERSONNEL OUTSIDE EMPLOYMENT
An employee of the District may not beemployed in any other capadty during regular working hous.

An employee may not accept empbyment ouside ofhis digrict empbyment whichwill interfere, or
othewise beinconmpatible with theDistrict employment, including normal duties outside theegular
work day; nor stall an employee accept ather employment which is inappropriate for an employee of
apubic school.

The Superintendent, or his designee(s), shall beresponsiblefor determining whetheroutsde
employment is incomgtible, conflicting or inappropriate.

TheBoard of Directors prohibits employees of the Emerson Taylor-Bradley School District from
engaging in addiional employment that would compromiseor embarassthe distrct, that would

adversely affed their district empbyment sétus orprofessonal standing, orthat would in ay
way conflict with or violate professonal ethics.

The Superintendent or Board may require fromany full-time employee a written description of the
daily and weekly schedule of any other employment or private enterprise ofsaid empbyee

Legal Reference A.C.A. 8§ 624-106, 107111
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3.190 LICENSED PERSONNEL EMPLOYM ENT

All prospedive employees must fill out an applicaion form providedby the District, in addition to
any resume povided,all of which information is to be @ceal inthe personnel file of those
employed.

If the employee providesfalse ormisleading information, or if hewithholds infamationto the
sameeffed, it may be grounds fordismissal.

The EmersonTaylor-Bradley School Distrrct is an equal opportuniy employer and shall not
disaiminateon thegrounds ofrace, color, religion, retional origin, sex, age, or disability.

For teacher employment, qualifications and duties ofcertified staf see Appendix B.

3.200 LICENSED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES

Employees dhall bereimbursed for persoral andbr travel expenses incured while grforming
duties orattending wakshops or otbr employment-related functionsand within the limits and
restrictions of the law, provided that wior written approval for the adivity for which the
employee seeks reimbursement tas been received from the Superintendent, principal (or other
immedite sugrvision with theauthorty to make school appovals), or the appropriate designee
of the Superintendent and that the ¢aderés attendance'travel was at therequest of the distut.

It is theresponsbility of the employee to deerminethe appraopriate sugrvisor from which hemust
obtainapproval.

Reimburementclaims muste madeon forms povided by the District andmustbe suppored by
apprapriate, original receipts. Copies ofrecepts or other documertation are not acceptabk, exceptin
extraordinary circumgances.

The Board authorizes theSuperintendent to st amountsand limits ofreimburseement. Adminstrative
approval for reimbursable expenses shold begranted pior to nmeking reservations.

Theprovisions of polcy 7.120 EXPENSE REIMBURSEMENT are incorporated by reference into
this polcy.

Lastrevised: 913-12

3.2160 LICENSED PERSONNEL TOBACCO USE

Smoking or useof tobacco or products congining tobaco in any form (including, but notlimited to,
cigarettes, cigars, chewing tobacco, and sruff) in or onany real property owned or eased by a
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District school, irluding shool bugs owred orleased by the District, or other school vehcles is
prohibited.

With theexception ofrecognized tobaco cessation products, this polcyd prohibitionincludes
any tobac® or nicotine delivery system or poduct. Spedficdly, the pohibition includes any
produd that is mandiactured, distribued, maketed, orsold as ecigarettes, e-cigars, e-pips, or
under any other name ordescriptor.

Violation of this polcy by employees shall begrounds fordisciplinay adion up to, and icluding,
dismissal.

Legal Reference A.C.A. § 6-21-609
Last Revised: August 213

3.220 DRESS OFLICENSED EMPLOYEES
Employees are expededto be dessed in aed, dean and professonal manner. Daily persoral
hygiene and cleanlinessare essential to aenvironmentcondcive to learning. TheBoard of

Directorsauthorizes the Supentendent and/orPrincipal to noify employees when attire is
unaceptabk.

3.230 LICENSED PERSONNEL POLITICAL ACTIVITY

Employees are free to engagein pdlitical activity outsde of work hours tothe extent thatit does not
affect the performance of their duties oradversely affect impartant working relationships.

It is speificadly forbidden for employees to agagein palitical activities on theschool grounds or
duringwork hours. The following adivitiesare forbidden on £hool propetty:

1. Usingstudents fopreparation ordissemination of campagn maerials;
2. Distributingpoliticd materials;

3. Distributingor otherwise seeking signatures on gtitions ofany kind;
4. Posingpoliticd materials; and

5. Digussng politica matters with students, in theclassoom,in otherthancircumdances
apprapriate to theFrameworks and/or thecurricular goals and obgctives ofthe class.

This pdicy is notintended to pevent the proper instruction oflocal, state, national or world
government and poliics.

3.240 LICENSED PERSONNEL DEBTS
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For thepurposes of this paty, "garnishmen" of adistrict empbyee is when theemployee has
lostalawsuitto a judgment aeditor who brought sut against a school dstrict employee for an
unpaid debt, las keen awarded morey damages as aresul, and thesedamages are recoverable by
filing agarnishmentadion againsttheemploye e @eges. For the purmposes of this paicy, the
wordigar n i s hexoludes sh things as child suppat, sudent loan or IRS liens or voluntay
deductions kvied against an employeeb w/ages.

All employees are expeded to med their financial obligations.If an employee writesfih o théds
or hes his incomegarnished by ajudgmentcreditor, dismssal may resulk.

An employee will not bedismissed for having been the subgd of one(1) garnishment. Havever,
aseond orthird garnishment nay resultin dismissal.

At the digretion ofthe Superintendent, heor his designee may meet with an employee who hes
recaeved asecond garnishmentfor thepurposeof warning the employee that athird garnishment
will resultin arecommendation ofdismissal to the SchooBoard.

At the digretion ofthe Superintendent, asecond garnishment may be used as abasisfor a
recommended dismissal. The Superintendent may takeinto consiceration aher factors in deiding
whetherto remommend dismissal based on asemnd garnishment. Thoséctors nay include, but
are not limited to,the amountof thedebt, thetime ketween thefirst and thesecond garnishment,
and otherfinancial problems which come to thesttention of theDistrict.

Last Revised: August 213

3.250 LICENSED PERSONNEL GRIEVANCES

The purposeof this pdicy is to provide an orderly process br employees toresolve,at the lowest
possble level, their concernsrelated tothe persannel policies or slary payments of this disict.

Definitions

Grievance: aclaim or concern related tothe interpretation, applietion, orclaimed violation of the
personrel policies, incuding salary schedules,federal or statelaws and regulations or tams or
condtions ofemployment, raisedby an individual employee of this shool digtrict. Othermatte's
for which the neans ofresolution are provided or foredosedby statute or administrative
procedures shall notbe considered grievances. Spedficadly, no grievance may be entertained
against a supervisor for direaing, ingructing, reprimandirg, or Awriting u p am employee under
hig’her supervision. Agroup ofemployees whohave the sme grievance may file agroup
grievance.

Group Qievance A grievance may be fil ed as a groupgrievance if it meesthefollowing criteria:
(meding the criteria does not ensue that the sulgct of thegrievance is, in fad, grievable)
1. Morethan onandividual has interestin the natter; and
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2. Thegroup hes awell-definedcommon irterestin thefacts and/orcircumgances of the
grievance; and

3. Thegroup has designated an employee spokesperson to met with administration and/or the
board; and

4. Allindividuals within the group are requesting the samerelief.

Employee: any personemployed under awritten contrad by this school digict.

Immediate Supervisor. the person inmediately superior to anemployee who direds and sugrvises
thework of that empbyee.

Working day: Any weekday other than aholiday whetheror not the employee under the
provisions of tleir contract is scleduled to wak or whetherthey are currently under contract.

Process

Level One: An employee who lelieves that le/'shehas agrievance shall inform that empbyeed s
immedite survisorthat the employee has apatential grievance and disussthe matterwith the
supervisor within five working days of the occurrence of the grievance The sugervisor shell offer
the employee an opportunity to havea witness orrepresentativewho is notamemker of the
employeed s madiatefamily present at their conference. (The five-day requirement des not
apply to grievances concerning bad pay.) If the grievance is not adanced to Level Two within
five working days following the conference, the matter will be considered resolvedand the
employee shell have no further right with respect to said grievance.

If the grievance cannotbe resolvedby the immediate sugrvisor, theemployee can advance the
grievance to Level Two. To do this, theemployee mustcomplete thetop halfof theLevel Two
Grievance Form within five working days of the discussion witltheimmedate sugrvisor, citing
the manrer in which thespedfic personrel policy was violakd that tas given riseto the grievance,
and submitthe Grievance Form to his/heimmedate sugrvisor. The supervisor will have ten
working days to iespondto the grievance usingthe botom halfof theLevel Two Grievance Form
which he/shewill submitto the building principal or, in theevent that the employeeb s mediate
supervisor is the building prircipal, the suprintendent.

Level Two (when apped is to the buildng principal): Uponreceipt of aLevel Two Grievance
Form, thebuilding principal will havetenworking days toschedule aconference with the
employee filing the grievance The principal shall offer theemployee an opportunty to havea
witness orepresentativewho is not anemter of theemployeed s mediate family present a
their conference. After the conference the gincipal will have tenworking days in whch to
deliver awritten resporse to the grievance to the employee. If the grievance is not adanced to
Level Three within five working days the natter will be considered resolved and theemployee
shall have no further right with resped to said grievance

Level Two (when apped is to the suprintendent): Uponreceipt of aLevel Two Grievance Form,
the sugrintendent will have tenworking days toschedule aconference with theemployee fili ng
the grievance. Thesuwerintendent shall ofer theemployee an oppatunity to have a witnessor
representativewho is notamemter of the employeed s mediatefamily present at their

36



conference. After the conference, the sperintencent will havetenworking days in whch to
deliver awritten resporse to the grievance to the employee.

Level Three: If the properreapient of the Level Two Grievance was the hiilding principal, and
the employee remains unsatisfied with the written response to thgrievance, theemployee may
advance the grievance to the sugrintendent by submitting a copy of theLevel Two Grievance
Formand theprincipals reply to the superintendent within five working days of his/herrecept of
the pincipal @eply. The superintendent will havetenworking days toschedule aconference

with the employee filing the grievance. Thesuperintendent shall ofer theemployee an
oppatunity to havea witness orrepresentativewho is not a remberof theemployeed s mediate
family present at theirconference After the conference, the suprintendent will havetenworking
days in whch to deliverawrittenresporse to the grievance to the employee.

Apped to theBoard of Diredors. An employee who remains unsatiséd by thewritten response
of thesuperintendent may apped the superintenden t @&asiordtothe Board of Educaion within
five working days of higher receipt of the Superintenden t oristenresponseby submiting a
writtenrequest for aboard heaing to the superintendent. If the grievance is not apgeded to the
Board of Directors withn five working days of Hs/herreceipt of thesuperintenden t résporse,
the natter will be consdered resolvedand theemployee shell have no further right with respect
to saidgrievance.

The school boad will addressthe grievance at the next regular meding of the school boad, unless
the employee agrees inwriting to analternate cete for the hearing. After reviewing the Level Two
Grievance Form and thesuperintenden t répby, the board will decide if the grievance, on s face,
is grievable unabr district policy. If thegrievance is presentedas afigroupgrievance, the Board
shall first deermineif the composiion of thegroup meets the definition ofa figroup grievance.o If
theBoard determines that it is agroupgrievance, the Board shall then diterminewhetherthe
matterraised isgrievable. If the Board rules thecompostion of thegroup does not met the
definition ofa groupgrievance, or the grievance, whethergroup or individual, is notgrievable, the
mattershall be considered closed.(Individuals within the disallowed group may chooseto
subseqantly refile their grievance as an individual grievance beginning with Level Oneof the
process.)If the Board rules thegrievance to begrievable, they shall immediately commence a
heaing on thegrievance. All parties have theright to representation by a person oftheir own
choosingwho is not anemberof theemployeed anmediatefamily at the apped hearing before the
Board of Directors. Theemployee shall have no lessthan 90 ninutes to pesent his/hergrievance,
unless ashorer period is ageed to by the employee, and both paies shallhave the oppaotunity to
present and @iestion witnesss. Thehearing shall be open to the publc unlessthe employee
requestsaprivate hearing. If the tearing is open, the @rent or guardian of any stucent underthe
age of eighteen years who gives estimony may eled to have the stuénté sestirhony given in
closed ssdon. At theconclusion of theheaing, if the hearing was closed,the Board of Diredors
may excuseall parties except boad menbers and deliberate, by thenselves, on the leaing. At the
conclusion ofan open hearing, board deliberations shall also b& open ssson unlesghe bard is
deliberating the employment,appointment, pomation, demoion, digiplining, or resignation ofthe
employee. A decision on thegrievance shall beannourced no latr than thenext regular board
meseting.

Rewords
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Reardsrelated togrievances will be fil ed separately and will not be lept in, ormadepart of, the
personrel file of any employee.

Reprisals
No reprisals of any kind will betaken or toleated against any employee becausehe/she has filed or
advanced agrievance under this pdicy.

Licensed Persannel Level Two GrievanceForm see Appendix C

Legal Reference A.C.A. 8§ 617-208, 210

3.260 LICENSED PERSONNEL SEXUAL HARASSMENT

The EmersonTaylor-Bradley School Distrct is committed to faving an academic and wak
environment in which all students anémployees are treagedwith resped and dgnity. Student
achievement andamicable working relationshipsare best attaired in an atmosplere of equal
educational andemployment oppatunity that isfree of discrimination. Sexual harassnent is a
form of diseiminationthat undemines the inegrity of theeducational environment andwill not
betolerated.

Believing that grevention is the kst pdicy, the dstrict will periodicadly inform students and
employees aboutthe nature of sexual harassment, the procedures for registering a complaint, and the
possble redressthat is available. Theinformation will stressthat the district does not tolete sxual
harassment and tlat sudents andemployees can report inagoropriate behavior of a sexual natue
without fear of adverse consequences.

It shall beaviolation ofthis policy for any stucentor employee to be sulgcted to, orto subjet
anotherperson to, sxual harassment asdefined in this polcy. Any employee found, after an
investigation, to haveengaged in sexual harasgment will be subgad to disciplinay adion up to,
and includirg, termination.

Sexual harassment refersto unwelcomesexual advances, requestsfor sexual favors, orother
persorally offensive \erbal, visual, or physical conduct of asexual nature made by sonmeoneunder
any of the following conditions:

1. Submisdon totheconduwct is maa, either explicitly or implicitly, aterm or condtion ofan
individualés educaion oremployment;

2. Submnisson to, orrgection d, swch conduct by an individual is ugd as the lasis for academic
or employmentdedsionsaffecting that individual; and/or

3. Such conduwct has thepurposeor effect of subsantially interfering with anindividual 6 s
academic or work performarce or creates an intimidating, hostle, or offensiveacalemic or
work environment.

Theterms  finidating,d Ahogile, and foffen s i mctudeconduct of asexual nature which has
theeffed of humiliation orembarassment and issufficiently severe, persistent, or pervasive hat
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it limits the studeid oremployeed gbility to participatein, or kenefit from, an educational
progam or activity or their employment envronment.

Within the educaional or work environment, sexual harassment is prohibied between any of the
following: sudents;employees and stuents; non-employees and stuents; employees; empbyees
and norremployees.

Actionable sxual harassment isgenerally establshed when an individualis exposd to a @attern of
objectionable kehaviors or when asingle, seriousad is committed. What is, or is not, seual
harasament will depend uponall of thesurounding circumgances. Depending upon seh
circumdances, examples of sxual harassment include, but ae not are not limited to: unvelcome
touchirg; crude jokes orpictures; dscussons of &xual experiences; presaure for sexual activity;
intimidationby words, actions, insults, or ame cdling; teasing related to &xual characteristics or
the lelief or perception thatan individual is not coforming to epededgender roles orconduct or
is homosexual, regardless ofwhetheror not the individal self-identfi es as homo®xual; and
sprealing rumarsrelated to a persorts alleged sxual activities.

Employees who kelieve they have been subgded to sexual harassment are encouraged to file a
complaint by contading their immedite sugrvisor, administrator, orTitle IX coordiretor who
will asgstthem in thecomplaint process. Unar no circumdances shall aremployee berequired
to first report alegations of sexual harassment to aschool conad person ifthat person is the
individual who is acused of theharassment. To theextent posible, compaints will betreaed in
a confidential manner. Limited dislosuremay be necessary in order to complete athorough
investgation.

Employees who file a complaint of sexual harassment will not be subpd to retaliation a reprisal in
any form.

Employees who knawingly fabricae alegations ofsexual harassment shall besubpd to
disciplinay adion up to andncludingtermination.

Individuals who withhdd information, purpody provideinaccurate facts, or otherwise hirder an
investpation ofsexual harassment shall besubpad to disciplinay action up to and iduding
termination.

Legal References:  Title IX of the Education Amendments of 19720 USC1681,et seq.
Title VII of theCivil Rights Act of 1964, 42JSC 20®-¢, &t seq.
A.C.A. §6151005(b) (1)

Lastrevised: August 2.3

3.270 LICENSED PERSONNEL SUPERVISION OF STUDENTS

All District personrel are expeded tocongientiously exeaute treir responsbilities to promote the
hedth, sfety, and welfare of theDistrict 6 s ents tinderdtheir care. The Superintendent shall
dired all principals toestablish regulations enstung faaulty sugervision of studentgshroughoutthe
school cay and at extraaurricular adivities.
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3.280 LICENSED PERSONNEL COMPUTER USEPOLICY

The EmersonTaylor-Bradley School District providescompuers and/orcompuer Internet aacess
for many employees, toassst empbyees in performing work related tasks Emplbyees are advised
that they enjoy no expedation of pivacy in any asped of their computer use, includingemail, and
that undr Arkansas law, both enail and comptter userecords naintained by the distrct are
subpd to disclosureunder the Freedom oflnformation Act.

Passwads or gaurity procedures areto be used as assgned, and confidentiality of student records
is to bemaintaired at all times. Empoyees must not disable orbypass seurity procedures,
compromi®, attemptto compomise, or defeat thedistrict 6 shnology network seaurity, alter
datawithout authoization, dilosepasswads tootherstaf members orstudents, or gant
students ecessto any compuer not cesignated for sudent use.lt is the polty of this £hool
district to equip each compuer with Internet filt ering software designed to prevent uses from
aacessng material that is harmful to minors.The designated District Technology Administrator or
designee may authorize the disbling of the filt er to enable accessby an adult for abonafide
research orother lawful purpo.

Employees who misusdlistrict-owned compuers in any way, including excessve persoral use,
usingcompuers for personal use duing instructional time, usingcompuers to vidate any other
policy, knowingly or negigently allowing unauthorized access,or usingthe compuers toaccess
or create exually explicit or panographic text or graphics,will face disciplinary adion, up to and
includingtermination ornon-renewal of the employmentcontrad.

Licensed Persannel Employeelnternet Use Agreement Form see Appendix D.
Legal References:  20USC6801¢t seq.(Children dlsternet Protedion Act; PL 106-5%4)

A.C.A. § 621-107
A.C.A. §621-111

3.290 LICENSED PERSONNEL SCHOOL CALENDAR

The superintendent shall present to the @rsomel policies committee(PPC) aschool calendar
which the bard has adoptedas aproposal. The superintendent, in developing the cdendar, shall
aacept andconsidcer recommendations fom any staf member or groupwishingto make caendar

proposals. The APC stall have the time prescribed by law and/or polcy in which to make any
suggestedchanges tefore the bard may vote toadoptthe cdendar.

TheDistrict shall not establish achiool a@lendar that interferes with any ACTAAP scheduled esting
that mght jeopardize or limit the \alid testingand compaison of stu@nt learning gains.

TheEmersonTaylor-Bradley School District shalloperate by the following calendar.

20131 2014School Cdendar see Appendix E.
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Legal Reference A.C.A. §6-17-201
Arkansas Comprehensive Testing, Assesanent, and Acoourtability Plan Rules

Last Revised: August 2013

3.300 PARENT-TEACHER COMMU NICATION

Thedistrict reagnizes the importance of communication between teadhers and parentslegal
guardians. To lelp promote positve communication, parent/teacher conferences shall beheld
once each :meger. Paent-teacher conferences are encouraged and may be requestedby parents
or guardians when they fed they need to dscusstheir child 6 sogrgss wth higher teader.

Teaders are required to communicate duing the school year with theparent(s)or legal
guardian(s) of each of their students to discussein acalemic progress. Morefrequent
communication is lequired with the parent(s) or legal guardian(s) of studeits whoare performing
below gradelevel.

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

If astudent is to bestainedat any grade level, notice of, and thereasons ér retention slall be
communicated pomptly in a persoral conference.

Legal Reference StateBoard of Education Standards of Accreditation 12.04.1, 12.04.2nd
12.04.3
A.C.A. 8§ 6151701 b)(3)(C)

3.310 DRUG FREE WORKPLACE - LICENSED PERSONNEL

Theconduwct of digrict staff plays avital role in the sacial and behavioral development of our
studentslt is equally important that the stf have a safe, hedthful, and professonal environment
in which to wak. To relp promote bothinterests, the distret shall lave a drug free workplace. It
is, therefore, the distrétés policy that distrct emgoyees are prohibited from the unlavful
manuacture, didribution, disgnsation, possession, or usécontrolled substarces, illegal drugs,
inhalants, atohol, as vell as inappreriate or illegal use ofprescription drugs. Such actionsare
prohibited both whie at work or in theperformance of official duties while off district property;
violations of this pticy will subpad the employee to dscipline, up toand includingtermination.

To help promotea drug free workplace, the distrct shallestablsh adrug-free awareness pogram
to inform empbyees about the dangers ofdrug abusein the workplace, thedistrict's policy of
maintaining a drug-free workplace, any available drug counsling, rehabilitation, and employee
asgstarce abuse programs, and thg@enalties trat may be imposed uponemployees for drug abuse
violations.
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South Arkansas Regional Hedth Office The Remvery Center
222 Nath Pine 710West Grove
Magnolia, AR 71753 El Doado, AR 71730
8702347500 870864-2475

South Arkansas Regional Hedth Office South Arkansas Medical Center
715 Nath College Center Pointe 3

El Dorado, AR 71730 Psychiatric Unit for Adolescents
8708627921 El Daoado, AR 71730

870-863-2000

South Arkansas Regional Hedth Office

211Jadkson Owcdita Courty Chemica Dependency

Camden,AR 71701 Gmden,AR
870-836-5743 876836-1289

Charter Forest
Shreveport, LA
3186883930

Should any employee be found to havebeen under the irfluerce of, orin illegal possesson d, any
illegal drug or controlled subsance whether or not engaged in any school or £hod-related
adivity, and the behavior of theemployee, if under theinfluence, is such that itis inappraopriate
for aschool empbyee in the opinion of thesuperintendent, the employee may be subpd to
discipline, up taand includingtermination. Thispolicy also apples tothose employees whoare
under theinfluence of alcohol whie oncampus orat schoolsponsoed functions, ircluding
athletic events.
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Possession, use distribution ofdrugparaphernalia by any employee whetheror not engaged in
school or €hoolrelated adivities, nmay subgct theemployee to dscipline, up to and inluding
termination. Possessioin ored sehicke or in an area subgct to theemployeed sontrol will be
consickred to be posesson as thowgh the substace were on theemployeed sersqm.

It shall not benecessary for an employee to test a a level demonstating intoxication by any
subsance in order to besubject to the erms ofthis polcy. Any physical manifestation of leing
under theinfluence of a substince may subgct anemployee to theterms ofthis polcy. Those
physical manifestationsinclude, but ae not limited to: unsealiness; slured speed; dilated or
constrcted pupils;incoherent and/orirrational speed; or thepresence of an odorassocated with
aprohibited substare ononeb sreath or clothing.

Should anemployee desire to providethe District with theresulks of ablood, breath or uine
analysis, such resuks will betaken into accountby the District only if the sample is provided
within atimerangethat could providemeaningful resuks and ony by atestingagency chosen or
approved by the District. TheDistrict shall not equest that the employee betesed, and the
expensefor such volurtary testng shall be borne by the employee.

Any employee who ischarged with a violation ofany stae or federal law relating to the
possession, use or ttikution of illegal drugs, oter controlled subsances or alcohol, orof drug
paraphernalia, must naify his immediatesupervisor within five (5) week days (i.e., Monday
through Friday, inclusive, excluding holidays) of being socharged. Thesupervisor who is
notified of sich acharge shall notify the Supentendent immediately.

If the suprvisoris not available to theemployee, the employee shall notify the Supentendent
within thefive (5) day period.

Any employee so charged is subject to discipline up toand includingtermination. However, the
failure of an employee to notify his supervisor or the Superintendent of having been socharged
shall resultin that employee being recommended for termination by the Supentendent.

Any empoyee convicted of any criminal drug staute violation foran offensethat accurred while
at work or in theperformance of official dutieswhile off district property shall report the
conviction wthin 5 @lendar days tothe superintendent. Within 10 days of receving such
notificaion, wretherfrom the employee or any other souce, the distret shall notify federal
granting agencies romwhich it recavesfunds ofthe conviction. Compiance with these
requirementsand prohibitionsis mandtory and isa condtion of employment.

Any employee convicted of any stateor federal law relating to the possession, use distribution of
illegal drugs, other controlled subsances, or ofdrug paraphernalia, shall be recommended for
termination.

Any employee who musttakeprescription medcation at thediredion oftheemployeed s
physician, and who is impaed by the pescription medcaion sich that hecannot progrly
perform his ddies stall not reportfor duty. Any employee who reports for duty and is so
impaired, as determined by his supervisor, will be sent hame. Theemployee shall be given stk
leave, if owed any. The District or employee will provide transporgtion for theemployee, and the
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employee may not leave campus while oprating any vehicle. It is theresponsiblity of the
employee to contct his physician in order to adjust the medcaion, if possible, so th the
employee may return tohis job unmpaired. Shouldthe employee attemptto return to wak while
impaired by prescription medcations,for which the employee has aprescription, hewill, again, be
sent hame and given stk leave, if owed any, Should the employee attempt to return to wak while
impaired by prescription medcaion athird timethe employee may be subpd to discipline, up to
and including aecommendation oftermination.

Any employee who posesses, uss, distribues oris under theinfluence of a prescription
medcaion obtaired by a means otler than his avn current prescription stell betregedas
though hewas in possssion, posssson withintentto deliver, orunder theinfluence etc. of an
illegal substarce. An illegal drug or otler substace is onewhich is(a) notlegally obtanable; or
(b) onewhich islegally obtairable, but wheh has been obtaired illegally. The District may
require an employee to provide proof from his plysician and/or plarmadst that the employee is
lawfully able toreceive such medcaion. Failure to providesuch proof, to the stisfadion ofthe
Superintendent, may result in discipline, upto andincludingaremmmendation oftermination.

Drug Free Workplace Policy Acknowledgement SeeAppendix F.

Legal References: 41 USC8 702, 703and 706

3.320 LICENSED PERSONNEL FAMILY MEDICAL L EAVE *

The Family and Medical Leave Act (FMLA) leave offers job protedion for what might
othewise be considered excessve absences. Empoyees reed to carefully compy with this
policy to enswe they do not loseFMLA protection dueto inadion orfailure to providethe
District with needed information. The FMLA provides up to 12 wk weeks (orin somecases
26 weeks) of job-protected kave to eligible employees with absnces thatqualify under the
FMLA. While an employee can request FMLA leave and has aduty to inform the District as
provided inthis pdicy of foreseeable absences that may qualify for FMLA leave, it is the
District 6 smate despasibility to identify qualifying absences as FMLA or nronFMLA. FMLA
leave is ungaid, except to the extent that jpid leare applies to ay given absence as governed by
theFMLA and ths poliy.

SECTION ONE
Definitions:

Eligible Employee: is an employee who has been employed by the District for at least twelve (12)
morthsand for 1250 haurs ofservice during thetwelve (12) month griod immedately preceding
the commencement of the eave.

FMLA: is the Famliy and Medical Leave Act
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Hedth Care Provider: is a dator of medcine orosteogthy who isauthorized to prdice medcine
or sugery (as appropriate) by the stte in whech thedoctor pradices. It also ircludesany other
person ctermined by the U.S. Seaetary of Labor to becapable of providing health care services.

Instructional Employee: is an employee whose principal function is toteach and instruct sudents
in aclass, amallgroup,or an individual seting and inclucdes athletic coadhes, driving
instructors, peschoolteachers, and $edal educaion assstants suclas sgnersfor theheaing
impaired. Theterm does notinclude,and the spaal rules related to thetaking of leave nea the
end of asemesterdo notapply to, teacher assstants oraideswho do not lave as their pincipal
job actual teaching or instructing, nordoes it includeadministrators, counglors, lbrarians,
psychologists, orcurriculum sgeaalists.

Intermittent leave: is FMLA leave taken in sparate blocks oftime dwe to asingle qualifying
reason. Areduced leave schedule is aleave schedule thet reduces an employeed s altngmber i
of working hours per workweek, or hours per workday. A reduced leave schedule is achangein
theemployeed schedulefor aperiod oftime, namaly from full-time topart-time.

Next of Kin: used in resped to an individual, mens theneaest doodrelative ofthat indvidual.

Parent: is the biological parent of an employee or an ndividual who stood inoco parentis to an
employee when the employee was a son or adaughte. Thisterm does not includeparen t ®-laviid

Serious Hedth Condiion: is an injuy, illness, impairment, or ghysical or mental condtion that

involves inpatent carein ahospital, hospe orresidental medical fadlity or continuingtreament by
a hedth care provider.

Son ordaughter, for numbers 1, 2, or3 below: is abiological, adofed, orfosterchild, asteghild, a
legal ward, or achild of a person stading in loco parentis, who is eitheunder age 18, or agel18 or
olderand

fincapable of self-care becaiseof a mertal or physical disabilityo at thetime trat FMLA leaveis to
commence

Yea: thetwelve (12) nonth peiod of eligibility shall begin onJuly first ofead shod-year.
Policy

Theprovisions ofthis pdicy are intended to be in line with the povisions of theFMLA. If any
conflict(s) exist, theFamily and Medical Leave Act of 1993as amerded shall govern.

L eaveEligibility

TheDistrict will grant upto twelve (12) weeks ofleave in ayear in accordarce with the FMLA, as
amenced, toits eligible employees for oneor more of thefollowing reasons:

1. Becauseof the birth of ason or @dughterof the employee and in orcer to care for such sonor
daughter;
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Becauseof the placement of asonor daughter with theemployee for adoption or fostercare;

3. Tocaefor the spowge, son, daughter, or parent, of the employee, if such spous, son, @ughter,
or parent has aserioushealth condtion; and

4. Becauseof a serioushedth conditon thatmakes theemployee unable to rform thefunctions
of thepositon ofsuch employee

5. Becauseof any qualifying exigercy arising out ofthefact that the spouseson, caughter, or
parent of theemployee is on covered adive duty (or has been noified of an impendingcall or
order to covered adive duty) in theArmed Forces. (SeeSedion Two)

6. Tocaefor aspousechild, parent ornext of kin who is acovered servicememberwith a

serious ilness or injuy. (See Sedion Two)

Theentitlement toleave for reasons 1 and 2 listeabovestall expire at theend ofthe twelve (12)
morth period beginning on the dte ofsuch birthor placement.

A husland and wife who are both elgible employees employed by the District may nottake morethan a
comhined tatal of 12weeks of FMLA leave for reasons 1, 2, 3 and 5.

Provisons Applicable to both Sedions Oneand Two

District Noticeto Employees

TheDistrict shall post, in conspilous paces ineach shool within the District where notices to
employees and applicants foremployment are customarily posed, anotice explainingthe
FMLAG provisionsand providing information doutthe procedure for filing complaints withthe
Department of Labor.

Designation Noticeto Employee

When an employee requestsFMLA leave or the District deermines thatan employeed absence
may be covered under the FMLA, the District stall provide written notce within five (5)
busiress diys (absent extenuating circumsances) to theemployee of the District 6 ebermahation
of his/herdligibility for FMLA leave. If the employee is eligible, the District may request
additional information fomthe employee and/or certifi cation from a tealth care provider to help
makethe applicability determination. After recaving sufficient informationas requested, he
District shall pravide awritten notce within five (5) business dys (absent extenuating

circumgances) to theemployee of whether theleave qualifies as FMLA leave and will beso
designated.

If the circumdances for theleave dond thange, the District is oy required to naify the

employee once of thedetermination regarding the designation of FMLA leave within any
applicable twelve (12) month peiod.

Concurrent LeaveUnder the FM LA
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All FMLA leaveis unmid uness substuted by applicable accrued leave. The District requires
employees tosubsttute any applicable accrued leave (in the order ofsick , persoral, or vacdion
leave as may be applicable) for any period of FMLA leave.

Health Insurance Coverage

The District shall maintaircoverageunder any group redth planfor theduration of FMLA leave
the employee takes at thelevel and unar the conditions cowerage would have been provided if the
employee had continued in active employment with theDistrict. Additionaly, if the District
makes achange to its halth insuance benefits or plans tlat apdy to ather employees, the
employee on FMLA leave mustbe afforded the gportunty to access additonal berefits and/or
the ameresponshility for changes to premiums. Any changes madeto agrouphedth planwhich
apply to ather District employees, must also appto theemployee on FMLA leave. The District
will notify the employee on FMLA leave of any opportunties tochangeplans or lenefits. The
employee remains respansible for any portion d premium payments custonarily paid by the
employee. When on un@id FMLA leave, it is theemployeed sesponsbility to subnit his/her
portion of thecost of thegrouphedth plancoverageto thedistrict 6 s e&swfge on orbefore it
would bemadeby payroll deduction.

TheDistrict has theight to pay an employeed snpaidl insuiance premiums duringhe employeed s
unpaid FMLA leave to maintain theemployeed soverage during his’her leave. TheDistrict may
recover theemployeés share of any premium payments mised by the employee for any FMLA
leave period duing which theDistrict maintains helth coverage for the employee by paying the
hig’her share. Such recovery shall be maede by offsetting the employeed sebt through payroll
deductions orby othermeans against any mones owed theemployee by the District.

An employee who choases to not continuergup hedth plancoverage while onFMLA leave, is
entitled to bereinstatd on the sme Ermsas prr to taking the kave, including family or
dependent coverages, wihout any qualifying period, physical examination, exclusion of pre-
existing condtions, etc.

If an employee gives urequivocal notice of intentnotto return towork, or if the employment
relationship would havéerminated if the employee had not taken FMLA leave, theDistrict 6 s
obligation tomaintain health benefits ceases.

If the employee fails toreturnfrom leave after the period of leave to whichthe employee was entitled
has expired, theDistrict may recmver the premiumsit paid tomaintain health care coverage unles:

a. Theemployee fails to eturn towork dueto the continuation, reoccurrence, or onset of a
serious hedth condtion that entiles theemployee to leave under reasons 3 or 4 listedbowe;
and/or

b. Other circumgances exist beyond theemployeed sontrol.

Circumdgances und fiao listedabovestall be certifi ed by a licensed, practicing hedth care provider
verifying theemployeed mability to return to wak.

Reporting Requirements During Leave
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Unless crcumgances exist beyond theemployeed sontrol, theemployee shall inform the district
every two weeks durng FMLA leave of their current gatus and ingnt to return to wok.

Return to Previous Pogtion

An employee returning fromFMLA leave is entifed to bereturned to the same positon the
employee held when leave commenced, orto anequivalent postion with equivalent berefits,
pay, and othertermsand condtionsof employment. An equivalent postion mustinvolve the
same orsubgantially similar dutiesand respanghbilities, whch must erdil subsentially
equivalent skill, effort, and authorty. Spedficdly, uponreturning from FMLA leave, ateacher
may be assgned to anoher positon that is not neessaily the sameas the eaderés former job
assgnment. Theemployee may not berestored to a position requiring additional licensureor
certifi cation.

Theemployeed Hght to return to wak and/or tothe same or an equivalent position daes not
supersede any adions tken by the District, suchas conducting aRIF, which theemployee would
have been subgd to had the employee not keen on FMLA leave at thetime of theDistrict 6 s
adions.

Provisions Applicable to Sedion One
EmployeeNoticeto District
Foreseedle Leave:

When the real for leave is foreseeable for reasonsl throwgh 4 istedabove, the employee shall
providethe District with notlessthan 30 diys natice, before the date theleave is to begin, of the
employeés irtention totake leave for the spedfied reason. Aneligible employee who hes no
reasorable excusefor his/herfailureto providethe District with timey advance notice of the
need for FMLA leave may delay the FMLA coverageof such leave until 30 days after the date
the employee providesnotice

If thereis alack of knowledgeof approximately when the eave will berequired to kegin, a
change in circumgances, oran emergency, notice mustbe given as soones practicable. As on
as pradicable meansas soonas both posble and pradicd, taking into account all of thefacts
and circumdances intheindividual case.

When the reed for leave is for reasons Jor 4 listed abowe, theeligible employee shell makea
reasoreble effort to scledule thetreament soas not to disrupt undly the operations of theDistrict
subpd to theapproval of the hedth care provider of thespouse, son,atighter, or parent of the
employee.

If the reed for FMLA leave is foreseeable lessthan 30days in advance, theemployee shall notify
the District as sooras pradicable. If the employee fails to noify as soores pradicable, the
District may delay granting FMLA leave for the numberof days in adrance that theemployee
should lave provided ndice and when theemployee actualy gave notice
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Unforeseedle Leave:

When theapproximate iming of theneed for leave is not faeseeeble, an employee shall provide
the District natice of theneed for leave as soon agracticable given thefads and circumgances of
the particular case.

Ordinaily, theemployee shall notify the District within two (2) working days of leaning of the
nedl for leave, except in extraordinary circumgances wiere such nofice is not easible. Notice
may be provided in gerson,by telephone, telegraph, fax, or otherelectronic means. If the eligible
employee fails to noify the District asrequired, unless thdailureto compy is justfied by
unuswal circumgances, theFMLA leave may be delayed ordenied.

Medical Certification

Sewndand ThirdOpinions: In any case where the District hasreason to @ubt thevalidity of the
initial certifi cation provided, theDistrict may require, & its expense, theemployee to oltain the
opinion ofaseand tealth care provider designated or approved by the employer. If the second
opinion differs from thefirst, the District may require, a its expense, theemployee to oltain a
third opinion from a tedth care provider agreed uponby boththe District and theemployee. The
opinion of the third kdth care provider shall be considered final and be bindingupon boththe
District and theemployee.

Recaetifi cation: The District may request, eitherorally or in writing, theemployee obtain a
recertifi caion in conrction with theemployeed absence, at the employeed expense, no more
often thanevery thirty

(30) days unkss oneor moreof thefollowing circumgances apply;

a. Theoriginal certifi caionis for a period greater than 30 days. In this stuation,the District may
require arecertifi cation after thetime ofthe original certifi cation expires, but in ay case, the
District may require a recertifi cation every six (6) mornths.

b. Theemployee requestsan extension of éave;

c. Circumgances described by the previous certifi cation have changed significantly; and/or

d. Thedigtrict receives information thatcastsdoubt uporthe continuingvalidity of the certifi cation.

The employee mustprovide therecertifi cation in fifteen (15) cdendar days after the District deguest.

No ssoond orthird opinion onrecertifi cation may be required.

TheDistrict may deny FMLA leave if an eligible employee fails to providerequestedcertifi cation.

Substitution of Paid Leave

When an employee6 savd has been designatedas FM LA leave for reasons 1 @s applicable), 2, 3,
or 4above, theDistrict requires employees tosubstitute acaued sick, vacation, orpersoral leave
for the period of FMLA leave.
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To theextent theemployee has accrued paid vacaion or persorel leave, any leave taken that
gualifies for FMLA leave for reasons 1 or 2bove shell be paid lease and charged against the
employeeb accrued leave.

Workers Compensation: FMLA leave may run concurrently with aworkers éompenstion absence
when the injuy is onethat medsthecriteria for a serious redth condtion. To theextent that
workers compenstion kenefits andFMLA leave run concurrently, the employee will ret be
charged for any paid leave accrued by the employee at therate necessay to bring the totalamount
of comhined incomeupto 100%0f uswal contraded daily rate of pay. If the hedth care provider
treding the employee for the workers compenstion inury certifi es theemployee is ableto return to
aflight duyj o b, oundble tbreturnsto theemployeed samesor equivalent job,the employee
may dedinethe Districtés offer of a flight duty job . A8 aresul, theemployee may lose higher
worker s@npenstion payments, but fothe duation oftheemployeed EMLA leave, the
employee will bepaid for theleave to the extent that thesmployee has accrued applicable leave.

Return to Work

If theDistrict @vatten designation determination that theeligible employeed savdqualified as
FMLA leave uncer reason 4 abovestaed that theemployee would have to provide a fifitness-
for-dutyo certifi cation from a tedth care provider for the employee to resumework, the
employee mustprovide such certification prior to returning to work. Theemployeeb failureto
do so voids th®istrict 6 sigatmmtb einstate the employee under the FMLA and the
employee shell beterminated.

If theDistrict @vatten designation determination that theeligible employeed savdqualified as
FMLA leave under reason 4 abovestaed that theemployee would have to providea fifitness-for-
dutyo certifi cation from ahedth care provider for the employee to resumework and the
designation determination listed theemployeed sssentiajob furctions, theemployee must
providecertifi cation thatthe employee is ableto perform thos€unctions gior to returningto
work. Theemployeed failureto do so othis/her inability to peform higher jobé essential
functions voids théistrict @lsligation to einstate the employee under theFMLA and the
employee shell beterminated.

Falureto Return towWork:

In theevent that anemployee is urable orfails to eturn to wak within FMLA's leave timelines,
the suprintendent will make a determination at that time regarding the documentd reed for a
severance of the employeed sontract due to he inability of theemployee to fulfill the
responsbilitiesand requirements of tieir contrad.

Intermittent or Reduced Schedule Leave

To theextent padicable, employees requesting intermittent orreduced schedule keave shall
providethe District with notlessthan 30 days natice, before the date theleave is to begin, of the
employeés irtention totake leave.
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Eligible employees may only takeintermittent orreduced schedule leave for reasons land 2
listedaboveif the District agrees to germit such eave uponrequest of theemployee If the
District agees topermit anemployee to take intermittent orreduced schedule leave for such
reasonsthe agreement slall be consistent with trs polcyd sequirementsgoverning intermittent
or reduced schedule leave. Theemployee may betransferred tempaarily during the period of
scheduled intemittent or reduced leave to an alternative positon for which the employee is
gualified and which better accommodates recurring periods ofleave thandoes theemployeés
regular positon. Thealternative positon slall have equivalent pay and kenefits but does not
have to haveequivalent duties.

Eligible employees may take intermittent or reduced schedule FMLA leave dueto reasons 3 or 4
listedabovewhen the nedicd need is best accommodatd by such aschedule. Theeligible
employee shell makeareasorable effort to scledule thetreament soas notto dsrupt undly the
operations of theemployer, subgd to theapproval of thehedth care provider.

When granting leave on an intermittent orreduced schedulefor reasons 3 or 4ébovethat is
foreseeable based on phnned medca treatment, the District may tempaarily transfer non-
instructional, eligible employees forthe period of scheduled intemittent orreduced leave to an
alternative position for which theemployee is qualified and which better accommodates
recurring periods ofleave than d@s theemployeés regular postion. Thealternative position
shall have equivalent pay and kenefits but does rot haveto have equivalent duties. When the
employee is ableto return to ful-timework, theemployee shall be placed in the same or
equivalent job as he/shehad when the kave began. Theemployee will not berequired totake
moreFMLA leave thannecessary to addess thecircumgances requiring the neal for theleave.

If an eligible employee who meets the definition ofan indructional empbyee requests
intermittent orreduced schedule kave for reasons 3 or 4bovethat is faeseedle based on
planred medcd treament and theemployee would be on éave for greaterthan 20 grcent of the
total number of working days inthe period duing which the eave would extend, thedistrict

may require the employee to eked either

a. totake medicd leave for periods ofa particular duration, notto exceal theduration ofthe
planred medca treament; or

b. totransfer tempararily to an available alternative positon dfered by the employer for
which theemployee is qualified and that las equivalent pay and benefits and better
acommodatesrecurring periods ofleave than theregular employment pogion ofthe
employee.

If the employee choo®sto transfer to an alternative positon it shall have equivalent pay and
benefits but does not tave to haveequivalent dutes. When the employee is able toreturn to ful-
timework, theemployee shall be placed inthe same orequivakent job as he/she fad when the
leave began. Theemployee will not berequired totakemoreFMLA leave than necessay to
addressthe circumgances requiring the reed for the leave.

An eligible instructional employee who reeds inermittent leave or leave onareduced leave
schedulefor reasons 3 od abovemay not be tansferred to analternative postion duringthe
period of the employeés intermittent orreduced leave schedule if, based ontheforeseeable
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planred medcd treament, the employee would be on leave for 20 percent or less of the total
numberof working days over the period the eave would extend.

L eavetaken by €ligible instructional employees near the end of the ssmester

In any of thefollowing scenarios, if theDistrict chooss to requiretheeligible, ingructional
employee to day on leave until theend ofthe ®meste, only the pation ofthe kave untl the
employee is ready and able toreturn to wak shell be charged against the employeed EMLA
leave entitlement. Therequired nan-FMLA leave will not beconsidered excessve absenteasm.

Leavemor e than 5weeks prior to end of the mester

If theeligible, indructional empbyee begins leave, dueto reasons lthrough 4 istedabowe,
morethan 5weeks priorto the end ofthe academic term, the District may requirethe
employee to continue &king leave until theend ofthe mestr, if

(A)the kPaveis of at least 3weeks duation; and

(B) thereturn to empbymentwould accur during the 3-week period beforetheend ofthe
semestr.

Leavelessthan 5 weeksprior to end of the ssmester

If theeligible, instructional empbyee begins leave, dueto reasons 1, 2, 08 listedabowe,
duringthe period thatcommences 5 weeks priorto theend ofthe academic term, the
District may requirethe employee to continuetaking leave until theend ofthe semeser,
if

(A)the kave is of greder than 2 weeks duration; and

(B) thereturn to empbymentwould occur during the 2-week period beforetheend ofthe
semestr.

Leavelessthan 3 weeksprior to end of the ssmester

If theeligible, ingructional empbyee begins leave, dueto 1, 2, or 3 listedbowe, during
the period thatcommences 3 weeks prior to theend of thesemeser and theduration of
the kave is greaerthan 5 working days, theDistrict may require the employee to
continueto take leave until theend ofthe mestr.

SECTION TWO
FMLA L EAVE CONNECTED TO MILITARY SERVICE
L eaveEligibility
The FMLA provision of mlitary assocated leave is in two caegories. Each onehas sane of its own
definitionsand stipdations. Tlerefore, they are dealt with separately in this Sedion ofthe polcy.

Definitions diferent than those inSedion Oneare included under therespective reasonfor leave.
Definitions tlat are thesameas in Sedion Oneare NOT repeded in this Secion.
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QUALI FYING EXIGENCY

An eligible employee may take FMLA leave for any qualifying exigercy arising out ofthe faa
that the spoues son, @ughter, or parent of theemployee is oncovered active duty (or has been
notified of an impending cal or order to covered active duty) in theArmedForces. Examples
includeissues involvedwith shot-notice deployment, nilitary events andrelated activities,
childcare and shoolactivities, theneal for financial and legal arrangements, counsling, rest
and recuperation, pos-deploymentactivities,and otheradivitiesas defined by federal
regulations*?3

Definitions:

Covered active duty means
A inthecaseof amemter of aregular componenof the ArmedForces, duy during
deployment ofthe menber with thearmed forcesto aforeign country; and
A in thecaseof amemler of areserve componenbof the ArmedForces, duty during
deployment ofthe menber with thearmed forces to aforeign country under acdl to

order to active duty under aprovision oflaw referred toin ssdion 10Xa)(13)(B) of title
10, Unied Sates Code.

Son or daughter on active duty or call to active duty status means theemployee's biobgical,
adopted, offoster child, sepchild, legal ward, or achild for whom theemployee stood inloco
parentis, who is on etive duty or cal to ective duty status, andvho is ofany age.

Certification

The District may require the eligible employee to obtaincertifi caion to hép the distrat
determineif the requested leave qualifies for FMLA leave for the puposes of aqualifying

exigency. TheDistrict may deny FMLA leave if an eligible employee failsto providerequested
certifi cation.

EmployeeNoticeto District

Foreseedle Leave:

When the recessty for leave for any qualifying exigency is foreseedle, whetherbecausethe
spouse, son,aighter, or parent of theemployee is on covered adive duty, or because of
notificaion ofan impending call or order to covered adive duty, theemployee shell provide sich
notice to the District as is essorable and pradicable regardless of howfar in advance the leave is
foreseeable. As soones practicaldle meansas sooras both poskle and practicd, taking into
acount all of thefacts and circumgances intheindividual case.

Unforeseedle Leave:

When theappraximate iming of theneed for leare is not faeseeale, an employee shall provide
the District natice of theneel for leave as soon agracticable given thefads and circumgances
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of theparticular case. Ordinarily, theemployee shall notify the District within two (2) working
days of leaning of the need for leave, except in extraordinary circumgances where such noice
is notfeasible. Noticemay be provided in pason,by telephone, telegraph, fax, orother
electronic means. If the eligible employee fails to noify the District asrequired unless th
faillureto compy is justified by unusual circumgances, theFMLA |leave may be delayed or
denied.

Substitution of Paid Leave

When an employeed savd has keen designated as FMLA leave any qualifying exigency, the
District requires employees to substiute acaued vacaion, orpersorel leave for the period of
FMLA leave.

Intermittent or Reduced Schedule Leave

Eligible employees nay take intermittent orreduced schedule leave for any qualifying exigercy. The
employee shell provide thedistrict with as mud notice as ispracticable.

L eavetaken by an eligible instructional employees more than 5 weeks prior to end of the ssmester

If an eligible, indructional empbyee begins leave dueto any qualifying exigency morethan 5
weeks priorto theend ofthe £mesker, theDistrict may require the employee to continue aéking
leave until theend ofthe semestr, if
(A)the kaveis of at least 3weeks duation; and
(B) thereturn to empbymentwould accur during the 3-week period beforetheend ofthe
semestr.

If the District choo®s torequiretheeligible, ingructional empbyee to gay on leave until theend
of thesemeser, only the portion of theleave until the employee is ready and able toreturn to wak
shall be charged against the employeed EMLA |eave entitlement.

SERIOUS ILLNESS

An eligible employee is eligible for leave to care for aspousechild, parent or next of kin who is
acovered srvicememter with a rious ilness olinjury under thefollowing condtions and
definitions.

Definitions:

Cowered Service Member is
1. amemter of the ArmedForces, including amember of the National Guard or Reserves,
who is aundergoing medical treatment, reauperation, ortherapy, is aherwise in outpatient
status, or is therwise onthe emporary disabilty retired list, foraserious ifjury or iliness;
or
2. aveteran who is unérgoing medial treatment, recuperation, ortherapy, for aserious
injury or illness andvho was amemler of the ArmedForces (including a member of the
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National Guard or Reserves) at any time duing the period offive (5) years precealing the
date onwhich theveteran undergoes that nedical treament, recuperation, ortherapy.

Outpetient Status: usd in resped to acovered srvice memler, means thestatus of anemler of the
ArmedForces assgned to
A) amilitary medcal treatment fadlity as an outpatent; or
B) aunit establshed for the purposeof providing command and control of membe's of the
ArmedForces receiving medcd care as outpatients.

Parent of acovered srvicememler: is acovered servicemember biobgical, adoptive, stp or
foster father or mother, or any otherindividual who stood inloco parentis tothe covered
servicemenber. Thisterm does not idude prent s awvi © |

Serious|Injury or llIness:

(A) in the caseof a memler of the ArmedForces, inrcluding the National Guard or Reserves, it
meansan injury or illness incured by the member in theline of duty on active duty in the
ArmedForces (or existed before the beginning of the memlerés adive duty and was
aggravated by service in line of duty on active duty in the Armed Forces) and that ray
render the memlber medicdly unfit to perform theduties of thememlerds office, grade,
rank, orrating and

(B) in the caseof a veteran who was amemter of the ArmedForces, including amemter of
the National Guard of Reserves, a any time during a period as a covered service mernber
defined inthis polcy, it means aqualifying (as defined by the U.S. Seaetary of Labor)
injury or illnessthat was incurred by the memberin theline of duty onadive duty in the
ArmedForces (or existed before the beginning of the memlerés adive duty and was
aggravated by service in the line ofduty onadive duty in the ArmedForces) and that
maniested itelf before or after the memter became a veteran.

Son ordaughter of a covered srvicemenber means acovered srvicemember's biolagical,
adopted, offoster child, sepchild, lecal ward, or achild for whom thecovered servicemember
stood inloco parentis, and who is ofany age.

Yea: for leave to care for the seriousinjury or illness of acovered service memler, thetwelve
(12) morth period begins on thefirst day the eligible employee takes FMLA leave to care fora
covered servicememter and ends 12 monthsfter that dat.

An eligible employee who isthe spause, son, dughte, parent, or rext of kin of acovered
service member shall beentitled to a total o026 weeks of keave during one 12-morth period to
cae forthe service memberwho hes a serious irjury or illness as dfined in this polcy. An
eligible employee who cares for such acovered service menber continuesto be Imited for
reasons lthrough 4 inSection Oneand for any qualifying exigercy to a tdal of 12 weeks of
leave during a yea as defined in this polcy. For example, an eligible employee who cares for
suwch acovered srvice memberfor 16 weeks duinga 12 morth period could ony takeatotal of
10 weeks for reasons 1through 4 inSection Oneand for any qualifying exigency. An eligible
employee may nottake morethan 12weeks of FMLA leave for reasons lthrouwgh 4 inSedion
Oneand for any qualifying exigercy regardless of howlittle leave the eligible employee may
taketo carefor aspousechild, parent ornext of kin who is acovered srvicememler with a
serious ilness olinjury.
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If huskand and wife are both elgible employees employed by the District, the huslnd and wife
are entitled to acomhned tatal of 26 weeks of lkeave during onel2-morth period to are for their
spouse, son,atighter, parent, or rext of kin who s acovered service member with a ®rious
injury or iliness as dfined inthis polcy. A husand and wife who care for such acovered
service menber continues to belimited to acomhbined total of 12 weeks FMLA leave for reasons
1 throwgh 3 inSedion Oneand for any qualifying exigency during a yea as afined inthis
policy. For example, ahusband and wife who are both elgible employees and whocare for such
acovered srvice memler for 16weeks during a 12 morth period could orly take a comhined
total of 10 weeks for reasons 1 throgh 3 inSedion Oneand for any qualifying exigency.
Medical Certification

The District may require the eligible employee to obtaincertifi caion ofthe covered service
memlerés seioushedth condtion to help the District determineif the requested eave qualifies
for FMLA leave. The District may deny FMLA leave if an eligible employee fails to provide
requestedcetifi cation.

EmployeeNotice to District
Foreseedle Leave:

When the real for leave to care foraspotse, child, parent or next of kin who is acovered
servicemenber with aserious ilness olinjury is clearly foreseeable at least 30 @ys in advance,
the employee shall providethe District with notlessthan 30 days notice before the date theleave
is to begin of the employee's intention totake leave for the sgcified reason. An eligible
employee who has noreasorable excusefor hig/her failureto provide the District with timey
advance notice of theneed for FMLA leave may delay the FMLA coverage of such leave until

30 dhys after the date theemployee provides notte.

If the reed for FMLA leave is foreseeable lessthan 30 days in advance, theemployee shall notify
theDistrict as sooras pradicable. If the employee fails to noify as soores pradicable, theDistrict
may delay granting FMLA leave for thelength oftime that the employee should haveprovided
notice and when the employee adually gave notice.

When the reed for leave is to care for aspousechild, parent or rext of kin who is acovered
servicemember with aserious ilness olinjury, the employee shall make a reasoreble effort to
schedule thetreament soas not to dsrupt undly the operations of thedistrict sujed to the
approval of the hedth care provider of the spouseson, @ughter, or parent of the employee.

Unforeseedle Leave:

When theapproximate iming of theneed for leave is not faeseeable, an employee shall provide
the District natice of theneed for leave as soon agracticable given thefads and circumsances
of theparticular case. Ordinaily, theemployee shall notify the District within two (2) working
days of leaning of the need for leave, except in extraordinary circumdances where such noice
is notfeasible. Noticemay be provided in peson,by telephone, telegraph, fax, orother
electronic means. If the eligible employee fails to noify the District asrequired unless the
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failureto compy is justified by unusial circumgances, theFMLA leave may be delayed or
denied.

Substitution of Paid Leave

When an employeed savd has keen designatedas FMLA leave to care for aspouseghild, parent
or next of kin who is acovered srvicemenber with aserious ilness olinjury, theDistrict
requires employees tosubstiute acaued sick, vacation, orpersorel leave for theperiod of FMLA
leave.

Intermittent or Reduced Schedule Leave

To theextent padicable, employees requesting intermittent or reduced schedule keave to care for
aspousechild, parent or next of kin who is acovered srvicemenber with a serious ilness or
injury shall provide theDistrict with notlessthan 30 diys' notice, before the @dte theleave is to
begin, of the employee's intention totake leave.

Eligible employees may take intermittent or reduced schedule FMLA leaveto care foraspotse,
child, parent or next of kin who is acovered srvicememter with aserious ilness orinjury when
the nedical need isbest a&ccommodated by such aschedule. Theeligible employee shall makea
reasoreble effort to schedule thetreament soas not to disruypt unduy the operations of the
employer, subgd to theapproval of the hedth care provider.

When granting leave on an intermittent or reduced schedule tocare for aspous, child, parent or
next of kin who is acovered srvicememler with aserious ilness olinjury tha is foreseeable
based on planed medcal treatment, the District may tempaarily transfer non-instructional
eligible employees forthe period of scheduled irtermittent orreduced leave to analternative
position for which theemployee is gqualified and which better accommodatesreaurring periods of
leave than aes theemployeés regular posiion. Thealternative position shall have equivalent
pay and kenefits but does not lave to haveequivaent duies. When theemployee is ableto return
to full-timework, the employee shall be placed in the @me orequivalent job as B/'she lad when
the kave began. Spedfically, uponreturning fromFMLA leare, an employee may be assgned to
anotherposition that is not neessaily the same as theemployee's former job assgnment. The
employee will not berequired totake moreFMLA leave thannecessay to addressthe
circumgances requiring the nead for theleave.

If an eligible employee who meets the definition ofan ingructional empbyee requestsintermittent
or reduced schedule leave to care for aspousechild, paent or rext of kin who is acovered
servicemenber with aserious ilness olinjury that is foreseeable based onplanred medcd
treament and theemployee would beon leave for greaer than 20 percent of the total number of
working days inthe period during which the ave would extend, theDistrict may requirethe
employee to choosesither

a. totake medcd leave for periods ofa particular duration, notto exceel theduration ofthe
planred medcd treament; or

b. totransfer tempararily to an available alternative positon dfered by the employer for
which theemployee is qualified and that las equivalent pay and benefits and better
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acommodatesrecurring periods ofleave than theregular employment wdtion ofthe
employee.

If the employee choo®sto transfer to an alternative positon it shall have equivalent pay and
benefits butdoes not tave to haveequivalent dutes. When theemployee is able toreturn to ful-
timework, theemployee shall be placed inthe same orequivalent job as he/she fad when the
leave began. Spedfi cally, uponreturning from FMLA leave, ateacher may beasggned to
anotherpositon that is not neessaily the sameas the eaderés former job assgnment. The
employee will not bereguired totake moreFMLA leave thannecessay to addressthe
circumdances therequired the reed for theleave.

An eligible instructional employee, who reeds intemittent leave or leave on areduced leave
schedule kave to care for a spousechild, parent or rext of kin who is acovered servicemenber
with a ®rious ilness olinjury, may not betrangerred to analternative postion duing the
period of the employeés intermittent orreduced leave schedule if, based ontheforeseeable
planred medcd treament, the employee would be on leave for 20 percent or less of the total
numberof working days over the period the ave would extend.

L eavetaken by €ligible instructional employees near the end of the academic the semester

In any of thefollowing scenarios, if thedistrict chooes to equiretheeligible, instructional
employee to day on leave until theend ofthe £meste, only the pation ofthe kave until the
employee is ready and able toreturn to wak shall be charged against the employeets FMLA
leave entitlement. Theexcess noMLA leave will not beconsicered excessve absentesism.

Leavemorethan 5weesprior to end of the mester

If theeligible, ingructional empbyee begins leave, for any qualifying exigency or to care
for aspoug, child, parent or rext of kin who is acovered srvicemenber with aserious
illness olinjury morethan 5 weeks priorto theend of thesemestr, the District may
require the employee to continuetaking leave until the end of the semeste, if
(A)the kaveis of at least 3weeks duation; and
(B) thereturn to empbymentwould accur during the 3-week period beforetheend ofthe
semestr.

Leavelessthan 5 wees prior to end of the ssmester

If theeligible, ingructional employee begins leave to care for aspotse, child, parent or
next of kin who is acovered srvicemember with aserious ilness ofinjury duringthe
period thatcommences 5weeks priorto theend ofthe £meser, theDistrict may require
the employee to coninuetakingleave until theend of thesemestr, if
(A)the kave is of greaer than 2 weeks duration; and
(B) thereturn to empbymentwould accur during the 2-week period beforetheend ofthe
semestr.

Leavelessthan 3 weesprior to end of the smester
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If theeligible, indructional empbyee begins leave to care foraspotse, child, parent or
next of kin who is acovered servicemember with aserious ilness ofinjury duringthe
period thatcommences 3weeks priorto theend ofthe €meser and the duration ofthe
leave is greaterthan Sworking days, the District may require the employee to continue to
takeleave until theend ofthe £mestr.

Legal References: 29 USC88 2601et seq.
29 OFR part 825
Last Revised: August 2013

3.3216 LICENSED PERSONNEL MATERNITY LEAVE

Maternity leave will be providedfor teachers who have accumuated at least one(1) yearss
experience with thedistrict. Maternity leave mustberequested in writing. If ateadcher needs to
takeamaternity leave, the arrangementsand details of the eave should bemack with the
Superintendent of Schods and Board of Diredors. In no instace will bethe teadher beallowed
to work when it becomesapparent that thework could be larmful to themothe, baby or the
students. Endsrassng situations shold beavoidedby making the proper arrangementseat the
ealiest passible moment. Thefollowing policies shallgovern thematernity leave:

1. Ead teacher will be allowed fifteen (15) days provided by the distrct

2. Full daily pay will bedeductedfrom the eacdherds pay for any days missedin excess of thedays
provided by the distrct and the eatderés accumuated sick @ys. However, at theteadhers
option, ull teacherGs pay may be deducted after the 15" day provided by the didrict.

Maternity leave cannotbe split. Leave will begin at the birth of thechild.

All personrel berefits accrued will beretained during the naternity leave.

If theevent that birth occurs tefore school begins, the days count as if shool was insesson.

arw

3.330 ASSSIGNMENT OF EXTRA DUTIESFOR LICE NSED PERSONNEL

From time to tmeextraduties may be assgned to licensed persomel by the school prircipal orthe
Superintendent ascircumdances drtate.

Thedistrict shall not asgh licensed teaching personrel morethan skty (60) minues aweek of
noninstrutional duty without pay. The rate of payshall be set by the Board for al duty above
sixty (60) minutes incompliance with statutey law. For the pumposeof definition, nan-
instructional duty meansthe sugrvision of stu@nts bdoreor after theinstructional day begins or
endsand duing bre&fasts, lunches, recesses oscheduled reaks.

Supplenental dutes will be paid according to sahry suppemental shedule. However, if
suppémental duies cease or donot warrant necessity, then thecompersation for thoseduties shall
beeliminated orprorated.

Legal Reference A.C.A. §617-201
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3.340 LICENSED PERSONNEL CELL PHONE USE

Useof cell phores or oter electronic communication devices by employees duringinstructional
time is grictly forbiddenunless spdficdly approved in adance by the siperintendent, bulding
principal, ortheir designees.

In any instance where thedistrict issues &dl phoneor school computeto a school empbyee for
usefor school businesgurpases, theemployee shall not usethe equipment for personal use.Any
employee who u®s a school issuedcdl phores and/or computers for non-school purposs, except as
permitted by the distrctss Internet/computer use policy, shall be subgct to discipline,up toand
includingtermination.

Legal Reference IRS Publication 15 B

3.350 LICENSED PERSONNEL BENEFITS

The EmersonTaylor-Bradley School Distrect provides itscertified persomel berefits consising of the
following.

Thepricdess eward of helping shepe the life and future of our children;
Theoppatunity to grow professonally

Hedth insuance assstance

OnBoard approval, added kenefits including in this order, Dental Insuance, Disability
insurance, paid lunches, and an inaeased hedth insuance benefit.

Contributiorto theArkansas Teader RetirementSystem

Oneg(1) sick leave day per contract calendar morth, orgreater portion thereof

One(1) persoral day per school year

Can transfer up tothree (3) sick leave days to personal days per year

Theoppatunity to participatein income potection throwgh volurtary sick-leave plans

PwbdPE

©x~NoO

Legal Reference A.C.A. §617-201

Lastrevised: August 2.3

3.360 LICENSED PERSONNEL DISMI SSAL AND NON-RENEWAL

For procedures relating to the ermination and ron-renewal of teachers, peaserefer to theArkansas
Teader Far Dismissal Act (A.C.A. 88 617-1501 et seq.)and theTeacher Evaluation Suppat
System A.C.A. 88 617-2801¢t seq). TheActs spedficdly are not made a part of this polcy by this
reference.

A copy of thestatuts are available for review in the dfice of theprincipal of each school bulding.

Legal Reference A.C.A. . §617-201
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A.C.A. §8 617-1501¢t seq.
A.C.A. §8 617-2801¢t seq.

Last Revised: August 2013

3.370 ASSIGNMENT OF TEACHER AIDES

Theassgnment ofteacher aides slall be made by the gincipal or higher designee Changes inthe
assgnments ray be made as recessay due to changes inthe student ppulation, teacher changes,
and to best red the educational needs of thestudents.

Legal Reference A.C.A. 8§ 617-201

3.380 LICENSED PERSONNEL RESPONSIBILITIES GOVERNING
BULL YING

Teaders and other school empbyees who tave witnes®d, orarereliably informed tlat, a stu@nt
has been avictim of bullying as defined in this polcy, including a single action whch if allowed
to continuewould constittie bullying, shall reportthe ircident(s) to the pincipal. Theprincipal
or his/herdesignee shall beresponsble for investigating the ircident(s) to determine if
disciplinay adion is warranted.

The person orpersonsreporting behavior they considerto be bullying shall not be subpd to retaliation
or reprisal in any form.

District gaff are required to helpenforce implementation of thedistrict Grgi-bullying policy.
Thedistrict 6 einitidn ofbullying is included kelow. Sudents who buly anotherpersonareto
be held accountablefor their adions wiether they occur onschool equipment or property; off
school property at aschool-sponsoed or £hod-approved function, activity, or event; or going to
or from shool oraschool activity. Studentsare encouraged to report behavior they consider to
be bullying, including a single action which if allowed to continuavould consttute bulying, to
their teacher or the buildng principal. The report may be madeanonymotusly.

Definitions:

Bullying means theintentional harasament, intimidation, huniliation, ridicule, defamation, or
threa or inciterrent of violence by a studentagainst anotler student or pubic school empbyee
by awritten, \erbal, electronic, or physical act that causes orcreates aclear and resent danger
of:
A Physical harm to apublc school empbyee or student or chmage to the pulbic school
employeés or studat's property;
A Subsential interference with a studeri$ education orwith apublic school employeés rolein
educdion;
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A A hostileeducaional environment for one(1) or morestudents or publischool empbyees
dueto the gverity, persistence, or pervasivenessof thead; or
A Subsential disruption ofthe aderly operation ofthe school oreducaional environment;

Electronic act means withoutlimitation acommunication orimage transmitted by meansof an
electronic device, includng without limitation a €lephore, wireless phoe or other wireless
communications avice, computer, or pager that resulks inthe subsantial disruption of the
orderly operation ofthe school oreducational environment.
Eledronic acts of bullying are prohibited whether or not the electronic ad originated on
school progerty or with school equipment, if thelectronic act is directed spedfi cdly at
students orahool pesonnel and nalicioudy intended for the purposeof disrupting
school, and hes ahigh likelihood ofsucceeding in that purpcse;

Harasanent meansa pattern of unwelcome \erbd or physical condict relating to anotler person's
consttutionally or statutorily protected status thatauses, orreasonably should beexpeded tocause,
subgantial interference with the otha's performance in the school envronment; and

Substantial disruption means withoutlimitation thatany one or mare of thefollowing occur as
aresult of thebullying:
A Necessary cessation ofistruction oreducational activities;
A Inability of students oreducational staff to focuson learning or function as an educaional
unit becauseof a hostie environmen;
A Severe or repetitive disdplinary measures are needed in the classoom orduring educaional
adivities; or
A Exhibition ofotherbehaviors by students oeducational staff that subtantially interfere with
the kaning environment.

Examples of"Bullying” may include but ae not limited to a f@ttern of behavior involving oneor
moreof thefollowing:

Sarcastic "compiments" about anotlr stucen t giersoral appeaance,

Pointed questions intewled to emlarrass or humilate,

Mocking, tauntng or belittling,

Nonverbal threats andér intimidation suches fifrontingo or fi leestingo a person,
Demeaning humorrelatingto a stu@én t racs, gender, ethnicity or persoal characteristics,
Blackmail, extortion, cemandsfor protection morey or other involuntary doretions or lans,
Blocking accessto school property or fadlities,

Deliberate physicd contact or injury to person orproperty,

©CoNoO~WNE

othes.

11. Sexual harassment, asgoverned by policy 3.26, isalso aform ofbullying,

12. Teasing or name-calling based on the beaéf or perception thatan individual is not
conforming to expeded gender roles (Example: |l tSar gondLct or is ftomosexual,
regardless ofwhether the student sétidentifies as homogxual (Examples: fiYou are so
gay.o fiFag @Queeo).
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Legal Reference: A.C.A. §6-18-514

Last Revised: August 2013

3.390 LICENSED PERSONNEL RECORDS AND REPORTS

The superintendent or his/herdesignee shall determine, by individual orby positon, thoseecords
ateader is responsgble to keep and thosaeportshe/she is equired to maintan. It is a
requirement ofemployment that all required recordsand reports becompleted, submited, or
othawisetendered, and be acceptedby the principal or sugerintendent as complete and
satisfadory, beforethelastmo n t payonsll bereleased tothe certifi ed employee.

LICENSED PERSONNEL IN FECTIOUS DISEASES

Employees having been diagnosed with an irfectious digaseand wishing to continue
employment inthe Emerson-Taylor-Bradley School District must submit medical evidence that
indicates thecondtion is not athrea to otherstaff or stuants. Theattending physician, in
conjunction wih the Pulic Hedth Department, will monitor theemployee as to aly changes in
hig’her health status. Changes instatus must beeported immedetely to the Superintendent.
Conflicts in either student oremployee policies ketween school autheitiesand persorel
physicians $all be dedded by the Public Hedth Department.

Legal Reference A.C.A. 8617-104

3.400 LICENSED PERSONNEL DUTY TO REPORT CHILD ABUSE,
MALTREATMENT OR NEGLECT

It is the statuty duty of certifi ed school dstrict employees who have reasonable cause to
suspet child abuseor maltreatment to diredly and persorally report thesesuspcionsto the
Arkansas Chid AbuseHotline, by calling 1-800-482-5964.Failure to report suspededchild
abuse, maltreatment or negled by calling the Hotline can lead to aiminal proseaution and
individual civil liability of the personwho has ths duy. Notification oflocal or stte law
enforcement des not stisfy the duy to report; only notification by meansof the Child Abuse
Hotlinedischarges ths duty.

Theduty to report suspcted child abuseor maltreatment is adired andpersoral duty, and cannot
be asdgned ordelegatedto anotler person. Thereis no dity to investigate, confirm or
subgantiate setenents astudent ray have madewhich form the basis of the reasonable causeto
believe that the studentnay have been abused or subpded to malteament by another person;
however, a personwith aduty to report may find it helpful to makea limited inqury to assisin
theformation ofa belief that child abuse, maltreament orneglect hasoccurred, orto rue out
such abelieft. Empbyees and volurteas who cdl the Child AbuseHotlinein goodfaith are
immunefrom civil liability and criminal proseaition.
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By law, no £hool dstrict or hool dstrict employee may prohibit or restrict an employee or
voluntee from dredly reporting sugpeded child abuseor maltreatment, orrequirethatany person
notify or seek permission fom any personbefore makinga report to theChild AbuseHotline.

Legal References: A.C.A. § 121810, A.C.A. 812-18201¢et seq, A.C.A. § 1218402
Last Revised: August 2013

3.418 LICENSED PERSONNEL VIDEO SURVEILL ANCE AND OTHER
MONITORING

TheBoard of Directorshas aresponsbility to maintain digipline, potect the safety, security,
and welfare of its studets, gaff, and vistorswhile a the same time safeguarding district
faclities, \ehicles, and equipment. As gart of fulfilling this responsbility, the bard authorizes
the useof video/audio sirveillance cameras, automatic icentificaion, dita compilation devces,
and technology capable of tracing the physical location ofdistrict equipment, stuehts, and/or
personrel.

The placement of video/audio sureillance cameras shall be &sed on the pesumptonand Lelief
that stuents, staff and visitors have no reasoreble expedation of givacy anywhere onor near
school proferty, fadlities, \ehicles, orequipment, with the exception of places suchas rest
rooms ordressng areas where an expedation ofbodiy privacy is ressonable and custamary.

Signs shall be postl ondistrict property and in oron distrct vehicles tonotify students, tsff, and
visitors that videa@ameras may be in use. Violations of shool pesonrel policies orlaws caught
by the cameras and otler technologies authorized in this polcy may resultin disciplinary adion.

Thedistrict shall etain copies ofvideo recordings until they are erased which may be
acomplishedby either deletion orcopying over with a rew recording.

Videos, automatic identification, ordata compilationscontainingevidence of aviolation of
digtrict personrel policies and/or stater federal law shall beretained untl theissue of the
miscondLct is no lormger subject to review or apped as determined by board policy or siff
handbook any release or viewing of such recordsshall bein accordance with curent law.

Staff who vandalize, damage, defea, disable, or render inoperable (tempaarily or permanently)
suneillance cameras and equipment, automatic idntificaion, ordata compilation devces shall be
subpd to appropriate diciplinary adion and referral to appropriate law enforcementauthorities.

Video recordings and automatic icentificaion ordata compilation records may becomea part of a staff
memierés personrel record.

Last Revised: August 2013

3.420 OBTAINING and RELEASING STUDENT 6 FREE AND REDUCED
PRICE
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MEAL ELIGIBILITY INFORMATION
Obtaining Eligibility Information

A fundamengl underpinning of the National School Lunch and School Bre&fast Programs
(Progams) is that irtheir implementation,there will beno physical segregation d, discrimination
against, or overt identification ofchildren whoare eligible for the Program's kenefits. While the
requirements of be Programs ae defined in much greaer detail in federal statutesand pertinent
Codeof Federal Regulations, this paty is designed to helpemployees urderstand prohibitions on
how thestudent infomation is obtained and/orreleased thraugh the Pograms. Enployees withthe
gredestresponsbility for implementing and montoring the Pogramsshould oltain thetraining
necessary to beamefully aware of the nuances of their respongbilities.

The District is required to inform hougholds with childen enrolled in District schools of the
availability of the Programs and ofiow thehoushold may apply for Program berefits. However,
the District andanyoneemployed by the distret is strictly forbidden fromrequiri ng any
houshold or student witim ahoushold from swbmitting an application to paticipatein the
progam. There are NO exceptions to ths prohbition and it would aply, for example, tothe
offer of incentives for completedforms, ordisincentives or regative consequences for failing to
submitor complete an application. Put smply, federal law requires that the names ofthe children
shall not be publiskd, posed orannounced in any mamer.

In addition to potentialfederal criminal peralties that may be fil ed against a stef member who
violates this prohiltion, the employee shall be subject to discipline up tand including
termination.

Releasing Eligibility I nformation

As part of the distret @asticipationin theNational School Lunch Program andhe School
Breakfast Program, thedistrict collects elgibility datafrom its sudents. The dtais confidentiality
is very important and is goerned by federal law. Thedistrict has nadethe determination to
release studenteligibility status or infomation*2 as permitted by law. Federal law governs how
eligibility data may bereleased and to whom. e district will take thefollowing steps to ense
its confidentiality:

Some dita may bereleased to government agencies or gograms authoted by law to receive
suwch data without paental consent, while otherdata may only bereleased after obtaining
parental consent. In bothinstances, allowable information stall only bereleased on aneed to
know kesisto individuals authorzed to recave the data. The redpientsshall sign an agreement
with thedistrict spesifying the names ottitles of the personswho nmay have aacessto the
eligibility information. The agreement shall further spedfy the pedfic purpos(s) for which the
datawill be ugd and how therecipient(s) shall protect the data from further, ureuthorzed
disclosues.

The superintendent shall designate the seff member(s) responsble for making eligibility
determinations.Releaseof eligibility information to dher district staff shall be limited to asfew
individualsas possibe who slall have a specific need to know sgh information to p&form their
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job responsbilities. Primipals, counslors, teachers, and administrators slall not have routine
aacessto eligibility information or status.

Ead stff personwith aaccessto individual eligibility information shall benotified of their
persordl liability for its unauthoized disclosureand shall receive appropriate training on the laws
governing therestrictions of seh information.

Legal References: Commissionerd s emils|A-05-018,FIN 09-041,and 1A 99-011,and FIN
13018 ADE Eligibility Manual for School Meds Revised July 260820127
CFR 210.1i 210.31, 7 ER 220.1i 220.22, 7 ER 245.5, 245.6, 245.8, 42
USC1758b)(6) Last Revised:

3.43---DUTY OF LICENSEDEMPLOYEES TOMAINTAIN LICE NSE IN GOOD
STANDING

It is therespongbility of ead teadher, and notthedistrict, to ke higher teaching licensecontinuousy
renewed with nolapsesin licensuie, and in goodstandingwith the StateBoard of Education. Failure of
ateacdher to do so willbe grourds for termination.

Legal Reference A.C.A. §6-17-401
Last Revised: August 2013

3.440 LICENSED PERSONNEL WORKPLACE INJURIESAND WORKERS 6
COMPENSATION

Thedistrict providesWorker SCompenation Insurance, as required by law. Empbyees who
sudain any injury at work mustimmediately notify theirimmedgte sipervisor, orin the absence
of their immedete sugrvisor notfy the administrative office. An injured employee mustfill out
aForm Nand theemployee&® sugrvisor will determinewhether to report theclaim or to file the
paperwork if the injury requires reither medical treament or lost wak time. While many injuries
will requireno medcal treatment or time lostat work, should the eed for treament arise later, it
is important that there be a record thet theinjury occurred. All empbyees have aduty to provide
information and makstatermrents asequested for the pumposes of theclaim assessmerdnd
investgation.

For injuries requiring medical attertion, the district will exercise itsright to designate the intial
treaing physician and an injured employee will be direded to ek medtd attention, if necessary,
from a sgdfic physician or clinic.

A Worker sCompensation absence may run concurrently with FMLA leave (policy 3.32)when
the injuy is onethat meetsthe criteria for aserious redth condtion. To theextent that workers
compenstion kenefits andFMLA leave run concurrently, theemployee will be charged for any
paid leave accrued by the employee at therate regessay to bring the totalamountof comhined

incomeup to 100% ofisual contraded daily rate of pay. If the hedth care provider treating the
employee for the workers
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compenstion injury certifies theemployee is able to returnto aflight duy jo b bubis urable to
return to theemployeed same orequivdent job, theemployee may dedinetheDistri ¢ tfferof o
aflight duyj o Asadesul, theemployee may lose higher wo r k eompefstion payments,

but forthe duation ofthe employee6 BMLA leave, theemployee will bepaid for the kave to

the extent that theemployee has accrued applicable leave.

To theextentan employee has accrued sick leave and aWC claim has leen fil ed:

A theemployee will be charged for aday's sck leave for theall days misseduntil such timeas
the WC claim has leen approved ordenied;

A an employee whose WC claim is accgoted by the WC insuence carrier as compensble and
who isabsent for eight or moredays shall becharged sck leave at therate necessary, when
comhined with WC benefits,
to bringthe totalamountof comhined incomeup to 100%0f the employeés uswal contraded
daily rate of pay;

A an employee whase WC claim is acceoted by the WC insuince carier as compensble and is
absent for 14 ormore days will be credited back that portion ofsick leave for thefirst seven (7)
days of absence that isnot necessay to have brought the total amount ofcomhined incomeup
to 100% ofthe employee's usuaktontraded grosspay.

Legal References: Ark. Workers Comgnsation Commission RULE 09933 - MANAGED CARE
A.C.A. 8 119-508()(5)(A), A.C.A. § 11-9-514(a)(3)(A)(i)

Last Revised: August 213

3.450 LICENSED PERSONNEL SOCIAL NETWORKING AND ETHICS
Definitions

Social Media Account: a persordl, individual, andnon-work related account with anelectronic
medium or srvice where users may creae, share, or view user-generated content, including
videos, photgraphs, blgs, poaasts, messges, emails or webste profiles or locaions, suclas
FaceBook, Twitter, Linkedln, MySpace Instagram.

Professonal/education Social Media Account: an acaountwith anelectronic mediumor srvice
where users may create, share, or view user-generated content, includag videos, photgraphs,
blogs, podasts, messges, emails or webste profiles orlocations, suctas FaceBook, Twitter,
LinkedIn, MySpace Instagam.

Blogs: are atype of networking and can be either social or professonal in theirorientation.
Professonal blogs are encouraged and can provide a place for teaders topost homavork, keep
parents p-to-date, and interad with students comerning school related adivities. Soal blogs are
discouaged tothe extent they involve teachers and studntsin anon-education ariented format.

Policy

67



Tednobgy used appropriately givesfaculty new oppatunities to emgage students. Disrict saff
are encouraged to useeducaional tecdhnology, thelnternet, andprofessonal/educaion saial
networks to eise studenacdiievement and to mprovecommunication with paents am students.
Tednobgy and saial media accountsalso offer staff many ways they can present themseles
unprofessonally and/orinterad with studentsinapprapriately.

It is the day of each stff memter to appropriately marege all interadions with stuénts,
regardless ofwhether contact or interaction with a student@ursface-to-face or by means of
technology, to ensurethat the appropriate seff/student relationshipis mainained. This includes
instances when studntsinitiate contact or kehave inappopriately themslves.

Public school empbyees are, and always have been, held to ahigh standard of behavior. Stdf
memlers are reminded that whether spedfic sortsof contacts are permitted or not speificaly
forbiddenby policy, they will beheld to ahigh standard of conduct in all their interactions with
studentsFalureto create, enforce and maintainappraopriate professonal and interpersoral
boundaries with studentscould adersely affed the District Oefatiomshipwith the community
and jeordize theemployeed smployment withthedistrict.

The Arkansas Department of Educaion Rules Governing the Codef Ethics for Arkansas
Educatorsrequires Didrict gaff to maintain a professonal relationship wih ead student, bah

in and outsideéhe classoom. TheSchool Board of Directorsencourages all stéf to read and
becmefamiliar with the Rules. Conduct inielation of theRules Governing the Code of Ethics
for Arkansas Edaoators, including, but notlimited tocondtct relating to the inappopriate useof
technology or onlineresources, may be reported tothe Prdessonal License Standards Board
(PLSB) and may form the basisfor disciplinay action up to and iduding termination.

Staff membes are discauraged from creaing personal socal media accountsto which they
invite stuantsto befriends orfollowers. Empbyees taking such adion dosoat their own risk
and are advised to mortor thesited srivapy settings regularly.

District empbyees may set up Hogs and other professonal/educaion saial mediaacounts
usingDistrict resources and following District guidelines to promoteecommunications with
students, pants, and theommunity concerning schod-related adivitiesand for the purposeof
suppémentingclassroom ingruction. Accessng professonal/educaion saial media duing
school hours is prmitted.

Staff are reminded that he samerelationship, &change, interaction, information, orbehavior that
would beunacceptablein a non-technobgical medium, is uracceptablewhen donethrough the

useof technobgy. In fact, dueto thevastly increased potentialudience digital disemination
presents, extra caution must beexercisedby stdf to ensurethey doné trossthe line of

aaceptability. A goodrule of thumb forstdfto usei s , youfivouldnd sayitinclas s, dydn 6t
online. 0

Whether permitted or notspedfi cdly forbidden by policy, or when expressed in anadult-to-
adult, faceto-face context, what in othermediums ofxpresson could remain privateopinions,
includingflikes or comments tlat endaseor syport the nessage or eech of another person,
when expressedby stdf on ascocial mediawebste, have the pdential to bedisseminatedfar
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beyond he spe&kerés desire or intention. Thiscould undeminethe publiés perception of the
individualGs fitness to edtate stuants,thus un@rmining the eacherds effediveness.In this way,
the expresson and pubicaion ofsuch opinonscould pdentially lead to dsciplinary adion
being taken against the s&ff member, upto and ncluding termination ornonrenewal of the
contrad of employment.

Accessng social mediawebstes for persoral useduringschool haurs is prohibied, except during
breaks orpreparation periods. Staff are discauraged from accessng social mediawebsies on
persoral equipment dung their breaks and/or peparation periods kecause while this is not
prohibited, it may give the public the appearance that suchaccessis accurring during instructionel
time. Saff shell not access so@ media websies usingdistrict equipmentt any time, ircluding
duringbre&ks orpreparation peiods, except in an emergency situation orwith theexpress prior
permission of shool alministration. All school district empbyees who g@rticipatein sccial media
webstes shall nopostany school dstrict data, cocuments, photgraphs Bken at school or of
students, Igos, or otler district owned or creaedinformation on ay website. Further, the
postingof any private orconfidential school district madrial on sich webstes isstrictly
prohibited.

Spedficdly, thefollowing forms oftechnology based interadivity or connectivity are expresdy
permitted orforbidden:

Privacy of Employeés Social Media Accounts

In compliance with A.C.A. § 11-2-124, theDistrict shall not equire, request, suggest, orcausea

current or prosypedive employee to:

1. Diglose theusernameand/or passwad to his/herpersoral socal media account;

2. Addan employeg sipervisor, oradministrator to thelist of contects assoiatedwith higher
persoral social media account;

3. Clange the privacy settings associated with his/her persoral sodal media account;or

4. Rdaliateagainst the employee for refusing to dsclose theusername and/or passwad to his/her
persoral socal media account.

The District may require an employee to dsclosehis or her username and/or passwad to a
persoral socal media accountif the employeed sersqral socal media account ativity is
reasorable believed to be relevant to the inwestigation of an allegation ofan employee violating
digtrict pdicy, or stte, federal or local laws orregulations.If such an investigation occurs, and
the employee refuses, ypon request, to suppy the username and/or masswad required to make
an investgation, digiplinary adion nay be taken against the employee, which could include
termination ornorrenewal of theemployeed sontract of employment withthe District.

Notwithstandingany other provision inthis polcy, the District reserves the right to view any
information about aurrent or pospedive employeethat is puhilcly available on thelnternet.

In theevent that thedistrict inadwertently obtainsaacessto informationthat would erable the
district to have accessto an employeed persoral social mediaaccount,thedistrict will not use
this informationto gain accessto theemployee6 social mediaaccount. However, disciplinary
aadion may betaken against anemployee in accord with ather District pdlicy for using district
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equipment or retwork capability to access suchan acount. Enployees have no expedation of
privacy in their useof District isswed computers, other electronic device, or useof the District's
network. (Seepolicy 3.280 LICENSED PERSONNEL

COMPUTER WBE PQLICY)

Legal Reference A.C.A. 8§112-124
RULES QVERNING THE CODE OF ETHICSFOR ARKANSAS
EDUCATORS

Lastrevised: August 2.3

3.460 LICENSED PERSONNEL VACATIONS

240 chy contracted employees are credited with 10 days of vacation at the beginning of ead fiscd
yea. Thisis based on theassumption that &ull contrad year will be worked. If an employee fails
to finish thecontrad year dueto resignation ortermination, theemployee6 &nal ched will be
reduced at therate of.833 days per month, or najor portion of amorth, forany days used but not
eaned.

Ingructional empbyees may not generally take vacaion during instructional time. All vacaion
time must bepproved, in advance to the extent gadicable, by the sugrintencent or designee. If
vacdion is requested, but nogpproved, and theemployee is alsent fromwork in spte of the
vacdion cenial, digiplinary adion will be taken against the employee, which may include
termination ornorrenewal.

No employee shall be entitled to morethan 30 dys of vacdion as of thefirst day of each fiscd
yea. The permissilde carry forward does not incudethe 10 @ys credited upon the sirt of the
fiscd year. Employees having accrued vacaion totaling morethan 30days as of thedate this
policy is implemened shall not beeligible to increasethe numier of days carried forward during
their employment withthe district. Earned but urused vacaion will be paid uponretirementat
one-half (1/2) theemployee&d surrent daily rate of pay.

Last Revised: August 2013

3.470 DEPOSITING COLLE CTED FUNDS

From time to tme, staff memlers may collect funds in thecourseof their employment. It is the
responsbility of any staff memberto deposit sch funds they have colleded at least weekly into
the apprapriate accounts forwhich they have been colleded. The Superintendent or higher
designee shall beresporsible for determining the need for receipts for funds collededand oher
record keeping requirements and ohotifying staff of therequirements.
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Staff that useany funds colleded in thecourse of their employment for personal purpos, orwho
deposit suchfunds ina persoral account, may be subpa to discipline up taand including
termination.

Lastrevised: 913-12

3.480 LICENSED PERSONNEL WEAPONS ONCAMPUS
Firearms

Except as grmitted by this pdicy, no employee of this school digict, including those who may
possess & anceded carry per mi tall ppssesé fiream onany District school ampus or in or
uponany school bus or at ®istrict desgnated hus gop.

Employees who ned one or mare of the following condtions ae permitted to bringa firearm

onto shool property.
Helshe is pdicipating in a schod-approved educational courseor program involving the useof
fireams suich as ROTC programs, huning safety or military education, orbefore or after-school
hunting or rifle clubs;

A Thefirearms ae seaurely stored and located in anemployeed sn-campuspersoral residence and/or
immedetely adjacent parking areg

A Hefshe is aegistered, commissioned gaurity guard acting in the course and scopeof his/he duties.

Possession of irearm by a school dstrict employee anywhere on school property, including
parking areas and in orupon aschool bus, willresult in disciplinary adion being taken against
the employee, which may includetermination ornonrenewal of theemployee

Other Wegons

An employee may posses apocket knife which for the purposeof this pdicy is defined asa
knife whieh that can befolded into acaseand has a bladeor blades of kessthan three (3) inches
or less ech. An employee may carry, for the pumposeof self-defense, asmall contairer of tear
gas or mace which for the purposeof this pdicy is defined as having acagpadty of 150cc or less.
Employees are expededto sdeguard such itemsin swch as way as to enste they are not
possessd by students. Such items are notto beused against students, pa@nts or otheischool
district empbyees. Possession ofvegons, knies or if-defenseitemsthat do notcompy
with the limits contined terein, thefailure of an employee to safeguard sich items, or theuseof
swch items a@inst students, pants or othewschool district employees may result in disciplinary
adion keing taken against the employee, which may include ermination ornorrenewal of the
employee.

Legal References: A.C.A. § 573119

A.C.A. § 573120
A.C.A. § 573-124(a)2)
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A.C.A. §573301
A.C.A. 8§ 573-306

Last Revised: August 2013

3.49---TEACHERS' REMOVAL OF STUDENT FROM CLASSROOM

Noteand advisenent: This polcy is adopéd by theBoard of Diredors inorder to bring
theDistrict into compiance with ADE rules concerning student dscipline, and to
incorporate the provisions ofA.C.A. §6-18-511. However, teaters shold beaware
thatfederal law governing a stucent's Individual Education Program (IEP)or 504 plan,
or sttus asan individual with a disabitiy will supersede Arkansas lawv. In many cases,
removing astudent fom a classoom due to &havioral problems, willviolate a
studens |EP, vidate asudent's 504 pén, or conditute digrimination againstthe
student du¢o a digbility thataffects the studen's ability to conform his or her
behavior. Teaders have been siccessfuly sued for IEPand 504 plan violations in
otherjurisdictions,and teachers nead to unarstand that vidating a studen's rights is
outsde of thescopeof his or her employment,and no insuance is available or
provided by the £hool dstrict for either legal defenseor to pay a morey judgment.
Teaterswhorely on ths lawand this polcy to exclude astudent with spdal needs or
adisabilty are assuming agrave persoral risk.

A teater may remove astudent fom cless whosdehavior the tadher has documened to be
repeaedly interfering with theteadher's ability to teat the studntsin theclass orwhose
behavior is so urruly, disruptve or abusivethat it interferes withthe ability of thestudents oher
classmags tolean. Students who lave been removedfrom theirclassroomby ateader shell be
sent to the pincipal’s orprincipal's designee's office for appropriate dscipline.

Theteadher's principal orthe gincipal's designee may:

Place the stu@nt into anotherappragpriate classroom;

Place the stu@nt into in-school suspnsion;

Place the stu@nt into the District's alternative leaming environment;

Return thestudent to thelass; or

Take otherappropriate action consistent with th®istrict's sudent discipline policies and stete and
federal law.

abrwpnE

If ateacher removes astudent from clsstwo (2) times duing any nine-week grading period, the
principal or theprincipal's desgnee may not return the studnt to the eader's class unless a
conference has keen held for the puposeof determining the cause of the problem and possile
soluions. Theconference is to beheld with thefollowing individualspresent:

Theprincipal ortheprincipal's designes;

Theteadher;

Theschool counslor;

Theparents, guardians, or persons in l@o parentis; and 5.Thestudent, if apprpriate.
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However, thefailure of the parents, guardians, or persons in l@o parentis to atend the
conference does not pevent any adion from leing taken as aresult of the conference.

Legal References: A.C.A. § 618511
Arkansas Department of Educaion Guicelines for the Development, Review and
Revision of School Distrcct Student Discipline and School Safety Policies

Last Revised: August 213

3.500 ADMINISTRATOR EVALUATOR CERTIFICATION

Contnuing Administrators

The Superintendent or designee shall determine and noify in writing by August 31 ofany current
or prior contrad year. thosecurrently employed administrators whowill be responsble for
condwcting Teacher Excellence Suppat System pereinafter TESS) evaluations. Allcurrently
employed administrators so notified stall have until Decamber31 of the contract year to
suweeessfuly complete all training and certifi caion requirements ér evaluatorsas setforth by the
Arkansas Department of Educaion. It shallconstiute justand reasoreble causefor nonrenewal of
the contrad of employment for any administrator who is required to oliain and maintain TESS
evaluator certifi cation, as aterm andcondtion of employment, to &l to dosoby Decenber 31 of
any contract yeda.

Newly Hired or Promoed Administrators

All newly hired or newly promotedadministrators, as aterm andcondtion of their acceptance of
their contract of employmentfor their administrative position, are required to oliain and
maintainevaluator certification for TESSon orbefore December 31 of the initial administrative
contrad year, unless thy are explicitly excused from sich acontractual requirementby board
adion at thetime ofthe hire or promation. It shallconsttute justand reasonable cause for
nonrenewal of the contract of employment for any newly hired or newly promated administrator
who is equired to oliain and maintain TES®valuator certifi cation, as aterm and condtion of
employment, to &il to dosoby Decamber 31 of any contrad year.

Legal Reference Arkansas Department Of Education RulesGoverning The Teacher Excellence
And SupportSystem 4.05

Last Revised: August 2013
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Per Basehall/Softball Team

$1,700

Per Golf/ Tennis/Track Team $ 500
Per Pee WeeAll Sars $ 275
Per Cheerleading Team $ 650
Yearbook Sponsor $1,175
Agriculture Teacher $ 650
Jr. Gdssonsor $ 325
S. ChssSoonsor $ 325
Scence FairCoordinator $ 425
District TestCoordinator $1,700
Approved After-Sclool TutoringPerHour ~ $ 40
Approved ummer Shool Tuoring RerHr. $ 40

Boardadopted 2-13-14
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Appendix B
TEACHER EMPLOY MENT & QUALI FICATIONS

TheBoard of Directorsshall employ personrel based upon theecommendation ofthe
Superintendent of Schools. As aminimum all empbymentcontrads shall compy with the form
mandited by the Sate Board of Education.

All certified personrel employed by this district must paessthosequalifications seforth by the
StateDepartment of Ecucaion. It isrecognized by the Board of Diredorsthat the qalificaionsare
set upto promote minimum gandards; theefore it is the polty of this dstrict to empdy personswho
exceal theseaminimum requirements wienever possble. Employment will be kased on thefollowing
consicerations:

Gartifi cation(s) & License(s)
Experience including references
Hedth gqualificaions

Persordl interview

Legal background chedks
Application review

ogkwnNpE

The Board of Directorswill employ certified s&ff upon recommendations nade by the Supentendent
of Schools.

All certified staff must updatend maintain orfile in the Central Office the following information
and records:

Signed contrad

Arkansas Teaderss License/Certifi cate

W-4 IRS form with setement ofnumberof deperdents
Curent College Transcript

Social Seaurity Number

Teader RetirementNumber

FBI BadkgroundChedk upon iritial empbyment

NogsrwbhE

DUTIES OF CERTIFIED STAFF

Eadh certified staff member shall beunder the general direction ofthe Supéantendent of Schoolsand
immeditely responsgble to the Princigl for exeauting the polices of theBoard of Diredorsas they
relateto thefunction ofthe ghool, to theclassoom, and to the inmediatecontact with pupls, patrons,
and parentdguardians. The spedfic responsbilities shall be:

Superintendent of Schools - The Superintendent of Schools séll bethe chief exeautive officer of
the Board of Diredors, ex-officio finarcial secretary of the District and theadministrative head of
the ghoolsystem. It shall bethe duties othe Supeantendent:
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To beresponsble for theadministration ofthe polices of theBoard of Directorsand general
supervision ofall schoolsand personrel

To pepare the annual budget and kegp the Board informed on thdiscal condition ofthe distrct
To nmake recommendations forthe appoirntment ofschool pesonrel, define their duties

and makeassgnments

To leg theBoard informedconcerning the school programs and rekes recommendations forits
Improvement

To inerpret the philosophy, vision, msgon, core leliefs, policies and obgctives of theschool
progam to thecommunity

Toattend al meetings oftheBoard of Diredors

Torepresent thedistrict at locd, state ornational meetings

Torepresent the position ofthe Board of Directorsto ekeded representatives

10 To naintain andfile, on ime, skh recordsas required by law orthe Department of Educaion
11. To mrformany otherfunctions equired by law, the StateBoard of Educdion, the $ate

Department of Ecucaion, or theBoard of Directors recessary for the properadministration of
the £hoolsystem

Principals - Principalsare to act asadministrative officers in charge of their respedive units and
are diredly responsble to the Supentendent of Schools. Theprincipal Gesponsbilities shall be:

1.

pwn
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9.

Toguide, syervise and evaluatethe total pogram of theassgned school, including ingruction,
guidance, activities, tiansporttion, janitorial, mainteance, financial accounting, curriculum,
extra-curricular activitiesand food srvice

Toguide and evaluate the work of all personrel assgned tothe school

To naintain a digiplined environmeit condive to learning

To suprvisethe opration and mainteance of thebuildings, groundsnd other school property
as assgned by the Supentencent

To died all gudent accounting, includingattendance, disciplineand permanent records

To articipatein the interpretation andexeaution of school pdicies

Tocoordirete al adivities ofthe assgned school with adivitiesof other schools inthedistrict
To naintain relationships with collegues, pupils, patrongarentdguardians as iscondtive to
and consistent with goositive learning environment

To maintain andfile, on ime, all building level reportsas required by thedistrict, law or State
Department of Eclicaion

10. To pomate pupil welfare and desirable shod-pupil and shod-community relationships
11. Toreport to lacd law enforcementas required by law

12. To pepare or assstin preparing general schedules including class& courseofferings

13. To merform other dutiesas assgned by the Superintencent of Schools

Teachers - Each teacher shall be under the general supevision ofthe Supentendent of Schoolsand

immedetely responsble to the Princigl of the building(s) to whichasdgned. Theteacherés gedfic
responsbilities skl be:

1.

2.

3.

To dired andevaluatethe learning experiences ofthe pupilin both curiculum and extra
curricular activities

To povide guidarce to the pupil which will promotehis/her welfare and proper educational
development

To ek professond aid of the school Principal

To beresponsble for child accounting
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To naintain liaison withthe rent/guardian

Toadminister theclassoom and its prgram

To povidefor thecare and protection of theschool

To rticipatein thebusness andadivities ofthe school dstrict

Tocooperate with and participatein the planning and evaluation of theschool program

10. To Bke part in thefaaulty meetings and in-service training program of the school
11. To naintain cordial and workable relationship wih colleagues
12. Tocompy with thedirection ofthe £hool adminstration in allmattersrelating to the instruction

of asggned stucents andor other assgned duies

13. To beresponsble for pupil records andac@unting as required by the distrct
14. To mrform other dutiesas assgned by the Principal or Superintendent

Counselors - Each courselor shall be under the general supevision ofthe Superintendent of Schools
and immedetely resporsible to the Principal of the building(s) to which assigned. The counsloré s
spedfic responsbilitiesshall be:

1.
2.

3.

4
5
6.
7.
8
9.
1

Toadminister guidance services, including courseling, testirg, appropriate record keeping, and
providing educaional and vocational information

Tocompy with thedirection ofthe £hool adminstration in allmattersrelating to guidance
services

To naintain suchrelationships with stuehts as isondicive to and consistent with esirable
growth and progress

To naintain professonal, friendy and pleasant relationshipswith parentdguardians

To naintain professonal and cordial relationships with collagues

To Bke part in faaulty meetings and the n-service educaion program of the school
Tocooperate with and participatein the planning and evaluation of the school program
Toassst pupis with scholarship and passecmndary education applications

To pepare student sckdulesand evaluate transcripts forgraduation requirements

0. To merform other dutiesas assgned by the Principal or Superintendent

Other Certified Staff - Other certified personrel are appoirted to perform duties as assgned by
the Supeéntendent in swch areas as Federal Programs, Supervision, Pupil Personrel, Attendance,
Transporttion, Food Sewice, Librarian, Caadhes, etc. Their qualificaions shall be eermined by
the ®rvice performed and by the requirements ofthe Sate Department of Education. Dutiesand
responsgbilitieswill be celegated by the Suprintendent of Schoolsand buiding Principals.
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Professional Personnel Recruitment

TheBoard of Directorsreagnizes the Supentendent of Schoolsas thechief exeautive officer
of theBoard, and pkces upon him'hertheresporsibility for recommendingthe appoirntment of
personrel. Although theSuperintendent may assgn to othea's certain duties respeding the
appraisal of thequalificaions ofcandidates, thefinal decision concerning the recommendation
of candidaes sall betheresponsbility of the Superintendent. All recruitment and hiing
practices sall adhere strictly to appliable laws, regulationsand tothedistrict 6 atemant of
nondisaiminatary employment.

In an effort to attract, employ and retain highly qualified s&ff, theEmerson-Taylor-Bradley
School Distrct may pay for tuition and othercourserelated expenses for certifi ed personrel to
add additional licensureareas. Thesecourses and expenses must be approved by the
Superintendent of Schods priorto the stat of thecourse. If approved thedistrict will reimburse
the employee for tuition and courserelated expenses after the competion of thecoursein which
the employee recaves agradeof B or higher. If reimbursed, theemployee mustcontrad
employment withthedistrict for thefollowing yea. If the employee does not contad
employment wth the distret for thefollowing yea, then theemployee must remit all costs paid
by the distrct back to thedistrict. Thedistrict retainstheright to deduct thesecostsfromthe
employeés last @y check.

Placement & Assignment of Persannel

Whenever possiblepersonnel will be assgned to posiions forwhich they are best qualified. Also,
reasoreble effort will be madeto honor eacher preference in assgnment. Teaders may be
assgned, reassgned or transferred by decision ofthe Supentendent.

TheBoard of Directorsauthorizes the Supentendent of Schools to asgin all teacdhers,
professonal and otler emgdoyees of the Board to their respective posiions uporemployment.

Tr ansfer

TheBoard of Directors may transfer any teacher of other persomel uponthe recommendation of
the Supentendent when it is in the fest interest of the distigt to do so. Such transfers shall not be
arbitrary, cgpricious or disriminatory. The Board may also giant a ransfer request if the
employee so requesting possases therequired qualifications forthe desired positionand if a
vacancy in swch posiionexists.  All requestsfor volurtary transfers shall be carefully considered
and reviewed on anon-disaiminatary basis. Transfers may includeassgnments between grades,
courses, departments, schools andcampuss.

Licensed Saff Daily Schedule

1.Building Principals will develop a £hedule ofdutiesat the beginning of each year and st
times ofsaid duties. Licensed staff may berequired to report for duty assgnmentsearlier
than 7:45.

2.All certified stff shall report to waok no laer than 7:45 each day of student interaction.

3.All certifi ed stff shall remainat work untl 3:15 ead day of student interaction.
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4.Exceptions to the gginning and ending times nustrecave administrative approval.

5.Certifi ed stff are expeded to best their appropriate work sttions on tne and to fuly utilize
the instrtional periods.

6.Certifi ed stff are expeded to utlize planningand conferencing time appropriately.

If an employee finds it necessary to leave campusduringthe day, they must natify their building
administrator before leaving campus. Falureto ndify an administrator will resultin a po-rated
reduction of persorel days, sck days or pay and, if appropriate areprimand. (Of course
exceptions would begrantedfor emergencies.) Chronicviolations will beconsicered grounds for
nonrenewal and/ordismissal.

Personnel Recor ds

TheBoard of Directorsshall require complete and current persomel records onall employees.

All information condined in anemployeed serds shall beconsicered confidential and sfall not
betransmitted to dher persons oegencieswithout wittenapproval by said employee, oras
subpenaed by legal authorities. It shall bethe responsiblity of ead employee to insurethat the
Central Office and local school pesonrel fil es are complete and current in compliance with
establshed baard procedures. Thepersonrel file of each employee shall be available for
inspection and copying at theemployeed sxpense. Theemployee may submit for inclusion inthe
file written ifformation in response tany of the information conéined inthefile. Under no
circumdances shall district personrel refuseany request forinformation subgd to Arkansasd
Freedom ofInformation Act.
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Appendix C
LICENSED PERSONNEL LEVEL TWO GRIEVANCE FORM

Name:

Date submited to sugrvisor:

Personrel Policy grievance is bagd upon:

Grievance (be spedfic):

What would resolveyour grievance?

Supervisorb s Response

Date submited to reapient:
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Appendix D

CERTIFIED PERSONNEL EMPLOYEE INTERNET USEAGREEMENT

Name (Please
Print)

School Date

The EmersonTaylor-Bradley School District agrees to allow theemployee identified above

(FEmplyea) to usethedistrict 6 shnology to accessthe Internet under thefollowing terms

and condtions:

1.Condiional Privilege: TheEmplyeed s ofitkedistrict @essto thelnternet is aprivilege
condtioned on th&employeed abiding by this agreement.

2.Acceptable Use The Emplbyee agrees that in usinghe District drgernet access he/shevill
obey all federal and stte laws and regulations.Internet accessis provided as an aid to
employees to emble them to better perform their job responsbilities. Under no circumgances
shell an Empbyeed s ofitee®istrict dnsernet accessinterferewith, or detrad from, the
performance of his/herjob-related duies.

3. Penaltiesfor Improper Use: If the Employee violates thisagreanentand nisuses thénternet,
the Empbyee shall be subject to disciplinay adion up to and ioluding termination.

4. fiMisuseof theDistrict @essto thelnternet dncludes, but is notimitedto, the following:
a. usingthelnternet for any adivities ceemed bwd, obscene, vulgar, or porrographic as
defined by prevailing community stardards;
b. usingabusiveor profanelanguage in private messa@s on thesystem; or ging the system to
harass, insult, or \erbally attadk othes;
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postinganonymous mesages on thesystem;

usingencryption software;

wastdul use oflimitedresources proviced by the schoolincluding paper;
causingcongestion ofthe network through lengthy downlcads offiles;

vandalizing data ofanother user;

obtainingor snding information which could beused to make destructive devices suches
guns,wegons, bombsgxplosives, orfireworks;

gaining or attempting to gain unauthorized aaccessto resouces or files;

identifying oneself with anotherpersors rame or passwad or using an account or
passwad of another user without proper authorization;

usingthe retwork for financial or commercial gain withoutdistrict pemission;
theft or vandalism of dita, equipment, or inelledual property;

. invadingthe pivacy of individuals;

usingthelnternet for any illegal activity, including compuer hacking and copyright or
intellecual property law violations;

introdweing avirus to, orothawiseimproperly tampeaing with, the systam;

degrading or digupting equipment or system @rformance;

creating aweb page or assocéting aweb pagewith the ghool or £hool dstrict without
proper authoriation;

attempting to gain accessor gaining accessto studnt recrds, gades, orfiles of studets
not undettheir jurisdiction;

S. providingaccessto theDistrict dngernet Accessto unauthorized individuals; or

u
V.
w

taking part in any adivity related to Internet usewhich creates aclear and present danger of
the substantial disruption of tleederly operation of thedistrict or any of its schools;

. makingunauthorized copies ofcompuer sdtware;

persoral use ofcompuers duringinstructional time; or

. Instaling software on dstrict computes withoutprior approval of technology director or

hig’her designee

5. Liability for debts: Staff shall beliable for any and all costs(debts)incurred throwgh theiruse of

theDistrict @ampuersor thelnternet including penalties for copyright violations.

6.No Expedation of Privacy: The Employee sighing below agrees that in usinghe Internet

through theDistrict G@cess, he/shavaives any right to privacy the Employee may have for
swch use. TheEmplyee agrees that the district may monitor theEmplbyeed s ofitkee
District dnsernet Access and ray also examine all systemadivities theEmployee participates
in, including but notlimitedto e-mail, voice and video ransmnisgons, toensureproper useof
the system.

7.Signature: The Employee who tes sgned below, has real this agreement and agrees tobe
boundby its tems andcondtions.

Employeed sign&ure: Date
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