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3.1 —LICENSED PERSONNEL SALARY SCHEDULE

Westside Consolidated School District
Licensed Staff Salary Schedule 2016-2017
Board Approved: 4-18-2016
Based on 190 days - $550 increments

Years BSE |BSE+15| MSE | MSE+15|MSE+30( EdS |EdD/PhD
0 32,475 33,240 37,292 37,951 38,609 42,110 46,314
1 33,025 33,790 37,842 38,501 39,159 42,660 46,864
2 33,575 34,340 38,392 39,051 39,709 43,210 47,414
3 34,125 34,890 38,942 39,601 40,259 43,760 47,964
4 34,675 35,440 39,492 40,151 40,809 44,310 48,514
5 35,225 35,990 40,042 40,701 41,359 44,860 49,064
6 35,775 36,540 40,592 41,251 41,909 45,410 49,614
7 36,325 37,090 41,142 41,801 42,459 45,960 50,164
8 36,875 37,640 41,692 42,351 43,009 46,510 50,714
9 37,425 38,190 42,242 42,901 43,559 47,060 51,264
10 37,975 38,740 42,792 43,451 44,109 47,610 51,814
11 38,525 39,290 43,342 44,001 44,659 48,160 52,364
12 39,075 39,840 43,892 44,551 45,209 48,710 52,914
13 39,625 40,390 44,442 45,101 45,759 49,260 53,464
14 40,175 40,940 44,992 45,651 46,309 49,810 54,014
15 40,725 41,490 45,542 46,201 46,859 50,360 54,564
16 41,275 42,040 46,092 46,751 47,409 50,910 55,114
17 41,825 42,590 46,642 47,301 47,959 51,460 55,664
18 42,375 43,140 47,192 47,851 48,509 52,010 56,214
19 42,925 43,690 47,742 48,401 49,059 52,560 56,764

20 43,475 44,240 48,292 48,951 49,609 53,110 57,314
21 44,025 44,790 48,842 49,501 50,159 53,660 57,864
22 44,575 45,340 49,392 50,051 50,709 54,210 58,414
23 45,125 45,890 49,942 50,601 51,259 54,760 58,964
24 45,675 46,440 50,492 | .51,151 51,809 | 55,310 59,614
25 46,225 46,990 51,042 51,701 52,359 55,860 60,064




Westside Consolidated School District

Licensed

Staff Stipend Schedule 2016-2017

Board Approved: Feb 15,2016

Amount

Positions

$3,500

National Board Certified Teachers

3,500

Band Director

3,000

Speech Therapists

53,000

JROTC Commander

52,000

District Testing Coordinator

$2,000

Assistant Band Director

2,000

High School Theater Arts Director

$1,500

High School Choir Director

1,500

Elementary School Mini-Singers Sponsor

$750

Quiz Bowl Coaches (Jr High and High School)

$600

Parent Involvement Facilitator

$25/hr

Tutoring / Detention / Other Approved Activities

575 / day

Student Council Summer Camp

$1,250

Bowling Coach

52,000

Cheerleading Sponsor

2,000

Dance Sponsor

1,000

Trap Shooting Sponsor

Archery Sponsor

q
q
$1,000
$1,750

High School Yearbook

Years of Service in the School District

Years
10-14
15-19
20-24
25-29
30+

Amount
$100
$150
$250
$350
$500

Amount

Coaching Positions

53,500

Head Football

$2,000

Assistant Football

$3,500

Head Boys Basketball

$2,000

Assistant Boys Basketball

b3,500

Head Girls Basketball

52,000

Assistant Girls Basketball

$3,500

Head Volleyball

52,000

Assistant Volleyball

$3,500

Head Baseball

$2,000

Assistant Baseball

3,500

Head Softball

2,000

Assistant Softball

$1,750

Head Boys Soccer

51,000

Assistant Boys Soccer

51,750

Head Girls Soccer

1,000

Assistant Girls Soccer

1,000

Assistant Track

51,000

Golf

51,000

Tennis

1,500

Head Boys Track

1,500

Head Girls Track




Westside Consolidated School District
Licensed Administrative Staff Salary Schedule 2016-2017
Board Approved: 4-18-2016
Based on 247 days - $550 increments

Admin Exp [ HS Principal | MS Principal | ES Principal | Asst Principal [ Admin of OPS
0 $81,630 $73,826 $73,826 $68,590 $81,680
1 $82,230 $74,376 $74,376 $69,140 $82,230
2 $82,780 $74,926 $74,926 $69,690 $82,780
3 $83,330 $75,476 $75,476 $70,240 $83,330
4 $83,880 $76,026 $76,026 $70,790 $83,880
5 $84,430 $76,576 $76,576 $71,340 $84,430
6 $84,980 $77,126 $77,126 $71,890 $84,980
7 $85,530 $77,676 $77,676 $72,440 $85,530
8 $86,080 $78,226 $78,226 $72,990 $86,080
9 $86,630 $78,776 $78,776 $73,540 $86,630
10 $87,180 $79,326 $79,326 $74,090 $87,180
11 $87,730 $79,876 $79,876 $74,640 $87,730
12 $88,280 $80,426 $80,426 $75,190 $88,280
13 $88,830 $80,976 $80,976 $75,740 $88,830
14 $89,380 $81,526 $81,526 $76,290 $89,380
15 $89,930 $82,076 $82,076 $76,840 $89,930
16 $90,480 $82,626 $82,626 $77,390 $90,480
17 $91,030 $83,176 $83,176 $77,940 $91,030
18 $91,580 $83,726 $83,726 578,490 $91,580
19 $92,130 $84,276 $84,276 $79,040 $92,130
20 $92,680 $84,826 $84,826 $79,590 $92,680
21 $93,230 585,376 $85,376 $80,140 $93,230
22 $93,780 $85,926 $85,926 $80,690 $93,780
23 $94,330 586,476 $86,476 $81,240 $94,330
24 $94,330 $87,026 $87,026 $81,790 $94,880
25 $95,430 $87,576 $87,576 $82,340 $95,430

Beginning salary is calculated using the index schedule multiplied by highest MSE+30 teacher salary.
Admin experience is defined as the years experience in the assigned position.

Years experience as a principal transfers between principal positions.

Admin Salary Index
HS Principal 1.56
MS Principal 1.41
ES Principal 1.41
Asst Principal 1.31
Admin OP 1.56
Admin Degree Stipend
EdS $2,000
EdD / PhD $3,000




Craighead County Special Education Cooperative
LEA Supervisor Salary Schedule 2016-17
Board Approved: 4-18-2016

The administrative index is calculated from the position placement
on the psychological examiner salary schedule,

Experience credit is based on years experience as an LEA supervisor.

[ Index | 1.26




Craighead County Special Education Cooperative
Psychologial Examiner Salary Schedule 2016-17
Board Approved: 4-18-2016

Yrs Exp Salary
0 $54,065
1 $54,565
2 $55,065
3 $55,565
4 $56,065
5 556,565
6 $57,065
7 $57,565
8 $58,065
9 $58,565
10 559,065
11 $59,565
12 $60,065
13 $60,565
14 $61,065
15 $61,565
16 562,065
17 $62,565
18 $63,065
19 $63,565
20 $64,065
21 564,565
22 $65,065
23 565,565
24 $66,065
25 $66,565

Experience credit is based on years as a pyschological examiner.



Enter your District’s salary schedule for this pgliState law requires each District to include
its teacher salary schedule, including stipendscther material benefits, in its written
personnel policies unless the District recognizesaahers’ union in its policies for, among
other things, the negotiation of salaries. In depilg the salary schedule, the District will
establish a normal base contract period for teachdre District is required to post the salary
schedule on its website by September 15 of eaahayehshould place an obvious hyperlink,
button, or menu item on the website's homepagdithat directly to the current year licensed
policies and salary schedule.

A teacher is eligible for placement on the mastdegree salary schedule when he/she has a
master’s degree in an area that is consideredamei¢o the employee’s position. For the
purposes of this policy, a master’s degree or higheonsidered “relevant to the employee’s
position” if it is related to education, guidanaaiaseling, or the teacher’s content area and
has been awarded for successful completion of grano at the master’s level or higher by an
institution of higher education accredited undekairsas Statutory requirements applicable at
the time the degree was awarded.

Teachers who have earned a master’s degree irearitaat is considered relevant to the
employee’s position as defined in this policy asponsible for reporting and supplying a
transcript to his/her principal/human resource depant. The appropriate salary increase will
be reflected in the next paycheck provided it ieast two weeks from the time the notice
and documentation is delivered

All salary changes will be on a “go forward” basied no back pay will be awarded.

Teachers who have earned sufficient college haward a degree relevant to the teacher’s
employment to warrant a salary change on the distisalary schedule is responsible for
reporting and supplying a transcript to his/hengipal. The appropriate salary increase will
be reflected in the next paycheck provided it iast two weeks from the time the notice
and documentation is delivered. All salary changdisbe on a “go forward” basis, and no
back pay will be awarded.

Arkansas professional Pathway to Educator LicenGMPEEL) Program

Each employee newly hired by the district to teanter the Arkansas professional Pathway
to Educator Licensure (APPEL) Program shall inigie placed on the salary schedule in the
category of a bachelor’s degree with no experienoksss the APPEL program employee has
previous teaching experience which requires amiffeplacement on the schedule. Upon
receiving his/her initial or standard teachingtise, the employee shall be moved to the
position on the salary schedule that correspontiset¢evel of education degree earned by the
employee which is relevant to the employee’s pasitEmployee’s degrees which are not
relevant to the APPEL program’s position shall aaply when determining his/her
placement on the salary schedule. A teacher withtragitional provisional licensed shall be
eligible for step increases with each successiae geemployment, just as would a teacher
possessing a traditional teaching license. (6/X8520



Licensed employee, seeking additional area or area$ licensure

Licensed employees who are working on an alteraditensure plan (ALP) to gain licensure
in an additional area are entitled to placementersalary schedule commensurate with their
current license, level of education degree andsyebexperience.

For the purposes of the salary schedule, a teadhleave worked a “year” if he/she works at least
160 days.

Employees will be classified for scheduling purgdsgthe Board of Education at the beginning of
each school year. At that time, they will be pthor the schedule at the levels warranted by their
experience, training, position, and classification.

Employees who complete an advanced degree orgaatesi number of credit hours that would
advance them on the salary schedule shall produaifi@al transcript to the business office pitior
receiving their first paycheck for the new contsaer. If a transcript is received after this tithe
salary adjustment will be made for the next cohirear.

All additional credit hours or advanced degreetsali@v an employee to advance on the salary
schedule shall have been completed after the piedliegree was awarded. For example, for an
employee to advance on the salary schedule fromdlster's degree column to master’s +15 hours
column, all 15 hours must have been completedthteawarding of the master’s degree.

Legal References: A.C.A. §6-17-201, 202, 2403
A.C.A. § 6-20-2305(f) (4)

Cross Reference: Policy 1.9 — POLICY FORMULATION

Date Adopted: 05/18/2006,

Last Revised: 05/14/07, 01/19/2009 (Retroacti@161/2008) 06/20/2011, 06/18/2012,
06/17/2013, 03/17/2014, 06/15/2015



3.2—LICENSED PERSONNEL EVALUATIONS

Definitions

“Building level or district level leader” means amividual employed by the District whose
job assignment is that of a building level or dedtlevel administrator or an equivalent role,
including an administrator licensed by the Statafmf Education, an unlicensed
administrator, or an individual on an Administratécensure Completion Plan. Building
level or district level leader does not include sh@erintendent, deputy superintendents,
associate superintendents, and assistant supeiamtn

"Inquiry category'is a category in which the building level or distlevel leader consistently
demonstrates progressing, proficient, and/or examgerformance on standards and
functions in the Leader Excellence and Developrsgstem (LEADS) rubric.

“Intensive Category” is a category in which a buntgllevel or district level leader receives a
rating of not meeting standards on the summatiauation rubric as defined by the LEADS
Rules.

“Novice Category" is a building level or distrieMel leader who has not completed three
consecutive years of experience in one distriet bsilding level or district level
administrator.

“Probationary” is a building level or district leMeader who has transitioned within the
District from one building level or district levatiministrator position to another or who is
hired by the District and has completed his/hericeeategory period at another district. The
probationary period is one-year.

"Probationary teacher" has the same definition & A § 6-17-1502.
"Teacher" has the same definition as A.C.A. § &2803(19).

Teachers
Teachers will be evaluated under the provisionstenelines of the Teacher Excellence and
Support System (TESS).

The superintendent or designee(s) shall develogepoes to govern the evaluation process
and timelines for the evaluations.

Teachers will be evaluated under the schedule emdsons required by TESS. Each school-
year, the district will conduct a summative evaluabver all domains and components on all
probationary teachers as well as any teacher diyr@man "intensive support" improvement
plan or who has successfully completed intensiygpst or participated in an improvement
plan during the current or previous school-yeal tédchers not covered in the previous
sentence will have a summative evaluation oved@thains and components at least once



every (4) four years. To establish the initial fq@ar rotation schedule for non-probationary
teachers to be summatively evaluated, at leastjoaeter of each school's non-probationary
teachers will be selected for evaluation by lottery

All teachers shall develop a Professional GrowdnRPGP) annually that must be approved
by the teacher's evaluator. If there is disagre¢imemveen a teacher and the teacher’s
evaluator concerning the PGP, the decision of viaéuator shall be final.

In an interim appraisal year, the teacher’s anpadormance rating will be derived from the
average score of the components that align withetheher's PGP's.

In a summative evaluation year, the teacher’s droweaall rating will be derived from both
the teacher’s performance rating and the applicstolgent growth measure as defined in the
Arkansas Department of Education (ADE) TESS Rules.

While teachers are only required to be summatieebluated once every four-years, the
teacher's evaluator may conduct a summative evaitu@t any year.

In addition to a teacher's summative evaluatiorevatuator or designee shall conduct interim
teacher appraisals during the year to provide eéhtgavith immediate feedback about the
teacher’s teaching practices; engage the teaclzecatiaborative, supportive learning
process; and help the teacher use formative aseatsio inform the teacher of student
progress and adapt teaching practices based darthative assessments.

Evaluators may also conduct informal classroom mag®ns during the year for the same
purpose as a formal classroom observation buttieadf shorter duration and are
unannounced.

Building Level or District Level Evaluations
Building level or district level leaders will be &@uwated under the schedule and provisions
required by LEADS.

The superintendent or designee(s) shall develogegoes to govern the evaluation process
and timelines for the evaluations.

Novice category and probationary building levetimtrict level leaders, those building level
or district level leaders who have been placethénlhtensive category, and those building
level or district level leaders who have not hadimmmative evaluation the previous (3) three
years will have a summative evaluation. A buildiexgel or district level leader shall
complete a PGP based on the standards and fundidesnined during the initial summative
evaluation meeting with the superintendent or desgg If there is disagreement between a
building level or district level leader and thededs evaluator concerning the PGP, the
decision of the evaluator shall be final. In suhssd years, he/she shall revise his/her PGP
and associated documents required under LEADS.



The building level or district level leader shalinaally revise his/her PGP and associated
documents required under LEADS. In a non-summatixgduation year, his/her job
performance will be measured on how well the P@&&s are have been met.

To establish the initial four-year rotation schedidr inquiry category building level or
district level leaders to be summatively evaluatgdeast one-quarter of each school's inquiry
category building level or district level leadersl We selected for evaluation by lottery.

While building level or district level leaders aexjuired to be summatively evaluated once
every four-years, the Superintendent or designegeamaduct a summative evaluation in any
year.

Legal References:  A.C.A. § 6-17-1501 et seq.
A.C.A. § 6-17-2801 et seq.
ADE Rules Governing the Teacher Excellence and &tifgystem
ADE Rules Governing the Leader Excellence and
Development System (LEADS)

Date Adopted: 05/18/2006
Last Revised: 03/17/2014, 01/19/2015, 10/19/26ff&dtive 07/01/2016)
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3.3—EVALUATION OF LICENSED PERSONNEL BY RELATIVES

No person shall be employed in, or assigned tositign which would require that he be evaluated
by any relative, by blood or marriage, includinguge, parent, child, grandparent, grandchild,
sibling, aunt, uncle, niece, nephew, or first aousi

Date Adopted: 05/18/2006

Last Revised:

11



3.4—LICENSED PERSONNEL REDUCTION IN FORCE

In the event that reductions in the licensed staéluding administration, becomes necessary
due to decreased student enroliment, shortagesehues or circumstances outside the
control of the school district, the Board of Eduaatshall endeavor to accomplish the
necessary reductions in an impartial and objectimener. However, the continuation of the
quality of the district’'s educational program slralteive highest priority in these
considerations. This RIF policy is not a dismigsalicy.

Definitions

Normal Attrition. This phrase is defined for therpose of this policy as severance from
employment by the district due to retirement orgeation, but not including discharge for
cause of an employee.

Layoff. This word shall be defined as any necegsszaluction in work force occurring
beyond normal attrition.

Seniority. As used in this policy, this word idided as the length of continuous, full or part-
time teaching service within the district. Lea¥ebsence as granted by the board will not
count toward seniority.

l. Before implementing RIF, an evaluation of all prags will be conducted.
Determination of cuts across the board in non-tegcareas.

I. If a staff member not being considered for RIF @ssto volunteer for RIF-leave
status, he/she may request RIF status in writitgeédSuperintendent within five
(5) working days of the announced RIF action. Appi of a RIF volunteer
would be made considering the match of the voluriteéhe subject areas affected
by the RIF action. If placed on RIF-leave staths,volunteer would be subject to
all provisions, procedures, and rights of this pahae.

If a reduction in force cannot be avoided througlumteers or normal attrition
(resignation, retirement), then the reduction céoshall be based on the
following criteria in the order listed.

A. Valid certification in the assignment.

B. Seniority in the district. When a teacher has fiears or more teaching
experience in the district, seniority will be thesf consideration after valid
certification. Consideration of teachers with I#san five years in the district
will be based on evaluations of their immediateesuisor.

C. Education preparation based on highest degreaahiteg field - bachelor,
bachelor +15, master, master + 15, master + 3@jadse.

D. A person licensed in more than one teaching arbd&vgiven precedence if
seniority status and professional training are egAastaff member involved
in staff reduction may, if all other employmentrifiiites are equal, exercise
seniority and displace or place on layoff the tesehith the least seniority in
the school district performing in the same assigmtroe assignment for which
the teacher is licensed.

12



E. Immediate supervisor’'s evaluation
1. Conference between employee/immediate supervisor.
2. Evaluation by a form established with employee tripto the
form and procedures.

Il General Provisions
A. Seniority and areas of certification lists will peovided to all licensed
personnel annually by the office of the superingrid
B. Seniority is lost due to the following:
1. Resignation
2. Retirement
3. Discharge for cause

C. Written notification to staff members affected legluction in force will be
provided as early as possible and in accordandethé Teacher Fair
Dismissal Act.

D. A staff member reduced from employment throughptteerisions of this
policy will be considered to be on RIF leave. Rt&tus will be maintained for
a period of one year (unless re-employed sooné¢hdyVestside School
District).

E. Recall will follow the same procedure outlined in No new personnel will be
hired by the district unless laid-off personnel ot qualified to fill position or
have refused the position. Seniority and otherweatbenefits will be retained
by any laid-off personnel being recalled by thdrdis Notice of recall shall
be sent by licensed mail to last address furniglyetthe employee.

F. A laid-off employee may accept a part time positiath the district and still
retain recall rights.

G. RIF leave status will not be affected by employmaranother school district
or in another occupation.

If a teacher is non-renewed under this policy, hehe shall be offered an opportunity to fill
any vacancy for which he or she is required to ladidense as a condition of employment
and for which he or she is qualified by virtue dtieation, license, or experience, as
determined by the job requirements developed bgtiperintendent or designee, for a period
of (1) year. A teacher shall have the right todsealled to a licensed position that is less than
a 1.0 full time equivalent (FTE), has less autlyaoit responsibility, or that has a lower
compensation level, index or stipend. No teachall flave any right to be recalled to any
position that is for a longer contract period, geesater authority or responsibility, is for
greater than the former FTE, or that is at a higloenpensation level, index or stipend.

For a period of one (1) year from the date of b@atibn on the teacher's non-renewal or
termination recommendation, a teacher who is naewed from a 1.0 full time equivalent
(FTE) position under this policy shall be offel@d opportunity to fill any 1.0 FTE position
vacancy for which he or she is required to holdenise as a condition of employment and for
which he or she is qualified by virtue of educatilicense, or experience, as determined by
the job requirements developed by the superintdratethesignee.

13



A lack of response, as evidenced by a teachetigréaio respond within 10 working days, or
a teacher's express refusal of a position or anlame@'s acceptance of a position but failure
to sign an employment contract within two busirngsgs of the contract being presented to
the employee shall constitute a rejection of tHerefl position and shall end the district’s
obligation to rehire the non-renewed or termindéather. No further rights to be rehired
because of the reduction in force shall exist.

Legal Reference: A.C.A. § 6-17-2407

Date Adopted: 05/18/2006
Last Revised: 05/23/2011, 01/19/2015
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3.5—LICENSED PERSONNEL CONTRACT — RETURN

An employee shall have thirty (30) days from thie déthe receipt of his contract for the followshool year
in which to return the contract, signed, to theefbf the Superintendent. The date of receiptetbntract
shall be presumed to be the date of a cover menab will be attached to the contract.

Failure of an employee to return the signed cadrinetbe office of the Superintendent within

thirty (30) days of the receipt of the contracilsh@erate as a resignation by the employee. No

further action on the part of the employee, theeBofendent, or the School Board shall be
required in order to make the employee’s resignditial.

Legal Reference: A.C.A. §6-17-1506 (c) (1)

Date Adopted: 05/18/2006

Last Revised:

15



3.6—LICENSED PERSONNEL EMPLOYEE TRAINING

For the purposes of this policy, professional depelent (PD) means a set of coordinated,
planned learning activities for District employe@so are required to hold a current license
issued by the State Board of Education as a camdaf employment that:
* Isrequired by statute or the Arkansas Departmegtacation (ADE); or
» Meets the following criteria:

o Improves the knowledge, skills, and effectivendsgachers;

o Improves the knowledge and skills of administratord paraprofessionals

concerning effective instructional strategies arelhuds;
0 Leads to improved student academic achievement; and
0 Is researched-based and standards-based.

All employees shall attend all local professionBl $&ssions as directed by his/her supervisor.

The District shall develop and implement the prsi@sal development plan (PD) of its
licensed employees. The District’'s PD shall, intpalign district resources to address the
(PD) activities identified in each school’'s ACSIiRdancorporate the licensed employee’s
PDP. The plan shall describe how the districttegarical funds will be used to address
deficiencies in student performance and any idedt&cademic achievement gaps between
groups of students. At the end of each school, yearDistrict shall evaluate the PD
activities’ effectiveness in improving student merhance and closing achievement gaps.

Each licensed employee shall receive a minimurhidfytsix (36) hours of PD annually to be
fulfilled between July 1 and June 30; the Distnty require a licensed employee to receive
more PD than the minimum when necessary to comfiletbcensed employee’s PDP. All
licensed employees are required to obtain thisty:36) hours of approved PD each year over
a five-year period as part of their licensure realewquirements. PD hours earned in excess
of each licensed employee’s required number ofhiouthe designated year cannot be
carried over to the next year.

Licensed employees who are prevented from obtaitmegequired PD hours due to their
illness or the illness of an immediate family memé® defined in A.C.A. 8 6-17-1202 have
until the end of the following school year to malgethe deficient hours. Licensed employees
who take personal or sick days on a required cotgtgprofessional development day will be
docked leave time for that day. Missed hours ofshBIl be made up with PD that is
substantially similar to that which was missed ead be obtained by any method, online or
otherwise, approved by ADE. This time extensionsdoat absolve the employee from also
obtaining the following year’s required 36 hourd®d. Failure to obtain required PD or to
make up missed PD could lead to disciplinary conseges, up to termination or nonrenewal
of the contract of employment.

The goal of all PD activities shall be improveddking and learning knowledge and skills
that results in individual, team, school-wide, &istrict-wide improvement designed to
ensure that all students demonstrate proficiencherstate’s academic standards. The
District’s PD plan shall be research-based anddstals- based and in alignment with
applicable ADE Rules and/or Arkansas code.
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Teachers, administrators, and paraprofessionalstshmvolved in the design,
implementation, and evaluation of the plan foritloevn PD offerings. The results of the
evaluation made by the participants in each progiaatl be used to continuously improve
the District’s PD offerings and to revise the sdhiogrovement plan.

Flexible PD (flex hours) are those hours that aplegee is allowed to substitute PD
activities, different than those offered by thetbs, but are still aligned to the employee’s
Individual Improvement Plan, or Professional Growtan, or the school’'s ACSIP. The
District shall determine on an annual basis howyndrany, flex hours of PD it will allow to
be substituted for District scheduled PD offerinffse District administration and the

building principal have the authority to requiréeatiance at specific PD activities.
Employees must receive advance approval from tiidibg principal for activities they wish
to have qualified for flex PD hours. To the fullestent possible, PD activities are to be
scheduled and attended such that teachers do sstineir regular teaching assignments. Six
(6) approved flex hours credited toward fulfillitfge licensed employee’s required hours shall
equal one (1) contract day. Hours of PD earnednbgmaployee that is not at the request of
the District and is in excess of the employee’siegl hours, or not pre-approved by the
building principal, shall not be credited towardfifling the required number of contract days
for that employed-ours earned that count toward the licensed empleyequired hours

also count toward the required number of contragsdor that employee.

Teachers and administrators who, for any reasaoss part or all of any scheduled PD activity
they were required to attend, must make up theinredjhhours in comparable activities which
are to be pre-approved by the employee’s appr@psigpervisor.

To receive credit for his/her PD activity, each éogpe is responsible for obtaining and
submitting documents of attendance for each Pviactie/she attends. Documentation is to
be submitted to the building principal or design&ée District shall maintain all documents
submitted by its employees that reflect completbRD programs, whether such programs
were provided by the District or an outside orgahan.

To the extent required by ADE Rules, employees mgiteive up to six (6) hours of
educational technology PD that is integrated withtimer PD offerings, including taking or
teaching an online or blended course.

The following PD shall count toward a licensed eoypk's required PD hours to the extent
the District's or school's PDP includes such inginis approved for flex hours, or is part of
the employee's PDP and it provides him/her withidedge and skills for teaching:

» Students with intellectual disabilities, includiAgtism Spectrum Disorder;

» Students with specific learning disorders, inclgdayslexia;

» Culturally and linguistically diverse students;

» Gifted students.

Beginning in the 2013-2014 school year and eveuytfoyear thereafter, all mandated
reporters and licensed personnel shall receivetrthiaing related to child maltreatment
required under A..C...A. & 6-61-61-133 (d)(e)(Har the purposes of this training,
“mandated reporters” includes school social workesgchologists, and nurses.
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Beginning in school-year 2014-15 and every foughnthereafter, teachers shall receive two
(2) hours of professional development designedit@ece their understanding of effective
parental involvement strategies.

Beginning in school-year 2014-15 and every foughnthereafter, administrators shall
receive two (2) hours of professional developmesighed to enhance their understanding of
effective parental involvement strategies and mhgartance of administrative leadership in
setting expectations and creating a climate conveua parental participation.

Beginning in 2015-2016 school year and every foyetar thereafter, all licensed personnel
shall receive two (2) hours of PD in teen suicida@ness and prevention, which may be
obtained by self-review of suitable suicide prei@ninaterials approved by ADE.

Beginning in the 2016-2017 school year and evewytfoyear thereafter, teachers who
provide instruction in Arkansas history shall reeeat least two (2) hours of PD in Arkansas
history as part of the teacher’'s PD annual requergm

Anticipated rescuers shall receive training in c@dlmonary resuscitation and the use of
automated external defibrillators as required byEARule. Such training shall count toward
the required annual hours of PD.

At least once every three (3) years, persons eraglag athletics coaches, shall receive
training related to recognition and managemenbotassions, dehydration, or other health
emergencies; students’ health and safety issuatedelo environmental issues; and
communicable diseases. The training may includenaponent on best practices for a coach
to educate parents of students involved in atldeticsports safety.

All licensed personnel shall receive training rethto compliance with the District’s
antibullying policies.

For each administrator, the thirty-six (36) hour RQuirement shall include training in data
disaggregation, instructional leadership, and fist@nagement. This training may include
the Initial, Tier 1, and Tier 2 Training requireal fSuperintendents and other designees by
ADE’s Rules Governing the Arkansas Financial Acamgand Reporting System and
Annual Training Requirements.

Building level administrators shall complete thed=ntialing assessment for the teacher
evaluation PD program prior to conducting any suthradeacher evaluations.

Teachers’ PD shall meet the requirements prescubéddr the Teacher Evaluation and
Support System (TESS).

By the end of the 2014-2015 school-year, teach&al save received professional awareness

on the characteristics of dyslexia and the eviddrased interventions and accommodations
for dyslexia.
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Teachers required by the superintendent, buildiirecipal, or their designee to take approved
training related to teaching an advance placemass ¢or a subject covered by the College
Board and Educational Testing Service shall recepvéo thirty (30) hours of credit toward
the hours of PD required annually.

Licensed personnel may earn up to twelve (12) holPD for time they are required to

spend in their instructional classroom, office @dia center prior to the first day of
student/teacher interactigmovided the time is spent in accordance with state lawamcent
ADE rules that deal with PDThe hours may be earned through online PD apprbyetde

ADE provided the PD relates to the district's AC&IRI the teacher’'s PDP. Licensed
personnel who meet the requirements of this paphgitae associated statute, and ADE Rules
shall be entitled to one (1) hour of PD for eachriaf approved preparation.

Licensed personnel shall receive five (5) PD hdorgach credit hour of a graduate level
college course that meets the criteria identifrethiv and applicable ADE rules. A maximum
of fifteen (15) such hours may be applied towasdtttirty-six (36) hours of PD required
annually for license renewal.

In addition to other required PD, personnel of Altgive Learning Environments shall
receive PD on classroom management and on thefispeseds and characteristics of
students in alternative education environments.

District administrators as well as licensed persbselected by the superintendent or building
principal shall receive training on the appropriase of restraint and seclusion in accordance
with ADE’s Advisory Guidelines for the Use of StuddRestraints in Public School or
Educational Settings.

Employees who do not receive or furnish documennatil the required annual PD jeopardize
the accreditation of their school and academiceagment of their students. Failure of an
employee to receive his/her required annual houRDoin any given year, unless due to
illness as permitted by law, ADE Rule, and this@glshall be grounds for disciplinary

action up to and including termination.

Approved PD activities may include:

» Conferences/workshops/institutes;

* Mentoring/peer coaching;

» Study groups/learning teams;

* National Board for Professional Teaching Stand&reldification;
» Distance and online learning (including Arkansast{3t
* Internships;

» State,/district /school programs;

» Approved college/university course work;

» Action research; and

* Individually guided (to be noted in the employde3P).
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Approved PD activities that occur during the instional day or outside the licensed
employee's annual contract days may apply towa@timual minimum PD requirement.

PD activities shall relate to the following areas:

Content (K-12);

Instructional strategies;

Assessment/data-driven decision making;
Advocacy/leadership/fiscal management;

Systemic change process;

Standards, frameworks, and curriculum alignment;
Supervision; mentoring/peer coaching;

Next generation learning/integrated technology;
Principles of learning/developmental stages/divéramers;
Cognitive research;

Parent involvement/academic planning and scholayshi
Building a collaborative learning community;

Student health and wellness; and

The Code of Ethics for Arkansas Educators.

Additional activities eligible for PD credit, ascluded in the District, school, and licensed
employee's PDP, include:

School Fire Marshall program (A.C.A. § 6-10-110);

Tornado safety drills (A.C.A. 8 6-10-121);

Literacy assessments and/or mathematics assesqA&DiA. 8 6-15-420);
Test security and confidentiality (A.C.A. § 6-1583

Emergency plans and the Panic Button Alert Sys&ei@.A. 8 6-15-1302);
Teacher Excellence and Support System (A.C.A. §-2806);

Student discipline training (A.C.A. § 6-18-502);

Student Services Program (A.C.A. § 6-18-1004);

Training required by ADE under academic, fiscal &amdlities distress statutes and rules;
and

Annual active shooter drills (6-15-1303).

Cross-References:  Policy 3.50—ADMINISTRATOR EVALUSR CERTIFICATION

Policy 4.37—EMERGENCY DRILLS

Legal References:  Arkansas State Board of Educdstamdards of Accreditation 15.04

ADE Rules Governing Professional Development

ADE Rules Governing the Arkansas Financial Accaumnand
Reporting System and Annual Training Requirements

ADE Rules Governing Student Special Needs Funding

ADE Advisory Guidelines for the Use of Student Raistts in Public
School or Educational Settings

A. C.A. 86-10-121

A. C.A. 8 6-10-122
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A.C.A. § 6-10-123
A.C.A. § 6-15-404(f)(2)
A.C.A. § 6-15-420
A.C.A. § 6-15-426(f)(g)(h)
A.C.A. § 6-15-438
A.C.A. § 6-15-1004(c)
A.C.A. § 6-15-1302
A.C.A. § 6-15-1303
A.C.A. § 6-15-1703
A.C.A. § 6-16-1203
A.C.A. § 6-17-703
A.C.A. § 6-17-704
A.C.A. § 6-17-708
A.C.A. § 6-17-709
A.C.A. § 6-17-2806
A.C.A. § 6-17-2808
A.C.A. § 6-18-502(f)
A.C.A. § 6-18-514(f)
A.C.A. § 6-20-2204
A.C.A. § 6-20-2303 (15)
A.C.A. § 6-41-608
A.C.A. § 6-61-133

Date Adopted: 05/18/2006

Last Revised: 05/14/07, 06/20/2011, 06/18/20121 02014, 01/19/2015, 10/19/2015
(effective 07/01/2016), 06/20/2016
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3.6.1—LICENSED PERSONNEL TUITION
REIMBURSEMENT PROGRAM

A certified non-probationary teacher is eligibleniake application for financial
reimbursement for advanced study according todhewing conditions:
1. Priority of applications will be dependent on theeds of the District:
a. Licensure in a critical shortage area as definethbyArkansas Department of
Education and the District.
b. Assisting employees to gain licensure in specialgas such as gifted/talented,
counseling, media specialist, and administration.
c. Advanced study (including courses in other aredgehsure)
d. NOTE: Employees pursuing other degrees outsidikeofield of education
will not be allowed to apply for tuition reimbursent.

2. The application form will require the normal peraband professional data. If
requests for funds exceed budgeted appropriatiotad,years of service with the
Westside Consolidated School District shall bedé&ermining factor for granting
tuition reimbursement.

3. Areview committee of seven appointed by the supendent shall review and
approve or deny applications before monies areudsgldl. The committee shall
consist of the following members: 4 classroomleag, 1 licensed employee who is
neither a classroom teacher nor administrator (®elon, media, etc), and 2 school
district administrators. The committee shall seéechairperson. The chairperson
will meet with the superintendent to perform a fireview of approved applications.

4. The applicant must hold the standard Bachelor'sr@=gnd be licensed by the
Arkansas Department of Education.

5. Successful applicants will be granted reimburserferdctual tuition not to exceed
the rate charged by the highest tuition per hoter aha public Arkansas university. A
passing grade of “B” will be required, and credit the course will be verified by an
official transcript. Payment to the employee Wil made within thirty (30) days after
the District has been provided with official traripts and receipts for tuition
payments.

6. Financial reimbursement may be granted for a mamiratisix (6) credit hours earned
during a twelve (12) month period.

7. Applications for reimbursement must be receivethesuperintendent’s office by
October 1 for courses for the fall semester; Fatyridor courses for the spring
semester; and June 1 for courses to be taken dinérgummer terms. The
superintendent will send all applications to thenadgittee chairperson for review by
the entire committee.
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8. The maximum total financial reimbursement granted contract year shall be
twenty-thousand dollars ($20,000). Any remainingds shall carry-forward to the
next contract year.

9. Successful applicants will sign a non-interest inggpromissory note in favor of the
Westside Consolidated School District for the antairthe reimbursement granted,
said to be canceled and of no effect at the cormiusf one (1) semester service
(following the completion of the course of studgy €ach three (3) hours of credit
with the district’s financial aid. Failure on tpart of the district to offer grantee a
contract for periods sufficient to cause the notbd canceled shall cause the
remaining balance of the note to be canceled. bEtence of the note shall become
due and payable (through payroll deduction) ifghentee voluntarily fails to render
service of sufficient length to cause cancellabbthe note as described above.

10. Tuition reimbursement shall be used to pay tuifmrcompletion of any course which
qualifies for salary credit anywhere in the agreeine

11.Financial reimbursement will not be granted for entbran the actual course cost less
other type of tuition assistance.

12. An employee on leave shall not be awarded tuitesmibursement during the period
he/she is on leave.

Date Adopted: 02/18/2013 (effective 07/01/2013)
Last Revised:
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3.7/—LICENSED PERSONNEL BUS DRIVER DRUG TESTING

Scope of Policy
All personnel may be randomly drug tested.

Each person hired for a position that allows ounexs the employee operate a school bus

shall meet the following requirements:

1. The employee shall possess a current commercialeeatrivers license for driving a
school bus;

2. Have undergone a physical examination, which shellide a drug test, by a licensed
physician or advanced practice nurse within the pes years; and

3. A current valid certificate of school bus driverservice training.

Each person’s initial employment for a job entgila safety sensitive function is conditioned upon
the district receiving a negative drug test fot émaployee. The offer of employment is also
conditioned upon the employee’s signing an autatioiz for the request for information by the
district from the Commercial Driver Alcohol and Driliesting Database.

Methods of Testing

The collection, testing methods and standardsisaaétermined by the agency or other medical
organizations chosen by the School Board to conldecollection and testing of samples. The drug
and alcohol testing is to be conducted by a latxyréitensed pursuant to the most recent guidelines
issued by the United States Department of HeatttiHaman Services for such facilities.
(“Mandatory Guidelines for Federal Workplace Druggiing Programs”).

Definitions

“Safety sensitive function” includes:

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

b) All time spent driving the vehicle;

¢) Alltime spent loading or unloading the vehiclesopervising the loading or unloading of the
vehicle; and

d) Alltime spent repairing, obtaining assistanceeoraining in attendance upon a disabled vehicle.

“School Bus” is a motorized vehicle that meetsftilowing requirements:

1. Is designed to carry more than ten (10) passengers;

2. Is privately owned and operated for compensatiomwtoch is owned, leased or otherwise
operated by, or for the benefit of the Districtdan

3. Is operated for the transportation of students frmme to school, from school to home,
or to and from school events.
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Requirements

All employees shall be drug and alcohol free froetime the employee is required to be ready to
work until the employee is relieved from the regaifity for performing work and/or any time they
are performing a safety-sensitive function. In toldito the testing required as an initial conditib
employment, employees shall submit to subsequegttests as required by law and/or regulation.
Subsequent testing includes, and/or is triggergdutys not limited to:

Random tests;

Testing in conjunction with an accident;

Receiving a citation for a moving traffic violatipand

Reasonable suspicion.

PwbhE

Prohibitions

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

functions while having an alcohol concentratiof.6# or greater;

No driver shall use alcohol while performing safspsitive functions;

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

No driver required to take a post-accident alctdgtiunder # 2 above shall use alcohol for eight

(8) hours following the accident or until he/shdengoes a post-accident alcohol test, whichever

occurs first;

E. No driver shall refuse to submit to an alcoholrigdest in conjunction with # 1, 2, and/or 4
above;

F. No driver shall report for duty or remain on dwguiring the performance of safety-sensitive
functions when using any controlled substance ptxdeen used pursuant to the instructions of a
licensed medical practitioner who, with knowledg#he driver’s job responsibilities, has
advised the driver that the substance will not e affect the driver’s ability to safely operate
his/her vehicle. It is the employee’s responsytititinform his/her supervisor of the employee’s
use of such medication;

G. No driver shall report for duty, remain on dutyperform a safety-sensitive function if the driver
tests positive or has adulterated or substitutest @pecimen for controlled substances.

COw

Violation of any of these prohibitions may leadlisciplinary action being taken against the
employee, which could include termination or namexgal of all contracts with the Westside
Consolidated School District.

Testing for Cause

Drivers involved in an accident in which there isss of another person’s life shall be tested for
alcohol and controlled substances as soon asgaaletiollowing the accident. Drivers shall also be
tested for alcohol within eight (8) hours and fantrolled substances within thirty two (32) hours
following an accident for which they receive ataafor a moving traffic violation if the accident
involved: 1) bodily injury to any person who, agsult of the injury, immediately receives medical
treatment away from the scene of the acciden), an€or more motor vehicles incurs disabling
damage as a result of the accident requiring therrehicle to be transported away from the scene
by a tow truck or other motor vehicle.

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

» Failed to appear for any test within a reasonatsieg of time as determined by the employer
consistent with applicable Department of Transportagency regulation;

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

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

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

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

» Failed or declined to submit to a second testiieaemployer or collector has directed the driver
to take;

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

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

School bus drivers should be aware that refusal submit to a drug test when the test is
requested based on a reasonable suspicion can caut grounds for criminal prosecution.

Consequences for Violations

Drivers who engage in any conduct prohibited bg/plalicy, who refuse to take a required drug or
alcohol test, refuse to sign the request for inédion required by law, or who exceed the acceptable
limits for the respective tests shall no longeall®ved to perform safety sensitive functions. éwasi
regarding their continued employment shall be takeelation to their inability to perform these
functions and could include termination or non-veaief their contract of employment.

Drivers who exhibit signs of violating the prohibits of this policy relating to alcohol or conteall
substances shall not be allowed to perform ormoatio perform safety-sensitive functions if they
exhibit those signs during, just preceding, oratistr the period of the work day that the driger i
required to be in compliance with the provisionthef policy. This action shall be based on specifi
contemporaneous, articulatable observations cdngeire behavior, speech, or body odors of the
driver. The Superintendent or his/her designeé¢ rguglire the driver to submit to “reasonable
suspicion” tests for alcohol and controlled sulzstanThe direction to submit to such tests must be
made just before, just after, or during the tineedfiver is performing safety-sensitive functidhs.
circumstances prohibit the testing of the driverSlperintendent or his/her designee shall remove
the driver from reporting for, or remaining on,\dfdgr a minimum of 24 hours from the time the
observation was made triggering the driver’s rerriooen duty.

If the results for an alcohol test administered thiver is equal to or greater than 0.02, butthess
0.04, the driver shall be prohibited from perforgaafety-sensitive functions for a period not less
than 24 hours from the time the test was admieité&nless the loss of duty time triggers other
employment consequence policies, no further ottiEmeagainst the driver is authorized by this
policy for test results showing an alcohol coneiain of less than 0.04.

Legal Reference: A.C.A. §6-19-108
A.C.A. §86-19-119
A.C.A. §27-51-1504
A.C.A §27-23-201 et seq.
49 C.F.R. 8 382-101 — 605
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49 C.F.R. § part 40

49 C.F.R. § part 40

49 C.F.R. 83905

Arkansas Division of Academic Facilities and Tragtion Rules
Governing

Maintenance and Operations of Arkansas Pubfio@®uses and Physical
Examinations of School Bus Drivers

Date Adopted: 05/18/2006
Last Revised: 05/14/07,01/19/2015
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3.8—LICENSED PERSONNEL SICK LEAVE — OPTION B

Definitions

1.

2.

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

“Sick Leave” is absence from work due to illnessetlaer by the employee or a member of the
employee’s immediate family, or due to a deathafamily (see bereavement leave policy). The
principal shall determine whether sick leave welldpproved on the basis of a death outside the
immediate family of the employee.

“Current Sick Leave” means those days of sick léathe current contract year, which leave is
granted at the rate of one day of sick leave peracied month, or major part thereof.

“Accumulated Sick Leave” is the total of unused save, up to a maximum of ninety (90) days
accrued from previous contract, but not used. Actated sick leave also includes the sick leave
transferred from an employee’s previous public shmployment. * See note

“Immediate family” means an employee’s spousegicharent, or any other relative provided the
other relative lives in the same household astmher or is a relative by blood or marriage or
close friends.

(see bereavement leave policy)

“Excessive Sick Leave” is absence from work , wketbaid or unpaid, that exceeds
twelve (12) days in a contract year for an emplayee that is not excused pursuant to:
District policy; the Family Medical Leave Act; aagonable accommodation of disability
under the American’s With Disabilities Act; or ditea compensable Workers’
Compensation claim.

“Grossly Excessive Sick Leave” is absence from waitikether paid or unpaid, that
exceeds 10% of the employee’s contract length laati$ not excused pursuant to:
District policy; the Family Medical Leave Act; aasonable accommodation of disability
under the American’s With Disabilities Act; or dicea compensable Workers’
Compensation claim.

Sick Leave

The principal has the discretion to approve siakddor an employee to attend the funeral of apers
who is not related to the employee, under circumstadeemed appropriate by the principal.

Pay for sick leave shall be at the employee’s dailyof pay, which is that employee’s total
contracted salary, divided by the number of days@yad as reflected in the contract. Absences for
illness in excess of the employee’s accumulatectament sick leave shall result in a deductiomfro
the employee’s pay at the current daily rate.

28



At the discretion of the principal (or Superintemjleand, if FMLA is applicable, subject to the
certification or recertification provisions contaahin policy 3.32—LICENSED

PERSONNEL FAMILY MEDICAL LEAVE the District may ragre a written statement from

the employee’s physician documenting the employt@ss. Failure to provide such documentation
of illness may result in sick leave not being pardn discipline up to and including termination.

Should a teacher be absent frequently during abgkar, and said absences are not subject to
FMLA leave, and if such a pattern of absencesrege®, or is reasonably expected to continue, the
Superintendent may relieve the teacher of hisrasgigt (with Board approval) and assign the teacher
substitute duty at the teacher’s daily rate of Séwpuld the teacher fail, or otherwise be unable, t
report for substitute duty when called, the teaahiebe charged a day of sick leave, if availadnief
unavailable, the teacher will lose a day’s wagdssiher daily rate of pay .

Temporary reassignment may also be offered or redjim certain circumstances as provided
in 3.32—LICENSED PERSONNEL FAMILY MEDICAL LEAVE.

Employees who are adopting or seeking to adopmn@mahild or minor children may use up
to fifteen (15) sick leave days in any school ylearabsences relating to the adoption,
including time needed for travel, time needed fomke visits, time needed for document
translation, submission or preparation, time speétit legal or adoption agency
representatives, time spent in court and bondmg.ti Except for bonding time,
documentation shall be provided by the employeeupquest. See also, 3.32—LICENSED
PERSONNEL FAMILY MEDICAL LEAVE, which also applies.

If the employees absences are excessive or grességsive as defined by this policy,
disciplinary action may be taken against the emg#oyvhich could include termination or
nonrenewal of the contract of employment. The Saperdent shall have the authority when
making his/her determination to consider the totalf circumstances surrounding the
absences and their impact on district operatiorssumtent services.

Sick Leave and Family Medical Leave Act (FMLA) Leae

When an employee takes sick leave, the Distridt diegermine if the employee is eligible for
FMLA leave and if the leave qualifies for FMLA leavThe District may request additional
information from the employee to help make the @ppility determination. If the employee

is eligible for FMLA leave, and if the leave quadd under the FMLA, the District will notify
the employee, in writing, of the decision withimdi(5) workdays. If the circumstances for the
leave as defined in policy 3.32—LICENSED PERSONNEMILY MEDICAL LEAVE

don’t change, the District is only required to fipthe employee once of the determination
regarding the applicability of sick leave and/or EMleave within any applicable twelve (12)
month period. To the extent the employee has aclaietusick leave; any sick leave taken
that qualifies for FMLA leave shall be paid leavelaharged against the employee’s accrued
leave including, once an employee exhausts hisitmrmulated sick leave, vacation or
personal leave. See 3.32—LICENSED PERSONNEL FAMMEDICAL LEAVE
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Sick Leave and Outside Employment

Sick leave related absence from work (e.g. sickddar personal or family illness or
accident, Workers Comp, and FMLA) inherently metliesemployee is also incapable of
working at any source of outside employment. Exespprovided in policy 3.44, if an
employee who works a non-district job while takdhigtrict sick leave for personal or family
illness or accident, Workers Comp, or FMLA shalldoéject to discipline up to and including
termination.

A new teacher will be given credit for a maximunmiofety (90) days sick leave accumulated in
another Arkansas educational cooperative, a stataton agency, or two-year college. Each
teacher will be given a record of sick leave dayseaend of the school year.

Teachers who are unable to fill their positionstdutness shall inform the principal in time tlzat
substitute may be secured. A teacher who is absetcount of temporary iliness shall receive full
pay up to the number of sick days accumulated.

Transfer of Employee Sick Days
Any employee of the Westside Consolidate Schoadiridtsvho is married to an individual
who is also an employee of the District may trankfe/her own sick leave days to his/her
spouse under the following circumstances:
1. The receiving spouse has exhausted his/her acatedudick leave days.
2. The transferring spouse has an accumulation obon®ore sick leave days.
3. The transferring spouse makes a written requesathpecific number of sick
leave days be transferred, not to exceed the salelday balance of the
transferring spouse.

Employees are credited with sick leave days ab#ggnning of each contract year, based on
each employee working for the entire term of his@r contract, at the rate of one day per
month or major portion thereof that the employegnider contraet. Employees who have
exhausted all sick leave, whether their own or ttaatsferred to them, who miss work
because of sickness will have their pay dockediaent daily rate of pay. Any employee

who uses or transfers all of his/her sick leavesdayd whose employment is then terminated
for any reason will have his/her last paycheck @ddor the used or transferred sick days that
were not earned.

Transfer of Co-Worker Employee Sick Days
Any licensed employee of the Westside School Risimay voluntarily transfer his/her
own sick leave days to the credit of another emgaynder the following conditions:

A transfer can only be made from licensed employee another licensed employee.

* The receiving employee has exhausted his/her adatedwsick leave
days and personal days.

» Employees who request sick day transfers mustynibigf District
Financial administrator and complete the Requestfansfer of Sick
Days Form.
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* The transferring employee has an accumulation efasnmore sick
leave days.

* The transferring employee makes a written requnedta specific
number of days be transferred, not to exceed thesave balance of
the transferring employee.

» A recipient may receive days as needetlto exceed twenty days per
school year.

* The Over-90-Sick Leave Pay allowed by the dispaicy will be lost
if days are donated to another employee in the saamner as if they
were used by the transferring employee.

» The receiving employee cannot accumulate or carey to the next
year unused donated days.

Pay for Unused Sick Days over 90 Days
A teacher will be paid the higher of $60/day orttitel amount paid for a substitute (sub pay + fee)

Bonus for Unused Sick Leave for Those Leaving for @&sons other than Retirement
This portion of the sick leave policy will be basmdthe last ten years of service to the
Westside Consolidated School District. Any peradio has less than ten years of service to
the District will not be eligible for a bonus undhris portion of the policy. Only full-time
employees will be eligible for this program.
Step 1 Years of experience in the District (10 ore) will be the percentage used to
determine the number of days paid. Example: Teamsyin the District upon leaving
would equal 10 percent. Eleven years would eqligdekcent. This same procedure
would be used to determine the percentage thatdimilised.
Step 2 Count the number of sick days accumulatetidogmployee, not to exceed 90
days.

Step 3 Multiply the percentage of Step 1 by thaltatcumulated days of Step 2. This
will be the total number of days that will be usedietermine the “Bonus for Unused Sick
Leave for Those Leaving for Reasons other tharr@&agnt.”
Step 4 Multiply 30 percent of the employee’s grdasy wage at the time of departure by
the total days found in Step C. This will be tiB®ohus for Unused Sick Leave for Those
Leaving for Reasons other than Retirement.”

Example: Mrs. X has 20 years of service. Sheasaamulated 90 days. Her gross

daily was is $125.00.

Step 1 — 20 years in district equals 20%

Step 2 — Accumulated days in service to districtads] 90.

Step 3 — 20% multiplied by 90 equals 18 days.

Step 4 — 30% of $125 X 18 = $675 “Bonus for UnuSatk Leave for Those Leaving

for Reasons other than Retirement”

*If employee leaving is transferring to anotheraalhdistrict, the transferred days
would be subtracted from the total number of acdated days. Therefore, pay will
not be issued for days transferred to other dtstric

**Bonus will be subject to any required deductidasfederal and state taxes and
retirement.

31



Bonus for Unused Sick Leave upon Retirement

Persons with 10 years of experience or more iikgict will receive this pay for all
sick days up to 90.

Persons with less than 10 years experience in t&td/de School District will receive
pay for only those sick days acquired at Westse8! or would have acquired if
they had transferred zero days into Westside Sdbmstdict.

The retiring employee must apply to and be apprdoedetirement by the Arkansas
State Teacher Retirement System and/or the Publjgdyee Retirement System.

The rate of pay for unused sick leave per daylalB0% of the employee’s gross
daily wage at the time of retirement. This will ip@ltiplied by the total number of
days accumulated.

Example: Mrs. X has accumulated 90 days sick ledler gross daily wage is $125
per day.

Step 1 — 30% x $125 = $37.50

Step 2 - $37.50 x 90 = $3,375.00 “Bonus for unuseki leave upon retirement”

*The bonus is subject to any required deductiondederal and state taxes and
retirement.

Bonus for Unused Sick Leave Prior to T-Drop Agreemet

Any employee who is planning to enter the ArkanBaacher Retirement T-Drop
program, may opt to sell his/her unused sick daygk Ibo the district any time after
his/her 26 year in the retirement system. The pay for tbk days would be
calculated at the same rate as if the employee aveng through retirement.

The employee may have the option of the followitanp. He/she may sell:
a. One third (1/3) of his/her accumulated days, upGalays each year, over
a three year period.
b. One half (1/2) of his/her accumulated days, upbaldys each year, over a
two year period.
c. All accumulated days, up to 90, at the end of tkar yrior to entering the
T-drop program.

Upon final retirement, unused sick days that acdataiafter an employee has sold
his/her 90 unused days, as defined above, willdugyht at $60/day or the total
amount paid for a substitute (sub-pay + fee) aetiwkof his/her employment with
Westside School

Note: Allowing employees the option to receive paysick days in this manner will not
increase the amount the school would have paiceerptoyee for their unused sick days.
This plan simply allows the opportunity for any doyge to have this pay averaged into their
yearly salary over the last 3 years before hefstieslin the pay on which his/her retirement
will be figured. Increasing the last three ye@éy will make a significant difference in the
monthly amount paid to the employee by teacheraraint, as well as a difference in the
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amount that will be paid into the T-drop prograroltegear the employee participates in that
program.

*A.C.A. 8 6-17-1206 (b)(2) requires that leave s#emred from prior public school
employment be used first. In addition, 1206 (by&)uires that the leave, if any remains, be
included in the total count of accumulated sick/&eH the district pays out unused sick leave
upon retirement.

Cross Reference: Policy 3.32—LICENSED PERSONNEL FR¥IMEDICAL LEAVE
3.18— LICENSED PERSONNEL OUTSIDE EMPLOYMENT
3.44 —LICENSED PERSONNEL WORKPLACE INJURIES AND
WORKERS’ COMPENSATION

Legal References:  A.C.A. 8§ 6-17-1201 et seq.
29 USC 88 2601 et seq.
29 CFR part 825.100 et seq.

Date Adopted: 05/18/2006

Last Revised: 05/14/07, 01/19/09, 06/15/09, 11/0512/13/10, 05/23/11, 11/21/11, 06/18/12,
06/17/2013, 01/19/2015, 102095 (effective 07/01/2016)
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3.8.1 — LICENSED EMPLOYEES BEREAVEMENT LEAVE

In the event of death in the immediate family (pésefoster parents, grandparents, spouse,
children, father-in-law, mother-in-law, brotherstgr, son-in-law, daughter-in-law, and
grandchildren) an employee may use 2 days per sgbaowithout loss of pay or
accumulated sick leave at the time of and for tmp@se of attending the funeral. If more
days are needed, each individual must requesatititional days be sick leave, personal
leave, leave without pay, or a combination of these

Date Adopted: 11/15/2010
Last Revised: 04/18/11 (Effective 07/1/2011)
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3.9—LICENSED PERSONNEL SICK LEAVE BANK (All Employe es)

Purpose
A. The purpose of this program is to grant to ita@péants an extended leave period above
and beyond the existing district sick leave policy
B. ltis the intent of this program to provide addiibleave only after 20 days of absence have
occurred.

Membership

A. Any contracted employee of the Westside Consotidatiool District may become a
participant by contributing three (3) of his/hegufar sick days to the SICK LEAVE BANK
established for this program.

Employees will contribute 3 days for each contract.

After being contributed, the days may not be wainglr.

Initial membership will be taken during the finstot (2) weeks of employment or the first
two weeks of the school year.

E. A person who leaves the sick bank by moving awast mejoin upon his/her return.

OCOw

Review Board

A. The eligibility to withdraw days from the sick leslsank will, in all cases, be determined by
the Review Board. The decision of the Review Buoalide final.

B. The Review Board will consist of ten (10) membarfoows: Superintendent, one (1)
principal, four (4) licensed and four (4) classlifigersons. (The Superintendent will only
vote in the event of a tie.)

Program Limits

A. The total number of days that may be withdrawnryyadividual shall not exceed 45 days
per contract year for serious personal or faniiteds, disabilities or accidents (not including
accidents for which the employee is receiving Wiarkéompensation), which causes the
employee to be absent from work. Serious persoffahaly illness, disabilities or
accidents” means a period of continuous or inteentiabsence, qualifying as sick leave, in
which 20 or more days are missed during a singl&axi year.

B. In the event that the number of days in the Ballkkidalow 100 days in any given year,
participating members may be assessed one adtitapna

C. As ageneral guideline for the Review Board, dagg be withdrawn only for absences due
to prolonged illness, accident, abnormal pregnaraylems, etc. Days may be granted
only during contracted time. A doctor’s statenmaost be presented to the Review Board.
This statement must include the following: a dpson of the medical problem, a
verification that the employee is unable to work] a statement projecting the expected
date of the return to work.

D. Employees may not request days from the sick bain&y are receiving remuneration from
Worker's Compensation for a work related injurylloess.
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Records

A. Inthe event that an additional assessment is asasiet forth in Program Limits, part B, and
a participating member does not have an additdaeavailable, and he is in the second
year of participation, he may borrow one day fromltank to continue his coverage. This
day will be automatically assessed at the begirofitige next school year.

B. A member in his first year of participation canbotrow from the bank for the purpose of
reassessment. If unable to contribute the additaay, upon assessment, he will be
dropped from the program. Any member who is drdggmen the program is eligible to
join the following year.

Changing Limits
A. This program may only be changed by a majority wbthe participating members.

B. The Review Board will act as the administrativeyboftthe program with the chairman
elected by the Review Board members.

Legal Reference: A.C.A. §6-17-1208

Date Adopted: 05/18/2006

Last Revised: 05/14/07, 6/21/2010, 01/17/11 (E#e®7/01/11)
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3.10—LICENSED PERSONNEL PLANNING TIME

The superintendent or designee is responsiblenfeureng master schedules are created
which determine the timing and duration of eaclcheas planning and scheduled lunch
periods. Planning time is for the purpose of sclregluonferences, instructional planning, and
preparation. Each teacher will have the abilitydeedule these activities during his/her designated
planning time. Teachers may not leave campus dtim@ugplanning time without prior permission
from their building level supervisor.

The planning time shall be in increments of na than forty (40) minutes and shall occur durirg th
student instructional day unless a teacher requeststing, to have his/her planning time occur

outside of the student instructional day. For tmpgses of this policy, the student instructiosgl d
means the time that students are required to bergrat school.

Legal Reference: ACA §6-17-114 (a)(d)

Date Adoptedd5/18/06

Last Revised: 05/14/07, 06/18/2012
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3.11—LICENSED PERSONNEL PERSONAL AND PROFESSIONAL LEAVE

Personal Leave

For the district to function efficiently and havestnecessary personnel present to effect a
high achieving learning environment, employee absgemeed to be kept to a minimum. The
district acknowledges that there are times duriregsichool year when employees have
personal business that needs to be addressed dueisghool day. Contracted full-time
employees shall receive two (2) days of persorsldeer contract year. The leave may be
taken in increments of no less than one-half obekwday.

Employees shall take personal leave or leave withay for those absences which are not
due to attendance at school functions which asgedlto their job duties and do not qualify
for other types of leave. School functions, for plueposes of this policy, means:

1. Athletic, academic, or other events directly reddi®job duties and job assignments.
2. Meetings and conferences related to education.

Employees will not be granted school business leaygofessional leave, in lieu of taking
personal leave, for athletic, academic, or otheneythat are not directly related to the
employee’s job description, duties, or assignment.

For employees other than the superintendent, tteerdeation of what activities meet the
definition of a school function shall be made by #mployee’s immediate supervisor or
designee. For the superintendent, the school ldatulectors shall determine what activities
meet the definition of a school function. In netamce shall paid leave in excess of allotted
vacation days and/or personal days be granted éongfoyee who is absent from work while
receiving remuneration from another source as cosgi®n for the reason for their absence.

Any employee desiring to take personal leave magalby making a written request to
his/her supervisor at least twenty-four (24) hqurisr to the time of the requested leave. The
twenty-four hour requirement may be waived by tingesvisor when the supervisor deems it
appropriate.

Additional personal days may be accrued based timonumber of sick days accumulated at
the beginning of the contract. When an employeedeaumulated 30 sick days — one (1)
personal day will be added, 60 sick days accumdilatievo (2) personal days will be added,
90 sick days accumulated — three (3) personal wdlybe added.

1-29days No additional personal days granted

30-59 days  One (1) additional personal day granted
60-89 days  Two (2) additional personal days gnte
90 + days Three (3) additional personal days gdant

Personal days may accumulate to six (6) days.r Afke(6) accumulated personal days,
excess personal days will be logged as sick days.
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Upon retirement only, any accumulated personal day$e treated and logged as unused
sick days.
Guidelines to use personal days are as follows:

1. No more than 3 employees per campus, per day rkayatpersonal day.
2. 48 hours notice must be given to the principal
3. These days may not be taken during the lastweeks before Christmas vacation, two
weeks
prior to the end of the school year, or the firgb tweeks of the beginning of the school
year. Exceptions may be granted by the buildinggipial.
4. The personal days may be taken the same semeste

Employees who fail to report to work when theiruest for a personal day has been denied or
who have exhausted their allotted personal daydl lsise their daily rate of pay for the

day(s) missed (leave without pay). While thereiaséances where personal circumstances
necessitate an employee’s absence beyond theedllddtys of sick and/or personal leave, any
employee who requires leave without pay must recativance permission (except in

medical emergencies and/or as permitted by poli82-3-LICENSED PERSONNEL

FAMILY MEDICAL LEAVE) from their immediate supervi@. Failure to report to work
without having received permission to be absegtasinds for discipline, up to and including
termination.

Professional Leave

“Professional Leave” is leave granted for the psgof enabling an employee to participate
in professional activities (e.g., teacher workshopserving on professional committees)
which can serve to improve the school District'stinctional program or enhances the
employee’s ability to perform his duties. Professil leave will also be granted when a
school District employee is subpoenaed for a matiemg out of the employee’s
employment with the school District. Any employseEeking professional leave must make a
written request to his immediate supervisor, sgttorth the information necessary for the
supervisor to make an informed decision. The supeir's decision is subject to review and
overruling by the Superintendent. Budgeting cons@nd the potential benefit for the
District’s students will be taken into consideratia reviewing a request for professional
leave.

Applications for professional leave should be masisoon as possible following the
employee’s discerning a need for such leave, bwny case, no less than two (2) weeks
before the requested leave is to begin, if possible

If the employee does not receive or does not ageapiineration for their participation in the
professional leave activity and a substitute isleeedor the employee, the district shall pay
the full cost of the substitute. If the employeegives and accepts remuneration for the
participation in the professional leave activityg(escholastic audits or praxis assessments),
the employee may forfeit his/her daily rate of ayn the district for the time the employee
misses. The cost of the substitute, if one is edgshall be paid by the district.
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Date Adopted: 05/18/2006

Last Revised: 01/19/2009, 5/14/2009 (effectivéd09}, 06/18/2012, 05/12/2014,
(Effective 07/01/2014)
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3.11.1—LICENSED PERSONNEL PERSONAL LEAVE — LEAVE OF
ABSENCE — POLICY DELETED 1/19/2015
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3.12—LICENSED PERSONNEL RESPONSIBILITIES IN DEALING
WITH SEX OFFENDERS ON CAMPUS

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

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

It is the intention of the board of directors thadtrict staff not stigmatize students whose
parents or guardians are sex offenders while takeogssary steps to safeguard the school
community and comply with state law. Each schoatlministration should establish
procedures so attention is not drawn to the accasatians necessary for registered sex
offender parents or guardians.
Cross Reference.10—SEX OFFENDERS ON CAMPUS (MEGAN'S LAW)
Legal Reference: A.C.A §12-12-913(9)(2)

Arkansas Department of Education Guidelines forgifes Law”

A.C.A. §5-14-132
Date Adopted: 05/14/07

Last Revised: 1/19/09 (retroactive to 07/01/08)
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3.13—LICENSED PERSONNEL PUBLIC OFFICE

An employee of the District who is elected to thikahsas General Assembly or any elective or
appointive public office (not legally constitutidlyanconsistent with employment by a public
school district) shall not be discharged or demated result of such service.

No sick leave will be granted for the employeedigipation in such public office. The employee
may

take personal leave or vacation (if applicablegpproved in advance by the Superintendent, during
his absence.

Prior to taking leave, and as soon as possibletbfieeed for such leave is discerned by the
employee, he must make written request for leatletSuperintendent, setting out, to the degree
possible, the dates such leave is needed.

An employee who fraudulently requests sick leavé® purpose of taking leave to serve in public
office may be subject to non-renewal or terminabibinis employment contract.

Legal Reference: A.C.A. §6-17-115

Date Adopted: 05/18/2006

Last Revised: 06/18/2012
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3.14—LICENSED PERSONNEL JURY DUTY

Employees are not subject to discharge, losslofeswe, loss of vacation time or any other penalty
due to absence from work for jury duty, upon giviegsonable notice to the District through the
employee’s immediate supervisor.

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

Employees shall receive their regular pay frontdiktict while serving jury duty, and may retain
jury pay.

B. If a teacher is subpoenaed to court in a sak@ied incident the teacher will not be docked
personal days or pay.

Legal Reference: A.C.A. §16-31-106

Date Adopted: 05/18/2006

Last Revised:
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3.15—LICENSED PERSONNEL LEAVE — INJURY FROM ASSAULT

Any teacher who, while in the course of their empient, is injured by an assault or other violent
act; while intervening in a student fight; whilstraining a student; or while protecting a student
from harm, shall be granted a leave of absenagfty one (1) year from the date of the injuryhwit
full pay.

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

In order to obtain leave under this policy, theles must present documentation of the injury from
a physician, with an estimate for time of recowerfficient to enable the teacher to return to work,

and written statements from witnesses (or othesirdeatation as appropriate to a given incident) to
prove that the incident occurred in the coursa@féacher's employment.

Legal Reference: A.C.A §6-17-1209

Date Adopted: 05/18/2006

Last Revised:
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3.16—LICENSED PERSONNEL REIMBURSEMENT FOR PURCHASE
OF SUPPLIES

Pre-Kindergarten through sixth grade teachersiséalllotted the amount required by law to be used
by the teacher in his/her classroom or for clabgtaes. The amount shall be credited to an actoun
from which the teacher shall be reimbursed fohbistovered purchases to the extent funds are
available in the account. For the purposes opthlisy, pre-kindergarten through sixth grade teexche
shall be allotted the greater of:

1. Twenty Dollars ($20) per student enrolled in tlaeker’s class for more than fifty
percent (50%) of the school day at the end ofitsigtiree (3) months of the school
year; or

2. Five hundred dollars ($500).

Teachers may purchase supplies and supplementyaisdrom the District at the District's cost to
take advantage of the school’s bulk buying poweidd so, teachers shall complete and have
approved by their building principal a purchasesofdr supplies which will then be purchased on
the teacher’s behalf by the school and subtraatedthe teacher’s total supply and material
allocation. Teachers may also purchase materidisupplies using their own funds and apply for
reimbursement by submitting itemized receipts. pegand materials purchased with school funds,
or for which the teacher is reimbursed with scifimadis, are school property, and should remain on
school property except to the extent they are upeor consumed or the purchased supplies
and/or materials are intended/designed for use &waythe school campus.

Unused allotments shall not be carried over fromfizgal year to the next.

Legal Reference: A.C.A. §6-21-303(b)(1)

Date Adopted: 05/18/2006

Last Revised: 06/18/2012, 06/15/2015
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3.17/—INSULT OR ABUSE OF LICENSED PERSONNEL

Employees are protected from abusive languageatilict, on or off campus, by state law. An
employee may report to the police any languagetwiicalculated to:

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

3. Arouse the person to whom the language is arifés anger, to the extent likely to cause
imminent retaliation.

Legal Reference: A.C.A. §6-17-106

Date Adopted: 05/18/2006

Last Revised:
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3.18—LICENSED PERSONNEL OUTSIDE EMPLOYMENT

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

An employee may not accept employment outsidesadikirict employment which will interfere, or otivse
be incompatible with the District employment, irthg normal duties outside the regular work day;shall
an employee accept other employment which is ingpjate for an employee of a public school.

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

When a licensed employee is additionally employgthle District in either a classified capacity or
by a contract to perform supplementary duties fstigend or multiplier, the duties, expectations,
and obligations of the primary licensed positiorpyment contract shall prevail over all other
employment duties unless the needs of the distictate otherwiseé If there is a conflict between
the expectations of the primary licensed positiod any other contracted position, the licensed
employee shall notify the employee’s building pipatas far in advance as is practicable. The
building principal shall verify the existence ogthonflict by contacting the supervisor of the
secondary contracted position. The building priatghall determine the needs of the district on a
case-by-case basis and rule accordingly. The jpatisidecision is final with no appeal to the
Superintendent or the School Board. Frequent aisftir scheduling problems could lead to the
non-renewal or termination of the classified cocttif employment or the contract to perform the
supplementary duties.

Sick Leave and Outside Employment

Sick leave related absence from work (e.g. sickddar personal or family illness or accident,
Workers Comp, and FMLA) inherently means the emgéoig also incapable of working at any
source of outside employment. Except as providgublicy 3.44, if an employee who works a non-
district job while taking district sick leave foegsonal or family illness or accident, Workers
Comp, or FMLA shall be subject to discipline upatad including termination.

Cross References: 3.8—LICENSED PERSONNEL SICK LEAVE
3.32—LICENSED PERSONNEL FAMILY MEDICAL LEAVE
3.44—LICENSED PERSONNEL WORKPLACE INJURIES AND
WORKERS' COMPENSATION

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

Date Adopted: 05/18/2006
Last Revised: 01/19/2015
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3.19—LICENSED PERSONNEL EMPLOYMENT

All prospective employees must fill out an appi@aform provided by the District, in addition to
any resume provided; all of the information prodideto be placed in the personnel file of those
employed.

If the employee provides false or misleading imi@tion, or if he withholds information to the same
effect, it may be grounds for dismissal. In pataeyit will be considered a material
misrepresentation and grounds for termination otrext of employment if an employee’s
licensure status is discovered to be other thanveess represented by an employee or
applicant, either in writing on application matésiar in the form of verbal assurances or
statements made to the school district.

It is grounds for termination of contract of emplognt if an employee fails a criminal
background check or receives a true report on thikel @altreatment Central Registry check.

An individual with a currently suspended licensewose license has been revoked by the
State Board of Education is not eligible to be eygpl by the District; this prohibition
includes employment as a substitute teacher, whdtrextly employed by the District or
providing substitute teaching services under cahirgth an outside entity.

The District is an equal opportunity employer ahdlsnot discriminate on the grounds of
race, color, religion, national origin, sex, pregey sexual orientation, gender identity, age,
disability or genetic information.

Inquiries on non discrimination may be directedh® Superintendent, who may be reached at
870-935-7501, 1630 Hwy. 91W, Jonesboro, AR 72404.

For further information on notice of non-discrimiiza or to file a complaint, visit
http://wdcrobcolp01.ed.gov/ICFAPPS/OCR/contactus.émthe address and phone number
of the office that serves your area, or call 1-820-3481.

In accordance with Arkansas law, the District pdad a veteran preference to applicants who
qualify for one of the following categories:

1. aveteran without a service-connected disability;

2. aveteran with a service-connected disability; and

3. a deceased veteran’s spouse who is unmarried thoatithe hiring process; or

For purposes of this policy, “veteran” is definexd a

a. A person honorably discharged from a tour of activey, other than active duty for
training only, with the armed forces of the Unitetétes; or

b. Any person who has served honorably in the Nati@Gwdrd or reserve forces of the
United States for a period of at least six (6) geathether or not the person has retired or
been discharged.
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In order for an applicant to receive the vetergméference, the applicant must be a citizen
and resident of Arkansas, be substantially equplblified as other applicants and do all of
the following:
1. Indicate on the employment application the catedgioeyapplicant qualifies for;
2. Attach the following documentatioas applicable to the employment application:
» Form DD-214 indicating honorable discharge;
* A letter dated within the last six months from dpplicant's command indicating years of
service in the National Guard or Reserve Forceselhsas the applicant’s current status;
» Marriage license;
» Death certificate;
» Disability letter from the Veteran's Administrati@n the case of an applicant with a service-
related disability).

Failure of the applicant to comply with the abogquirements shall result in the applicant not
receiving the veteran preference; in addition, mgdahe qualifications of a veteran or
spousal category does not guarantee either awiesweor being hired.

Nominations

All employees, except the Superintendent, shaldpeinated by the Superintendent. Should a
person so nominated be rejected by the board| Benthe duty of the Superintendent to make
another nomination. It shall be the duty of thpeBimtendent to know that all persons nominated for
a school position shall be fully qualified in diigses, to meet the needs of the school, andititifielf
requirements of the position as nearly as it isiptesunder existing conditions.

The employment contract renewals of principalssiass principals, teachers, and other licensed
staff members shall be considered by the regutaiadp or February meeting of the Board.

The Superintendent shall be employed no latertiigaregular January meeting of the Board.

Pay Periods

Pay periods will be determined by administrativeessity and may change due to fiscal
requirements. If possible, changes will be madbatany inconvenience will be avoided.

Work Day

Teachers are required to be at school fifteenn(i)tes before first period and remain at school
until 3:30 p.m. unless a scheduled or called faooéteting is held after school.

Duty teachers shall be at their stations no later 7:35 a.m.

Posting of Position Vacancies

Recognizing the importance of providing districipdogees with opportunities for advancement and
to offer greater clarity in policy and procedurasthe hiring of position vacancies that occuhi t
district, it shall be the policy of the WestsidenSalidated School District to observe the following
procedures with respect to the posting and puidlicaf position vacancies:
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1. Alljob postings will be posted using the Distigotinline job application program
(TalentED).

2. Allemployees are encouraged to create an onlzw@iatin order to access
TalendED.

3. TalentED is accessible though the District's wehgitder the Employment
Information page.

4. As a courtesy, the posted job will be emailedltstaff members.

5. Employees who wish to apply for a position will gdate the brief internal job
application posted in the TalentED program.

6. Building principals and department supervisors rgiliew internal applications
before considering external applications

7. Position vacancies may be advertised in print nresaticonline venues at the
discretion of the Superintendent.

Legal References:  A.C.A. 8 6-17-410
A.C.A.86-17-411
A.C.A. 8§ 21-3-302
A.C.A. §21-3-303
28 C.F.R. § 35.106
29 C.F.R. part 1635
34 C.F.R. 8§ 100.6
34 C.F.R.8104.8
34 C.F.R. 8§ 106.9
34 C.F.R. §108.9
34 C.F.R. §110.25

Date Adopted: 05/18/2006
Last Revised: 06/18/2012, 02/18/2013 (Effectiv@0/2013) 05/12/2014 (Effective 07/01/2014),
01/19/2015, 06/15/2015, 10/19/2015 (effective Q2Q16)
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3.20—LICENSED PERSONNEL REIMBURSEMENT OF TRAVEL
EXPENSES

Employees shall be reimbursed for personal andieeltexpenses incurred while performing duties
or attending workshops or other employment-reffatections, provided that prior written approval
for the activity for which the employee seeks rairsbment has been received from the
Superintendent, principal (or other immediate suger with the authority to make school
approvals), or the appropriate designee of theriBtgredent and that the teacher’s attendance/travel
was approved by the district.

It is the responsibility of the employee to detererthe appropriate supervisor from which he must
obtain approval.

Reimbursement claims must be made on forms protagéuak District and must be supported by
appropriate, original receipts. Copies of recaptsther documentation are not acceptable, extept i
extraordinary circumstances.

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

Date Adopted: 05/18/2006

Last Revised: 05/14/07, 06/18/2012
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3.21—LICENSED PERSONNEL TOBACCO USE

Smoking or use of tobacco or products containitgtco in any form (including, but not
limited to, cigarettes, cigars, chewing tobacca anuff) in or on any real property owned or
leased by a District school, including school busesed or leased by the District, or other
school vehicles is prohibited.

With the exception of recognized tobacco cessatroducts, this policy’s prohibition
includes any tobacco or nicotine delivery systerproduct. Specifically, the prohibition
includes any product that is manufactured, distebumarketed, or sold as e-cigarettes, e-
cigars, e-pips, or under any other name or deseript

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

Legal Reference: A.C.A. §6-21-609

Date Adopted: 05/18/2006

Last Revised: 03/17/2014
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3.22—DRESS OF LICENSED EMPLOYEES

Employees shall ensure that their dress and appeasee professional and appropriate to theiriposit

Date Adopted: 05/18/2006
Last Revised:
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3.23—LICENSED PERSONNEL POLITICAL ACTIVITY

Employees are free to engage in political actigilyside of work hours-and to the extent that
it does not affect the performance of their dutieadversely affect important working
relationships.

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

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

3. Distributing or otherwise seeking signatures oritipeis of any kind,;

4. Posting political materials; and

5. Discussing political matters with students in tlessroom, in other than circumstances
appropriate to the Frameworks and/or the curriogdeds and objectives of the class.

Date Adopted: 05/18/2006

Last Revised:
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3.24—LICENSED PERSONNEL DEBTS

For the purposes of this policy, "garnishment" of adistrict employee is when the
employee has lost a lawsuit to a judgment creditowho brought suit against a school
district employee for an unpaid debt, has been awded money damages as a result, and
these damages are recoverable by filing a garnishmieaction against the employee’s
wages. For the purposes of this policy, the wordjarnishment” excludes such things as
child support, student loan or IRS liens or voluntay deductions levied against an
employee’s wages.

All employees are expected to meet their finarmbigations. If an employee writes “hot” checks or
has his income garnished by a judgment creditemidsal may result.

If an employee has his income garnished, he wdldied to explain the circumstances to his
immediate supervisor and or the superintendernpasent in writing a plan for getting out of the
financial difficulty.

Further garnishments could lead to a recommendagébthe employee seek financial counseling.

If no improvement is made and a habitual pattegamishments is evident, at the discretion of the
superintendent, garnishment may be used as ddvadismissal. The superintendent may take into
consideration other factors in deciding whetheetommend dismissal. Those factors may include,

but are not limited to, the amount of the debttithe between garnishments, and other financial
problems which come to the attention of the Distric

Date Adopted: 05/18/2006

Last Revised: 06/17/2013
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3.25—LICENSED PERSONNEL GRIEVANCES

The purpose of this policy is to provide an ordgnigcess for employees to resolve, at the
lowest possible level, their concerns related gopgérsonnel policies or salary payments of
this district.

Definitions

Grievance: a claim or concern related to the imetgtion, application, or claimed violation of
the personnel policies, including salary schedutxgral or state laws and regulations, or
terms or conditions of employment, raised by aividdal employee of this school district.
Other matters for which the means of resolutionpaoeided or foreclosed by statute or
administrative procedures shall not be considered/gnces. Specifically, no grievance may
be entertained against a supervisor for directmggructing, reprimanding, or “writing up” an
employee under his/her supervision. A group ofleyges who have the same grievance
may file a group grievance.

Group Grievance: A grievance may be filed as aggrievance if it meets the following

criteria: (meeting the criteria does not ensurt titva subject of the grievance is, in fact,

grievable)

1. More than one individual has interest in the matiaed

2. The group has a well-defined common interest irfalosts and/or circumstances of the
grievance; and

3. The group has designated an employee spokespersoeet with administration and/or
the board; and

4. Allindividuals within the group are requesting theme relief.

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

Immediate Supervisor: the person immediately sopéoi an employee who directs and
supervises the work of that employee.

Working day: Any weekday other than a holiday wieethr not the employee under the
provisions of their contract is scheduled to workvbether they are currently under contract.

Process

Level One: An employee who believes that he/sheatgrsevance shall inform that
employee’s immediate supervisor that the employseahpotential grievance and discuss the
matter with the supervisor within ten working daythe occurrence of the grievance. The
supervisor shall offer the employee an opportutatizave a witness or representative who is
not a member of the employee’s immediate familysene at their conference. (The ten-day
requirement does not apply to grievances concetvéeg pay.) If the grievance is not
advanced to Level Two within ten working days fallng the conference, the matter will be
considered resolved and the employee shall havertieer right with respect to said
grievance.
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If the grievance cannot be resolved by the immediapervisor, the employee can advance
the grievance to Level Two. To do this, the empéogaust complete the top half of the Level
Two Grievance Form within five working days of ttliscussion with the immediate
supervisor, citing the manner in which the spe@ficsonnel policy was violated that has
given rise to the grievance, and submit the Griegdform to his/her immediate supervisor.
The supervisor will have ten working days to regsptithe grievance using the bottom half
of the Level Two Grievance Form which he/she wilbhmit to the building principal or, in the
event that the employee’s immediate supervisdrasuilding principal, the superintendent.

Level Two (when appeal is to the building princ)p&lpon receipt of a Level Two Grievance
Form, the building principal will have ten workiigys to schedule a conference with the
employee filing the grievance. The principal studier the employee an opportunity to have a
witness or representative who is not a membereethployee’s immediate family present at
their conference. After the conference, the prialcvall have ten working days in which to
deliver a written response to the grievance tcethployee. If the grievance is not advanced
to Level Three within ten working days the mattdli lae considered resolved and the
employee shall have no further right with respeddid grievance.

Level Two (when appeal is to the superintendenpprJreceipt of a Level Two Grievance
Form, the superintendent will have ten working dayschedule a conference with the
employee filing the grievance. The superintendbaatl ©ffer the employee an opportunity to
have a witness or representative who is not a meofliee employee’s immediate family
present at their conference. After the conferetieesuperintendent will have ten working
days in which to deliver a written response toghevance to the employee.

Level Three: If the proper recipient of the Lev&d Grievance was the building principal,
and the employee remains unsatisfied with the evritesponse to the grievance, the
employee may advance the grievance to the supedeat¢ by submitting a copy of the Level
Two Grievance Form and the principal’s reply to sh@erintendent within ten working days
of his/her receipt of the principal’s reply. Thgpsuntendent will have ten working days to
schedule a conference with the employee filingghevance. The superintendent shall offer
the employee an opportunity to have a witnessesentative who is not a member of the
employee’s immediate family present at their cogrfiee. After the conference, the
superintendent will have ten working days in whicldeliver a written response to the
grievance to the employee.

Appeal to the Board of Directors: An employee wbamains unsatisfied by the written
response of the superintendent may appeal theistgretent’s decision to the Board of
Education within ten working days of his/her ret¢@&pthe Superintendent’s written response
by submitting a written request for a board heatothe superintendent. If the grievance is
not appealed to the Board of Directors within tearking days of his/her receipt of the
superintendent’s response, the matter will be camed resolved and the employee shall have
no further right with respect to said grievance.

The school board will address the grievance ahéxt regular meeting of the school board,
unless the employee agrees in writing to an alterdate for the hearing. After reviewing the
Level Two Grievance Form and the superintenderpdyr the board will decide if the
grievance, on its face, is grievable under dispadtcy. If the grievance is presented as a
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“group grievance,” the Board shall first determifihe composition of the group meets the
definition of a “group grievance.” If the Board denines that it is a group grievance, the
Board shall then determine whether the matter dasgrievable. If the Board rules the
composition of the group does not meet the dedinibf a group grievance, or the grievance,
whether group or individual, is not grievable, thatter shall be considered closed.
(Individuals within the disallowed group may choésesubsequently refile their grievance as
an individual grievance beginning with Level Oneloé processlf the Board rules the
grievance to be grievable, they shall immediatelynmence a hearing on the grievance. All
parties have the right to representation by a pee$oheir own choosing who is not a
member of the employee’s immediate family at theeab hearing before the Board of
Directors. The employee shall have no less thami®@tes to present his/her grievance,
unless a shorter period is agreed to by the emp|@md both parties shall have the
opportunity to present and question witnesses.hBaging shall be open to the public unless
the employee requests a private hearing. If therga open, the parent or guardian of any
student under the age of eighteen years who gagsrntony may elect to have the student’s
testimony given in closed session. At the conclusibthe hearing, if the hearing was closed,
the Board of Directors may excuse all parties exbeprd members and deliberate, by
themselves, on the hearing. At the conclusion af@en hearing, board deliberations shall
also be in open session unless the board is datibgrthe employment, appointment,
promotion, demotion, disciplining, or resignatiditleze employee. A decision on the
grievance shall be announced no later than theregutar board meeting.

Records

Records related to grievances will be filed sedyadind will not be kept in, or made part of,
the personnel file of any employee.

Reprisals

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

Legal Reference: ACA § 6-17-208, 210

Date Adopted: 05/18/2006
Last Revised: 05/14/07
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3.25F—LICENSED PERSONNEL LEVEL TWO GRIEVANCE
FORM

Name:

Date submitted to supervisor:

Personnel Policy grievance is based upon:

Grievance (be specific):

What would resolve your grievance?

Supervisor's Response

Date submitted to recipient:
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Date Adopted: 05/18/2006
Last Revised
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3.26—LICENSED PERSONNEL SEXUAL HARASSMENT

The Westside Consolidated School District is comehito having an academic and work
environment in which all students and employeesr@ated with respect and dignity. Student
achievement and amicable working relationshipbeseattained in an atmosphere of equal
educational and employment opportunity that isdfesiscrimination. Sexual harassment is a form
of discrimination that undermines the integritytef educational environment and will not be
tolerated.

Believing that prevention is the best policy, tigtridt will periodically inform students and
employees about the nature of sexual harassmeipdbedures for registering a complaint, and the
possible redress that is available. The informatidirstress that the district does not tolerateiaé
harassment and that students and employees canmappropriate behavior of a sexual nature
without fear of adverse consequences.

It shall be a violation of this policy for any samd or employee to be subjected to, or to subject
another person to, sexual harassment as defittdd policy. Any employee found, after an
investigation, to have engaged in sexual harassailehe subject to disciplinary action up to, and
including, termination.

Sexual harassment refers to unwelcome sexual agsjarquests for sexual favors, or other
personally offensive verbal, visual, or physicadduct of a sexual nature made by someone under
any of the following conditions:

1. Submission to the conduct is made, either explisitimplicitly, a term or condition of an
individual's education or employment;

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

3. Such conduct has the purpose or effect of sukatamiterfering with an individual’'s academic
or work performance or creates an intimidatingtileosr offensive academic or work
environment.

The terms “intimidating,” “hostile,” and “offensiVéclude conduct of a sexual nature which has the
effect of humiliation or embarrassment and is caffitly severe, persistent, or pervasive thanitdi

the student’s or employee’s ability to participater benefit from, an educational program or
activity or their employment environment.

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

Actionable sexual harassment is generally establiglinen an individual is exposed to a pattern of
objectionable behaviors or when a single, seriouis aommitted. What is, or is not, sexual
harassment will depend upon all of the surroundirmymstances. Depending upon such
circumstances, examples of sexual harassment@dutiare not are not limited to: unwelcome
touching; crude jokes or pictures; discussiongxiial experiences; pressure for sexual activity;
intimidation by words, actions, insults, or namingg teasing related to sexual characteristics; o
the belief or perception that an individual is nohforming to expected gender roles or
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conduct or is homosexual, regardless of whethaobthe individual self-identifies as
homosexual; and spreading rumors related to arpewteged sexual activities.

Employees who believe they have been subjectexktmsharassment are encouraged to file a
complaint by contacting their immediate superviadministrator, or Title IX coordinator who will
assist themin the

complaint process. Under no circumstances shalirgaioyee be required to first report allegations of
sexual harassment to a school contact person pehson is the individual who is accused of the
harassment. To the extent possible, complaintbaitteated in a confidential manner. Limited
disclosure may be necessary in order to comptetaraugh investigation.

Employees who file a complaint of sexual harassmdimot be subject to retaliation or reprisal in
any form.

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

Individuals who withhold information, purposely pide inaccurate facts, or otherwise hinder an

investigation of sexual harassment shall be sulgetisciplinary action up to and including
termination.

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

Date Adopted: 05/18/2006

Last Revised: 05/23/2011

63



3.27—LICENSED PERSONNEL SUPERVISION OF STUDENTS

All District personnel are expected to conscieslipaxecute their responsibilities to promote the
health, safety, and welfare of the District's studeinder their care. The Superintendent shatitdire
all principals to establish regulations ensurirglligr supervision of students throughout the school
day and at extracurricular activities.

Date Adopted: 05/18/2006

Last Revised:
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3.28—LICENSED PERSONNEL COMPUTER USE POLICY

The Westside Consolidated School District provaesputers and/or computer Internet access for
many employees, to assist employees in performang kelated tasks. Employees are advised that
they enjoy no expectation of privacy in any aspétiteir computer use, including email, and that
under Arkansas law, both email and computer usedemaintained by the district are subject to
disclosure under the Freedom of Information Act.

Passwords or security procedures are to be usadigeed, and confidentiality of student records is
to be maintained at all times. Employees mustisabti or bypass security procedures,

compromise, attempt to compromise, or defeat sigatlis technology network security, alter data
without authorization, disclose passwords to attef members or students, or grant students access
to any computer not designated for student usgthé policy of this school district to equip each
computer with Internet filtering software desigtegrevent users from accessing material that is
harmful to minors. The designated District Techgplddministrator or designee may authorize the
disabling of the filter to enable access by antddué bona fide research or other lawful purpose.

Employees who misuse district-owned computersymay, including excessive personal use,
using computers for personal use during instruatitime, using computers to violate any other
policy, knowingly or negligently allowing unauthzed access, or using the computers to access or
create sexually explicit or pornographic text @pipics, will face disciplinary action, up to and
including termination or non-renewal of the empleyncontract.

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

Date Adopted: 05/18/2006

Last Revised: 01/19/2009 (effective 07/01/2009)
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3.28.1 Wireless Security Policy

Liommitbed ko fearn.  Cloones Skad b e

Westside Consolidated School District #5
Wireless Security Policy
Purpose

Wireless technobogy gives users the abiity to access data and applications from more locations in a cost effective manner, but wireless
technodogy also presents probiems in terms of security. All informabon assets handled by computer systerns must be adequately
protected agamnst unauthonzed modification, disclosure, or destruction. For these reasons, appropriate security measures are essenftial
when deploying wireless technology.

The best practices statement attached to this policy. is recommended for all state agencies, boards, commissions, and instittions of
higher education.

Westside Consolidated School District #3:

1. The District will maintan the Senace Set ldentifiers (5510s) for wareless networks wsing a naming convention that does NOT
mndicate the purpose, kacation or known-public District information.

2. The District is NOT entirely dependent on wireless technology for connectivity. The District also mantains a wired network for
the many devices and kocations that require that method of neteork connectivity.

3. Al wirebess devices are profected by a personal firewall. except in instances where firewall technology is not available.

4. Al configurabon parameters (55i0s, keys, passwords, channels, etc.) have been changed from their default manufacturer
seftings. The new seftings are complex and not easdy discemed or provide ciues to the location, agency, or data | system
description. The configurabon parameters are only known to the Westside Consolidated School District’s Technology Siaff.

5. The District's Local Area Metwork (LAM) Wireless Access Points (WAPs] are strategically located to prevent the interception of
wireless signals by unautiwrized indviduals or outside the intended coverage area. WAPs are mounted inside offices,
classrooms, auditoriems, cafeterias and gymnasiums for optimal signal coverage.  These areas are secured when not in use.

8. Wireless Access Point connections are restricted to only identified, expected, listed. and known Messane Authentication Code
{MAC) addresses, Stedents and District employess are required to authenticate, wia credentials issued through the school
distnict’s technology depariment. to gain access o the wired or wireless nebwork. Student devices access the wireless network
using school issued devices that receive the 5510 credentials through fe configuration of the device. Guest access is
restmicted and must be granted by a member of the Westside School District's Technology Siaff.

7. Software and Femware updates from the wireless mamufacturer are applied to the Wireless Controllers and Access Points, as
soon &5 possible after they are released. to keep the secunty wpdated.

8 Penodic securnty resiews are conducted to ensure that opéimal security is achieved at 3l Smes and that any changes that hawe
been made o e wireless LAN have not exposed the network to intruders. Network policy is enforced within the network
configuration to prevent rogue 535105 and unauthorzed devices from gaining access o the network.

8. Swate network traffic s separate from other traffic on the network via the state provided circut and router.

10 BYOD raffic uses 3 separate and secure 55D from other school network raffic. It is subject to the same security measures.
However, at this time, BYOD has not been fully mplemented by the District.

11. School owned devices utilize a hidden S5ID established within the wireless controfler. The Westside Consolidated Schood
Dlistrict wtilizes 802,11 seres data technology (nebwork authentication via user credentials issued to user by the school district's
technology department to join dewices to this 5510, Guest access is Bmited to intemet-only access. when granted. Guests are
mot provided access bo network resources.

12, Al wirefess and wired networks in the District are CIPA complant and protecied by a content filker.

Date Adopted: 05/11/2015 (effective 07/01/2015eMRevised:
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3.28F—LICENSED PERSONNEL EMPLOYEE INTERNET USE
AGREEMENT

Name (Please Print)

School Date

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

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

2. Acceptable Use: The Employee agrees that ig tlsmDistrict’s Internet access he/she will obey
all federal and state laws and regulations. Intexceess is provided as an aid to employees téeenab
them to better perform their job responsibilitidader no circumstances shall an Employee’s use of
the District’s Internet access interfere with, etrdct from, the performance of his/her job-related
duties.

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

4. “Misuse of the District’s access to the Intériretludes, but is not limited to, the following:

a. using the Internet for any activities deemed lestodcene, vulgar, or pornographic as defined
by prevailing community standards;

b. using abusive or profane language in private messagthe system; or using the system to
harass, insult, or verbally attack others;

C. posting anonymous messages on the system;

d. using encryption software;

e. wasteful use of limited resources provided by theasl including paper and/or printer ink;

f. causing congestion of the network through lengtiwrdoads of files and/or audio/video
streaming (audio or video streaming through thedthinternet access is strictly prohibited
unless prior authorization is received by technogigff);

g. vandalizing data of another user;

h. obtaining or sending information which could bedusemake destructive devices such as

guns, weapons, bombs, explosives, or fireworks;
gaining or attempting to gain unauthorized acaesssburces or files;
identifying oneself with another person’s nameassword or using an account or password
of another user without proper authorization;
using the network for financial or commercial gaithout district permission;
theft or vandalism of data, equipment, or intellatproperty;
. invading the privacy of individuals;
using the Internet for any illegal activity, inclnd computer hacking and copyright or
intellectual property law violations;
introducing a virus to, or otherwise improperly fgnng with, the system;
degrading or disrupting equipment or system peidone;

67

e —

5375

=l



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

r. attempting to gain access or gaining access tergtuecords, grades, or files of students not
under their jurisdiction;

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

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

u. making unauthorized copies of computer software;

personal use of computers during instructional;tone

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

<

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

6. No Expectation of Privacy: The Employee sighiatpw agrees that in using the Internet through
the District’s access, he/she waives any rightit@agy the Employee may have for such use. The
Employee agrees that the district may monitor thel&yee’s use of the District’s Internet Access
and may also examine all system activities the Byagl participates in, including but not limited to
e-mail, voice, and video transmissions, to ensunegp use of the system.

7. Signature: The Employee, who has signed belaswdad this agreement and agrees to be bound
by its terms and conditions.

Employee’s Signature: Date

Date Adopted: 05/18/2006

Last Revised:
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3.29—LICENSED PERSONNEL SCHOOL CALENDAR

The superintendent shall present to the personhey pommittee, PPC, a school calendar which the
board has adopted as a proposal. The superinteimdgeteloping the calendar, shall accept and
consider recommendations from any staff memberaipgwishing to make calendar proposals. The
PPC shall have the time prescribed by law andi@ygo which to make any suggested changes
before the board may vote to adopt the calendar.

The District shall not establish a school caletiaitrinterferes with any ACTAAP scheduled testing
that might jeopardize or limit the valid testinglaromparison of student learning gains.

The Westside Consolidated School District shaltaipeby the following calendar. (See page 126)

Legal Reference: A.C.A. §6-17-201

Date Adopted: 05/18/2006

Last Revised: 06/17/2013
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3.30—PARENT-TEACHER COMMUNICATION

The district recognizes the importance of commuroosbetween teachers and parents/legal
guardians. To help promote positive communicatpament/teacher conferences shall be held
once each semester. Parent-teacher conferencescangraged and may be requested by
parents or guardians when they feel they needstauds their child’s progress with his/her
teacher.

Teachers are required to communicate during thedgfear with the parent(s) or legal
guardian(s)

or care-giving adult or adults in a student’s hdmdiscuss the student’s academic progress
unless the student has been placed in the cusfdtlg ®epartment of Human Services and
the school has received a court order prohibitiaugept or legal guardian participation in
parent/teacher conferences. More frequent commiimics required with the parent(s) or
legal guardian(s) of students who are performirigwgrade level.

All parent/teacher conferences shall be scheduladime and place to best accommodate
those participating in the conference. Each teashall document the participation or non-
participation of parent(s)/legal guardian(s) focleacheduled conference.

If a student is to be retained at any grade levelenied course credit, notice of, and the
reasons for retention shall be communicated pronipth personal conference.

Legal Reference: State Board of Education Standzrdscreditation 12.04.1, 12.04.2,
and 12.04.3
A.C.A. 8§ 6-15-1702(b)(3)(B)(ii)

Date Adopted: 05/18/2006

Last Revised: 06/18/2012, 06/15/2015
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3.31—DRUG FREE WORKPLACE - LICENSED PERSONNEL

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

from the unlawful manufacture, distribution, dispation, possession, or use of controlled
substances, illegal drugs, inhalants, alcohol, elsag inappropriate or illegal use of
prescription drugs. Such actions are prohibiteth mdtile at work or in the performance of
official duties while off district property; violains of this policy will subject the employee

to discipline, up to and including termination.

To help promote a drug free workplace, the dissfll establish a drug-free awareness
program to inform employees about the dangersuj dbuse in the workplace, the district's
policy of maintaining a drug-free workplace, any#able drug counseling, rehabilitation,
and employee assistance abuse programs, and takigethat may be imposed upon
employees for drug abuse violations.

Possession, use or distribution of drug paraphierbglany employee, whether or not
engaged in school or school-related activities, suhject the employee to discipline, up to
and including termination. Possession in one’salelor in an area subject to the employee’s
control will be considered to be possession asghalie substance were on the employee’s
person.

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

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

Any employee who is charged with a violation of @tgte or federal law relating to the
possession, use or distribution of illegal drugeeocontrolled substances or alcohol, or of
drug paraphernalia, must notify his immediate suger within five (5) week days (i.e.,
Monday through Friday, inclusive, excluding holidapf being so charged. The supervisor
who is notified of such a charge shall notify thep&intendent immediately. If the
supervisor is not available to the employee, thpleyee shall notify the Superintendent
within the five (5) day period.

71



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

Any incident at work resulting in injury to the elapee requiring medical attention shall
require the employee to submit to a drug test, wklaall be paid at the district's worker’s
compensation carrier’s expense. Failure for theleyee to submit to the drug test or a
confirmed positive drug test indicating the usdlefjal substances or the misuse of
prescription medications shall be grounds for theia of worker's compensation benefits in
accordance with policy 3.44—LICENSED PERSONNEL WAORIKCE INJURIES AND
WORKERS’' COMPENSATION.

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

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

Any employee who must take prescription medicasibthe direction of the employee’s
physician, and who is impaired by the prescriptimedication such that he cannot properly
perform his duties shall not report for duty. Amp@oyee who reports for duty and is so
impaired, as determined by his supervisor, wilsbat home. The employee shall be given
sick leave, if owed any. The District or employe# provide transportation for the
employee, and the employee may not leave campus aferating any vehicle. It is the
responsibility of the employee to contact his pbigsi in order to adjust the medication, if
possible, so that the employee may return to tisijompaired. Should the employee
attempt to return to work while impaired by preptiin medications, for which the
employee has a prescription, he will, again, bé Beme and given sick leave, if owed any,
Should the employee attempt to return to work wimipaired by prescription medication a
third time the employee may be subject to discglip to and including a recommendation
of termination.

Any employee who possesses, uses, distributesunidisr the influence of a prescription
medication obtained by a means other than his awect prescription shall be treated as
though he was in possession, possession with itdgetgliver, or under the influence, etc. of
an illegal substance. An illegal drug or other sabse is one which is (a) not legally
obtainable; or (b) one which is legally obtainalilet which has been obtained illegally. The
District may require an employee to provide praofri his physician and/or pharmacist that
the employee is lawfully able to receive such maiilhn. Failure to provide such proof, to
the satisfaction of the Superintendent, may rasudiscipline, up to and including a
recommendation of termination.
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A report to the appropriate licensing agency shalfiled within seven (7) days of:
1) A final disciplinary action taken against an em@eyesulting from the diversion,
misuse, or abuse of illicit drugs or controlled stances; or
2) The voluntary resignation of an employee who isnig@a pending disciplinary action
resulting from the diversion, misuse, or abusdligftidrugs or controlled substances.
The report filed with the licensing authority shaltlude, but not be limited to:
» The name, address, and telephone number of therpetso is the subject of the
report; and
* A description of the facts giving rise to the issc@ of the report.

When the employee is not a healthcare professitavalenforcement will be contacted
regarding any final disciplinary action taken agaian employee for the diversion of
controlled substances to one (1) or more thirdigmrt

Legal References: 41 USC § 8101, 8103, and 81@2.AA8 11-9-102, A.C.A. 817-80-117

Date Adopted: 05/18/2006

Last Revised: 05/14/2007, 06/15/2015, 10/19/3etfective 07/01/2016)
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3.31F—DRUG FREE WORKPLACE POLICY ACKNOWLEDGEMENT

CERTIFICATION

I, hereby certify that | have been presented witlh@y of the Westside Consolidated School
District’s drug-free workplace policy, that | hakead the statement, and that | will abide by
its terms as a condition of my employment with Best

Signature

Date

Date Adopted: 05/18/2006

Last Revised:
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3.32—LICENSED PERSONNEL FAMILY MEDICAL LEAVE *

The Family and Medical Leave Act (FMLA) offers jpbotection for leave that might
otherwise be considered excessive absences. Enegloged to carefully comply with this
policy to ensure they do not lose FMLA protectiaredo inaction or failure to provide the
District with needed information. The FMLA providep to_twelve (12) work weeks (or, in
some cases, twenty-six (26) weeks) of job-proteldade to eligible employees with
absences that qualify under the FMLA. While an emyeé can request FMLA leave and has
a duty to inform the District, as provided in tpislicy, of foreseeable absences that may
qualify for FMLA leave, it is the District’s ultinta responsibility to identify qualifying
absences as FMLA or non-FMLA. FMLA leave is unp&xgept to the extent that paid leave
applies to any given absence as governed by theARafid this policy.

SECTION ONE - FMLA LEAVE GENERALLY

Definitions:
“Eligible Employee” is an employee who has
1. Been employed by the District for at least twel¥2)(months, which are not required

to be consecutive; and

2. Performed at least 1250 hours of service duringwiedve (12) month period
immediately preceding the commencement of the leave

“FMLA” is the Family and Medical Leave Act

“Health Care Provider” means:

a. A doctor of medicine or osteopathy who is authatiize practice medicine or surgery
(as appropriate) by the State in which the doctactices;
b. Podiatrists, dentists, clinical psychologists, opétrists, and chiropractors (limited to

treatment consisting of manual manipulation ofdpme to correct a subluxation as
demonstrated by X-ray to exist) authorized to jicadh the State and performing
within the scope of their practice as defined uritete law;

C. Nurse practitioners, nurse-midwives, clinical sbaiarkers and physician assistants
who are authorized to practice under State lavwamalare performing within the
scope of their practice as defined under State law;

d. Christian Science Practitioners listed with thesFZhurch of Christ, Scientist in
Boston, Massachusetts. Where an employee or fan@lyber is receiving treatment
from a Christian Science practitioner, an emplay@g not object to any requirement
from an employer that the employee or family mengwdmit to examination (though
not treatment) to obtain a second or third cedtfan from a health care provider
other than a Christian Science practitioner exespgitherwise provided under
applicable State or local law or collective bargagragreement; or

e. Any other person determined by the U.S. SecretAbyabor to be capable of
providing health care services.

“Instructional Employee” is an employee whose ppatfunction is to teach and instruct
students in a class, a small group, or an individating and includes athletic coaches,
driving instructors, preschool teachers, and spedacation assistants such as signers for the
hearing impaired. The term does not include, aedstiecial rules related to the taking of
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leave near the end of a semester do not appltetcher assistants or aides who do not have
as their principal job actual teaching or instmigtiadministrators, counselors, librarians,
psychologists, and curriculum specialists.

“Intermittent leave” is FMLA leave taken in sepa&iocks of time due to a single qualifying
reason. A reduced leave schedule is a leave sehdthtlreduces an employee’s usual
number of working hours per workweek, or hoursyerkday. A reduced leave schedule is a
change in the employee’s schedule for a periothwd,tnormally from full-time to part-time.

“Next of Kin”, used in respect to an individual, ares the nearest blood relative of that
individual.

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

“Serious Health Condition” is an injury, illnesmpairment, or physical or mental condition
that involves inpatient care in a hospital, hospareesidential medical facility or continuing
treatment by a health care provider.

“Son or daughter”, for numbers 1, 2, or 3 belowa isiological, adopted, or foster child, a
stepchild, a legal ward, or a child of a personditag in loco parentis, who is either under
age eighteen (18), or age eighteen (18) or older‘iacapable of self-care because of a
mental or physical disability” at the time that FKleave is to commence.

“Year” the twelve (12) month period of eligibilishall begin on July first of each school-
year.

Policy
The provisions of this policy are intended to bd&ine with the provisions of the FMLA. If
any conflict(s) exist, the Family and Medical Lea\& of 1993 as amendedhall govern.

Leave Eligibility
The District will grant up to twelve (12) weeksleave in a year in accordance with the
FMLA, as amended, to its eligible employees for onearerof the following reasons:

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

2. Because of the placement of a son or daughterthattemployee for adoption or
foster care;

3. To care for the spouse, son, daughter, or parétitee@mployee, if such spouse, son,
daughter, or parent has a serious health condition;

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

5. Because of any qualifying exigency arising outhef fact that the spouse, son,

daughter, or parent of the employee is on covectdeaduty (or has been notified of
an impending call or order to covered active dutythe Armed Forces. (See Section
Two)
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6. To care for a spouse, child, parent or next ofvdi is a covered servicemember with
a serious illness or injury. (See Section Two)

The entitlement to leave for reasons 1 and 2 liateale shall expire at the end of the twelve
(12) month period beginning on the date of sucthlar placement.

A legally married couple who are both eligible eoydes employed by the District may not
take more than a combined total of twelve (12) wemi-MLA leave for reasons 1, 2, or to
care for a parent under number 3.

Provisions Applicable to both Sections One and Two

District Notice to Employees
The District shall post, in conspicuous placesaaheschool within the District where notices
to employees and applicants for employment areomestily posted, a notice explaining the
FMLA'’s provisions and providing information abotretprocedure for filing complaints with
the Department of Labor.

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

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

Employees who receive notification that the leaguest does not qualify under the FMLA
are expected to return to work; further absencatsate not otherwise excused could lead to
discipline for excessive absences, or terminatwndb abandonment.

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

An employee who does not have enough accrued teas@ver the number of days of FMLA

leave taken shall not have his/her number of cohttays altered because some of the FMLA
leave taken was unpaid.
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Working at another Job while Taking FMLA for Personal or Family Serious Medical
Condition
No employee on FMLA leave for their own serious rallcondition may perform work at
another, non-district job while on FMLA leave. Expt as provided in policy 3.44, employees
who do perform work at another, non-district jobileton FMLA leave for their own serious
medical condition will be subject to discipline, it could include termination or
nonrenewal of their contract of employment.

No employee on FMLA leave for the serious medicaidition of a family member may
perform work at another, non-district job while BMLA leave. Employees who do perform
work at another, non-district job while on FMLA leafor the serious medical condition of a
family member will be subject to discipline, whicauld include termination or nonrenewal
of their contract of employment.

Health Insurance Coverage
The District shall maintain coverage under any grbealth plan for the duration of FMLA
leave the employee takes at the level and underahéitions coverage would have been
provided if the employee had continued in activelelyment with the District. Additionally,
if the District makes a change to its health insaeabenefits or plans that apply to other
employees, the employee on FMLA leave must be @éiithe opportunity to access
additional benefits and/or the same responsilfity}changes to premiums. Any changes
made to a group health plan that apply to othetribissmployees, must also apply to the
employee on FMLA leave. The District will notifygremployee on FMLA leave of any
opportunities to change plans or benefits. The eyga remains responsible for any portion
of premium payments customarily paid by the empoy®hen on unpaid FMLA leave, it is
the employee’s responsibility to submit his/hertjgor of the cost of the group health plan
coverage to the district's business office on dofeeit would be made by payroll deduction.

The District has the right to pay an employee’saidpnsurance premiums during the
employee’s unpaid FMLA leave to maintain the emphlgg coverage during his/her leave.
The District may recover the employee's share gfpmamium payments missed by the
employee for any FMLA leave period that the Didtmaintains health coverage for the
employee by paying his/her share. Such recoveryisdanade by offsetting the employee’s
debt through payroll deductions or by other meayasrest any monies owed the employee by
the District.

An employee who chooses to not continue group Ingdédin coverage while on FMLA leave
is entitled to be reinstated on the same termsiastp taking the leave, including family or
dependent coverages, without any qualifying penpbgysical examination, exclusion of pre-
existing conditions, etc.

If an employee gives unequivocal notice ofient not to return to work, or if the
employment relationship would have terminated & é&mployee had not taken FMLA leave,
the District’s obligation to maintain health betefteases.

If the employee fails to return from leave afte theriod of leave the employee was entitled

has expired, the District may recover the premiirpaid to maintain health care coverage
unless:
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a. The employee fails to return to work due to theticaration, reoccurrence, or onset of
a serious health condition that entitles the emgsay leave under reasons 3 or 4
listed above; and/or

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

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

Reporting Requirements During Leave
Unless circumstances exist beyond the employe@isaothe employee shall inform the
district every two (2) weekduring FMLA leave of his/her current status aneintto return
to work.

Return to Previous Position
An employee returning from FMLA leave is entitlexite returned to the same position the
employee held when leave commenced, or to an dguivaosition with equivalent benefits,
pay, and other terms and conditions of employnmfmtequivalent position must involve the
same or substantially similar duties and respolits#s, which must entail substantially
equivalent skill, effort, and authority. Specifigalupon returning from FMLA leave, a
teacher may be assigned to another position thmadtisecessarily the same as the teacher’s
former job assignment. The employee may not bemedtto a position requiring additional
licensure or certification.

The employee’s right to return to work and/or te #ame or an equivalent position does not
supersede any actions taken by the District, ssa@oaducting a RIF, that the employee
would have been subject to had the employee not bleé-MLA leave at the time of the
District’s actions.

Provisions Applicable to Section One
Employee Notice to District

Foreseeable Leave
When the need for leave is foreseeable for reasdihiough 4 listed above, the employee
shall provide the District with at least thirty (3@ays' notice, before the date the leave is to
begin, of the employee's intention to take leavahe specified reason. An eligible employee
who has no reasonable excuse for his/her failupedwide the District with timely advance
notice of the need for FMLA leave may have hisfgiLA coverage of such leave delayed
until thirty (30) days after the date the emplopeavides notice.

If there is a lack of knowledge of approximatelyemtthe leave will be required to begin, a
change in circumstances, or an emergency, notic lbeugiven as soon as practicable. As
soon as practicable means as soon as both poasibleractical, taking into account all of the
facts and circumstances in the individual case.

When the need for leave is for reasons 3 or 4diateve, the eligible employee shall make a
reasonable effort to schedule the treatment soa®misrupt unduly the operations of the
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District subject to the approval of the health gan@vider of the spouse, son, daughter, or
parent of the employee.

If the need for FMLA leave is foreseeable less ttary (30) days in advance, the employee
shall notify the District as soon as practicabiehé employee fails to notify as soon as
practicable, the District may delay granting FMLaate for the number of days equal to the
difference between the number of days in advaratethie employee should have provided
notice and when the employee actually gave notice.

Unforeseeable Leave
When the approximate timing of the need for leaveat foreseeable, an employee shall
provide the District notice of the need for leagesaon as practicable given the facts and
circumstances of the particular case.

Ordinarily, the employee shall notify the Distnigithin two (2) working days of learning of
the need for leave, except in extraordinary cirdamses where such notice is not feasible.
Notice may be provided in person, by telephone, éaxail, or other electronic means. If the
eligible employee fails to notify the District asquired, unless the failure to comply is
justified by unusual circumstances, the FMLA leawv&y be delayed or denied.

Medical Certification
Second and Third Opinions: In any case where tis&ibi has reason to doubt the validity of
the initial certification provided, the District maequire, at its expense, the employee to
obtain the opinion of a second health care prowigsignated or approved by the employer.
If the second opinion differs from the first, thes@ict may require, at its expense, the
employee to obtain a third opinion from a healtteqarovider agreed upon by both the
District and the employee. The opinion of the thisdlth care provider shall be considered
final and be binding upon both the District and ¢neployee.

Recertification: The District may request, eitheally or in writing, the employee obtain a

recertification in connection with the employeelsance, at the employee’s expense, no

more often than every thirty (30) days unless amaare of the following circumstances

apply.

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

. The employee requests an extension of leave;

. Circumstances described by the previous certifindtave changed significantly;
and/or

. The district receives information that casts daygn the continuing validity of the
certification.

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

No second or third opinion on a recertification n@yrequired.
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The District may deny FMLA leave if an eligible elogee fails to provide a requested
certification.

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

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

Workers Compensation: FMLA leave may run concutyenith a workers’ compensation
absence when the injury is one that meets theieriie a serious health condition. To the
extent that workers compensation benefits and FNdake run concurrently, the employee
will be charged for any paid leave accrued by theleyee at the rate necessary to bring the
total amount of combined income up to 100% of usoakracted daily rate of pay. If the
health care provider treating the employee fonmibekers compensation injury certifies the
employee is able to return to a “light duty jobiitlis unable to return to the employee’s same
or equivalent job, the employee may decline therRiss offer of a “light duty job.” As a
result, the employee may lose his/her workers’ camsption payments, but for the duration
of the employee’s FMLA leave, the employee willgzad for the leave to the extent that the
employee has accrued applicable leave.

Return to Work
If the District's written designation determinatitirat the eligible employee’s leave qualified
as FMLA leave under reason 4 above stated thartimoyee would have to provide a
“fitness-for-duty” certification from a health capeovider for the employee to resume work,
the employee must provide such certification prooreturning to work. The employee’s
failure to do so voids the District’s obligationrinstate the employee under the FMLA and
the employee shall be terminated.

If the District’s written designation determinatitivat the eligible employee’s leave qualified
as FMLA leave under reason 4 above stated thartipoyee would have to provide a
“fitness-for-duty” certification from a health capeovider for the employee to resume work
and the designation determination listed the emplayessential job functions, the employee
must provide certification that the employee iseabl perform those functions prior to
returning to work. The employee’s failure to doasdnis/her inability to perform his/her job’s
essential functions voids the District’s obligatimreinstate the employee under the FMLA
and the employee shall be terminated.

Failure to Return to Work:
In the event that an employee is unable or failetorn to work within FMLA's leave
timelines, the superintendent will make a detertiomaat that time regarding the documented
need for a severance of the employee’s contractalties inability of the employee to fulfill
the responsibilities and requirements of his/hertreat.
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Intermittent or Reduced Schedule Leave
To the extent practicable, employees requestirggnmittent or reduced schedule leave shall
provide the District with not less than thirty (3f8ys' notice, before the date the leave is to
begin, of the employee's intention to take leave.

Eligible employees may only take intermittent atueed schedule leave for reasons 1 and 2
listed above if the District agrees to permit sledve upon the request of the employee. If the
District agrees to permit an employee to take mittent or reduced schedule leave for such
reasons, the agreement shall be consistent wihptiicy’s requirements governing
intermittent or reduced schedule leave. The emglayay be transferred temporarily during
the period of scheduled intermittent or reducegidda an alternative position that the
employee is qualified for and that better accomnesieecurring periods of leave than does
the employee's regular position. The alternativetmm shall have equivalent pay and
benefits but does not have to have equivalent slutie

Eligible employees may take intermittent or reduseldedule FMLA leave due to reasons 3
or 4 listed above when the medical need is bestraswdated by such a schedule. The
eligible employee shall make a reasonable effoscteedule the treatment so as not to disrupt
unduly the operations of the employer, subjech&dapproval of the health care provider.

When granting leave on an intermittent or reduadeedule for reasons 3 or 4 above that is
foreseeable based on planned medical treatmerDistiect may temporarily transfer non-
instructional, eligible employees for the periocsoheduled intermittent or reduced leave to
an alternative position that the employee is gigalifor and that better accommodates
recurring periods of leave than does the employeg\slar position. The alternative position
shall have equivalent pay and benefits but doesiat to have equivalent duties. When the
employee is able to return to full-time work, thre@oyee shall be placed in the same or
equivalent job as he/she had when the leave ba&t@nemployee will not be required to take
more FMLA leave than necessary to address therostances requiring the need for the
leave.

If an eligible employee who meets the definitioraafinstructional employee requests
intermittent or reduced schedule leave for rea8oms4 above that is foreseeable based on
planned medical treatment and the employee woulthdeave for greater than twenty
percent (20%) of the total number of working dayshie period during which the leave would
extend, the district may require the employee ¢atetither to:

a. Take medical leave for periods of a particular tara not to exceed the duration of
the planned medical treatment; or
b. Transfer temporarily to an available alternativsipon offered by the employer that

the employee is qualified for, has equivalent pag lbenefits, and better
accommodates recurring periods of leave than thaaeemployment position of the
employee.

If the employee chooses to transfer to an alteregtosition, the alternative position it shall
have equivalent pay and benefits but does not takiave equivalent duties. When the
employee is able to return to full-time work, threpoyee shall be placed in the same or
equivalent job as he/she had when the leave ba&t@nemployee will not be required to take
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more FMLA leave than necessary to address therostances requiring the need for the
leave.

An eligible instructional employee who needs intétent leave or leave on a reduced leave
schedule for reasons 3 or 4 above may not be #apsdfto an alternative position during the
period of the employee’s intermittent or reducedéeschedule if, based on the foreseeable
planned medical treatment, the employee would bleare for twenty percent (20%) or less
of the total number of working days over the petioel leave would extend.

Instructional employees are not required to requmstmittent leave when the instructional
employee’s FMLA leave spans a period when schodbised, such as for winter, spring, or
summer breaks; in addition, the time the schooldsed is not counted when calculating the
amount of FMLA leave the instructional employee tssd.

Leave taken by eligible instructional employees nedhe end of the semester
In any of the following scenarios, if the Distratiooses to require the eligible, instructional
employee to stay on leave until the end of the séeneonly the portion of the leave until the
employee is ready and able to return to work db@ltharged against the employee’s FMLA
leave entitlement. The required non-FMLA leave wik be considered excessive
absenteeism.

Leave more than five (5) weeks prior to end of theemester
If the eligible, instructional employee begins leadue to reasons 1 through 4 listed above,
more than five (5) weeks prior to the end of thed&enic term, the District may require the
employee to continue taking leave until the enthefsemester, if:
1. The leave is of at least three (3) weeks duratou;
2. The return to employment would occur during the¢h{3)-- week period before the
end of the semester.

Leave less than five (5) weeks prior to end of threemester
If the eligible, instructional employee begins leadue to reasons 1, 2, or 3 listed above,
during the period that commences five (5) weeksrpd the end of the academic term, the
District may require the employee to continue tgkemve until the end of the semester, if:
a. The leave is of greater than two (2) weeks duratowl
b. The return to employment would occur during the (@)o- week period before the
end of the semester.

Leave less than three (3) weeks prior to end of theemester
If the eligible, instructional employee begins leadue to 1, 2, or 3 listed abowdeiring the
period that commences three (3) weeks prior teetiteof the semester and the duration of the
leave is greater than five (5) working days, thstilst may require the employee to continue
to take leave until the end of the semester.
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SECTION TWO - FMLA LEAVE CONNECTED TO MILITARY
SERVICE

Leave Eligibility
The FMLA provision of military associated leavansdwo categories. Each one has some of
its own definitions and stipulations. Therefores\ttare dealt with separately in this Section of
the policy. Definitions different than those in 8en One are included under the respective
reason for leave. Definitions that are the sama &ection One are NOT repeated in this
Section.

QUALIFYING EXIGENCY
An eligible employee may take FMLA leave for anyaljying exigency arising out of the
fact that the spouse, son, daughter, or paretieoéinployee is on covered active duty (or has
been notified of an impending call or order to aedeactive duty) in the Armed Forces.
Examples include issues involved with short-notieployment, military events and related
activities, childcare and school activities, thechéor financial and legal arrangements,
counseling, rest and recuperation, post-deployraetntities, and other activities as defined
by federal regulations.

Definitions:
“Covered active duty” means:
. in the case of a member ofegular component of the Armed Forces, duty during
deployment of the member with the armed forces fiareign country; and
. in the case of a member ofeservecomponent of the Armed Forces, duty during

deployment of the member with the armed forcesfweign country under a call to
order to active duty under a provision of law reddrto in section 101(a)(13)(B) of
title 10, United States Code.

“Son or daughter on active duty or call to activgydstatus” means the employee's biological,
adopted, or foster child, stepchild, legal wardaahild for whom the employee stood in loco
parentis, who is on active duty or call to activgydstatus, and who is of any age.

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

Employee Notice to District

Foreseeable Leave
When the necessity for leave for any qualifyinggexicy is foreseeable, whether because the
spouse, son, daughter, or parent of the employee t®vered active duty, or because of
notification of an impending call or order to cosdractive duty, the employee shall provide
such notice to the District as is reasonable aadtjmable regardless of how far in advance
the leave is foreseeable. As soon as practicabdmsnes soon as both possible and practical,
taking into account all of the facts and circumsé&min the individual case.U
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Unforeseeable Leave
When the approximate timing of the need for leaveat foreseeable, an employee shall
provide the District notice of the need for leagesaon as practicable given the facts and
circumstances of the particular case. Ordinariilg, émployee shall notify the District within
two (2) working days of learning of the need fae, except in extraordinary circumstances
where such notice is not feasible. Notice may lwwiged in person, by telepharfax, email,
or other electronic means. If the eligible emplofagks to notify the District as required
unless the failure to comply is justified by unustiecumstances, the FMLA leave may be
delayed or denied.

Substitution of Paid Leave
When an employee’s leave has been designated ag fdAle for any qualifying exigency,
the District requires employees to substitute aadmnacation, or personal leave for the period
of FMLA leave.

Intermittent or Reduced Schedule Leave
Eligible employees may take intermittent or reduseldedule leave for any qualifying
exigency. The employee shall provide the districhwes much notice as is practicable.

Leave taken by an eligible instructional employeesiore than five (5) weeks prior to end

of the semester

If an eligible, instructional employee begins leawe to any qualifying exigency more than

five (5) weeks prior to the end of the semestexr,Ristrict may require the employee to

continue taking leave until the end of the semester

1. The leave is of at least three (3) weeks duratou;

2. The return to employment would occur during the¢h{3)-- week period before the
end of the semester.

If the District chooses to require the eligiblestimnictional employee to stay on leave until the
end of the semester, only the portion of the laawé the employee is ready and able to
return to work shall be charged against the emglsyEMLA leave entitlement.

SERIOUS ILLNESS
An eligible employee is eligible for leave to céme a spouse, child, parent or next of kin who
is a covered service member with a serious illeessjury under the following conditions
and definitions.

Definitions:

“Covered Service Member” is:

1. a member of the Armed Forces, including a membéneNational Guard or
Reserves, who is undergoing medical treatment, recuperation, aiaihg is
otherwise in outpatient status, or is otherwiseéhentemporary disability retired list,
for a serious injury or iliness; or

2. a veteran who is undergoing medical treatment,pe@iion, or therapy, for a serious
injury or illness and who was a member of the ArrRedces (including a member of
the National Guard or Reserves) at any time duthegoeriod of five (5) years
preceding the date on which the veteran underd@srtedical treatment,
recuperation, or therapy.
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“Outpatient Status”, used in respect to a coveerdice member, means the status of a

member of the Armed Forces assigned to

a. A military medical treatment facility as an outjgati; or

b. A unit established for the purpose of providingneeand and control of members of
the Armed Forces receiving medical care as outpiatie

“Parent of a covered servicemember” is a coveredcamember’s biological, adoptive, step
or foster father or mother, or any other individwélo stood in loco parentis to the covered
servicemember. This term does not include parent&iv.”

“Serious Injury or lliness™:

A. In the case of a member of the Armed Forces, imetuthe National Guard or
Reserves, it means an injury or illness incurredhgymember in the line of duty on
active duty in the Armed Forces (or existed betbeebeginning of the member’s
active duty and was aggravated by service in lirgluty on active duty in the Armed
Forces) and that may render the member medicaflytorperform the duties of the
member’s office, grade, rank, or rating; and

B. In the case of a veteran who was a member of theedrorces, including a member
of the National Guard of Reserves, at any timerdua period as a covered service
member defined in this policy, it means a qualify(as defined by the U.S. Secretary
of Labor) injury or illness that was incurred by tmember in the line of duty on
active duty in the Armed Forces (or existed betbmebeginning of the member’s
active duty and was aggravated by service in tieedi duty on active duty in the
Armed Forces) and that manifested itself beforaftar the member became a veteran.

“Son or daughter of a covered servicemember” maat/ered servicemember's biological,
adopted, or foster child, stepchild, legal wardaahild for whom the covered servicemember
stood in loco parentis, and who is of any age.

“Year”, for leave to care for the serious injuryiklmess of a covered service member, the
twelve (12) month period begins on the first dagy d¢tigible employee takes FMLA leave to
care for a covered servicemember and ends tweR)enfbnths after that date.

An eligible employee who is the spouse, son, dargbarent, or next of kin of a covered
service member shall be entitled to a total of tyeix (26) weeks of leave during one
twelve (12)-- month period to care for the servitember who has a serious injury or iliness
as defined in this policy. An eligible employee wtares for such a covered service member
continues to be limited for reasons 1 through 8ection One and for any qualifying
exigency to a total of twelve (12) weeks of leaveing a year as defined in this policy. For
example, an eligible employee who cares for sucbvared service member for sixteen (16)
weeks during a twelve (12) month period could dake a total of ten (10) weeks for reasons
1 through 4 in Section One and for any qualifyirggency. An eligible employee may not
take more than twelve (12) weeks of FMLA leavergasons 1 through 4 in Section One and
for any qualifying exigency regardless of how ditttave the eligible employee may take to
care for a spouse, child, parent or next of kin \gh@a covered servicemember with a serious
illness or injury.
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If a legally married couple are both eligible enydes employed by the District, the legally
married couple are entitled to a combined total@nty-six (26) weeks of leave during one
twelve (12) month period to care for their spowss®, daughter, parent, or next of kin who is
a covered service member with a serious injurylioess, as defined in this policy. The leave
taken by a legally married couple who care for saclovered service member continues to be
limited to a total of twelve (12) weeks of FMLA leafor reasons 1 through 4 in Section One
and for any qualifying exigency during a year, areed in this policy, regardless of whether
or not the legally married couple uses less thaonabined total of fourteen (14) weeks to
care for a covered service member with a serigusyirr illness; moreover, the legally
married couple’s twelve (12) weeks are combinednith&en for reasons 1, 2, or to care for a
parent under reason 3 in Section One.

For example, a legally married couple who are lefitfible employees and who care for such
a covered service member for sixteen (16) weekisigartwelve (12) month period could:

1. Each take up to ten (10) weeks for reason 4 in@edtor a qualifying exigency;

2. Take a combined total of ten (10) weeks for readqr®s or to care for a parent under
reason 3 in Section One; or

3. Take a combination of numbers 1 and 2 that totadg{10) weeks of leave.

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

Employee Notice to District

Foreseeable Leave:
When the need for leave to care for a spouse,,ghaligent or next of kin who is a covered
servicemember with a serious illness or injurylé&ady foreseeable at least thirty (30) days in
advance, the employee shall provide the Distrithwot less than thirty (30) days' notice
before the date the employee intends for the leabegin for the specified reason. An
eligible employee who has no reasonable excudaiddrer failure to provide the District with
timely advance notice of the need for FMLA leaveyrhave his/her FMLA coverage of such
leave delayed until thirty (30) days after the datemployee provides notice.

If the need for FMLA leave is foreseeable less ttary (30) days in advance, the employee
shall notify the District as soon as practicabiehé employee fails to notify as soon as
practicable, the District may delay granting FMLaale for an amount of time equal to the
difference between the length of time that the eygé¢ should have provided notice and
when the employee actually gave notice.

When the need for leave is to care for a spouslkel, garent or next of kin who is a covered
servicemember with a serious illness or injury, éhgloyee shall make a reasonable effort to
schedule the treatment so as not to disrupt urttielpperations of the district subject to the
approval of the health care provider of the sposse, daughter, or parent of the employee.
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Unforeseeable Leave
When the approximate timing of the need for leaveat foreseeable, an employee shall
provide the District notice of the need for leagesaon as practicable given the facts and
circumstances of the particular case. Ordinariilg, émployee shall notify the District within
two (2) working days of learning of the need faae, except in extraordinary circumstances
where such notice is not feasible. Notice may lwwiged in person, by telephone, fax, email,
or other electronic means. If the eligible emplofaaks to notify the District as required,
unless the failure to comply is justified by unustiecumstances, the FMLA leave may be
delayed or denied.

Substitution of Paid Leave
When an employee’s leave has been designated a# fddle to care for a spouse, child,
parent or next of kin who is a covered servicemamith a serious illness or injury, the
District requires employees to substitute accruekl sacation, or personal leave for the
period of FMLA leave.

Intermittent or Reduced Schedule Leave
To the extent practicable, employees requestirggnmttent or reduced schedule leave to care
for a spouse, child, parent or next of kin who toaered servicemember with a serious
illness or injury shall provide the District with l@ast thirty (30) days' notice, before the date
the leave is to begin, of the employee's intentiotake leave.

Eligible employees may take intermittent or reduseldedule FMLA leave to care for a
spouse, child, parent or next of kin who is a cedeservicemember with a serious illness or
injury when the medical need is best accommodayeslibh a schedule. The eligible
employee shall make a reasonable effort to schebalereatment so as not to disrupt unduly
the operations of the employer, subject to the amdrof the health care provider.

When granting leave on an intermittent or reducdtedule to care for a spouse, child, parent
or next of kin who is a covered servicemember aitterious illness or injury that is
foreseeable based on planned medical treatmerDistiéct may temporarily transfer non-
instructional eligible employees for the periodsoheduled intermittent or reduced leave to an
alternative position that the employee is qualifiedand that better accommodates recurring
periods of leave than does the employee's regokitipn. The alternative position shall have
equivalent pay and benefits but does not haveve bquivalent duties. When the employee
is able to return to full-time work, the employd®k be placed in the same or equivalent job
as he/she had when the leave began. Specificaiy) teturning from FMLA leave, an
employee may be assigned to another position $hadtinecessarily the same as the
employee's former job assignment. The employeenstlbe required to take more FMLA
leave than necessary to address the circumstaagesing the need for the leave.

If an eligible employee who meets the definitioraafinstructional employee requests
intermittent or reduced schedule leave to carafgpouse, child, parent or next of kin who is
a covered servicemember with a serious illnessjary that is foreseeable based on planned
medical treatment and the employee would be oreléavgreater than twenty percent (20%)
of the total number of working days in the periagidg which the leave would extend, the
District may require the employee to choose either
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a. Take medical leave for periods of a particular tara not to exceed the duration of
the planned medical treatment; or

b. Transfer temporarily to an available alternativsipon offered by the employer that
the employee is qualified for, has equivalent pagy lbenefits, and better
accommodates recurring periods of leave than thaaeemployment position of the
employee.

If the employee chooses to transfer to an alteregtosition, the alternative position shall
have equivalent pay and benefits but does not takiave equivalent duties. When the
employee is able to return to full-time work, threpoyee shall be placed in the same or
equivalent job as he/she had when the leave b&getifically, upon returning from FMLA
leave, a teacher may be assigned to another posiib is not necessarily the same as the
teacher’s former job assignment. The employeemnillbe required to take more FMLA leave
than necessary to address the circumstances thatae the need for the leave.

An eligible instructional employee, who needs intiétent leave or leave on a reduced leave
schedule leave to care for a spouse, child, pareme¢xt of kin who is a covered
servicemember with a serious illness or injury, maybe transferred to an alternative
position during the period of the employee's inidant or reduced leave schedule if, based
on the foreseeable planned medical treatment,ritptogee would be on leave for twenty
percent (20%) or less of the total number of wagkilays over the period the leave would
extend.

Leave taken by eligible instructional employees nedhe end of the academic semester
In any of the following scenarios, if the distrattooses to require the eligible, instructional
employee to stay on leave until the end of the séeneonly the portion of the leave until the
employee is ready and able to return to work db@ltharged against the employee’s FMLA
leave entitlement. The excess non-FMLA leave woll Ine considered excessive absenteeism.

Leave more than five (5) weeks prior to end of theemester

If the eligible, instructional employee begins leafor any qualifying exigency or to care for
a spouse, child, parent or next of kin who is aeted servicemember with a serious illness or
injury more than five (5) weeks prior to the endltd semester, the District may require the
employee to continue taking leave until the enthefsemester, if:
1. The leave is of at least three (3) weeks duratowl,
2. The return to employment would occur during theéh(3)-- week period before the

end of the semester.

Leave less than five (5) weeks prior to end of treemester

If the eligible, instructional employee begins ledw care for a spouse, child, parent or next
of kin who is a covered servicemember with a seriiness or injury during the period that
commences five (5) weeks prior to the end of tleester, the District may require the
employee to continue taking leave until the enthefsemester, if:
a. The leave is of greater than two (2) weeks duratowl
b. The return to employment would occur during the (@)o- week period before the

end of the semester.
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Leave less than three (3) weeks prior to end of theemester
If the eligible, instructional employee begins ledw care for a spouse, child, parent or next
of kin who is a covered servicemember with a seriiness or injury during the period that
commences three (3) weeks prior to the end of¢heester and the duration of the leave is
greater than five (5) working days, the Districtymmaquire the employee to continue to take
leave until the end of the semester.

Cross References: 3.8—LICENSED PERSONNEL SICK LEAVE
3.18—LICENSED PERSONNEL OUTSIDE EMPLOYMENT
3.44—LICENSED PERSONNEL WORKPLACE INJURIES AND
WORKERS' COMPENSATION

Legal References: 29 USC 8§ 2601 et seq.
29 CFR part 825

Date Adopted: 05/18/2006
Last Revised: 01/19/2009 (Effective 07/01/208/23/2011, 06/18/2012, 06/17/2013,
01/19/2015, 3/14/2016
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3.33—ASSIGNMENT OF EXTRA DUTIES FOR LICENSED
PERSONNEL

From time to time extra duties may be assignadeénded personnel by the school principal or the
Superintendent as circumstances dictate.

Legal Reference: A.C.A.§86-17-201

Date Adopted: 05/18/2006

Last Revised:
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3.34—LICENSED PERSONNEL CELL PHONE USE

Use of cell phones or other electronic communicatievices by employees during
instructional time for other than instructional pases is strictly forbidden unless specifically
approved in advance by the superintendent, builgiimgipal, or their designees.

District staff shall not be given cell phones omputers for any purpose other than their
specific use associated with school business. $employees who use a school issued cell
phones and/or computers for non-school purposegpeas permitted by District policy,
shall be subject to discipline, up to and includiegnination. School employees who are
issued District cell phones due to the requiremehtkeir position may use the phone for
personal use on an “as needed” basis provideddtigluring instructional time.

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

No employee shall use any device for the purpokbsoavsing the internet; composing or
reading emails and text messages; or making orersgvphone calls while driving a motor
vehicle which is in motion and on school properttil the exception of hands-free devices).
Violation may result in disciplinary action up todaincluding termination.

Cross References: 4.47— POSSESSION AND USE OF CHHONES AND OTHER
ELECTRONIC DEVICES
7.14—USE OF DISTRICT CELL PHONES AND COMPUTERS

Legal References: IRS Publication 15 B
A.C.A. §27-51-1602
A.C.A. §27-51-1609

Date Adopted: 05/18/2006
Last Revised: 05/14/07, 06/18/2012, 01/19/200519/2015 (effective 07/01/2016)
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3.35—LICENSED PERSONNEL BENEFITS

The Westside Consolidated School District providd&ensed personnel benefits consisting ofdheving.

1. The priceless reward of helping shape the lifefatume of our children;
2. Health insurance assistance;

3. Contribution to the teacher retirement system,;

4. One sick leave day per calendar month or majoiopdtiereof worked;:
5. Two (2) Personal days;

6. Dental insurance assistance;

7. Long-term disability;

8. Direct deposit of payroll checks; and

9. Cafeteria plan

Legal Reference: A.C.A. §6-17-201

Date Adopted: 05/18/2006

Last Revised:
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3.36—LICENSED PERSONNEL DISMISSAL AND NON-RENEWAL

For procedures relating to the termination andneaewal of teachers, please refer to the Arkansas
Teacher Fair Dismissal Act (A.C.A. 88 6-17-150%e=.) and the Teacher Evaluation Support System
(A.C.A. 886-17-2801 et seq.). The Acts speciljcare not made a part of this policy by this
reference.

A copy of the statues is available for review m diffice of the principal of each school building.

Legal Reference: A.C.A §6-17-201
(A.C.A. 8§ 6-17-1501 et seq.)
(A.C.A. 88L7-2801 et seq.).

Date Adopted: 05/18/2006

Last Revised: 03/17/2014
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3.37—ASSIGNMENT OF TEACHER AIDES

The assignment of teacher aides shall be made Ipyititipal or his/her designee. Changes in the
assignments may be made as necessary due to clmeihgestudent population, teacher changes,
and to best meet the educational needs of thentsude

Legal Reference: A.C.A. §86-17-201

Date Adopted: 05/18/2006

Last Revised:
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3.38—LICENSED PERSONNEL RESPONSIBILITIES GOVERNING
BULLYING

Teachers and other school employees who have wédesr are reliably informed that, a
student has been a victim of bullying as definethia policy, including a single action which
if allowed to continue would constitute bullyindyadl report the incident(s) to the principal.
The principal or his/her designee shall be respbasor investigating the incident(s) to
determine if disciplinary action is warranted.

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

District staff, are required to help enforce impé:tation of the district’s anti-bullying

policy. The district’s definition of bullying is cluded below. Students who bully another
person are to be held accountable for their actidrether they occur on school equipment or
property, off school property at a school-sponganeschool-approved function, activity, or
event; or going to or from school or a school attivStudents are encouraged to report
behavior they consider to be bullying; includingiagle action which if allowed to continue
would constitute bullying, to their teacher or thelding principal. The report may be made
anonymously.

A school principal or his or her designee who reegia credible report or complaint of
bullying shall promptly investigate the complaimtreport and make a record of the
investigation and any action taken as a resulh®irvestigation.

District employees are held to a high standardrofgssionalism, especially when it comes to
employee-student interactions. Actions by a Disgraployee towards a student that would
constitute bullying if the act had been performgdalstudent shall result in disciplinary
action, up to and including termination. This pglgoverns bullying directed towards
students and is not applicable to adult on adtdtractions. Therefore, this policy does not
apply to interactions between employees. Employ@sggreport workplace conflicts to their
supervisor.

Definitions:

Attribute means an actual or perceived personal charaatenstuding without limitation
race, color, religion, ancestry, national origingi®economic status, academic status,
disability, gender, gender identity, physical appeaae, health condition, or sexual
orientation;

Bullying means the intentional harassment, intimidation, ihation, ridicule, defamation, or
threat or incitement of violence by a student agfaamother student or public school
employee by written, verbal, electronic, or physai that may address an attribute of the
other student, public school employee, or persdh whom the other student or public
school employee is associated and that causesatesractual or reasonably foreseeable:

Physical harm to a public school employee or sttdedamage to the public school
employee’s or student’s property;
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» Substantial interference with a student’s educadiowith a public school employee’s
role in education;

* A hostile educational environment for one (1) orenstudents or public school
employees due to the severity, persistence, oagamness of the act; or

» Substantial disruption of the orderly operatiorir@ school or educational
environment;
Electronic act means without limitation a communication or imagasmitted by means of
an electronic device, including without limitatiartelephone, wireless phone or other
wireless communications device, computer, or p#garresults in the substantial disruption
of the orderly operation of the school or educatl@nvironment.

Electronic acts of bullying are prohibited whetbemnot the electronic act originated
on school property or with school equipment, if #hectronic act is directed
specifically at students or school personnel malisly intended for the purpose of
disrupting school, and has a high likelihood ofcaexling in that purpose;
Harassmentmeans a pattern of unwelcome verbal or physicadligct relating to
another person’s constitutionally or statutorilpf@cted status that causes, or
reasonably should be expected to cause, substmtéegerence with the other’s
performance in the school environment; and

Substantial disruption means without limitation that any one or morehsf tollowing occur
as a result of the bullying:

* Necessary cessation of instruction or educatioctalities;

* Inability of students or educational staff to foarslearning or function as an
educational unit because of a hostile environment;

» Severe or repetitive disciplinary measures are eg@uthe classroom or
during educational activities; or

» Exhibition of other behaviors by students or edocet staff that substantially
interfere with the learning environment.

Examples of "Bullying" may include but are not Ited to a pattern of behavior involving one
or more of the following:

1. Sarcastic comments "compliments" about anotheestiglpersonal appearance, or actual
or perceived attributes,

2. Pointed questions intended to embarrass or humiliat
3. Mocking, taunting or belittling,

4. Non-verbal threats and/or intimidation such asritneg” or “chesting” a person,
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5. Demeaning humor relating to a student’s race, gerdenicity or actual or perceived
attributes,

6. Blackmail, extortion, demands for protection mooewther involuntary donations or
loans,

7. Blocking access to school property or facilities,

8. Deliberate physical contact or injury to persompaperty,

9. Stealing or hiding books or belongings, and/or

10. Threats of harm to student(s), possessions, orothe

11.Sexual harassment, as governed by policy 3.28@saform of bullying.

12.Teasing or name calling based on the belief orgmien that an individual is not
conforming to expected gender roles ( Example “plut conduct or is homosexual,

regardless of whether the student self identifeea aBomosexual: (Examples “ You are so
gay” “Fag” HQueerH).

Legal Reference: A.C.A. 8 6-18-514

Date Adopted: 05/18/2007
Last Revised: 05/14/2007, 05/23/2011, 06/15/208514/2016

98



3.39—LICENSED PERSONNEL RECORDS AND REPORTS

The superintendent or his/her designee shall diekeriyy individual or by position, those records a
teacher is responsible to keep and those repdstsehiie required to maintain. It is a requirenoént
employment that all required records and report®b®leted, submitted, or otherwise tendered, and
be accepted by the principal or superintendentraplete and satisfactory, before the last month’s
pay will be released to the licensed employee.

Legal Reference:  A.C.A. § 6-17-104

Date Adopted: 05/14/2007
Last Revised:
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3.40—LICENSED PERSONNEL DUTY TO REPORT CHILD ABUSE,
MALTREATMENT OR NEGLECT

It is the statutory duty of licensed school diseimployees who have reasonable cause to suspect
child abuse or maltreatment to directly and petigorggoort these suspicions to the Arkansas Child
Abuse Hotline, by calling 1-800-482-5964. Failuredport suspected child abuse, maltreatment or
neglect by calling the Hotline can lead to crimjprasecution and individual civil liability of the
person who has this duty. Notification of locatate law enforcement does not satisfy the duty to
report; only notification by means of the Child AbtHotline discharges this duty.

The duty to report suspected child abuse or miatiesd is a direct and personal duty, and cannot be
assigned or delegated to another person. Theoadsty to investigate, confirm or substantiate
statements a student may have made which fornagie df the reasonable cause to believe that the
student may have been abused or subjected to aivaknat by another person; however, a person with
a duty to report may find it helpful to make a tiedi inquiry to assist in the formation of a betheft

child abuse, maltreatment or neglect has occuored,rule out such a belief. Employees and
volunteers who call the Child Abuse Hotline in gdaith are immune from civil liability and criminal
prosecution.

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

Legal References:  A.C.A. § 12-18-107
A.C.A. § 12-18-201 et seq.
A.C.A. § 12-18-402
A.C.A. 8-18-107, 201et seq, 402

Date Adopted: 01/19/2009 (Retroactive to 07/018200
Last Revised: 06/20/2011
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3.41—LICENSED PERSONNEL VIDEO SURVEILLANCE AND OTHE R
MONITORING

The Board of Directors has a responsibility to rta@mdiscipline, protect the safety, security, and
welfare of its students, staff, and visitors whiléhe same time safeguarding district facilities,
vehicles, and equipment. As part of fulfilling thesponsibility, the board authorizes the use of
video/audio surveillance cameras, automatic idieatibn, data compilation devices, and
technology capable of tracking the physical logatib district equipment, students, and/or
personnel.

The placement of video/audio surveillance cansall be based on the presumption and belieftidests, staff
and visitors have no reasonable expectation aigyi@nywhere on or near school property, faciltiekicles, or
equipment, with the exception of places such asaess or dressing areas where an expectatiaddyiprivacy
is reasonable and customary.

Signs shall be posted on district property anda onalistrict vehicles to notify students, staffgla
visitors that video cameras may be in use. Vialataf school personnel policies or laws caught by
the cameras and other technologies authorize@ipdicy may result in disciplinary action.

The district shall retain copies of video recordingtil they are erasedhich may be accomplished by
either deletion or copying over with a new recaydin

Videos, automatic identification, or data compaliai containing evidence of a violation of district
personnel policies and/or state or federal law beaktained until the issue of the misconduabis
longer subject to review or appeal as determindabayd policy or staff handbogainy release or
viewing of such records shall be in accordance euittent law.

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

Note: This policy is similar to policies 4.48 an@d® If you change this policy, review 4.48 an®8.2
at the same time to ensure applicable consistatayebn the policies.

Date Adopted: 01/19/2009
Last Revised: 05/23/2011
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3.42—OBTAINING and RELEASING STUDENT'S FREE AND REDUCED
PRICE MEAL ELIGIBILITY INFORMATION

Obtaining Eligibility Information

A fundamental underpinning of the National Schoahth and School Breakfast Programs
(Programs) is that in their implementation, therk ve no physical segregation of,
discrimination against, or overt identificationalfildren who are eligible for the Program's
benefits. While the requirements of the Prograrasdafined in much greater detail in federal
statutes and pertinent Code of Federal Regulattbrsspolicy is designed to help employees
understand prohibitions on how the student inforomeits obtained and/or released through
the Programs. Employees with the greatest respbtysfbr implementing and monitoring

the Programs should obtain the training necessapgtome fully aware of the nuances of
their responsibilities.

The District is required to inform households wathildren enrolled in District schools of the
availability of the Programs and of how the housemeay apply for Program benefits.
However, the District and anyone employed by tls¢ridi isstrictly forbidden from

requiring any household or student within a household frabmstting an application to
participate in the program. There are NO exceptiorikis prohibition and it would apply, for
example, to the offer of incentives for completerhis, or disincentives or negative
consequences for failing to submit or complete@lieation. Put simply, federal law
requires that the names of the children shall egbdiblished, posted or announced in any
manner.

In addition to potential federal criminal penalttbat may be filed against a staff member
who violates this prohibition, the employee shalldubject to discipline up to and including
termination.

Releasing Eligibility Information

As part of the district’s participation in the Natal School Lunch Program and the School
Breakfast Program, the district collects eligilyilitata from its students. The data’s
confidentiality is very important and is governegdfbderal law. The district has made the
determination to release student eligibility statughformation as permitted by law. Federal
law governs how eligibility data may be released tmwhom. The district will take the
following steps to ensure its confidentiality:

Some data may be released to government agengoesgyams authorized by law to receive
such data without parental consent, while othea daty only be released after obtaining
parental consent. In both instances, allowablerim&tion shall only be released on a need to
know basis to individuals authorized to receivedhta. The recipients shall sign an
agreement with the district specifying the namestiess of the persons who may have access
to the eligibility information. The agreement sHailther specify the specific purpose(s) for
which the data will be used and how the recipigrgigll protect the data from further,
unauthorized disclosures.
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The superintendent shall designate the staff mefslorsponsible for making eligibility
determinations. Release of eligibility informatitsnother district staff shall be limited to as

few individuals as possible who shall have a spenéed to know such information to

perform their job responsibilities. Principals, oselors, teachers, and administrators shall not
have routine access to eligibility information tatss.

Each staff person with access to individual eligipinformation shall be notified of their
personal liability for its unauthorized disclosamed shall receive appropriate training on the
laws governing the restrictions of such information

Legal References: Commissioner’'s Memos IA-05-01R,#-041, and 1A 99-011

ADE Eligibility Manual for School Meals Revised y1#008
7 CFR 210.1 — 210.31

7 CFR 220.1 — 220.22

42 USC 1758(b)(6)

Date Adopted: 5/23/2011
Last Revised: 06/17/2013
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3.43—DUTY OF LICENSED EMPLOYEES TO MAINTAIN LICENSE IN
GOOD STANDING

It is the responsibility of each teacher, and hetdistrict, to keep his/her teaching license
continuously renewed with no lapses in licensuné, ia good standing with the State Board
of Education. Failure of a teacher to do so willgoeunds for termination.

Legal References: A.C.A. §6-17-401

Date Adopted: 05/23/2011
Last Revised: 06/18/2012
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3.44—LICENSED PERSONNEL WORKPLACE INJURIES and WORK ERS’
COMPENSATION

The district provides Workers’ Compensation Insceaas required by law. Employees who sustain
any injury at work must immediately notify their immat® supervisor, or in the absence of their
immediate supervisor notify district's human reseuwgtepartment. An injured employee must fill out a
Form N and the employee’s supervisor will determhether to report the claim or to file the
paperwork if the injury requires neither medicaatment or lost work time. While many injuries will
reguire no medical treatment or time lost at wsinkuld the need for treatment arise later, it is
important that there be a record that the injuopioed. All employees have a duty to provide
information and make statements as requestedsfputiposes of the claim assessment and
investigation.

For injuries requiring medical attention, the distwill exercise its right to designate the initia
treating physician and an injured employee wiltlibected to seek medical attention, if necessary,
from a specific physician or clinic. In additi@mployees whose injuries require medical attention
shall submit to a drug test, which shall be patti@District's worker's compensation carrier's
expense. Failure for the employee to submit tolithe test or a confirmed positive drug test
indicating the use of illegal substances or theisei®f prescription medications shall be grounds fo
the denial of worker's compensation benefits.

A Workers’ Compensation absence may run concugravith FMLA leave (policy 3.32)

when the injury is one that meets the criteriaaf@erious health condition. To the extent that
workers compensation benefits and FMLA leave rurmcoorently, the employee will be
charged for any paid leave accrued by the emplay#ee rate necessary to bring the total
amount of combined income up to 100% of usual emt&d daily rate of pay. If the health
care provider treating the employee for the workerspensation injury certifies the
employee is able to return to a “light duty jobiitlis unable to return to the employee’s same
or equivalent job, the employee may decline therldis offer of a “light duty job.” As a
result, the employee may lose his/her workers’ camsption payments, but for the duration
of the employee’s FMLA leave, the employee willgzad for the leave to the extent that the
employee has accrued applicable leave.

Employees who are absent from work in the schattidt due to a Workers’ Compensation
claim may not work at a non-district job until thiegrve returned to full duties at their same or
equivalent district job; those who violate this lplotion may be subject to discipline up to
and including termination. This prohibition does N@pply to an employee who has been
cleared by his/her doctor to return to "light dubyit the District has no such position
available for the employee and the employee's skfpdnqualifies as "light duty”.

To the extent an employee has accrued sick leava &iC claim has been filed, an

employee:

* Wil be charged for a day's sick leave for thedalys missed until such time as the WC
claim has been approved or denied;

*  Whose WC claim is accepted by the WC insuranceectaas compensable and who is
absent for eight or more days shall be chargedleake at the rate necessary, when
combined with WC benefits, to bring the total amioaincombined income up to 100% of
the employee's usual contracted daily rate of pay;
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* Whose WC claim is accepted by the WC insurancgetaas compensable and is absent
for 14 or more days will be credited back that orof sick leave for the first seven (7)
days of absence that is not necessary to have irthegtotal amount of combined
income up to 100% of the employee's usual contilagtess pay.

Workers’ Compensation Process:

1. Absences for days 1-7 will be counted as itthl days.

2. Workers' Comp starts paying on tfiedgy.

3. On day 14, Workers’ Comp will reimburse for sldy7.

4. Workers’ Comp only pays 2/3 of the employealary per day, so an employee may utilize 1/3
day sick leave if the employee wants to receivé ddy's pay.

Cross Reference: 3.8 — LICENSED PERSONNEL SICK LEAV
3.18 — LICEANSED PERSONNEL OUTSIDE EMPOLOYMENT
3.32 — LICENSED PERSONNEL FAMILY MEDICAL LEAVE

Legal References: Ark. Workers Compensation Cononis®ULE 099.33 - MANAGED
CARE
A.C.A.§11-9-102
A.C.A. 8§ 11-9-508(d)(5)(A)
A.C.A. 8 11-9-514(a)(3)(A)(i)

Date Adopted: 05/23/2011
Last Revised: 06/17/2013, 01/19/2015, 06/15/2015
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3.45—LICENSED PERSONNEL SOCIAL NETWORKING AND ETHIC S

Definitions

Social Media Account: a personal, individual, ad+work related account with an
electronic medium or service where users may crehtge, or view user-generated content,
including videos, photographs, blogs, podcastssages, emails or website profiles or
locations, such as FaceBook, Twitter, LinkedIn, M&&e, Instagram.

Professional/education Social Media Account: atoant with an electronic medium or
service where users may create, share, or viewgeerated content, including videos,
photographs, blogs, podcasts, messages, emailshsitey profiles or locations, such as
FaceBook, Twitter, LinkedIn, MySpace, Instagram.

Blogs: are a type of networking and can be eitberas or professional in their orientation.
Professional blogs are encouraged and can provptkca for teachers to post homework,
keep parents up-to-date, and interact

with students concerning school related activitiscial blogs are discouraged to the extent
they involve teachers and students in a non-edutatiented format.

Policy

Technology used appropriately gives faculty newodpipities to engage students. District staff is
encouraged to use educational technology, thenkttemnd professional/education social networks to
raise student achievement and to improve commioncatth parents and students. Technology and
social media accounts also offer staff many wagg tlan present themselves unprofessionally and/or
interact with students inappropriately.

It is the duty of each staff member to appropyatenage all interactions with students, regardiess
whether contact or interaction with a student actage-to-face or by means of technology, to ensure
that the appropriate staff/student relationshipasitained. This includes instances when students
initiate contact or behave inappropriately theneselv

Public school employees are, and always have beleito a high standard of behavior. Staff
members are reminded that whether specific sodasnthcts are permitted or not specifically
forbidden by policy, they will be held to a higlarstiard of conduct in all their interactions with
students. Failure to create, enforce and mainpgrogriate professional and interpersonal bourglarie
with students could adversely affect the Districiationship with the community and jeopardize the
employee’s employment with the district.

The Arkansas Department of Educaftules Governing the Code of Ethics for Arkansas&idts
requires District staff to maintain a professiae#dtionship with each student, both in and outide
classroom. The School Board of Directors encouralystaff to read and become familiar with the
Rules. Conduct in violation of tfitules Governing the Code of Ethics for Arkansas&idts
including, but not limited to conduct relating ke tinappropriate use of technology or online
resources, may be reported to the ProfessionaildecBtandards Board (PLSB) and may form the
basis for disciplinary action up to and includiagrination.
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Definitions:

Staff members are discouraged from creating pdrsoaal media accounts to which they invite
students to be friends or followers. Employeesiakiich action do so at their own risk and are
advised to monitor the site’s privacy settings ety

District employees may set up blogs and otheepsiinal/education social media accounts using
District resources and following District guideln® promote communications with students, parents,
and the community concerning school-related aesvénd for the purpose of supplementing
classroom instruction. Accessing professional/gaucaocial media during school hours is
permitted.

Staff is reminded that the same relationship, exgdanteraction, information, or behavior that feou
be unacceptable in a non-technological mediunmasaeptable when done through the use of
technology. In fact, due to the vastly increasadni@l audience digital dissemination presentsaex
caution must be exercised by staff to ensure tbey dross the line of acceptability. A good rule o
thumb for staff to use is, “if you wouldn't sayritclass, don't say it online.”

Whether permitted or not specifically forbiddendmjicy, or when expressed in an adult-to-adult,
face-to-face context, what in other mediums of @sgon could remain private opinions, including
“likes” or comments that endorse or support thesaggs or speech of another person, when expressed
by staff on a social media website, have the patéotbe disseminated far beyond the speaker’s
desire or intention. This could undermine the isperception of the individual's fitness to edaca
students, thus undermining the teacher’s effeas&rin this way, the expression and publication of
such opinions could potentially lead to discipjnaction being taken against the staff membemup t
and including termination or nonrenewal of the @ettof employment.

Accessing social media websites for personal usegdschool hours is prohibited, except during
breaks or preparation periods. Staff is discouréiged accessing social media websites on personal
equipment during their breaks and/or preparatiaoqiebecause, while this is not prohibited, it may
give the public the appearance that such accessuging during instructional time. Staff shalt no
access social media websites using district equipat@ny time, including during breaks or
preparation periods, except in an emergency situatiwith the express prior permission of school
administration. All school district employees wiatipate in social media websites shall not post
any school district data, documents, photograjdes tat school or of students, logos, or otherictistr
owned or created information on any website. Bgrthe posting of any private or confidential
school district material on such websites is stq@bhibited.

Privacy of Employee's Social Media Accounts

In compliance with A.C.A. 8 11-2-124, the Distrgttall not require, request, suggest, or

cause a current or prospective employee to:

1. Disclose the username and/or password to his/hieopal social media account;

2. Add an employee, supervisor, or administrator &ligt of contacts associated with
his/her personal social media account;

3. Change the privacy settings associated with higileesonal social media account; or

4. Retaliate against the employee for refusing toldsscthe username and/or password to
his/her personal social media account.
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The District may require an employee to disclosedniher username and/or password to a
personal social media account if the employee’s@el social media account activity is
reasonable believed to be relevant to the investigaf an allegation of an employee
violating district policy, or state, federal or &daws or regulations. If such an investigation
occurs, and the employee refuses, upon requesipfady the username and/or password
required to make an investigation, disciplinary@cimay be taken against the employee,
which could include termination or nonrenewal af #mployee’s contract of employment
with the District.

Notwithstanding any other provision in this politige District reserves the right to view any
information about a current or prospective emplaye is publicly available on the Internet.

In the event that the district inadvertently obsatcess to information that would enable the
district to have access to an employee’s persaudhismedia account, the district will not use
this information to gain access to the employeetsad media account. However, disciplinary
action may be taken against an employee in accihdother District policy for using district
equipment or network capability to access suchcaount. Employees have no expectation
of privacy in their use of District issued compstesther electronic device, or use of the
District's network. (See policy 3.28—LICENSED PERSXEL COMPUTER USE

POLICY)

Cross reference: 3.28 — LICENSED PERSONNEL COMPRTESE POLICY

Legal Reference: A.C.A. 8§ 11-2-124
RULES GOVERNING THIEODE OF ETHICS FOR ARKANSAS
EDUCATORS

Date Adopted: 05/23/2011
Last Revised: 03/17/2014
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Social Networking Discussion Background

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

Electronic interactions lack the opportunity whielee-to-face interactions present that help
enable those involved to determine if the informaxchanged has been understood and
interpreted

appropriately. The potential for miscommunicatpyasented by social networking websites
increase the possibility that seemingly innocemicmnication could be misinterpreted and
result in disciplinary action.

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

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

Some staff members will be more knowledgeable ara/mfortable than others discussing
the issues raised in the policy. It might be hdlpfthave those who are more knowledgeable
give those less knowledgeable a brief backgroutatitd on social networks. Patience is a
virtue; those currently adept staff is reminded thahe world of technology, a generation is
roughly three to five years. It might not be lorefdre the “adept staff” is outdone by today’s
young students.

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

Another challenge when writing a social networkpadicy is to make it specific enough to
give staff sufficient guidance, and yet generalugothat it can adapt to the inevitable
changes that will occur. Specifically, the challengto determine what is absolutely
unacceptable while leaving room for the positivesusf technology to develop.

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

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

\http://doug-johnson.squarespace.com/blue-skung/Ba9/8/20/networking-guidelines-
revised.html

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

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

What guidelines are to be followed in the sitesation?

What are the staff member’s responsibilities in itf@mg/maintaining the site once it is
established? Who, if anyone, will have the resgwliisVauthority for monitoring the site for
the release of student information in violatiorstidte and federal law?

Will you require parents of students under ageoléign a permission form granting the

student’s access to the professional/educatiormsoetworks site? Requiring advance
permission can serve as a cover for the teachease of complaints.
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3.46— LICENSED PERSONNEL VACATIONS

240 day contracted employees are credited withal8 df vacation at the beginning of each
fiscal year. This is based on the assumption tifiai aontract year will be worked. If an
employee fails to finish the contract year duessignation or termination, the employee’s
final check will be reduced at the rate of .833gpgr month, or major portion of a month,
for any days used but not earned.

Instructional Employees may not generally takeryimstructional time. All vacation time
must be approved, in advance to the extent préxdéichy the superintendent or designee. If
the vacation is requested, but not approved, anémhployee is absent in spite of the vacation
denial, disciplinary action will be taken agairtst #mployee, which may include termination
or nonrenewal.

No employee shall be entitled to more than 10 addyscation as of the first day of each

fiscal year. Earned but unused vacation will bel pgion resignation, retirement, termination,
or nonrenewal at the employee’s current daily céteay.

Date Adopted: 05/23/2011
Last Revised: 06/17/2013, 06/15/2015
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3.47/—DEPQOSITING COLLECTED FUNDS

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

Staff that uses any funds collected in the coufdbkeir employment for personal purposes, or

who deposit such funds in a personal account, reagubject to discipline up to and including
termination.

Date adopted: 05/23/2011
Last Revised: 06/18/2012
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3.48—LICENSED PERSONNEL WEAPONS ON CAMPUS

Firearms

Except as permitted by this policy, no employeéhdd school district, including those who
may possess a “concealed carry permit,” shall mssadirearm on any District school
campus or in or upon any school bus or at a Disfiesignated bus stop.

Employees who meet one or more of the followingditions are permitted to bring a firearm

onto school property.

» He/she is participating in a school-approved edanat course or program involving the
use of firearms such as ROTC programs, huntingysafamilitary education, or before or
after-school hunting or rifle clubs;

* He/she is aregistered, commissioned securitydgaeting in the course and scope of
his/her duties.

* He/she has a valid conceal carry license and |daigdser handgun in his/her locked
vehicle in the district parking lot but subjectth@ following further provision:

1. Any Westside staff member who has a concealed weapdhe Westside School
campus (in locked vehicle) will notify the WestsiBecurity Director of that and
will provide a copy of his/her concealed carry pgimthe security director.

Possession of a firearm or other weapon by a satiswict employee who does not fall under
any of the above categories anywhere on schookpiyypncluding parking areas and in or
upon a school bus, will result in disciplinary actibeing taken against the employee, which
may include termination or nonrenewal of the empty

Other Weapons

An employee may possess a pocket knife which f@ptirpose of this policy is defined as a
knife that can be folded into a case and has elathlades of less than three (3) inches or
less each. An employee may carry, for the purpbselédefense, a small container of tear
gas or mace which for the purpose of this policgeined as having a capacity of 150cc or
less. Employees are expected to safeguard such itesuch away as to ensure they are not
possessed by students. Such items are not to beagaast students, parents or other school
district employees. Possession of weapons, kniveslbdefense items that do not comply
with the limits contained herein, the failure of@mployee to safeguard such items, or the use
of such items against students, parents or otlerasclistrict employees may result in
disciplinary action being taken against the empdoyehich may include termination or
nonrenewal of the employee.

Employees who are participating in a Civil War r@eiment may bring a Civil War era

weapon onto campus with prior permission of thédmug principal. If the weapon is a
firearm the firearm must be unloaded.
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Legal References: A.C.A. 8§5-73-119
A.C.A. 8 5-73-120
A.C.A. 8§5-73-124(a)(2)
A.C.A. §5-73-301
A.C.A. § 5-73-306
A.C.A. § 6-5-502

Date Adopted: 06/17/2013
Last Revised: 03/17/2014, 01/19/2015, 10/19/2@tfective 07/01/2016)
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3.49 — TEACHERS' REMOVAL OF STUDENT FROM CLASSROOM

Note and advisement: This policy is adopted byBbard of Directors in order to
bring the District into compliance with ADE rulesrcerning student discipline,
and to incorporate the provisions of A.C.A. § 688E. However, teachers should
be aware that federal law governing a studentiwibheal Education Program (IEP)
or 504 plan, or status as an individual with a loligg will supersede Arkansas law.
In many cases, removing a student from a classiharto behavioral problems,
will violate a student's IEP, violate a studen@g plan, or constitute discrimination
against the student due to a disability that adféoe student's ability to conform his
or her behavior. Teachers have been successtidly for IEP and 504 plan
violations in other jurisdictions, and teacherscheeunderstand that violating a
student's rights is outside of the scope of hisesremployment, and no insurance is
available or provided by the school district faher legal defense or to pay a
money judgment. Teachers who rely on this lawthiglpolicy to exclude a
student with special needs or a disability are masg a grave personal risk.

A teacher may remove a student from class whosavilmtthe teacher has documented to be
repeatedly interfering with the teacher's abildye¢ach the students in the class or whose
behavior is so unruly, disruptive or abusive thatterferes with the ability of the student's
other classmates to learn. Students who have leeeoved from their classroom by a teacher
shall be sent to the principal's or principal'sigiese's office for appropriate discipline.

The teacher's principal or the principal's designeg:

1. Place the student into another appropriate classroo

2. Place the student into in-school suspension;

3. Place the student into the District's alternateriing environment in accordance with Policy
5.26 — ALTERNATIVE LEARNING ENVIRONMNTS;

4. Return the student to the class; or

5. Take other appropriate action consistent with tis&iEt's student discipline policies and state and
federal law.

If a teacher removes a student from class twoirf®< during any nine-week grading period,
the principal or the principal's designee may ettimn the student to the teacher's class unless
a conference has been held for the purpose ofrdetielg the cause of the problem and
possible solutions. The conference is to be hetd thie following individuals present:

The principal or the principal's designee;

The teacher;

The school counselor;

The parents, guardians, or persons in loco parertts
The student, if appropriate.

A S

However, the failure of the parents, guardiangeysons in loco parentis to attend the
conference does not prevent any action from beikgrt as a result of the conference.
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Legal References: A.C.A. 8§ 6-18-511
Arkansas Department of Education Guidelines fer@evelopment,
Review and Revision of School District Student poe and School
Safety Policies

Date Adopted: 06/17/2013
Last Revised: 06/15/2015
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3.50—ADMINISTRATOR EVALUATOR CERTIFICATION

Continuing Administrators

The Superintendent or designee shall determinenatity in writing by August 31 of each
year

those currently employed administrators who wilrégponsible for conducting Teacher
Excellence Support System (hereinafter TESS) suenavaluations who are not currently
qualified to fulfill that role. All currently emplged administrators so notified shall have until
December 31 of the contract year to successfultyptete all training and certification
requirements for evaluators as set forth by theaAslas Department of Education (ADE). It
shall constitute just and reasonable cause foramaval of the contract of employment for
any administrator who is required to obtain andntaén TESS evaluator certification, as a
term and condition of employment, to fail to doblgoDecember 31 of any contract year. No
administrator may conduct a summative evaluatidassthey have successfully completed
all training and certification requirements for kaors required by the ADE.

Newly Hired or Promoted Administrators

All newly hired or newly promoted administrators,aterm and condition of their acceptance
of their contract of employment for their adminggive position, are required to obtain and
maintain evaluator certification for TESS on ordrefDecember 31 of the initial
administrative contract year, unless they are eilliexcused from such a contractual
requirement by board action at the time of the birpromotion. It shall constitute just and
reasonable cause for nonrenewal of the contraegloyment for any newly hired or newly
promoted administrator who is required to obtaid araintain TESS evaluator certification,
as a term and condition of employment, to fail dosd by December 31 of any contract year.
No administrator may conduct a summative evaluatidess they have successfully
completed all training and certification requirertsefor evaluators required by the ADE.

Legal Reference: Arkansas Department Of EducatidedRGoverning The Teacher
Excellence And Support System 4.05

Date Adopted: 03/17/2014
Last Revised: 01/19/2015
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3.51—SCHOOQOL BUS DRIVER’'S USE OF MOBILE COMMUNICATIO N
DEVICES

“School Bus” is a motorized vehicle that meetsftil®wing requirements:

1. Is privately owned and operated for compensatiomloch is owned, leased or otherwise
operated by, or for the benefit of the Districtdan

2. Is operated for the transportation of students fhrmme to school, from school to home,
or to and from school events.

Any driver of a school bus shall not operate thHeost bus while using a device to browse the
internet, make or receive phone calls or composeaut emails or text messages. If the
school bus is safely off the road with the parkimgke engaged, exceptions are allowed to
call for assistance due to a mechanical problern thig¢ bus, or to communicate with any of
the following during an emergency:

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

» A physician's office or health clinic;

* An ambulance or fire department rescue service;

» Afire department, fire protection district, or uakeer fire department; or

* A police department.

In addition to statutorily permitted fines, violais of this policy shall be grounds for
disciplinary action up to and including termination

This policy is similar to Policy 8.24. If you chamthis policy, review 8.24 at the same time to
ensure applicable consistency between the two.

Legal Reference: A.C.A. §6-19-120

Date Adopted: 01/19/2015
Last Revised:
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3.52—WRITTEN CODE OF CONDUCT FOR EMPLOYEES INVOLVED IN
PROCUREMENT WITH FEDERAL FUNDS

For purposes of this policy, “Family member” includes:

* Anindividual's spouse;

» Children of the individual or children of the indtiwal's spouse;

* The spouse of a child of the individual or the sgmaf a child of the individual's
Spouse;

» Parents of the individual or parents of the indists spouse;

* Brothers and sisters of the individual or brotreard sisters of the individual's spouse;

» Anyone living or residing in the same residencaauwsehold with the individual or in
the same residence or household with the indivisigglouse; or

* Anyone acting or serving as an agent of the indiaicbr as an agent of the
individual's spouse.

No District employee, administrator, official, ayent shall participate in the selection, award,
or administration of a contract supported by Fddenads, including the District Child
Nutrition Program funds if a conflict of interestigts, whether the conflict is real or
apparent. Conflicts of interest arise when onmore of the following has a financial or
other interest in the entity selected for the cacttr

1. The employee, administrator, official, or agent;

2. Any family member of the District employee, admirasor, official, or agent;

3. The employee, administrator, official, or agentstper; or

4. An organization that currently employs or is abmmuémploy one of the above.
Employees, administrators, officials, or agentdIsia solicit or accept gratuities, favors, or
anything of monetary value from contractors, pagmontractors, or parties to sub-
agreements including, but not limited to:

a) Entertainment;

b) Hotel rooms;

c) Transportation;

d) Gifts;

e) Meals; or

f) Items of nominal value (e.g. calendar or coffee )nug
Violations of the Code of Conduct shall result isatpline, up to and including termination.
The District reserves the right to pursue legabactor violations.

All District personnel involved in purchases witederal funds, including child nutrition
personnel, shall receive training on the Code afdlict. Training should include guidance
about how to respond when a gratuity, favor, oniteith monetary value is offered.

Legal References:  A.C.A. 8§ 6-24-101 et seq.

Arkansas Department of Education Rules Goverthedg=thical
Guidelines And Prohibitions For Educational Admirasors, Employees, Board Members
And Other Parties

Commissioner’'s Memo FIN 09-036

Commissioner’s Memo FIN-10-048
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Commissioner’s Memo FIN 15-074, 2C.F.R § 200.318.F.R. §
3016.36, 7 C.F.R. § 3019.42

Date Adopted: 06/15/15

Last Revised:
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3.53—LICENSED PERSONNEL BUS DRIVER END OF ROUTE REMEW

Each bus driver shall walk inside the bus fronfribiet to the back to make sure that all students ha
gotten off the bus after each trip. If a childiscovered through the bus walk, the driver will
immediately notify the central office and make lagements for transporting the child appropriately.
If children are left on the bus after the bus vilatkugh has been completed and the driver hakdeft
bus for that trip, the driver shall be subjectigzigline up to and including termination of the
employee's classified contract.

Date Adopted: 01/19/2015
Last Revised:
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3.54—VOLUNTARY TEACHING DURING PLANNING PERIOD AND/ OR OF
MORE THAN THE MAXIMUM NUMBER OF STUDENTS PER DAY

A teacher in grades 7-12 may voluntarily enter mrtcagreement with the District to teach:
1) An additional class in place of a planning periaxg/or
2) More than one hundred fifty (150) students per day.

A teacher who agrees to teach more than the maximnumber of students per day is still
bound by the maximum number of students per clagsgin the Standards For
Accreditation.

A 7-12 grade teacher who enters into an agreemigmthre District shall receive
compensation based on the teacher’s:
a) Hourly rate of pay for the loss of a planning pdriand/or
b) Basic contract that is pro-rated for every addaistudent they teach over the
maximum number of students permitted per day.

A teacher who wishes to volunteer for numbers dr,Both above must enter into a signed
agreement with the District prior to the teacheirgd up his/her planning period or teaching
more than the maximum number of students per ddgagher shall not be eligible to receive
compensation until after the agreement has be@edidhe maximum length of the signed
agreement between the teacher and the Distridtlshébr the semester the agreement is
signed.

Neither the District nor the teacher are obligated
* Enter into an agreement;
* Renew an agreement; or
» Continue an agreement past the semester in whéchgteement is signed.

The provisions of the Teacher Fair Dismissal AcCA. 8§ 6-17-1501 et seq., do not apply to
an agreement between a teacher and the Distreeteghinto under this policy.

Legal Reference: A.C.A. 8 6-17-812

Date Adopted: 10/19/2015 (effective 07/01/2016)
Last Revised: 03/14/2016
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3.54F—VOLUNTARY TEACHING INSTEAD OF PREPARATORY PER 10D
AND/OR EXTRA DAILY STUDENTS CONTRACT ADDENDUM

The School District (District) and (Teacher) enter into the following

contract addendum:

1. Teacher has volunteered to teach a class on instead of a preparatory period
from through L2

2. District agrees to pay Teacher for the loss of Teds preparatory period in the
amount of 2;

3. District agrees to pay Teacher for those studehts enroll and attend Teacher’s class

that are in excess of the Standard’s maximum aitpber of students at the per
student per day amount of 3

4. District agrees to pay teacher 4.

5. This addendum between District and Teacher is ditiath to and separate from any
other contract between District and Teacher;

6. Teacher understands that this agreement is notedVs the Teacher Fair Dismissal
Act of 1983 (A.C.A. 8 6-17-1501 et seq.); and

7. District and Teacher agree that this contract dfekffective for the current semester
and that future semesters shall require Distridt B@acher to enter into a new
contract.

Teacher’s Signature: Date:

Superintendent’s Signature: Date:

Board President’s Signature: Date:

Notes: ! Insert the start and end dates of the contract.

2 A teacher is not required to use his/her prepoplen order to teach more than the
one hundred fifty (150) students daily maximumauagl as each class period does not
go above thirty (30) students. If this is the ditua delete #2, pluralize “class” in #3,
renumber the remaining paragraphs, and substitatétiowing language for #1:
Teacher has volunteered to teach more than thénandred fifty (150) maximum

daily number of students, who shall be placed énappropriate classes so that no
one class contains more than thirty (30) studeindsn through .

Standards has stated that a teacher teaching harette maximum daily number of
students will result in a flag during the cycleeport. If you provide Standards with a
copy of the supplementary contract, Standardsgwilih and remove the flag.

3 A.C.A. 8 6-17-812 requires that a teacher who ntaars to teach more than the
maximum one hundred fifty (150) daily number ofdgnts must be paid for each
student that the teacher has above the one hufitlygd 50) daily limit. In order to
calculate the per student per day rate of pay:
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. Take the base contract salary and divide it byntimaber of days in the
contract to determine the teacher’s daily rateayf, jand

. Divide the teacher’s daily rate of pay by one healdifty (150) to find the per
student per day rate.

The teacher will then be paid the resulting pedsiti amount multiplied by the

number of students over one hundred fifty (150) tha teacher has enrolled each day.

For example, Teacher has a contract for one humidnetly days (190) with a salary

of $31,000. To calculate the daily per student am@ould look like this:

(31,000/190) / 150= $1.09

If Teacher agrees to teach ten (10) additionalesttedper day over the one hundred
fifty (150) daily limit, then the teacher’s per dent amount of one dollar and nine
cents ($1.09) would be multiplied by ten (10) fack day the teacher has the ten (10)
students above the one hundred fifty (150) in class

The per student per day payments are in additi@mygpayments a teacher will
receive under A.C.A. 8 6-17-114 for agreeing tekeiastead of a preparatory period.

4 Insert the payment schedule you wish to use. Beommended language is either :

a. “As a lump sum to be paid as part of Teacher’slfcteeck of the semester.”
Or
b. “As an addition to Teacher’s regular monthly paymén

Legal References:  A.C.A. 8 6-17-114
A.C.A. §6-17-812

Date Adopted: 03/14/2016
Last Revised:
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Westside Consolidated School District | 2016-2017 CALENDAR
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4 Independence Day
18 School Board Meeting -7 pm

5 New Teacher Orientation

8 Prof Dev Required #1

9 Work Day Required #1

10-11 Prof Dev Required #2-3
12 Work Day Exchange #1

15 First Student Day

15 School Board Meeting -7 pm

5 Labor Day

13 P/TConf - High School 3:30-
6:30 pm

19 School Board Meeting - 7 pm

11 End Qir 1 (41 days)

17 School Board Meeting - 6 pm
20 P/TConf-Eem/Middle .
School 2:30-8:30 pm

21 Prof Dev Exchange #1

1 P/TConf-PreK 3:30- 6:30 pm
3 P/TConf=PreK 3:30- 6:30 pm
17 P/ Conf - High School 3:30 -
6:30pm

21 School Board Meeting - 6 pm
21 Prof Dev Exchange #2

22 Work Day Exchange #2
23-25 Thanksgiving Break

12 School Board Meeting - 6 pm
16 End Qir2 (42 days)
19-30 Christmas Break

JANUARY 2017

FEBRUARY 2017
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2 Work Day Required #2 / Snow
Make-Up #1
16 School Board Meeting - 6 pm
16 Prof Dev Required #4 / Snow
Make-Up #2

9 13 P/T Conf - High School 3:30 -
6:30 pm

20 School Board Meeting - 6 pm
20 Snow Make-Up #3 / Prof Dev
Make-Up

21 P/TConf~PreK 3:30-6:30 pm
23 P/TConf-PreK 3:30-6:30 pm

13 School Board Meeting - 6 pm
14 End Qir 3 (49 days)

16 P/T Conf - Elem/Middle School
2:30-8:30 pm

17 Snow Make-Up #4 / Work Day
Make-Up

20-24 Spring Break

14 Snow Make-Up #5 / Prof Dev
Make-Up

17 School Board Meeting -7 pm
27 P/TConf - High School 3:30-
630 pm

18 School Board Meeting -7 pm
22 Graduation

29 Memorial Day

26 End Qir 4 (46 days)

30-31 Snow Make-Up #6,#7

1-5 Snow Make-Up #8-10

19 School Board Meeting -7 pm
School Closed

Quarter Dates

Prof Dev - No Students

11213 14(15]16(17
18(19(20]21|22]23|24
2512627282930

126

Parent-Teacher Conf
Graduation
Board Approved: 3/30/2016




