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EMPLOYEE HANDBOOK RECEIPT 

 
NAME: _________________________________________________________ 

 
CAMPUS/JOB DESCRIPTION:__ __________________________________ 

 
(Check one) 

 
___________ I hereby acknowledge receipt of my personal copy of the Kennard  
                          ISD Employee Handbook. 

 
___________   I hereby acknowledge access to the Kennard ISD Employee  
                           Handbook, which is available to me through the ŘƛǎǘǊƛŎǘΩǎ website  
                            at http://www.kennardisd.net. 

 

I agree to read the handbook and abide by the standards, policies, and 
procedures defined or referenced in this document.  Employees who have access 
to a district computer can access the handbook electronically and download 
(print) two copies of this page. Employees without access to a district computer 
have the option of receiving the handbook in hard copy. 

 
The information in this handbook is subject to change. I understand that changes 
 in district policies may supersede, modify, or render obsolete the information 
 summarized in this booklet. As the district provides updated policy information, 
 I accept responsibility for reading and abiding by the changes. 

 
I understand that this handbook intends no modifications to contractual  
relationships or alterations of at-will employment relationships. 

 
I understand that I have an obligation to inform my supervisor or department  
head of any changes in personal information, such as phone number, address,  
etc. I also accept responsibility for contacting my supervisor or the  
superintendent if I have questions or concerns or need further explanation. 
 
________________________    _____________________ 

              Signature         Date 
 

Note: This handbook includes two copies of this form. Please sign and date one and  
keep it in the handbook. Sign and date the other copy and forward it to your campus 
office. 

http://www.kennardisd.net/
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EMPLOYEE HANDBOOK RECEIPT 

 
NAME: _________________________________________________________ 

 
CAMPUS/JOB DESCRIPTION:__ __________________________________ 

 
(Check one) 

 
___________ I hereby acknowledge receipt of my personal copy of the Kennard  
                          ISD Employee Handbook. 

 
___________   I hereby acknowledge access to the Kennard ISD Employee  
                           Handbook, which ƛǎ ŀǾŀƛƭŀōƭŜ ǘƻ ƳŜ ǘƘǊƻǳƎƘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǿŜōǎƛǘŜ  
                           at  http://www.kennardisd.net. 

 

I agree to read the handbook and abide by the standards, policies, and 
procedures defined or referenced in this document.  Employees who have access 
to a district computer can access the handbook electronically and download 
(print) two copies of this page. Employees without access to a district computer 
have the option of receiving the handbook in hard copy. 

 
The information in this handbook is subject to change. I understand that changes  
in district policies may supersede, modify, or render obsolete the information 
 summarized in this booklet. As the district provides updated policy information, 
 I accept responsibility for reading and abiding by the changes. 

 
I understand that this handbook intends no modifications to contractual  
relationships or alterations of at-will employment relationships. 

 
I understand that I have an obligation to inform my supervisor or department  
head of any changes in personal information, such as phone number, address, 
 etc. I also accept responsibility for contacting my supervisor or the  
superintendent if I have questions or concerns or need further explanation. 
 
________________________    _____________________ 

              Signature         Date 
Note: This handbook includes two copies of this form. Please sign and date one and  
keep it in the handbook. Sign and date the other copy and forward it to your campus 

             office. 

http://www.kennardisd.net/
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INTRODUCTION 
 

 
The purpose of this handbook is to provide information that will help answer questions 
and pave the way for a successful year. Not all district policies and procedures are 
included. Those that are have been summarized. Suggestions for additions and improvements 
 to this handbook are welcome and may be sent to the superintendent. 

 
This handbook is neither a contract nor a substitute for the official district policy manual.  
It is not intended to alter the at-will status of non-contract employees in any way. Rather, 
it is a guide to and a brief explanation of district policies and procedures  
related to employment. These policies and procedures can change at any time; these  
changes shall supersede any handbook provisions that are not compatible with the  
change. For more information, employees may refer to the policy codes that are  
associated with handbook topics, confer with their supervisor, or call the appropriate  
district office. District policies can be accessed on line at http://www.kennardisd.net,  
click on links and resources on the district website.   

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.kennardisd.net/
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DISTRICT INFORMATION 
 

PHILOSOPHY 
The Kennard Independent School District, as an agency of the State Educational System  
and a local educational institution, has the responsibility to ensure that every child,  
regardless of ability or environment, has an equal opportunity to develop his or her 
highest physical, social, mental, spiritual, and moral capacity, thereby, becoming capable 
of making a definite contribution to society. 

 
The type of instruction should be adapted to individual as well as group needs. The 
instruction ǎƘƻǳƭŘ ōŜ ǿƛǘƘƛƴ ǘƘŜ ƎǊŀǎǇ ƻŦ ǘƘŜ ǇǳǇƛƭΩǎ ǳƴŘŜǊǎǘŀƴŘƛƴƎΦ Students should be  
able to think critically, to be challenged intellectually, and obtain knowledge. 
 
The district will provide the opportunity for every student to become proficient in the basics 
of reading, math, language, science, and social studies, and expand those to encompass 
current technology and trends. 
 
¢ƘŜ ǘŜŀŎƘŜǊΩǎ ǊƻƭŜ ƛǎ ǘƻ ƭŜŀŘ ŀƴŘ ƎǳƛŘŜ ǘƘŜ ǇǳǇƛƭ ƛƴ ǘƘŜ ƭŜŀǊƴƛƴƎ ǇǊƻŎŜǎǎΣ ŀƴŘ ǘƻ ƛƴǎǇƛǊŜ 
him or her. Leadership will be furnished by the administration in developing the school 
program and providing facilities within the limits of its finances for a healthful 
environment necessary for an efficient operation of the program. The staff will have 
support and security provided by the school and community. 

 
Education is a community-wide function which requires the skill and support of its 
educators, parents, community leaders, and the local taxpayer. Close cooperation between  
school and community is essential to the development of a good school program.  
 
The curriculum will be as varied and flexible as the individual needs of the pupils within  
the ability of the district to meet those needs. Training for vocations should be included to  
instill attitudes that lead to happy, healthy and useful living. 

 
The faculty will strive to provide stimulation, wholly worthwhile experiences which will 
help the pupil to become aware of his responsibility to his school, home community, state 
and nation.  
 
The school will cooperate with the home and community in providing an atmosphere of 
 democratic living and each student will be trained toward useful citizenship. 
 

District Mission Statement  
The Mission of Kennard ISD is to educate by challenging all students to reach their potential. 
Students will be provided the opportunity to develop the ability to think logically,  
independently, creatively, and to communicate effectively.  Students will work cooperatively  
with teachers and peers in a positive supportive environment to prepare to be contributing  
members of a changing world. 
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DISTRICT GOALS AND OBJECTIVE Policies AB 
The mission of the Texas public education system is to ensure that all Texas children 
have access to a quality education that enables them to achieve their full potential and 
fully participate now and in the future in the social, economic, and educational 
opportunities in our state and nation. That mission is grounded on the conviction that a 
general diffusion of knowledge is essential for the welfare of Texas and for the 
preservation of the liberties and rights of Texas citizens. It is further grounded on the 
conviction that a successful public education system is directly related to a strong, 
dedicated, and supportive family and that parental involvement in the school is essential 
for the maximum educational achievement of a child. The objectives of public education 
are: 

 

OBJECTIVE 1: Parents will be full partners with educators in the education of their children. 
 

OBJECTIVE 2: Students will be encouraged and challenged to meet their full educational potential. 
                          

OBJECTIVE 3: Through enhanced dropout prevention efforts, all students will remain in school 
                                      until they obtain a diploma. 
 

OBJECTIVE 4: A well-balanced and appropriate curriculum will be provided to all students. 
 

OBJECTIVE 5: Educators will prepare students to be thoughtful, active citizens who have an appreciation for the 
                         basic values of our state and national heritage and who can understand and productively function 
                         in a free enterprise society. 
 

OBJECTIVE 6: Qualified and highly effective personnel will be recruited, developed, and retained. 
                          

OBJECTIVE 7: Texas students will demonstrate exemplary performance in comparison to national and    
                         international standards.  
 

OBJECTIVE 8: School campuses will maintain a safe and disciplined environment conducive to student learning. 
                          

OBJECTIVE 9: Educators will keep abreast of the development of creative and innovative techniques in instruction 
                         and administration using those techniques as appropriate to improve student learning. 
                          

OBJECTIVE 10: Technology will be implemented and used to increase the effectiveness of student learning,                 
                           instructional management, staff development, and administration. 
                           

The academic goals of public education are to serve as a foundation for a well-balanced and  
appropriate education. The students in the public education system will demonstrate 
 exemplary performance in: 

 

GOAL 1: The reading and writing of the English language. 

GOAL 2: The understanding of mathematics. 

GOAL 3: The understanding of science. 

GOAL 4: The understanding of social studies. 
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District and Campus Goals , Policies AB 

 
    The Kennard ISD goals for 2011-2012 are as follows: 
 

1. Kennard ISD will be an Exemplary School District with 100% of the students passing the 
{ǘŀǘŜΩǎ ŀǎǎŜǎǎƳŜƴǘǎ ŀƴŘ млл҈ ƻŦ ǘƘŜ students will complete high school within four years. 
NCLB-Goals #1, #5.  At least 80% of each accountability student group (District, African-
American, Hispanic, White, Economically Disadvantaged) will meet the standard on the 
Texas Assessment of Knowledge and Skills (TAKS)/State of Texas Assessment for Academic 
Readiness (STAAR) for Reading/English Language Arts, Mathematics, Writing, Science, and 
Social Studies (state accountability performance level for recognized)  NCLB Goal: 1 

 
2. The district will meet or exceed the state for the percentage of students meeting 

TAKS/STAAR Commended Performance for each subject area.   NCLB Goal: 1 
 
3.  The percentage of students (District, African-American, Hispanic, White, and Economically 

Disadvantaged) who complete and receive credit for at least one advanced course in grades 
9-12 will increase by at least 5% from the 2010-2011 school year. NCLB Goal: 1 

 
4. The attendance rate for the district will meet or exceed 95% for each six weeks reporting 

period.  NCLB Goal: 1 
 

5.  The Completion Rate I w/o GED for each student group will be at or above 90% (District, 
African-American, Hispanic, White, and Economically Disadvantaged).  NCLB Goal: 5 

 
6. All teachers and instructional paraprofessionals of core academic subjects will be "highly  
    qualified" NCLB Goal: 3 

 
7. KISD will implement strategies to aid in retention of HQ staff NCLB Goal: 3 
 
8.   KISD will increase by 5% parent and business participation in academic and extracurricular 
activities as evidenced from campus reports. 
 
9.   Reduce by 5% the number of discipline incidents NCLB Goal: 4 

       

 

 
 
 
 
 
 
 



Kennard Independent School District Faculty Handbook 

                                                                                                                                            9 

Board of trustees Policies BA, BAA, BBA, BBB, BBE, BE, BEC, BED 
 

Texas law grants the board of trustees the power to govern and oversee the management of the 
ŘƛǎǘǊƛŎǘΩǎ ǎŎƘƻƻƭǎΦ ¢ƘŜ ōƻŀǊŘ ƛǎ ǘƘŜ ǇƻƭƛŎȅ-making body within the district and has overall responsibility 
for the curriculum, school taxes, annual budget, employment of the superintendent and other 
professional staff, and facilities. The board has complete and final control over school matters within 
limits established by state and federal law and regulations. 
 
The board of trustees is elected by the citizens of the district to represent the ŎƻƳƳǳƴƛǘȅΩǎ 
ŎƻƳƳƛǘƳŜƴǘ ǘƻ ŀ ǎǘǊƻƴƎ ŜŘǳŎŀǘƛƻƴŀƭ ǇǊƻƎǊŀƳ ŦƻǊ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŎƘƛƭŘǊŜƴΦ ¢ǊǳǎǘŜŜǎ ŀǊŜ ŜƭŜŎǘŜŘ ŀǘ ƭŀǊƎŜ 
and serve 3-year terms. Trustees serve without compensation, must be registered voters, and must 
reside in the district. 

                                                                                                                                                              

                                                                                                                            
KISD 2011-2012 Board members 

      Tod 9ƴƎƭƛǎƘΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ    President 
                            Terry StubblefieldΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Vice-President     
                  RonniŜ DƭŀŘŘŜƴΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ    Secretary 
                             /ǊŜǎǘ !ŘŀƛǊΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ      Trustee          
       Tony CurrieΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ     Trustee 
       Rebecca ParkerΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ     Trustee 
       Justin WellsΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ   Trustee 
 
The board usually meets in District Administration Building Board Meeting Room at 6:30 p.m. In the 
event that large attendance is anticipated, the board may meet in the cafeteria. Special meetings may 
be called when necessary. A written notice of regular and special meetings will be posted on the front 
door of the District Administration Building at least 72 hours before the scheduled meeting time. The 
written notice will show the date, time, place, and subjects of each meeting. In emergencies, a 
meeting may be held with a two-hour notice. 
 
All meetings are open to the public. In certain circumstances, Texas law permits the board to go into a 
closed session from which the public and others are excluded. Closed sessions may occur for such 
things as discussing prospective gifts or donations, real-property acquisition, certain personnel 
matters including employee complaints, security matters, student discipline, or consulting with 
attorneys regarding pending litigation. 

 
Board Meeting Schedule for 2011-2012 (Subject to Change).      

   August 11, 2011    February 9, 2012 
   September 8, 2011    March 8, 2012 
   October 13, 2011    April 12, 2012 
   November 10, 2011    May 10, 2012 
   December 8, 2011    June 14, 2012 
   January 12, 2012    July 12, 2012 
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KENNARD ISD ADMINISTRATION 

 
 

David Baxter, Superintendent 
 

Jason Crow, High School Principal 
 

Ginger Arbuckle, Elementary Principal 
 

Amy Gladden, Counselor 
 
 
 
 

SCHOOL ADDRESS AND PHONE NUMBERS 
 

Kennard Independent School District 
304 Highway 7 East 
Kennard, TX 75847 

 
     Administrative Office: (936) 655-2161 or (936) 655-2008 

 
     Secondary Office: (936) 655-2121 or (936) 655-2335 

 
     Elementary Office: (936) 655-2724 or (936) 655-2025 
 

Elementary Faculty Staff  
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Principal       Ginger Arbuckle 
Administrative Assistant                                          Cynthia Foy 
Library Aide                                                                     Debbie Pilkington 
Counselor                                                                   Amy Gladden                    
Nurse                                                                        Krystal Patterson 
Technology Coordinator                                         Nancy Morgan 
 

TEACHERS 
 

Pre-Kindergarten                                                                   Christa Champagne 
 
Kindergarten                                                                         Brenda Craycraft 
 
1st grade                                                                                Sandra Allen 
        April Langford  
                                                                                               
2nd grade                                                                               Kathy Durham 
        Simone Barlow 
 
3rd and 4th grade                                                                   Priscilla Anderson 

           Stephanie Hammons  
          Laura Loving 
 
5th and 6th grade                                                                  Deborah Anderson 
  Priscilla Anderson 
  Susan Burke 
                                                                                               TBA 
 
Federal Programs  Nancy Morgan 
PE                                                                                          Leo Denman  
Math Interventionist                                                               Pat Duell 
Special Education  Kay Johnson  
Life Skills  Velma Jean Hammons                                                              
 

Aides:              Gay Conner 
                                              Tracy Crowe 

                          Jocelyn Wiley 
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SECONDARY FACULTY/STAFF                                                       
 
Principal      Jason Crow 
Administrative Assistant    Terresa Bobbitt 
Library Aide      Debbie Pilkington 
Counselor       Amy Gladden 
Nurse        Krystal Patterson 
 
Athletic Director Girls Athletics/PE/Health  Chris McClain 

 
Agriculture Science     Larry Langford 
Boys Athletics       Craig Deckard 
Business Education      Ann English 
 
English/Theater Arts     Sherrie Chesser 
English/Speech      Lacey Ditsworth 
Jr. High ELA      Jennifer Currie 
 
Family and Consumer Science                                       Daphne Craycraft 
 
High School Math                  Dr. Douglas Gerrard  
Jr. High Math                   Tommy Cook 
     
High School Science      Heather Mooneyham 
Jr. High Science      Karen Lenderman 
 
High Social Studies                  Thomas Frizzell 
Jr. High Social Studies                  Jamie Minter 
 
Spanish      Luz Araiza 
 
Special Education      Janet Adamo   
                   Randall Beaird 
       Jerry Cobb 

 
Aides        Sharon Benton 
       Terry Yargo 
 
Life Skills      Velma Jean Hammons 
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ELEMENTARY LUNCH SCHEDULE 

2011-2012 
Pre-K (4) 

10:45-11:15 

 

Kindergarten 

11:10-11:40 

 

First Grade 

11:15-11:45 

 

Second Grade 

11:20-11:50 

 

Third & Fourth Grade 

11:30-12:00 

 

Fifth & Sixth Grade 

11:40-12:10 

 

Pre-K (3) 

12:00-12:30 

 

 

       HIGH SCHOOL BELL SCHEDULE  
1st 8:00-8:57 

Announcements 

8:52- 8:57 

2nd 9:01-9:46 

 

3rd 9:50-10:35 

 

4th 10:39-11:24 

 

5th 11:28-12:13 

 

Lunch 12:13-12:43 

 

6th 12:47-1:32 

 

7th 1:36-2:21 

 

8
th
 2:25-3:10 

ELEMENTARY COMMITTEES: 
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Attendance Committee 
 

Discipline Committee 
 

Campus Support Team Committee 
 

Site Base Committee 
 

Incentives Committee 
 

Social committee 

 
 

HIGH SCHOOL SPONSOR ASSIGNMENTS: 

 Yearbook, Pictures Ann English 

Attendance 
Jason Crow, Ann English, Jennifer Currie, Amy Gladden, Janet 
Adamo 

Jr./H.S. Beta Karen Lenderman 

District Site Base TBD 

Campus Advisory Team-
Handbook 

Heather Mooneyham, Larry Langford, Janet Adamo, Amy 
Gladden, Craig Deckard, Chris McClain 

FBLA Ann English 

FCCLA Daphne Craycraft 

FFA Larry Langford 

GT Randall Beaird(9-12), Karen Lenderman (7-8) 

 SSI Placement 
Committee 

Jason Crow, Jennifer Currie, Amy Gladden  

Student Council  TBD 

            
 

CLASS SPONSORS 
Grade 7   Lenderman, Cook 
Grade 8   Adamo, Minter 
Grade 9   Cobb, Craycraft, Frizzell, Langford 
Grade 10   Araiza, Beaird, Deckard, English 
Grade 11   Chesser, Mooneyham, McClain 
Grade 12   Currie, Ditsworth, Gerrard 

 
HELPFUL CONTACTS 
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For Questions 
about: 

Contact Person Contact Information 

Athletics Chris McLain, Ath. Director Ext. cmclain@kennardisd.net 

Attendance/Truancy 
Lisa Walling, Business Office  
Ginger Arbuckle, Elem. Principal 
Jason Crow, H.S. Principal 

Ext. 224  lwalling@kennardisd.net 
Ext. 230 garbuckle@kennardisd.net 
Ext.228 jcrow@kennardisd.net 

Child Abuse/Neglect 

If abuse is suspected, contact 
your campus administer, 
counselor and make a report 
within 24 hours to CPS. 

800-252-5400 or www.txabusehotline.org 

Curriculum Principals Ext. 228 (HS) or 230 (Elem.)  

D-MAC Amy Gladden  

Dist. TAKS 
Coordinator 

Amy Gladden, Counselor 
Ext.233 agladden@kennardisd.net 

 

Dyslexia 
Kay Johnson, Elementary 
Jennifer Currie, High School 

Ext. 245 sjohnson@kennardisd.net 

Ext. 253 jcurrie@kennardisd.net 

E-Grade Book Karen Lenderman Ext. 252 klenderman@kennardisd.net 

Federal 
Lunch/Nutrition 

 Stacy Fisher, Cafeteria Mgr. Ext. 226  sfisher@kennardisd.net 

Grade Placement 
Ginger Arbuckle,  Elem. Principal 
Jason Crow, H.S. Principal 

Ext. 230 garbuckle@kennardisd.net 
Ext.228  jcrow@kennardisd.net 

Gifted & Talented 
Ginger Arbuckle,  Elem. Principal 
Jason Crow, H.S. Principal 

Ext. 230 garbuckle@kennardisd.net 
Ext.228  jcrow@kennardisd.net 

504 Amy Gladden, Counselor Ext. 229 agladden@kennardisd.net 

Human Resources David Baxter, Superintendent Ext. 222 dbaxter@kennardisd.net   

Insurance Lisa Walling, Business Office Ext. 224 lwalling@kennardisd.net 

Payroll Cari Parrish, Business Office Ext. 225 cparrish@kennardisd.net 

Purchase Orders Cari Parrish, Business Office Ext.225 cparrish@kennardisd.net 

Special Education Jerry Mullins, Diagnostician Ext. 235 texas.diag@yahoo.com 

Technology 
Karen Lenderman, High School 
 Nancy Morgan, Elementary 

Ext. 252 klenderman@kennardisd.net 
Ext. 238 nmorgan@kennardisd.net 

Travel Cari Parrish, Business Office Ext.225 cparrish@kennardisd.net 

Textbooks Nancy Morgan Ext. 238 nmorgan@kennardisd.net 

 

 

 

 

 

 

 

 
 
 

EMPLOYMENT 

mailto:%20%20lwalling@kennardisd.net
mailto:230%20garbuckle@kennardisd.net
mailto:sljohnson@kennardisd.net
http://www.txabusehotline.org/
mailto:agladden@kennardisd.net
mailto:sjohnson@kennardisd.net
mailto:jcurrie@kennardisd.net
mailto:klenderman@kennardisd.net
mailto:sfisher@kennardisd.net
mailto:230%20garbuckle@kennardisd.net
mailto:sljohnson@kennardisd.net
mailto:230%20garbuckle@kennardisd.net
mailto:jcrow@kennardisd.net
mailto:agladden@kennardisd.net
mailto:dbaxter@kennardisd.net
mailto:224%20cparrish@kennardisd.net
mailto:%20cparrish@kennardisd.net
mailto:cparrish@kennardisd.net
mailto:klenderman@kennardisd.net
mailto:nmorgan@kennardisd.net
mailto:cparrish@kennardisd.net
mailto:nmorgan@kennardisd.net
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EQUAL EMPLOYMENT OPPORTUNITY Policy DAA 

 
The Kennard Independent School District does not discriminate against any employee 
or applicant for employment because of race, color, religion, sex, national origin, age, 
disability, military status, or on any other basis prohibited by law. Employment decisions will 
ōŜ ƳŀŘŜ ƻƴ ǘƘŜ ōŀǎƛǎ ƻŦ ŜŀŎƘ ŀǇǇƭƛŎŀƴǘΩǎ Ƨƻō ǉǳŀƭƛŦƛŎŀǘƛƻƴǎΣ ŜȄǇŜǊƛŜƴŎŜΣ ŀƴŘ ŀōƛƭƛǘƛŜǎΦ 
 
Employees with questions or concerns relating to discrimination on any of the bases listed 
should contact the superintendent. 
 
JOB VACANCY ANNOUNCEMENTS Policy DC 
Announcements of job vacancies by position and location are distributed on a regular basis 
and posted at the central administration building, campus offices, and on the ŘƛǎǘǊƛŎǘΩǎ ²Ŝō 
site. 
 
EMPLOYMENT AFTER RETIREMENT Policy DPB 

 Individuals receiving retirement benefits from the Teacher Retirement System (TRS) may be 
 employed in limited circumstances on a full- or part-time basis without affecting their benefits, 
 according to TRS rules and state law. Detailed information about employment after retirement 
 is available in the TRS publication Employment After Retirement. Employees can contact TRS 
 for additional information by calling 800-223-8778 or 512-542-6400. Information is also 
 available on the TRS Web Site (www.trs.state.tx.us). 

 
 

CONTRACT AND NONCONTRACT EMPLOYMENT POLICIES DC, DCA DCB, 
DCC, DCD, DCE 

State law requires the district to employ all full-time professional employees in positions 
requiring a certificate from State Board for Educator Certification (SBEC) and nurses 
under probationary, term, or continuing contracts. Employees in all other positions are 
employed at-will or by a contract that is not subject to the procedures for nonrenewal or 
termination under Chapter 21 of the Texas Education Code. The paragraphs that follow 
provide a general description of the employment arrangements used by the district. 
 
Probationary contracts. Nurses and full-time professional employees new to the district 
and employed in positions requiring SBEC certification must receive a probationary contract 
during their first year of employment. Former employees who are hired after at least 
a two-year lapse in district employment also may be employed by probationary contract 
dependant on the number of years in public education. Probationary contracts are one year 
contracts. The probationary period for those who have been employed in public 
schools for at least five of the eight years preceding employment with the district may not 
exceed one school year. For those with less experience, the probationary period will be 
three school years (i.e., three one-year contracts) with an optional fourth school year if 
the board determines it is doubtful whether a term or continuing contract should be given. 
 
 

http://www.trs.state.tx.us/
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Term and continuing contracts. Full-time professionals employed in positions requiring 
certification and nurses will be employed by term or continuing contracts after they have 
successfully completed the probationary period. Teachers employed after that date are 
employed by term contracts. Campus principals and central office administrators are 
employed under 1-year term contracts. The terms and conditions of employment are 
detailed in the contract and employment policies. All employees will receive a copy of 
their contract and employment policies. 
 
NON-CREDITED PROFESSIONAL AND ADMINISTRATIVE EMPLOYEES: 

             Employees in professional and administrative positions that do not require certification 
(such as non-instructional administrators) are employed by a one-year contract that is not 
subject to the procedures for non-renewal or termination under the Texas Education 
Code. 
 

PARAPROFESSIONAL AND AUXILIARY EMPLOYEES: 
All paraprofessional and auxiliary employees, regardless of certification, are employed at 
will and not by contract. Employment is not for a specified term and may be terminated 
at any time by either the employee or the District. 
 

SEARCHES AND ALCOHOL AND DRUG TESTING Policy DHE 
NoniƴǾŜǎǘƛƎŀǘƻǊȅ ǎŜŀǊŎƘŜǎ ƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΣ ƛƴŎƭǳŘƛƴƎ ŀŎŎŜǎǎƛƴƎ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŘŜǎƪΣ ŦƛƭŜ 
cabinets, or work area to obtain information needed for usual business purposes may 
occur when an employee is unavailable. Therefore, employees are hereby notified that 
they have no legitimate expectation of privacy in those places. In addition, the district 
reserves the right to conduct searches when there is reasonable cause to believe a search 
will uncover evidence of work-related misconduct. Such an investigatory search may 
include drug and alcohol testing if the suspected violation relates to drug or alcohol use. 
 
¢ƘŜ ŘƛǎǘǊƛŎǘ Ƴŀȅ ǎŜŀǊŎƘ ǘƘŜ ŜƳǇƭƻȅŜŜΣ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ ƛǘŜƳǎΣ ǿƻǊƪ ŀǊeas, 
lockers, and private vehicles parked on district premises or work sites or district owned 
computers used in district business. 
 
Any employee whose duties require ŀ ŎƻƳƳŜǊŎƛŀƭ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ό/5[ύ ƛǎ ǎǳōƧŜŎǘ ǘƻ drug and 

 alcohol testing. This includes all drivers who operate a motor vehicle designed 
to transport 16 or more people, counting the driver; drivers of large vehicles; or drivers of 
vehicles used in the transportation of hazardous materials. Teachers, coaches, or other 
employees who primarily perform duties other than driving are subject to testing 
requirements when their duties include driving. 
 
Drug testing will be conducted before an individual assumes driving responsibilities. 
Alcohol and drug tests will be conducted when reasonable suspicion exists, at random, 
when an employee returns to duty after engaging in prohibited conduct, and as a follow- 
up measure. Testing may be conducted following accidents. Return-to-duty and follow- 
up testing will be conducted when an employee who has violated the prohibited 
alcohol conduct standards or tested positive for alcohol or drugs returns to duty. 
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All employees required to have a CDL who are subject to alcohol and drug testing will 
receive a ŎƻǇȅ ƻŦ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǇƻƭƛŎȅΣ ǘƘŜ ǘŜǎǘƛƴƎ ǊŜǉǳƛǊŜƳŜƴǘǎΣ ŀƴŘ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǘƛƻƴ 
on alcohol and drug abuse and the availability of assistance programs. Employees with 
questions or concerns relating to alcohol and drug policies and related educational material 
should contact  the superintendent. 

 

 Alcohol and drug-abuse prevention Policies DH, DI 

 
 Kennard ISD is committed to maintaining an alcohol- and drug-free environment and will not 
 tolerate the use of alcohol and illegal drugs in the workplace and at school-related or school-
 sanctioned activities on or off school property. Employees who use or are under the influence 
 of alcohol or illegal drugs as defined by the Texas Controlled Substances Act during working 
 ƘƻǳǊǎ Ƴŀȅ ōŜ ŘƛǎƳƛǎǎŜŘΦ ¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ policy regarding employee drug use follows: 
 
 Employees shall not manufacture, distribute, dispense, possess, use, or be under the influence 
 of any of the following substances during working hours while at school or at school-related 
 activities during or outside of usual working hours: 
 
  1. Any controlled substance or dangerous drug as defined by law, including but not   
                              limited to marijuana, any narcotic drug, hallucinogen, stimulant, depressant,  
                              amphetamine, or barbiturate. 
  2. Alcohol or any alcoholic beverage. 
  3. Any abusable glue, aerosol paint, or any other chemical substance for inhalation. 
  4. Any other intoxicant, or mood-changing, mind-altering, or behavior- altering drugs. 
 
 An ŜƳǇƭƻȅŜŜ ƴŜŜŘ ƴƻǘ ōŜ ƭŜƎŀƭƭȅ ƛƴǘƻȄƛŎŀǘŜŘ ǘƻ ōŜ ŎƻƴǎƛŘŜǊŜŘ άǳƴŘŜǊ ǘƘŜ ƛƴŦƭǳŜƴŎŜέ ƻŦ ŀ 
 controlled substance. 

 
HEALTH SAFETY TRAINING Policy DBA 
Certain Employees who are involved in physical activities for students must maintain and 

 submit to the district proof of current certification in first aid, AED, and cardiopulmonary 
 resuscitation (CPR).Certification must be issued by the American Red Cross, the American 
 Heart Association, or another organization that provides equivalent training and certification. 

 
REASSIGNMENTS AND TRANSFERS Policy DK 
All personnel are subject to assignment and reassignment by the superintendent or designee 
when the superintendent determines that the assignment or reassignment is in the best 
interest of the district. Reassignment is a transfer to another position, department, or 
facility that does not necessitate a change in the employment contract. Campus reassignments 
must be approved by the principal at the receiving campus except when reassignments 
are due to enrollment shifts or program changes. Extracurricular or supplemental 
duty assignments may be reassigned at any time unless an extracurricular or supplemental 
duty assignment is part of a dual-assignment contract. Employees who object to a 
reassignment may follow the district process for employee complaints as outlined in this 
handbook and district policy DGBA (Local). 
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Employees with the required qualifications for a position may request a transfer to 
another campus or department. A written request for transfer must be completed and 
ǎƛƎƴŜŘ ōȅ ǘƘŜ ŜƳǇƭƻȅŜŜ ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƻǊΦ ¢ŜŀŎƘŜǊǎ ǊŜǉǳŜǎǘƛƴƎ ŀ ǘǊŀƴǎŦŜǊ ǘƻ 
another campus before the school year begins must submit their request by February 1 of 
the preceding year. Requests for transfer during the school year will be considered only 
when the change will not adversely affect students and after a replacement has been 
ŦƻǳƴŘΦ !ƭƭ ǘǊŀƴǎŦŜǊ ǊŜǉǳŜǎǘǎ ǿƛƭƭ ōŜ ŎƻƻǊŘƛƴŀǘŜŘ ōȅ ǘƘŜ ŎŀƳǇǳǎ ǇǊƛƴŎƛǇŀƭΩǎ ƻŦŦƛŎŜ ŀƴŘ Ƴǳǎǘ 
be approved by the receiving supervisor. 
 
WORKLOAD AND WORK SCHEDULES Policy DL 
Professional employees. Professional and administrative employees are exempt from  
overtime pay and are employed on a 10-, 11-, or 12-month basis, according to the work  
schedules set by the district.  A school calendar is adopted each year designating the work  
schedules for teachers and all school holidays.  Notice of work schedules including required 
 days of service and scheduled holidays will be distributed each year. 
 
Classroom teachers will have planning periods for instructional preparation and conferences.  
The schedule of planning periods is set at the campus level but must provide at least 450  
minutes within each two-week period in blocks not less than 45 minutes.  Teachers and  
librarians are entitled to a duty-free lunch period of at least 30 minutes. The district may 
require teachers to supervise students one day a week when no other personnel is available. 
 
Paraprofessional and auxiliary employees. Support employees are employed at will 
and will be notified of the required duty days, holidays, and hours of work for their position 
on an annual basis. Paraprofessional and auxiliary employees are not exempt from overtime  
and are not authorized to work in excess of their assigned schedule without prior approval 
from their supervisor. 
 
NOTIFICATION OF PARENTS REGARDING QUALIFICATIONS Policy DK, EHBD 
In schools receiving Title I funds, the district is required by the No Child Left Behind Act 
(NCLB) to notify parents at the beginning of each school year that they may request 
ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ǇǊƻŦŜǎǎƛƻƴŀƭ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ǘŜŀŎƘŜǊΦ b/[. ŀƭǎƻ 
requires that parents be notified if their child has been assigned, or taught for four or 
more consecutive weeks by, a teacher who is not highly qualified. 
 
Texas law also requires that parents be notified if their child is assigned for more than 30 
consecutive days to a teacher who does not hold an appropriate teaching certificate. This 
notice is not required if parental notification under NCLB is sent. Inappropriately certified 
or uncertified teachers include individuals serving with an emergency permit (including 
 individuals waiting to take the EXCET exam) or individuals who do not hold any certificate 
 or permit. No later than the 30th instructional day after the date of assignment the 
superintendent or designee will send a written notice to parents. Information relating to 
teacher certification will be made available to the public upon request. 

 

Employees who have questions about their certification status can call the superintendent. 
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PERFORMANCE EVALUATION Policies DN, DNA, DNB 
9Ǿŀƭǳŀǘƛƻƴ ƻŦ ŀƴ ŜƳǇƭƻȅŜŜΩǎ Ƨƻō ǇŜǊŦƻǊƳŀƴŎŜ is a continuous process that focuses on 
improvement. Performance evaluŀǘƛƻƴ ƛǎ ōŀǎŜŘ ƻƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ assigned job duties  
and other job-related criteria. All employees will participate in the evaluation process  
with their assigned supervisor at least annually. Written evaluations will be completed  
on forms approved by the district. Reports, correspondence, and memoranda also can be 
used to document performance information.  
 
 All employees will receive a copy of their written evaluation, have a performance con- 
ference with their supervisor, and get the opportunity to respond to the evaluation. 

 
District policy may stipulate: 

 1. Whether the appraisal option is to be made available to all teachers; 
        2. Whether the appraisal option is to be adopted District wide or is to be  
             campus specific; 
      3.  If the appraisal accompanying a teacher new to the District or campus  
           meets the option, whether the appraisal is to be accepted or whether   
           that teacher is to be appraised by the new campus administrator; and 
      4. Whether an appraiser may place a teacher on the traditional appraisal   
          cycle as a result of performance deficiencies documented by cumulative  
         data, including third-party information. 
 

               PDAS 
The annual appraisal of District teachers shall be in accordance with the Professional 
Development and Appraisal System. The District shall establish an appraisal calendar  
each year. 
 
The calendar shall exclude the first two weeks of instruction, prohibit observations on  
the last day of instruction before any official school holiday or on any other day   
deemed inappropriately by the Board, and indicate a period of summative annual           
conference that ends no later than 15 working days before the last day of instruction for 
students. 
 

Observations during the appraisal period must be conducted during the required days of 
instruction for students during the school year. 
 

In addition to those days on which observations are prohibited by law, the District shall 
not schedule observation on the day before and after a school holiday, days scheduled for 
end-of-year examinations, or days scheduled for TAKS or other standardized tests. 

 
 

 
PDAS EXCEPTION 

A teacher may be appraised less frequently if the teacher agrees in writing and the teacher's   
most recent evaluation rated the teacher as at least proficient, or the equivalent, and did not    
identify any area of deficiency. A teacher who is appraised less frequently than annually must  
be appraised at least once during each period of five school years.  Education Code 21.352(c) 
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For purposes of the Professional Development and Appraisal System (PDAS), an area of 
deficiency is a domain. A teacher must be rated as at least proficient for each domain (That is, 
for all domains) to be eligible for less frequent appraisals. 
 
APPRAISAL CALENDAR 2011-2012 
 
On September 12, 2011, TRS I are due and teacher observations may begin. 
On April 20, 2012, TRS II & III is due. 
On April 20, 2012, All Teacher observations must be finished. 
 
Appraisals will not be conducted on the following dates: 

August 22, 2011 thru September 9, 2011 (First three weeks of instruction/Labor Day) 
 

November 22, 2011 thru November 28, 2011 (Thanksgiving Holidays) 
 

December 16, 2011 thru January 3 2012 (Christmas Holidays) 
 

January 13, 2012 thru January 17, 2012 (Martin Luther King Holiday) 
 

March 9, 2012 thru March 19, 2012 (Spring Break) 
 

May 4, 2012 (15 working days before last day of instruction) 
 
 
 

Procedures for Appraisals 
 The district shall appraise teachers using the state appraisal process and performance criteria 
 developed and approved by the State Board; i.e., PDAS (see policy DNA legal and DNA local) 
 The following procedures for implementing the PDAS system shall be used by all appraisers: 
 

1. All observations and walk-throughs will be unannounced. 
 

2. Teachers requesting a second appraisal shall submit the request in writing to their 
Supervisor. The second appraisal must be requested within (10) working days of 
receiving a written observation summary or a written summative annual report.  

       The School Board has approved Jason Crow, High School Principal, to serve as the second  
       appraiser for the Elementary Campus, and Virginia Arbuckle, Elementary  Principal 
       will serve as the second appraiser for the High School Campus. 

 

3. Scores from the second appraiser shall be averaged 50-50 with the first appraisal to 
determine the final score. Any additional 45-minute observations by either the teacher 
supervisor or other appraiser will be averaged equally with the required 45-minute 
observation. 
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PROBATIONARY TEACHERS 
Written evaluations and other evaluative information need not be considered prior to a 
decision to terminate a probationary contract at the end of the contract term. 
 
EMPLOYMENT DECISIONS 
When relevant to decisions regarding term ŎƻƴǘǊŀŎǘǎΣ ǿǊƛǘǘŜƴ ŜǾŀƭǳŀǘƛƻƴǎ ƻŦ ŀ ǘŜŀŎƘŜǊΩǎ 
performance, as documented to date, and any other information the administration deems 
appropriate, shall be considered in decisions affecting contract status. 
 
GRIEVANCES 
Complaints regarding teacher appraisal shall be addressed in accordance with DGBA (LOCAL) 
 
EMPLOYEE INVOLVEMENT Policies BGA, BQB 
At both the campus-and district levels, Kennard ISD offers the opportunities for involvement in 
matters that affect employees and influences the instructional effectiveness of the district. As 
ǇŀǊǘ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŘŜŎƛǎƛƻƴ-making process, employees may either be asked or elected to 
serve on the district or campus-level advisory committees. Plans and detailed information 
about the shared decision-making process are available in each campus office. 
 
STAFF DEVELOPMENT Policy DMA 
Staff development activities are organized to meet the needs of employees and the district. Staff 
development for instructional personnel is predominantly campus-based, related to achieving 
campus performance objectives, addressed in the campus improvement plan, and approved by a 
campus-level advisory committee. Staff development for non-instructional personnel is designed 
to meet specific licensing requirements (e.g., bus drivers) and continued employee skill development. 
 
Individuals holding renewable SBEC certificates are responsible for obtaining the required training 
hours and maintaining appropriate documentation. Individuals who have participated in the Gifted and 
Talented 30 hour initial training are responsible for selecting professional development that will meet 
the 6 hour update training. 
 

 
COMPENSATION AND BENEFITS 

 
SALARIES, WAGES, STIPENDS and INCENTIVES Policy DEA, DEAA (Local) 
Employees are paid in accordance with administrative guidelines and a pay structure 
ŜǎǘŀōƭƛǎƘŜŘ ŦƻǊ ŜŀŎƘ ǇƻǎƛǘƛƻƴΦ ¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ Ǉŀȅ Ǉƭŀƴǎ ŀǊŜ ǊŜǾƛŜǿŜŘ ōȅ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ 
each year and adjusted as needed. All district positions are classified as exempt or nonexempt 
according to federal law. Professional and administrative employees are generally 
classified as exempt and are paid monthly salaries. They are not entitled to overtime 
compensation. 
 
 
Other employees are generally classified as nonexempt and are paid based on 
hourly wages or salary and receive compensatory time or overtime pay for each overtime 
hour worked beyond 40 in a work week. 
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All employees will receive written notice of their pay and work schedules before the start 
of each school year. Classroom teachers, full-time librarians, full-time nurses, and fulltime 
counselors will be paid no less than the minimum state salary schedule. Contract 
employees who perform extracurricular or supplemental duties may be paid a stipend in 
ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜƛǊ ǎŀƭŀǊȅ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŜȄǘǊŀ-duty pay schedule. 
 
9ƳǇƭƻȅŜŜǎ ǎƘƻǳƭŘ ŎƻƴǘŀŎǘ ǘƘŜ ǎǳǇŜǊƛƴǘŜƴŘŜƴǘ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ Ǉŀȅ  
schedules or their own pay. 

 

PAYCHECKS 
All professional employees are paid monthly, usually the last working Friday of the month, 
except for the month of August.  In August, paychecks will be ready the Friday before the last 
Friday of the month (this is due to reports that TEA needs in August).  During the school year, 
paychecks are delivered to each campus. Paychecks will not be released until all bills (i.e. 
cafeteria, personal phone calls, lost books and or other materials) have been paid. Paychecks 
will not be released to any person other than the district employee named on the check 
wƛǘƘƻǳǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿǊƛǘǘŜƴ ŀǳǘƘƻǊƛȊŀǘƛƻƴΦ The district offers direct deposit, if you wish to 
partcipate see Cari Parrish to complete the appropiate paperwork.  
 
5ǳǊƛƴƎ ǎǳƳƳŜǊ ōǊŜŀƪǎΣ ǇŀȅŎƘŜŎƪǎ Ƴŀȅ ōŜ ǇƛŎƪŜŘ ǳǇ ƛƴ ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ ƻŦŦƛŎŜ ƻǊ ƳŀƛƭŜŘΦ 
Aƴ ŜƳǇƭƻȅŜŜΩǎ ǇŀȅǊƻƭƭ ǎǘŀǘŜƳŜƴǘ Ŏƻƴǘŀƛƴǎ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴŎƭǳŘƛƴƎ ŘŜŘǳŎǘƛƻƴǎ and 
withholding information. 
 

PAYROLL DEDUCTIONS Policy CFEA 
Automatic payroll deductions for the Texas Teacher Retirement System (TRS) and federal  
income tax are required for all full-time employees. Medicare tax deductions are required for 
all employees hired after March 31, 1986. Temporary and part-time employees who are not 
eligible for TRS membership must have their Social Security contributions deducted. 
 
Other payroll ŘŜŘǳŎǘƛƻƴǎ ŜƳǇƭƻȅŜŜǎ Ƴŀȅ ŜƭŜŎǘ ǘƻ ƛƴŎƭǳŘŜ ŘŜŘǳŎǘƛƻƴǎ ŦƻǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ нт 
share of premiums for health, dental, life, and vision insurance: annuities: the Texas Tomorrow 
 Fund: and savings and loan payments through Houston-Trinity County Teachers Credit Union.  
 
Employees may also request payroll deduction for payment of membership dues to 
professional organizations. Salary deductions are automatically made for unauthorized or 
unpaid leave. 
 

OVERTIME COMPENSATION Policy DEA 
The District compensates overtime for nonexempt employees in accordance with federal wage  
and hour laws. Only nonexempt employees (hourly employees and some paraprofessional 
employees) are entitled to overtime compensation. Nonexempt employees are not authorized 
to work beyond their normal work schedule without advance approval from their supervisor. 
 
 
Overtime is legally defined as all hours worked in excess of 40 hours weekly and is not 
measured by the day or by the employees regular work schedule. Employees who must work 
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beyond their normal schedule but is less than 40 hours per week will be compensated in 
straight-time pay or compensatory time off. Employees must work more than 40 total hours in 
a week to earn overtime compensation. 
For the purpose of calculating overtime a work week begins at 12:01 a.m. Sunday and ends at  
midnight Saturday. Employees may not be compensated for overtime with compensatory time  
off or direct pay at time-and-half rates. The following applies to all nonexempt employees: 
 

 Employees can accumulate up to 60 hours of compensatory time. Compensatory time  

           earned  must be used according to a schedule that is mutually agreeable to the employee and 
 supervisor. All nonexempt employees will utilize the Time Clock system for the purpose of wage   
              and salary administration. 

 
TRAVEL EXPENSE REIMPBURSEMENT Policy DEE 
.ŜŦƻǊŜ ŀƴȅ ǘǊŀǾŜƭ ŜȄǇŜƴǎŜǎ ŀǊŜ ƛƴŎǳǊǊŜŘ ōȅ ŀƴ ŜƳǇƭƻȅŜŜΣ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƻǊ ŀƴŘ 
superintendent must give approval. For approved travel, employees will be reimbursed  for 
mileage and other travel expenditures according to the current rate schedule established by 
the district. Employees must submit receipts, to the extent possible, to be reimbursed for 
expenses other than mileage. Reimbursement will not be made until employees fill out an 
expenditure form and have it approved first by the campus principal, then the Superintendent. 

 

HEALTH, DENTAL, AND LIFE INSURANCE Policy CRD 
 Group health insurance coverage is provided through TRS-ActiveCare, the statewide public 
 ǎŎƘƻƻƭ ƘŜŀƭǘƘ ƛƴǎǳǊŀƴŎŜ ǇǊƻƎǊŀƳΦ ¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ ŎƻƴǘǊƛōǳǘƛƻƴ ǘƻ ŜƳǇƭƻȅŜŜ ƛƴǎǳǊŀƴŎŜ ǇǊŜƳƛǳƳǎ 
 is determined annually by the board of trustees. Employees eligible for health insurance 
 coverage include the following: 
 

¶ Employees who are active, contributing TRS members 

¶ Employees who are not contributing TRS members and who are regularly scheduled to 
work at least 10 hours per week 

 
 TRS retirees who are enrolled in TRS-Care (retiree health insurance program) and employees 
 who are not contributing TRS members who are regularly scheduled to work less than 10 
 hours per week are not eligible to participate in TRS-ActiveCare. 
 
 The insurance plan year is from September 1 through August 31. Current employees can make 
 changes in their insurance coverage during open enrollment each spring. Detailed descriptions 
 of insurance coverage, employee cost, and eligibility requirements are provided to all 
 employees in a separate booklet. Employees should contact Cari Parrish for more 
 information. 
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CAFETERIA PLAN BENEFITS (Section 125) 
Employees may be eligible to participate in the Cafeteria Plan (Section 125) and under 
IRS regulations, must either accept or reject this benefit. This plan enables eligible 
employees to pay certain insurance premiums on a pretax basis (i.e. disability, accidental 
death and dismemberment, cancer and dread disease, dental and additional term life 
insurance). A third-party administrator handles employee claims made on these 
accounts. 
 

New employees must accept or reject this benefit during their first month of employment. 
All employees must accept or reject this benefit on an annual basis and during the 
specified time period. 
 

²hwY9wΩ{ /hat9b{!¢Lhb Lb{¦w!b/9 Policy CRE 
¢ƘŜ 5ƛǎǘǊƛŎǘΣ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǎǘŀǘŜ ƭŀǿΣ ǇǊƻǾƛŘŜǎ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎ ǘƻ 
employees who suffer a work-related illness or are injured on the job. Benefits help pay 
for medical treatment and make up for part of the income lost while recovering. Specific 
benefits are prescribed by law depending on the circumstances of each case. All work related 
accidents or injuries should be reported immediately to the campus principal or supervisor. 
Employees who are unable to work due to a work-related injury will be notified of their 
rights and responsibilities under the Texas Labor Code. 
 
UNEMPLOYMENT COMPENSATION INSURANCE Policy CRF 
Employees who have been laid off or terminated through no fault of their own may be 
eligible for unemployment compensation benefits under the Texas Unemployment 
Compensation Act. Employees are not eligible to collect unemployment benefits during 
regularly scheduled breaks in the school year or the summer months if they have employment 
contracts or reasonable assurance of returning to service. Employees with questions about 
ǳƴŜƳǇƭƻȅƳŜƴǘ ōŜƴŜŦƛǘǎ ǎƘƻǳƭŘ ŎƻƴǘŀŎǘ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ ƻŦŦƛŎŜΦ 
 

TEACHER RETIRMENT Policy DEG 
All personnel employed on a regular basis for at least one-half time of the normal work 
ǎŎƘŜŘǳƭŜ ŀǊŜ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ ¢ŜȄŀǎ ¢ŜŀŎƘŜǊ wŜǘƛǊŜƳŜƴǘ {ȅǎǘŜƳ ό¢w{ύΦ {ǳōǎǘƛǘǳǘŜΩǎ ƴƻǘ 
receiving TRS service retirement benefits that work at least 90 days a year are also 
eligible for TRS membership and to purchase a year of creditable service. 
TRS provides members with an annual statement of their account showing all deposits 
and the total account balance for the year ending August 31, as well as an estimate of 
their retirement benefits. 
 
Employees who plan to retire under TRS should notify the Superintendent as soon as 
possible. Information on the application procedures for TRS benefits is available in the 
{ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ ƻŦŦƛŎŜΦ Additional inquiries should be addressed to: Teacher Retirement 

System of Texas. 1000 Red River Street, Austin, TX 78701-2698, or call 800-223-8778 or 
512-397-6400. TRS information is also available on the WEB (http:// www.trs.state.tx.us). 

 
 

 

http://www.trs.state.tx.us/
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EMPLOYEE DRESS CODE 
 

For the purpose of establishing and maintaining a high standard of dress, staff members shall 
maintain dress and grooming standards that are appropriate for their assignments, and in 
accordance with the following guidelines:  

 
1. Hosiery (for females) will be optional.  
2. Facial hair (beard, mustache or goatee) must be well groomed.  
3. Tattoos that are distracting in the learning environment will be covered at all times. 
4. Body piercings (except for earrings for females) should not be visible.  
5. Outer garments will fit properly (not tight fitting) and be of an acceptable length. 
6. Undergarments must not be visible.  
7. Professional footwear does not include flip flops, slippers, shower shoes, house shoes, and άŎǊƻŎǎέΦ 
уΦ {ǿŜŀǘǇŀƴǘǎΣ ǿƛƴŘ ǇŀƴǘǎΣ ǿŀǊƳπǳǇǎ ƭŜƎƎƛƴƎǎΣ ŎŀǊƎƻ ǎǘȅƭŜΣ ƭƻǿπǊƛǎŜΣ spandex or similar tight  
    pants are not permitted (with the exception for coaches noted below).  
9.  Athletic wear is permitted during PE or athletic classes.  
10. Coaches are to be in neat athletic tops, appropriate casual pants or athletic pants while      in the regular  
      classroom.  
11. Blouses, sweaters, and shirts must cover the midriff and lower back, including while reaching or bending. 
12. Halters, bare backs, tank tops, spaghetti straps, muscle shirts ǎŜŜπǘƘǊƻǳƎƘ Ǝŀrments, revealing, or  
      provocative necklines are not permitted.    
13. Shirt and tops that are not made to be worn out (shirts or tops with a long tail) should be tucked in, unless    
      worn as a jacket. 
 14. Jeans, of any color, are only permitted when approved by the campus principal and/or supervisor.       
мрΦ /ŀǇǊƛ ǇŀƴǘǎΣ ƭƻƻǎŜƭȅ ŦƛǘǘŜŘ ƻƴ ǘƘŜ ƭŜƎΣ ŀƴŘ ƴƻ ǎƘƻǊǘŜǊ ǘƘŀƴ ƳƛŘπŎŀƭŦ ŀǊŜ permissible. 
16. The campus principal/department supervisor has the discretion to make exceptions as per  
       the job assignment of the employee. 

       
 

LEAVES AND ABSENCES Policy DEC 
The District offers employees paid and unpaid leaves of absence in times of personal 
need. This handbook describes the basic types of leave available and restrictions on 
leaves of absence. Employees who have personal needs that will require long leaves of 
absence should call the Superintendent for counseling about leave options, continuation 
of benefits, and communicating with the District. 
 
Employees who take an unpaid leave of absence may continue their insurance benefits at 
their own expense. Health care benefits for employees on leave authorized under the 
Family and Medical Leave Act will be paid by the District as they were when they were 
working. The District does not make benefit contributions for employees who are not on 
active payroll status. 
 
Employees must follow District and department or campus procedures to report or 
request any leave of absence and complete the appropriate leave request form. Any 
employee who is absent more than 5 days because of a personal or family illness must submit a 
medical certification from a qualified health care provider confirming the specific dates of the 
illness, the reason for the illness and fitness to return to work. 
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Personal and local sick leave is earned on an annual basis. Leave shall not be approved 
for more workdays than have been accumulated in prior years plus those earned during 
the current year. Leave for the current year shall be available for use at the beginning of 
the school year. When an employee who has used more leave than he or she has 
accumulated ceases to be employed by the District, the cost of the unearned leave days 
ǎƘŀƭƭ ōŜ ŘŜŘǳŎǘŜŘ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ Ŧƛƴŀƭ ǇŀȅŎƘŜŎƪΦ 
 
Employees shall be charged leave as used even if a substitute is not employed.  
Leave shall be recorded in whole workdays and half workdays (7:30-11:30 or 11:30-3:30) only, 
except in accordance with provisions for intermittent leave in the Family and Medical Leave 
Act.  If an employee leaves after 2:00, they are not docked. 
 

DEFINITIONS 
IMMEDIATE FAMILY 
For the purpose of state sick leave accrued before May 30, 1995, and local sick leave, the 
ǘŜǊƳ άƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅέ ǎƘŀƭƭ ƛƴŎƭǳŘŜΥ 
 

1. Spouse 
2. Son or daughter, including a biological, adopted or foster child, a son or daughter in-law,  
    a stepchild, a legal ward, or a child for whom the employee stands in loco parentis     
3. Parent, stepparent, parent-in-law, or other individual who stands in loco parents to 

           the employee 
4. Sibling, step sibling, sibling-in-law 
5. Grandparent and grandchild 
сΦ !ƴȅ ǇŜǊǎƻƴ ǿƘƻ Ƴŀȅ ōŜ ǊŜǎƛŘƛƴƎ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƘƻǳǎŜƘƻƭŘ ŀǘ ǘƘŜ ǘƛƳŜ ƻŦ ƛƭƭƴŜǎǎ  
    of death 

 
For purposes of the Family and Medical Leave Act, ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ άŦŀƳƛƭȅέ ǎƘŀƭƭ include only 
items 1, 2, and 3 on the above list, but shall exclude son-or daughter-in-law, and parent-in-
law. 
 

FAMILY EMERGENCY 
¢ƘŜ ǘŜǊƳ άŦŀƳƛƭȅ ŜƳŜǊƎŜƴŎȅέ ǎƘŀƭƭ ōŜ ƭƛƳƛǘŜŘ ǘƻ ƴŀǘǳǊŀƭ ŘƛǎŀǎǘŜǊǎ ŀƴŘ ƭƛŦŜ- threatening 
ǎƛǘǳŀǘƛƻƴǎ ƛƴǾƻƭǾƛƴƎ ǘƘŜ ŜƳǇƭƻȅŜŜ ƻǊ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅΦ 
 
EQUIVALENT WORKDAY 
!ƴ άŜǉǳƛǾŀƭŜƴǘ ǿƻǊƪŘŀȅέ ŦƻǊ ǇǳǊǇƻǎŜǎ ƻŦ ŀŎŎǳƳǳƭŀǘƛƻƴΣ ǳǎŜΣ ƻǊ ǊŜŎƻǊŘƛƴƎ ǎƘŀƭƭ ƳŜŀƴ ǘƘŜ 
number ƻŦ ƘƻǳǊǎ ǇŜǊ Řŀȅ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǳǎǳŀƭ ǿƻǊƪ ŀǎǎƛƎƴƳŜƴǘΣ ǿƘŜǘƘŜǊ 
full-time or part-time. 
 
PERSONAL LEAVE 
State law requires that all employees receive up to five days of paid personal leave per year. 
Personal leave is earned, in equivalent workdays, at the rate of one-half workday for each 18 
workdays of employment up to the statutory maximum of five workdays annually. A day of 
earned personal leave is equivalent to an assigned workday. There is no limit on the 
accumulation of state personal leave, and it can be transferred to other Texas school districts. 
There are two types of personal leave: nondiscretionary and discretionary. 
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NONDISCRETIONARY: 
Leave that is taken for personal or family illness, emergency, or a death in the family is 
considered nondiscretionary leave. This type of leave allows very little or no advance 
planning and will be granted to employees in the same manner as sick leave. 
 

DISCRETIONARY: 
[ŜŀǾŜ ǘƘŀǘ ƛǎ ǘŀƪŜƴ ŀǘ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŘƛǎŎǊŜǘƛƻƴ ŀƴŘ ǘƘŀǘ Ŏŀƴ ōŜ ǎŎƘŜŘǳƭŜŘ ƛƴ ŀŘǾŀƴced is 
considered discretionary leave. An employee wishing to take discretionary personal leave must 
submit a notice of the request to the principal/supervisor three days in advance of the 
anticipated absence. 
 
Discretionary personal leave will be granted on a first-come, first served basis and will be 
subject to the following limitation: 
 
ü  Discretionary leave may not be taken for more than two consecutive days, except with  

             special approval for extenuating circumstances. 
 
ü  Discretionary leave shall not be allowed on the day before a school holiday, the day 

after a school holiday, days schedules for TAKS tests, nor on professional or staff 
development days except in extenuating circumstances as determined by the 
Superintendent. 

 
ü  A maximum of 3 campus employees in each job category will be permitted to take 

discretionary personal leave at the same time. 
 
SICK LEAVE 
Previously accumulated state sick leave is available for use and may be transferred to other 
school districts in Texas. Sick leave can be used only in whole workday and half workday 
increments except when coordinated with family and medical leave taken on an intermittent 
or reduced-ǎŎƘŜŘǳƭŜ ōŀǎƛǎ ƻǊ ǿƘŜƴ ŎƻƻǊŘƛƴŀǘŜŘ ǿƛǘƘ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎΦ 
 
Sick leave may be used for the following reasons only: 
 

 Employee illness 
 LƭƭƴŜǎǎ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜǎΩ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ 
 Family emergency (i.e. natural disasters or life-threatening situations) 
 Death in the immediate family 
 Active military service 

 
 
LOCAL LEAVE 
All employees shall earn five workdays of paid local leave per school year in accordance with 

 administrative regulations. Local leave shall accumulate to a maximum of 50 workdays. Local 
 leave  shall be used according to the terms and conditions of state sick leave accumulated 
 before the 1995ς96 school year. [See DEC(LEGAL)] 
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ORDER OF USE 
Earned compensatory time shall be used before any available paid state and local leave. [See 

 DEA] Unless an employee requests a different order, available paid state and local leave shall 
 be used in the  following order, as applicable:  

 1. Local leave 
             2. State sick leave accumulated before the 1995ς96 school  year 
             3. State personal leave 
 
TEMPORARY DISABILITY 
Certified Employees. The purpose of temporary disability leave is to provide job protection to 
full-time educators who cannot work for an extended period of time because of a mental or 
physical disability of a temporary nature. Pregnancy and conditions related to pregnancy are 
treated the same as any other temporary disability. A full-time educator may voluntarily 
request to be placed on temporary leave or be placed on leave involuntarily. 
 
Employees must request approval for temporary disability leave. The leave request must be 
ŀŎŎƻƳǇŀƴƛŜŘ ōȅ ŀ ǇƘȅǎƛŎƛŀƴΩǎ ǎǘŀǘŜƳŜƴǘ ŎƻƴŦƛǊƳƛƴƎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƴŀōƛƭƛǘȅ ǘƻ ǿƻǊƪ ŀƴŘ 
estimating a probable date of return. If disability leave is approved, the length of leave is no 
longer than 180 calendar days. If disability leave is not approved, the employee must return to 
work or be subject to termination procedures and have the right to request a hearing before 
the Board of Trustees. The employees may protest the action and present additional evidence 
of fitness to work. 
 
When an employee is ready to return to work, the Superintendent should be notified at least 
30 days in advance. The return-to-work notice must be accompanied by a ǇƘȅǎƛŎƛŀƴΩǎ 
statement confirming that the employee is able to do the job. Professional employees 
returning from leave will be reinstated to the school to which they were previously assigned as 
soon as an appropriate position is available. If a position is not available before the end of the 
school year, professional employees will be will be reinstated at the beginning of the following 
school year. 
 
 
FAMILY AND MEDICAL LEAVE 
Employees who work in a district where there are at least 50 employees within a 75 mile 
radius, have been employed by the district for at least 12 months, and have worked at 
least 1.25 hours during that time are eligible for family and medical leave. Eligible 
employees can take up to 12 weeks of unpaid leave each year. The 12 month period 
within which employees shall be eligible for 12 weeks of family and medical leave shall 
be defined as the 12 month period beginning on the first duty day of the school year. 
 
Family and medical leave can be taken for the following reasons: 

¶ The birth, adoption or foster placement of a child. 

¶ To care for a spouse, parent, or child with a serious health condition. 

¶ !ƴ ŜƳǇƭƻȅŜŜΩǎ ǎŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴΦ 
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A husband and wife who are both employed by the district are subject to limits in the amount 
of leave that they can take to care for a parent with a serious health condition or for the birth, 
adoption, or foster placement of a child. Leave may be limited to a combined total of 12 weeks 
as determined by the needs of the district. 

 
Eligible employees are entitled to continue their health care benefits under the same terms 
and conditions as when they were on the job and are entitled to return to their previous job or 
an equivalent job at the end of their leave. Under some circumstances, teachers who are able 
to return to work at or near the conclusion of a semester may be required to continue their 
leave until the end of the semester. 
 
Family and medical leave runs concurrently with accrued sick and personal leave. Accumulated 
leave will be used as family and medical leave, except in the case of employees who are 
rŜŎŜƛǾƛƴƎ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ǿŀƎŜ ōŜƴŜŦƛǘǎΦ 
 
In some circumstances, employees may take family and medical leave in blocks of time or by 
reducing their normal weekly or daily work schedule. Intermittent leave may be taken under 
the following circumstances: 
 

ω To allow an employee to care for a seriously ill spouse, child, or parent 
ω When an employee requires medical treatment for a serious illness. 
ω When an employee is seriously ill and unable to work. 
ω When an employee becomes a parent or has a foster child placed in his or her home. 

 
When the need for family and medical leave is foreseeable, employees who want to use it 
must provide 30-day advance notice of their need. When the need for leave is not foreseeable, 
employees must contact the Superintendent as soon as possible. Employees may be required 
to provide the following: 
 

ω Medical certification from a qualified health care provider supporting the need for   
   leave due to a serious health condition affecting the employee or an immediate  
   family member. 

 

ω Second or third medical opinions and periodic recertification of the need for leave. 
 

ω tŜǊƛƻŘƛŎ ǊŜǇƻǊǘǎ ŘǳǊƛƴƎ ǘƘŜ ƭŜŀǾŜ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǘŀǘǳǎ ŀƴŘ ƛƴǘŜƴǘ ǘƻ   
   return to work. 
    
ω Medical certification from a qualified health care provider at the conclusion of leave   
   of an ŜƳǇƭƻȅŜŜΩǎ ŀōƛƭƛǘȅ ǘƻ ǇŜǊŦƻǊƳ ǘƘŜ ŜǎǎŜƴǘƛŀƭ Ƨƻō ŦǳƴŎǘƛƻƴǎΦ 
    

 
Employees requiring family and medical leave should contact the Superintendent for details on 
eligibility, requirements, and limitations. 
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²hwY9w{Ω /hat9b{!¢Lhb .9b9CL¢{ 
An employee absent from duty because of a job-related illness or injury may be eligible for 
ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ǿŜŜƪƭȅ ƛƴŎƻƳŜ ōŜƴŜŦƛǘǎ ƛŦ ǘƘŜ ŀōǎŜƴŎŜ ŜȄŎŜŜŘǎ ǎŜǾŜƴ ŎŀƭŜƴŘŀǊ ŘŀȅǎΦ 
!ƴ ŜƳǇƭƻȅŜŜ ǊŜŎŜƛǾƛƴƎ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ǿŀƎŜ ōŜƴŜŦƛǘǎ ŦƻǊ Ƨƻō-related illness or injury 
may choose to us sick leave or any other paid leave benefits. 
  
²ƘƛƭŜ ǊŜŎŜƛǾƛƴƎ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ǿŀƎŜ ōŜƴŜŦƛǘǎΣ ǘƘŜ ŘƛǎǘǊƛŎǘ ǿƛƭƭ Ǉŀȅ ǘƘŜ ŘƛŦŦŜǊŜƴŎŜ 
ōŜǘǿŜŜƴ ǘƘŜ ǿŜŜƪƭȅ ƛƴŎƻƳŜ ōŜƴŜŦƛǘ ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜƎǳƭŀǊ ǎŀƭŀǊȅ ŀƴŘ ŎƘŀǊƎŜ ŀǾŀƛƭŀble 
leave proportionately. 
 
ASSAULT LEAVE 
Assault leave provides extended job income and benefits protection to an employee who 
is injured as the result of a physical assault suffered during the performance of his or her job. 
An injury is treated as an assault if the person causing the injury could be prosecuted for 
ŀǎǎŀǳƭǘ ƻǊ ŎƻǳƭŘ ƴƻǘ ōŜ ǇǊƻǎŜŎǳǘŜŘ ƻƴƭȅ ōŜŎŀǳǎŜ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ŀƎŜ ƻǊ ƳŜƴǘŀƭ ŎŀǇŀŎƛǘȅ ǊŜƴŘŜǊǎ 
the person non-responsible for purposes of criminal liability. 
 
An employee who is physically assaulted at work may take all the leave time medically 
necessary (up to two years) to recover from the physical injuries he or she sustained. At 
the request of an employee, the district will immediately assign the employee to assault 
leave. Days of leave granted under the assault leave provision will not be deducted from 
ŀŎŎǊǳŜŘ ǇŜǊǎƻƴŀƭ ƭŜŀǾŜ ŀƴŘ Ƴǳǎǘ ōŜ ŎƻƻǊŘƛƴŀǘŜŘ ǿƛǘƘ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎΦ 
 
Upon investigation the district may change the assault leave status and charge leave used 
against the eƳǇƭƻȅŜŜΩǎ ŀŎŎǊǳŜŘ ǇŀƛŘ ƭŜŀǾŜΦ ¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ Ǉŀȅ ǿƛƭƭ ōŜ ŘŜŘǳŎǘŜŘ ƛŦ 
accrued paid leave is not available. 
 

 
BEREAVEMENT LEAVE 
Use of state leave for death in the immediate family shall not exceed five workdays per 
occurrence, subject to the approval of the District. 
 
JURY DUTY 
Employees will receive leave with pay and without loss of accumulated leave for jury 
duty. Employees must present documentation of the service. 
 
 
OTHER COURT APPEARANCES 
Employees will be granted paid leave to comply with a valid subpoena to appear in a 
civil, criminal, legislative, or administrative proceeding. Absences for court appearances 
ǊŜƭŀǘŜŘ ǘƻ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ ōǳǎƛƴŜǎǎ Ƴǳǎǘ ōŜ ǘŀƪŜƴ ŀǎ ǇŜǊǎƻƴŀƭ ƭŜŀǾŜ ƻǊ ƭŜŀǾŜ 
without pay (if no personal leave is available). Employees may be required to submit 
documentation of their need for leave for court appearances. 
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MILITARY LEAVE 
 

PAID LEAVE FOR MILITARY SERVICE 
Any employee who is a member of the Texas National Guard, Texas State Guard, or 
reserves component of the armed forces will be granted a paid leave of absence without 
loss of any accumulated leave for authorized training or duty orders. Paid military leave 
will not exceed 15 days per year. 

 
RE-EMPLOYMENT AFTER STATE MILITARY LEAVE. 

Employees who leave the District to enter into active duty with the Texas National Guard 
or Texas State Guard may return to employment if they are honorably discharged or released  
within five years. Employees who wish to return to the District will be reemployed in the same  
position they previously held or reassigned to a position of similar seniority, status, and pay,  
provided they are still qualified to perform the required duties of the position. Application for  
reemployment and evidence of honorable discharge or release must be submitted to the  
Superintendent within 90 days of discharge or separation 
 

RE-EMPLOYMENT AFTER FEDERAL MILITARY LEAVE 
Employees who leave the district to enter into the United States uniformed services may 
return to employment if they are honorably discharged. Employees who wish to return to 
the district will be reemployed in the position they would have held if employment had 
not been interrupted or reassigned to an equivalent or similar position provided they are 
still qualified to perform the required duties. To be eligible for reemployment, employees 
must provide notice of their obligation or intent to perform military service, provide 
evidence of honorable discharge or release, and submit an application for reemployment 
to the Superintendent. 
 

Employees who perform service in the uniformed services may elect to continue their health 
plan coverage for a period not to exceed 18 months. 
 
 
Employees should contact the Superintendent for details on eligibility, requirements, and 
 limitations. 

 

SICK LEAVE POOL Policy DEC 
The District sick leave pool shall be established from voluntary donations by the District 
staff to assist a fellow employee in case of personal illness or disability, including 
pregnancy-related disability, or the personal illness or disability of a member of the 
ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅΦ Pooling may be requested when an employee has 
exhausted his or her state sick leave and personal leave and local extended sick leave 
days. A request for the establishment of a sick leave pool shall be made in writing to the 
Superintendent. 
 
The Superintendent or designee shall then initiate the sick leave pool for the employee 
and notify District staff. 
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The sick leave pool shall be composed of voluntary contributions by District staff for a 
specific individual, and donated days shall be designated to a specific pool. No staff 
member shall be permitted to contribute more than three of his or her sick leave or 
personal leave days to the pool per school year. An individual sick leave pool shall 
contain no more than 50 donated days. 
 
The sick leave pool ceases to exist when the employee returns to work, each voluntary 
donation reaches the three-day maximum contribution, or the sick leave pool is 
exhausted. Unused sick leave pool days shall revert to the donors and shall be divided 
proportionately among individuals according to the number contributed, in increments of 
no less than one-half days. No general pool shall remain in existence. 
 

COMPLAINTS AND GRIEVANCES Policy DGBA 
 

In an effort to hear and resolve employee complaints in a timely manner and at the lowest 
administrative level possible, the Board has adopted an orderly process that all employees 
must follow when bringing formal complaints and grievances. Employees are 
encouraged to discuss problems or complaints with their supervisors or an appropriate 
administrator at any time. 
 
The formal grievance process provides all employees with an opportunity to be heard up 
to the highest level of management if they are dissatisfied with an administrative 
response. 
 
Once all administrative grievance procedures are exhausted, employees can bring 
ƎǊƛŜǾŀƴŎŜǎ ǘƻ ǘƘŜ .ƻŀǊŘ ƻŦ ¢ǊǳǎǘŜŜǎΦ CƻǊ ŜŀǎŜ ƻŦ ǊŜŦŜǊŜƴŎŜ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǇƻƭƛŎȅ 
concerning the process of bringing complaints and grievances is reprinted as follows: 
A grievance under this policy may include but shall not be limited to any of the 
following: 
 
мΦ DǊƛŜǾŀƴŎŜǎ ŎƻƴŎŜǊƴƛƴƎ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǿŀƎŜǎΣ ƘƻǳǊǎΣ ƻǊ ŎƻƴŘƛǘƛƻƴǎ ƻŦ ǿƻǊƪΦ 
2. Specific allegations of unlawful discrimination in employment on the basis of sex  

(including allegations of sexual harassment), race, religion, national origin, age, or 
disability.  

3. Specific allegations of unlawful discrimination or retaliation on the basis of the 
ŜƳǇƭƻȅŜŜΩǎ exercise of constitutional rights 

4Φ ά²ƘƛǎǘƭŜ ōƭƻǿŜǊέ ŎƻƳǇƭŀƛƴǘǎΦ 
 
 
DEFINITIONS: 
"Days" shall mean District business days. In calculating time lines under this policy, the day a 
document is filed is "day zero," and all deadlines shall be determined by counting the following 
day as "day one." 
 
COMPLAINT and GRIEVANCE shall have the same meaning. 
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OTHER REVIEW PROCESSES 
Initial procedures and information regarding sexual harassment by other employees are found  
at DHC (LOCAL) and information regarding federal nondiscrimination is found at DAA  
(LOCAL). 
 
!ƴ ŜƳǇƭƻȅŜŜΩǎ ŘƛǎƳƛǎǎŀƭ ƻǊ ƴƻƴ-renewal may be the subject of a grievance under this policy 
 only if the district does not otherwise provide for a review of the matter. 
 
The following are governed by other review processes and are not subject to this policy: 

1. Grievances regarding suspension of a contractual employee without pay: DH series. 
2. Grievances regarding termination of an employment contract governed by Chapter  
    21 of the Education Code: DF series. 

             3. Grievances against a District peace officer: CKE. 
4. Grievances regarding instructional materials: EFA. 

 
NOTICE TO EMPLOYEES 
The principal of each campus and other supervisory personnel shall ensure that employees  
under their supervision are informed of this policy. FREEDOM FROM RETALIATION 
Neither the Board nor the administrator shall unlawfully retaliate against any employee for  
bringing a complaint under this policy. 
 
ά²IL{¢[9-BLOWER COMPLAINTSέ 
Employees who allege adverse employment action in retaliation for reporting a violation of 
law to an appropriate authority shall initiate a grievance under this policy within 15 days after 
the date alleged violation occurred or the employee first knew of the alleged violation. The 
complaint shall first be filed in accordance with LEVEL TWO below. 
 
Time lines for the employee and the District set out in this policy may be shortened to enable  
the Board to make a final decision within 60 days of the initiation of the complaint. 
  
GENERAL REQUIREMENTS 
A grievance must specify the individual harm alleged. An employee is prohibited from bringing  
separate or serial grievances regarding the same event or action. All time limits shall be strictly  

complied with unless modified by mutual consent. Costs of any grievance shall be paid by the  

party incurring them. 

 
CONSOLIDATION 
When the Superintendent determines that two or more individual grievances are sufficiently  
similar in nature and remedy to permit their resolution through one proceeding, he or she may  
consolidate the grievances. 
 
INITIATING GRIEVANCE 
Unless specified in policy. An employee shall initiate a grievance as provided at LEVEL ONE  
below. 
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LEVEL ONE 
An employee who has a grievance shall request a conference with the principal or immediate  
supervisor by submitting the grievance in writing on a form provided by the District. The form 
 must be filed within 15 days of the time the employee first knew or should have known of the  
event or series of events about which the employee is complaining. 
 
The principal or supervisor shall hold a conference within ten days after receipt of the 
written request. The principal or supervisor shall have ten days following the conference 
within which to respond. 
 
LEVEL TWO 
If ǘƘŜ ƻǳǘŎƻƳŜ ƻŦ ǘƘŜ ŎƻƴŦŜǊŜƴŎŜ ŀǘ [ŜǾŜƭ hƴŜ ƛǎ ƴƻǘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎŀǘƛǎŦŀŎǘƛƻƴ ƻǊ ƛŦ ǘƘŜ 
time for a response has expired, the employee may request a conference with the 
Superintendent or designee to discuss the grievance. The request shall be in writing on a form 
provided by the District and must be filed within seven days following receipt of a written 
response or, no written response is received, within ten days of the response deadline. 
 
The Superintendent or designee shall hold the conference within ten days after receipt of the  
written request. The Superintendent or designee shall have ten days following the conference 
within which to respond. 
 
LEVEL THREE 
LŦ ǘƘŜ ƻǳǘŎƻƳŜ ƻŦ ǘƘŜ ŎƻƴŦŜǊŜƴŎŜ ŀǘ [ŜǾŜƭ ¢ǿƻ ƛǎ ƴƻǘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎŀǘƛǎŦŀŎǘƛƻƴ ƻǊ ƛŦ ǘƘŜ 
time for a response has expired, the employee may request to place the matter on the agenda 
of a future Board meeting. [See BE (Local)]. 
 
The request shall be in writing on a form provided by the District and must filed within ten 
days following receipt of a written response or, if no written response is received, within ten 
days of the response deadline. The Superintendent of designee shall inform the 
employee of the date, time, and place of the meeting. 
 
The Superintendent or designee shall provide the BoaǊŘ ǿƛǘƘ ŎƻǇƛŜǎ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƻǊƛƎƛƴŀƭ 
grievances, all responses, and any written documentation previously submitted by the 
employee and the administration. The Board is not required to consider documentation not 
previously submitted or issues not previously presented. 
 
The Level Three proceeding before the Board shall be recorded by audiotape. The presiding 
officer may set reasonable time limits. The Board shall consider the grievance and may request 
a response from the administration, but the Board is not required or take any action on the 
matter. 
 
The lack of a response by the Board upholds the administrative decision at Level Two. 
!ƴƴƻǳƴŎƛƴƎ ŀ ŘŜŎƛǎƛƻƴ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇǊŜǎŜƴŎŜ ŎƻƴǎǘƛǘǳǘŜǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ƻŦ ǘƘŜ ŘŜŎƛǎƛƻƴΦ 
If the Board chooses to respond, the Board shall then make and communicate its decision 
orally or in writing at any time up to and including the next regularly scheduled Board meeting. 
 



Kennard Independent School District Faculty Handbook 

                                                                                                                                            36 

CLOSED MEETING 
If the grievance involves the appointment, employment, evaluation, reassignment, duties,  
discipline, or dismissal of the employee bringing the grievance, it may be heard by the Board 
 in closed meeting unless the employee bringing the grievance request that it be heard in  
public. 
 
EXCEPTION 
However, if the grievance involves a complaint or charge against another District employee or  
Board member, it shall be heard in closed meeting unless an open hearing is requested in  
writing by the employee or Board member against whom the complaint or charge is brought. 
 

 
EMPLOYEE CONDUCT AND WELFARE (POLICY DH) 

EMPLOYEE RECOGNITION AND APPRECIATION Policy DJ 
 

Continuous efforts are made throughout the year to recognize employees who make an extra  
effort to contribute to the success of the district. Employees are recognized at board meetings, 
 in the district newsletter, and through special events and activities. 
 

STANDARDS OF CONDUCT 
All employees are expected to work together in a cooperative spirit to serve the best interests  
of the district and to be courteous to students, one another, and the public. 
 
Employees are expected to observe the following standards of conduct. 

 

¶ Recognize and respect the rights of students, parents, other employees, and members of the 

community. 

 
Maintain confidentiality in all matters relating to students and coworkers. 

 Report to work according to the assigned schedule. 
 

 Notify their immediate supervisor as early as possible (preferably in advance) in the event 
     that they must be late or absent. Unauthorized absences, chronic absenteeism, and  
     tardiness may be cause for disciplinary action. 
 

 Know and comply with department and district procedures and policies. 
 

 Observe all safety rules and regulations and report injuries or unsafe conditions to a  
    supervisor immediately. 
 

 Use district time, funds, and property for authorized district business and activities only. 
 

 Express concern, complaints, or criticism through appropriate channels. All employees as  
   public servants must follow the Code of Ethics and Standard Practices for Texas educators,  
   which are  reprinted below. 
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All district employees should perform their duties in accordance with state and federal law, 

 district policies and procedures, and ethical standards. Violation of policies, regulations, or 

 guidelines may result in disciplinary action, including termination. Alleged incidents of certain 

 misconduct by educators, including having a criminal record, must be reported to SBEC not 

 later than the seventh day the superintendent first learns of the incident. 
 
 

CODE OF ETHICS AND STANDARD PRACTICES 
FOR TEXAS EDUCATORS 

 

Professional Responsibility 
The Texas educator should strive to create an atmosphere that will nurture to fulfillment the  
potential of each student. The educator shall comply with standard practices and ethical  
conduct toward students, professional colleagues, school officials, parents, and the  
community. In conscientiously conducting his or her affairs, the educator shall exemplify the  
highest standards of professional commitment. 
 
 

Statement of Purpose 
 

The Texas educator shall comply with standard practices and ethical conduct toward 
students, professional colleagues, school officials, parents, and members of the 
community and shall safeguard academic freedom. The Texas educator, in maintaining the 
dignity of the profession, shall respect and obey the law, demonstrate personal integrity, 
and exemplify honesty. The Texas educator, in exemplifying ethical relations with 
colleagues, shall extend just and equitable treatment to all members of the profession. 
The Texas educator, in accepting a position of public trust, shall measure success by the 
progress of each student toward realization of his or her potential as an effective citizen. 
The Texas educator, in fulfilling responsibilities in the community, shall cooperate with 
parents and others to improve the public schools of the community. 

 

Professional Standards 

 

1. Professional Ethical Conduct, Practices, and Performance 

 

Standard 1.1  The educator shall not knowingly engage in deceptive practices regarding official 

policies of the school district or educational institution.  

 Standard 1.2  The educator shall not knowingly misappropriate, divert, or use monies, person-

nel, property, or equipment committed to his or her charge for personal gain or advantage. 

Standard 1.3  The educator shall not submit fraudulent requests for reimbursement, expenses, 

or pay.  

Standard 1.4  The educator shall not use institutional or professional privileges for personal or 

partisan advantage. 

Standard 1.5  The educator shall neither accept nor offer gratuities, gifts, or favors that impair 

professional judgment or to obtain special advantage. This standard shall not restrict the 

acceptance of gifts or tokens offered and accepted openly from students, parents, or other 

persons or organizations in recognition or appreciation of service. 
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Standard 1.6  The educator shall not falsify records, or direct or coerce others to do so. 

Standard 1.7  The educator shall comply with state regulations, written local school board poli-

cies, and other applicable state and federal laws. 

Standard 1.8  The educator shall apply for, accept, offer, or assign a position or a responsibility 

on the basis of professional qualifications. 

 

2. Ethical Conduct toward Professional Colleagues 

 

Standard 2.1  The educator shall not reveal confidential health or personnel information con-

cerning colleagues unless disclosure serves lawful professional purposes or is required by law. 

Standard 2.2  The educator shall not harm others by knowingly making false statements about a 

colleague or the school system. 

Standard 2.3  The educator shall adhere to written local school board policies and state and 

federal laws regarding the hiring, evaluation, and dismissal of personnel. 

Standard 2.4  The educator shall not interfere with a colleague's exercise of political, profes-

sional, or citizenship rights and responsibilities. 

Standard 2.5  The educator shall not discriminate against or coerce a colleague on the basis of 

race, color, religion, national origin, age, sex, disability, or family status. 

Standard 2.6  The educator shall not use coercive means or promise of special treatment in 

order to influence professional decisions or colleagues. 

Standard 2.7  The educator shall not retaliate against any individual who has filed a complaint 

with the SBEC under this chapter. 

 

3. Ethical Conduct toward Students 

 

Standard 3.1  The educator shall not reveal confidential information  concerning students 

unless disclosure serves lawful professional purposes or is required by law. 

Standard 3.2  The educator shall not knowingly treat a student in a manner that adversely 

affects the student's learning, physical health, mental health, or safety. 

Standard 3.3  The educator shall not deliberately or knowingly misrepresent facts regarding a 

student. 

Standard 3.4  The educator shall not exclude a student from participation in a program, deny 

benefits to a student, or grant an advantage to a student on the basis of race, color, sex, 

disability, national origin, religion, or family status. 

Standard 3.5  The educator shall not engage in physical mistreatment of a student. 

Standard 3.6  The educator shall not solicit or engage in sexual conduct or a romantic relation-

ship with a student. 

Standard 3.7  The educator shall not furnish alcohol or illegal/unauthorized drugs to any stu-

dent or knowingly allow any student to consume alcohol or illegal/unauthorized drugs in the 

presence of the educator. 
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Communications and Data Management 
 

Classroom Telephone Usage 
Classroom telephones are primarily for administrative and disciplinary purposes only. 
Administrative usage is limited to before school, after school, and conference times. 

 
Telephones should not be used to call from room to room during the instructional period. 

 
The teacher may make student discipline concerns and positive reinforcement calls during 
instructional time (with discretion, must not interfere with instruction or embarrass a student 
in front of others).  All student usage must be under teacher supervision. 

 
Cellular Telephones and Pagers 
Personal cellular telephones and pagers are not to be used during the instructional part of the 

 day. Cellular telephones may only be used to make calls during the duty-free lunch period and 
 planning time. Calls may be received after the instructional day has ended. 
 

Communication devices should be set to vibrate so incoming messages will not create a 
distraction. 

 
 

DISCRIMINATION, HARASSMENTNT, and RETALIATION 
Policies DH, DIA, FHCJ, & FFG 

 

 
Employees shall not engage in prohibited harassment, including sexual harassment, of other 
employees or students. While acting in the course of their employment, employees shall not engage 
in prohibited harassment of other persons, including board members, vendors, contractors, 
volunteers, or parents. A substantiated charge of harassment will result in disciplinary action. 
 
Employees who believe they have been discriminated or retaliated against or harassed are 
encouraged to promptly report such incidents to the campus principal, supervisor, or appropriate 
district official. If the campus principal, supervisor, or district official is the subject of a complaint, the 
employee should report the complaint directly to the superintendent. A complaint against the 
superintendent may be made directly to the board. 
 
¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ ǇƻƭƛŎȅ ǘƘŀǘ ƛƴŎƭǳŘŜǎ ŘŜŦƛƴƛǘƛƻƴǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ǊŜǇƻǊǘƛƴƎ ŀƴŘ ƛƴǾŜǎǘƛƎŀǘing 
discrimination, harassment, and retaliation is reprinted below: 
 
Discrimination against an employee is defined as conduct directed at an employee on the basis of race, color, 
religion, gender, national origin, age, disability, or any other basis prohibited by law, that adversely affects the 
ŜƳǇƭƻȅŜŜΩǎ ŜƳǇƭƻȅƳŜƴǘΦ   
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Prohibited harassment of an employee is defined as physical, verbal, or nonverbal conduct based on an 
ŜƳǇƭƻȅŜŜΩǎ race, color, religion, gender, national origin, age, disability, or any other basis prohibited by law, 
when the conduct is so severe, persistent, or pervasive that the conduct: 

1. Has the purpose or effect of unreasonably interfering wƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ ǇŜǊŦƻǊƳŀƴŎŜΤ  

2. Creates an intimidating, threatening, hostile, or offensive work environment; or  

3. hǘƘŜǊǿƛǎŜ ŀŘǾŜǊǎŜƭȅ ŀŦŦŜŎǘǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜΣ ŜƴǾƛǊƻƴƳŜƴǘ ƻǊ ŜƳǇƭƻȅƳŜƴǘ ƻǇǇƻǊǘǳƴƛǘƛŜǎΦ 

 
Sexual harassment is a form of sex discrimination defined as unwelcome sexual advances; requests for sexual 
favors; sexually motivated physical, verbal, or nonverbal conduct; or other conduct or communication of a 
sexual nature when: 

1.  Submission to the conduct is either explicitly or implicƛǘƭȅ ŀ ŎƻƴŘƛǘƛƻƴ ƻŦ ŀƴ ŜƳǇƭƻȅŜŜΩǎ         
employment, or when submission to or rejection of the conduct is the basis for an employment action 
affecting the employee; or 

2.  The conduct is so severe, persistent, or pervasive that it has the purpose or effect of unreasonably 
ƛƴǘŜǊŦŜǊƛƴƎ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ ǇŜǊŦƻǊƳŀƴŎŜ ƻǊ ŎǊŜŀǘŜǎ ŀƴ ƛƴǘƛƳƛŘŀǘƛƴƎΣ ǘƘǊŜŀǘŜƴƛƴƎΣ ƘƻǎǘƛƭŜΣ ƻǊ 
offensive work environment. 

 
The District prohibits retaliation against an employee who makes a claim alleging to have experienced 
discrimination or harassment, or another employee who, in good faith, makes a report, serves as a witness, or 
otherwise participates in an investigation.  

An employee who intentionally makes a false claim, offers false statements, or refuses to cooperate 
with a District investigation regarding harassment or discrimination is subject to appropriate discipline 
 

An employee who believes that he or she has experienced prohibited conduct or believes that another 
employee has experienced prohibited conduct should immediately report the alleged acts.  The 
employee may report the alleged acts to his or her supervisor or campus principal.   

 

Harassment of students 

Policies DH, FFG, FFH 
 
Sexual and other harassment of students by employees are forms of discrimination and are prohibited 
by law. Romantic or inappropriate social relationships between students and district employees are 
prohibited. Employees who suspect a student may have experienced prohibited harassment are 
obligated to report their concerns to the campus principal or other appropriate district official. All 
ŀƭƭŜƎŀǘƛƻƴǎ ƻŦ ǇǊƻƘƛōƛǘŜŘ ƘŀǊŀǎǎƳŜƴǘ ƻŦ ŀ ǎǘǳŘŜƴǘ ǿƛƭƭ ōŜ ǊŜǇƻǊǘŜŘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘǎ ŀƴŘ 
promptly investigated. An employee who knows of or suspects child abuse must also report his or her 
knowledge or suspicion to the appropriate authorities, as required by law.  
 
¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ ǇƻƭƛŎȅ ǘƘŀǘ ƛƴŎƭǳŘŜǎ ŘŜŦƛƴƛǘƛƻƴǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ǊŜǇƻǊǘƛƴƎ ŀƴŘ ƛƴǾŜǎǘƛƎŀǘing 
harassment of students is reprinted below: 
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Prohibited harassment of a student is defined as physical, verbal, or nonverbal conduct based on the 
ǎǘǳŘŜƴǘΩǎ ǊŀŎŜΣ ŎƻƭƻǊΣ ǊŜƭƛƎƛƻƴΣ ƎŜƴŘŜǊΣ ƴŀǘƛƻƴŀƭ ƻǊƛƎƛƴΣ ŘƛǎŀōƛƭƛǘȅΣ ƻǊ ŀƴȅ ƻǘƘŜǊ ōŀǎƛǎ ǇǊƻƘƛōƛǘŜŘ ōȅ 
law that is so severe, persistent, or pervasive that the conduct: 
 мΦ !ŦŦŜŎǘǎ ŀ ǎǘǳŘŜƴǘΩǎ ŀōƛƭƛǘȅ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ƻǊ ōŜƴŜŦƛǘ ŦǊƻƳ ŀƴ ŜŘǳŎŀǘƛƻƴŀƭ ǇǊƻƎǊŀƳ ƻǊ  
                 activity, or creates an intimidating, threatening, hostile, or offensive educational  
                 environment; 
 нΦ Iŀǎ ǘƘŜ ǇǳǊǇƻǎŜ ƻǊ ŜŦŦŜŎǘ ƻŦ ǎǳōǎǘŀƴǘƛŀƭƭȅ ƻǊ ǳƴǊŜŀǎƻƴŀōƭȅ ƛƴǘŜǊŦŜǊƛƴƎ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
                 academic performance; or 
 оΦ hǘƘŜǊǿƛǎŜ ŀŘǾŜǊǎŜƭȅ ŀŦŦŜŎǘǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ƻǇǇƻǊǘǳƴƛǘƛŜǎΦ 
 

Prohibited harassment includes dating violence as defined by this policy. 
 

Fraud and financial impropriety Policy CAA 

!ƭƭ ŜƳǇƭƻȅŜŜǎ ǎƘƻǳƭŘ ŀŎǘ ǿƛǘƘ ƛƴǘŜƎǊƛǘȅ ŀƴŘ ŘƛƭƛƎŜƴŎŜ ƛƴ ŘǳǘƛŜǎ ƛƴǾƻƭǾƛƴƎ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŦƛƴŀƴŎƛŀƭ 
resources. The district prohibits fraud and financial impropriety, as defined below. Fraud and financial 
impropriety includes the following: 
 
¶ Forgery or unauthorized alteration of any document or account belonging to the district 
¶ Forgery or unauthorized alteration of a check, bank draft, or any other financial document 
¶ Misappropriation of funds, securities, supplies, or other district assets, including employee time 
¶ Impropriety in the handling of money or reporting of district financial transactions 
¶ Profiteering as a result of insider knowledge of district information or activities 
¶ Unauthorized disclosure of confidential or proprietary information to outside parties 
¶ Unauthorized disclosure of investment activities engaged in or contemplated by the district 
¶ Accepting or seeking anything of material value from contractors, vendors, or other persons 

providing services or materials to the district 
¶ Destroying, removing, or inappropriately using records, furniture, fixtures, or equipment 
¶ Failing to provide financial records required by state or local entities 
¶ Failure to disclose conflicts of interest as required by policy 
¶ Any other dishonest act regarding the finances of the district 

Conflict of interest Policies BBFA, DBD 

 
Employees are required to disclose to their supervisor any situation that creates a potential conflict of 
interest with proper discharge of assigned duties and responsibilities or creates a potential conflict of 
interest with the best interests of the district. This includes the following: 
¶ A personal financial interest 
¶ A business interest 
¶ Any other obligation or relationship 
¶ Nonschool employment 
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Gifts and favors Policy DBD 

Employees may not accept gifts or favors that could influence, or be construed to influence, the 
ŜƳǇƭƻȅŜŜΩǎ ŘƛǎŎƘŀǊƎŜ ƻŦ ŀǎǎƛƎƴŜŘ ŘǳǘƛŜǎΦ ¢ƘŜ ŀŎŎŜǇǘŀƴŎŜ ƻŦ ŀ ƎƛŦǘΣ ŦŀǾƻǊΣ ƻr service by an 
administrator or teacher that might reasonably tend to influence the selection of textbooks may result 
in prosecution of a Class B misdemeanor offense. This does not include staff development, teacher 
training, or instructional materials, such as maps or worksheets, that convey information to students 
or contribute to the learning process. 

Associations and political activities Policy DGA 

The district will not directly or indirectly discourage employees from participating in political affairs or 
require any employee to join any group, club, committee, organization, or association. Employees 
may join or refuse to join any professional association or organization. 
 
!ƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŜƳǇƭƻȅƳŜƴǘ ǿƛƭƭ ƴƻǘ ōŜ ŀŦŦŜŎǘŜŘ ōȅ ƳŜƳōŜǊǎƘƛǇ ƻǊ ŀ ŘŜŎƛǎƛƻƴ ƴƻǘ to be a member of 
any employee organization that exists for the purpose of dealing with employers concerning 
grievances, labor disputes, wages, rates of pay, hours of employment, or conditions of work. 
 
Use of district resources, including work time, for political activities is prohibited. 

Safety Policy CK 

The district has developed and promotes a comprehensive program to ensure the safety of its 
employees, students, and visitors. The safety program includes guidelines and procedures for 
responding to emergencies and activities to help reduce the frequency of accidents and injuries. To 
prevent or minimize injuries to employees, coworkers, and students and to protect and conserve 
district equipment, employees must comply with the following requirements: 
 
¶ Observe all safety rules. 
¶ Keep work areas clean and orderly at all times. 
¶ Immediately report all accidents to their supervisor. 
¶ Operate only equipment or machines for which they have training and authorization. 
 
Employees with questions or concerns relating to safety programs and issues can contact 
superintendent. 

Tobacco use Policies DH, GKA,FNCD 

State law prohibits smoking or using tobacco products on all district-owned property and at school-
related or school-sanctioned activities, on or off campus. This includes all buildings, playground areas, 
parking facilities, and facilities used for athletics and other activities. Drivers of district-owned vehicles 
are prohibited from smoking while inside the vehicle. Notices stating that smoking is prohibited by law 
and punishable by a fine are displayed in prominent places in all school buildings. 
 
Staff members in violation of this prohibition shall be subject to progressive disciplinary consequences 
and shall be afforded opportunities to participate in smoking cessation activities. Repeated violations 
may result in dismissal. 
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Criminal history background checks  Policy DBAA 

Employees may be subject to a review of their criminal history record information at any time during 
employment. National criminal history cƘŜŎƪǎ ōŀǎŜŘ ƻƴ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ Ŧƛƴgerprints, photo, and other 
identification will be conducted on certain employees and entered into the Texas Department of 
Public Safety (DPS) Clearinghouse. This database provides the district and SBEC with access to an 
ŜƳǇƭƻȅŜŜΩǎ ŎǳǊǊŜƴǘ ƴŀǘƛƻƴŀƭ ŎǊƛƳƛƴŀƭ ƘƛǎǘƻǊȅ ŀƴŘ ǳǇŘŀǘŜǎ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳōǎŜǉǳŜƴǘ ŎǊƛƳƛƴŀƭ 
history. 

Employee arrests and convictions  Policy DH 

An employee must notify his or her principal or immediate supervisor within three calendar days of 
any arrest, indictment, conviction, no contest or guilty plea, or other adjudication of any felony, any 
offense involving moral turpitude, and any of the other offenses listed below: 
¶ Crimes involving school property or funds 
¶ Crimes involving attempt by fraudulent or unauthorized means to obtain or alter any certificate 

or permit that would entitle any person to hold or obtain a position as an educator 
¶ Crimes that occur wholly or in part of school property or at a school-sponsored activity 
¶ Crimes involving moral turpitude 
 
Moral turpitude includes, but is not limited to, the following: 
 
¶ Dishonesty 
¶ Fraud 
¶ Deceit 
¶ Theft 
¶ Misrepresentation 
¶ Deliberate violence 
¶ Base, vile, or depraved acts that are intended to arouse or gratify the sexual desire of the actor 
¶ Drug- or alcohol-related offenses 
¶ Acts constituting abuse or neglect under the Texas Family Code 

Possession of firearms and weapons Policies FNCG, GKA 

Employees, visitors, and students are prohibited from bringing firearms, knives, clubs or other 
prohibited weapons onto school premises (i.e., building or portion of a building) or any grounds or 
building where a school-sponsored activity takes place. To ensure the safety of all persons, employees 
ǿƘƻ ƻōǎŜǊǾŜ ƻǊ ǎǳǎǇŜŎǘ ŀ Ǿƛƻƭŀǘƛƻƴ ƻŦ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǿŜŀǇƻƴǎ ǇƻƭƛŎȅ ǎƘƻuld report it to their supervisors 
immediately. 

Copyrighted materials Policy EFE 

Employees are expected to comply with the provisions of federal copyright law relating to the 
unauthorized use, reproduction, distribution, performance, or display of copyrighted materials (i.e., 
printed material, videos, computer data and programs, etc.). Rented videotapes are to be used in the 
classroom for educational purposes only. Duplication or backup of computer programs and data must 
be made within the provisions of the purchase agreement. 



Kennard Independent School District Faculty Handbook 

                                                                                                                                            44 

Asbestos management plan Policy CKA 

The district is committed to providing a safe environment for employees. An accredited management 
planner has developed an asbestos management plan for each piece of   district property. A copy of 
ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƳŀƴŀƎŜƳŜƴǘ Ǉƭŀƴ ƛǎ ƪŜǇǘ ƛƴ ǘƘŜ ǎǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ office and is available for inspection 
during normal business hours. 

Pest control treatment Policy DI, CLB 

Employees are prohibited from applying any pesticide or herbicide without appropriate training and 
prior approval of the integrated pest management (IPM) coordinator. Any application of pesticide or 
ƘŜǊōƛŎƛŘŜ Ƴǳǎǘ ōŜ ŘƻƴŜ ƛƴ ŀ ƳŀƴƴŜǊ ǇǊŜǎŎǊƛōŜŘ ōȅ ƭŀǿ ŀƴŘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƛƴǘŜƎǊŀǘŜŘ ǇŜǎǘ ƳŀƴŀƎŜƳŜƴǘ 
program. 
 
Notices of planned pest control treatment will be posted in a district building 48 hours before the 
treatment begins. Notices are generally located in central areas of the school facilities. Pest control 
information sheets are available from campus principals or facility managers upon request. 

 
 

TEACHING & RECORD KEEPING RESPONSIBILITIES 
 

1. Student Attendance Accounting 
A. Importance of Pupil Attendance 

Teachers have a legal and professional responsibility to maintain accurate, current daily 
Attendance records. It is highly important that you discharge this responsibility 
efficiently, since these records serve as the basis for computing average daily 
attendance figures on which state funds are distributed. 
 

B. Record pupil absences in the following manner: 
Attendance is taken on-line and should also be maintained in the teacher grade books. 
¢ƘŜ Ŏƭŀǎǎ Ǌƻƭƭ Ƴǳǎǘ ōŜ ŎƘŜŎƪŜŘ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ŜŀŎƘ ŎƭŀǎǎΦ {ǘǳŘŜƴǘǎΩ ǎƘƻǳƭŘ ōŜ 
marked absent if they are more than 15 minutes late to class. Otherwise, they should 
be counted tardy.   
 

C. Time of Official attendance: 
 
The official attendance will be taken at a specific time during the second instructional  
hour of the day for secondary schools and at 9:45 for elementary classes. 
 

D. Medical appointments at official attendance time: 
A student shall be counted present for temporary absence resulting from health care 
professionals if that student commences classes or returns to school on the same day 
of the appointment. The student must submit a written note from the health care 
processional. A student whose absence is excused under this reason may not be 
penalized for that absence an shall be counted as if the student were present. 
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E. Absence and Tardies 
No student should be admitted to the classroom without an admission slip from the 
office following an absence. 
 
!ōǎŜƴŎŜǎ ŀƴŘ ǘŀǊŘƛŜǎ ŀǊŜ ǘƻ ōŜ ŘƻŎǳƳŜƴǘŜŘ ƛƴ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ƎǊŀŘŜ ōƻƻƪǎ ŀǎ ŦƻƭƭƻǿǎΥ ό!ύ 
for an absence (T) for tardy. 
 
The principal will determine excused or unexcused tardies and or absences. 
 
Absence and tardy slips need to ōŜ ǎƛƎƴŜŘ ōȅ ǘƘŜ ǘŜŀŎƘŜǊǎΩ ŀƴŘ ǘǳǊƴŜŘ ƛƴǘƻ ǘƘŜ ƻŦŦƛŎŜ ŀǘ 
the end of the school day. 
 
When a student has been absent 10 times from your classroom, parents will be notified 
of the absences and the district attendance policy. 
 
Additional absence and tardy information can be found in the student handbook. 
 
 
First Day Entry/New Students 
tƭŀŎŜ ŀƴ ά9έ ƛƴ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ƎǊŀŘŜ ōƻƻƪ ƛƴ ǘƘŜ ōƭƻŎƪ ǊŜǇǊŜǎŜƴǘƛƴƎ ǘƘŜ ŦƛǊǎǘ Řŀȅ ŀ 
student enters the class. Each teacher will be given a preliminary roll sheet for his or 
her classes. A student must be listed on the roll or have an admission slip from the 
office before being admitted to class. After the beginning of the year, new students in 
PK-6 will be taken to their classroom by office personnel.  
 
Withdrawal 
tƭŀŎŜ ŀ ά²έ ƛƴ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ƎǊŀŘŜ ōƻƻƪ ƛƴ ǘƘŜ ōƭƻŎƪ ǊŜǇǊŜǎŜƴǘƛƴƎ ǘƘŜ Řŀȅ ƻŦ ǎǘǳŘŜƴǘ 
withdrawal. If a student was in attendance for 10 days of the grading period, the 
teacher will provide grades. 
 

F. Student Tardy to class 
At the start of each class period, a student is tardy if they are not physically in the 
classroom at the conclusion of the tardy bell.  Teachers should keep a daily record of 
students who are tardy to class by class periods. *After 1st period, secondary students 
should not be sent to the office for tardy passes. Teachers should hold individual 
detentions for those students who are late. If the student does not show up for 
detention, then a referral should be made and the tardy will be handled in the office. 
 
 
Absentee slips are the responsibility of the student prior to school starting for the 
periods they were absent. Turn in your daily tardy list to the office secretary either at 
lunch for the first half of the day, or by at the end of each school day.  Last period 
teachers will collect the student absentee slips and turn them into the office secretary 
at the end of the day. 
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Make-UpWork 
Students will be allowed 1 day for each day absent, to make-up any work missed due to 
absence. If a student misses more than 1 day, they will be given one extra day per day 
missed to make-up work. 
   1 absence = 1 day 
   2 absences = 2 days 
   3 absences = 3 days 
However, work assigned when a student is present is due when the student returns to 
class following an absence unless there are extenuating circumstances as determined 
by the teacher and/or principal. 
 

CORRIDOR/HALL PASSES 
Students are not allowed to be out of class unless it is an emergency situation. These  
situations include going to the nurse (if sick), and restroom (if emergency). Any student 
allowed to leave the class by a teacher must have a signed note. Students should not be 
allowed to leave the classroom 5 minutes after the tardy bell nor 5 minutes before the end of 
the class period, unless in an extreme emergency. 
 
Teachers should notify the office if a student leaves and does not return to class in a 
reasonable time frame. Students who abuse their hallway privilege may be denied the right to 
leave if necessary.  
 
If a student leaves without permission or does not return to class after a reasonable time, a 
referral should be sent to the office and a phone call should be made to the parents/guardian 
by the teacher.  The incident should be documented and a detention assigned by the teacher 
to  make up the instructional time missed. 

 

ISSUING A CORRIDOR/HALL PASS 
1. Students should not be allowed in the halls without a hall pass.  
2. The hall pass MUST be filled out completely and in ink. 
3. The pass should be signed by the teacher, and the time leaving and returned filled in.  
    (Keep these in a folder for each six weeks for documentation purposes.) 
4. Sickness or an emergency that prevents a hall pass from being issued should result in a phone 

call to the office secretary or nurse indicating why the student was sent out. 
5. Teachers should report all students without a pass to the campus principal. 
     
¢ŜŀŎƘŜǊǎ ǎƘƻǳƭŘ ƴƻǘ ƭŜŀǾŜ Ƙŀƭƭ ǇŀǎǎŜǎ ƻƴ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ŘŜǎƪ ƻǊ ŀƴȅǿƘŜǊŜ ƛƴ ǘƘŜ ǊƻƻƳ ǿƘŜǊŜ 
students can take them without permission. 

                                
 GRADE BOOKS 
Adequate grades and evaluations should be maintained on students at all times. Daily grades 
should be recorded each day unless a test is scheduled. Daily grades and test must be marked 
distinctively. All failing grades should be recorded in red. These grades should be kept in the 
official grade book provided by the school, weighted according to district policy, and should be 
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recorded according to each campus policy. Grade books should reflect what work each grade is 
for and the due date for each graded assignment.   
 All teachers with students with disabilities must identify the accommodations/modifications for 
each assignment/test for students with disabilities in the grade book.  Signed paper copies of 
grade books must be kept for a one-year period by the campus as required by in Local Schedule 
SD, Texas State Library and Archives Commission.  Teachers recording grades electronically must 
follow these same guidelines. 

 
Per Senate Bill 1, Section 26.004 (Access to Student Records), a parent is entitled access to all 
ǿǊƛǘǘŜƴ ǊŜŎƻǊŘǎ ƻŦ ŀ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘ ŎƻƴŎŜǊƴƛƴƎ ǘƘŜ ǇŀǊŜƴǘΩǎ ŎƘƛƭŘ ƛƴŎƭǳŘƛƴƎΥ 

1. Attendance records 
2. Test scores 
3. Grades 
4. Disciplinary records 
5. Counseling records 
6. Psychological records 
7. Applications for admission 
8. Health and immunization information 
9. Teacher and counselor evaluations 
10. Reports of behavioral patterns 

 
 

District Grade Reporting Procedures 
 

           Students 
1. Complete assigned work on time and return it to the teacher. 
2. Plan to schedule work on long-term assignments so assignments will be completed on 

time.  
3. Initiate communication with the teacher when the student does not understand the 

assignment or if he/she is experiencing difficulty. 
4. Complete all assignments within the time limits given by the teacher or be subject to 

appropriate before or after school detention to complete work. Zeros are not permitted. 
5. Evaluate their own work for accuracy and seek clarification as needed from the teacher. 
6. Maintain academic integrity and honesty. Academic dishonesty may result in behavioral 

and academic consequences. 
7. Students who participate in extracurricular activities must meet UIL eligibility for 

participation. 
 

 

Teachers 
1. Teachers are required to provide the daily lesson objectives and activities for each class. If 

given verbally, they should also be written out so as to provide visual information. Any 
homework assignments should be written on the board to be copied by students or parents 
/guardians if necessary. 

2. Only teachers will record grades for assignments in gradebooks or electronic grade books. 
3. Peer grading is allowable. 
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4. All records of grades and assessments become a part of the confidential record for the 
assessment of student performance. 

5. Grades shall be entered and returned within 3 school days after assignment has been 
turned it . 

6. Teachers shall not increase or decrease a classroom grade for participation or lack of 
participation in any extracurricular activity. 

Teachers must follow the KISD Grading and Reporting procedures and ask for clarification from 
campus administration as needed. 

 
High School Grading Procedure 

Secondary Incomplete grades-Students in grades 7-12 who have incomplete grades at the end 
of a reporting period due to absences will receive ŀƴ άL άƻƴ ǘƘŜ ǊŜǇƻǊǘ ŎŀǊŘΦ ¢ƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ōŜ 
allowed 5 days to complete makeup work.  Actual grades will be given for any assignment or 
test not made up within the allowed 5 days. 

 
Grading System 
All grades on all assignments by every teacher will be by numerical designation. The total 
numerical scores shall be used in determining promotion, course credit, and participation in 
extracurricular and other activities. 
 
Explanation of grades: 

  
SUBJECT    CONDUCT    
 
90-100 (A)    E= Excellent 
80-89   (B)    S= Satisfactory 
70-79   (C)    N= Needs Improvement 
0-69 Failing *   U= Unsatisfactory 

   
 
Six Weeks grades will be determined by the following: 
 
Six weeks average:  Daily Grades   50% 
    *A minimum of 12 daily grades will be given.  

                                    Major Grades   
     Major Test (3)  50% 
               *A minimum of 3 major test will be given. 
 
Semester grade averages for courses not giving End of Course Exams are determined by the 
following formula: 
   
       First six-ǿŜŜƪǎΩ ƎǊŀŘŜ = 2/7 
       Second six-ǿŜŜƪǎΩ ƎǊŀŘŜ =  2/7 
       Third six-ǿŜŜƪǎΩ ƎǊŀŘŜ = 2/7 
       Semester examination = 1/7 
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Yearly grade averages for courses giving End of Course Exams are determined by the following 
formula: 
 
        Each six-ǿŜŜƪǎΩ ƎǊŀŘŜ Ґ мпΦн҈ ƻŦ Cƛƴŀƭ DǊŀŘŜ 
        End of Course Exam = 15% of Final Grade 
 
 A student who misses the semester examination must have a note from either the 
family physician or the school nurse verifying the illness. If it is necessary for a student to miss 
an examination, he should have his parent or guardian contact the nurse on the day of the 
exam. No exam will be given early. 
 

Adequate grades and evaluations must be maintained on students at all times. These grades 
and due dates of student assessments must be kept in teacher grade books. Samples of student 
work should be filed in order to show adequate evaluation procedures/student progress.  
Copies of all final exams are to be filed with the principal at the end of each semester. 
 
All grades will be reported numerically on a scale of 0 to 100. A minimum grade of 70 is 
required for credit in a course. 
See Grading policy. 
 
Major grades may consist of, but are not limited to, the following: 
ω six weeks tests 
ω benchmark exams 
ω unit/chapter tests 
ω research projects/papers (final product) 
ω special projects (science fair, history fair, performances, speeches, etc.) 
ω performance-based assessment 
ω book reports/critiques 
ω compositions 
ω portfolios 

 
Six-week common assessments will be given in science, math, language arts, and social studies. 
 
Daily work may consist of, but are not limited to, the following: 
ω group/individual projects 
ω hands-on activities/labs/rehearsals 
ω class/group work (cooperative learning, etc.) 
ω vocabulary assignments 
ω learning centers 
ω chapter/unit tests (if applicable) 
ω lab reports 
ω computer activities 
ω notebooks 
ω appropriate homework 
ω vocabulary/spelling tests and/or assignments 
ω interim work for projects/papers 
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ω quizzes 
ω activities from adopted text series 
ω calculator activities 
ω journals 
ω writing processes (prewriting, drafting, revising, editing, publishing) 
ω informal compositions 
ω portfolios 

¶ speech/communication/presentation skills 
 

 Grade Reporting 
 The grade reporting periods are determined by the district. The grade reporting period ends 

             at the end of the school day on the last day of the grading period excluding final grading             
 period. Cycle grades will not be exported into the system before the end of the grade 
 reporting period. Excluding the final grading period, report cards will go home at the end of 
 the week following the end of the previous grading period. (See schedule) Report cards will be 
 sent home each six weeks. Parents must sign and return a copy to the school. Parents of 
 students making a failing grade in any subject must be notified and offered the opportunity for 
 a conference with the teacher who issued the failing grade. Error in notification does not 
 constitute a change of grade. 
 

Parents or guardians will be contacted by the teacher at any time during the reporting period 
that there is a clear indication the student is doing unsatisfactory work. In addition to the 
six weeks report card, a progress report will be sent home at the mid point of each six 
weeks to the parents of all students. If a student, because of no fault of his own, cannot get in 

 required work by the end of the ƎǊŀŘƛƴƎ ǇŜǊƛƻŘΣ ǘƘŜ ǘŜŀŎƘŜǊ ǿƛƭƭ ƎƛǾŜ ǘƘŜ ǎǘǳŘŜƴǘ ŀƴ άLέ 
 (Incomplete) until the work is completed. The student must arrange with his teacher to 
 complete his work within five days. The student is responsible to submit the work in five days, 
 and the teacher is ǊŜǎǇƻƴǎƛōƭŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ƎǊŀŘŜ ŦǊƻƳ άLέ ƻƴ ǘƘŜ ƎǊŀŘŜ ǎƘŜŜǘΦ 

 

 Late Work 

In an effort to increase our students academic performance, zeros will not be permitted.  
If a student does not turn in an assignment for any reason, he may be assigned a teacher 
detention, principal detention or other measures to complete missing assignments. If the 
student is missing work in multiple classes or is habitual about missing work, a parent 
conference should be set up with the parents and a referral sent to the office. 
 

Make-up Work 
ü  Work assigned on the day of an excused absence must be completed and given to the 

teacher based on the number of days absent. (i.e., if absent one day, then the student 
has one day to turn in all work missed.) 

           
ü  For extended absences, special arrangements need to be made with the teacher for 

make-up work. 
 
ü  Students who do not make up work during the allotted time, or who have not made 
      other arrangements with the teachers involved, may expect to receive a detention. 
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It is the responsibility of the student to arrange with the teacher the time and place for 
make-up work. When students are absent for several days, the school can help in getting 
assignments from teachers. Parents will need to call a day in advance to make these 
arrangements. 
No penalty is to be attached to make-up work for any excused absence. 
 

            The attendance committee may approve make-up work for a student with excessive absences.  
No penalty is to be attached to make-up work assigned/approved by the attendance 

 committee. When a student is truant, the work missed can be made up with 70 being the 
 highest possible grade obtained. 

 
 Report Card Grades 
  In accordance with KISD Policy, a teacher shall record the grade for any six week average 

earned by the student. (See EIA LOCAL POLICY). Grade Reports are issued after each six-week 
grading period. At the end of each semester, ǘƘŜ ǘƘǊŜŜ ǎƛȄ ǿŜŜƪΩǎ ƎǊŀŘŜǎ ǿƛǘƘ ǎŜƳŜǎǘŜǊ ŜȄŀƳ 
are averaged for the semester grade. Report cards include academic, conduct, and work habit 
evaluations. 

 
 

HOMEWORK POLICY 
 

DEFINITION 
It is expected that most homework be done out of class. However, it must be noted that any 
assignment should be thoroughly discussed and explained in class. In many subjects, it is best to give 
the students time in class to begin work on the assignment to insure that they understand what is 
expected. Homework should be purposeful and adjusted to the needs of the individual student. A 
discussion with the class for the purpose of evaluating homework assignments can be helpful. 
Insistence on your part that homework should be done and done well is important. In your discussion 
of the homework assignment, the purpose of the assignment should be made clear to the students. 
Often assignments appear to the students to be a meaningless, time-consuming task. 

 
 PURPOSE 
 Homework should: 
   Reinforce skills introduced in the classroom. 
   Achieve mastery of basic learning. 
   Promote independent, in-depth study of chosen topics. 
   Provide wise and orderly use of time. 
   Promote responsibility and self-discipline toward task accomplishment. 
 
 
 RESPONSIBILITIES 
 Teachers should be sure that: 

¶ Homework is never given as punishment. 

¶ Students have the concepts and skills necessary to do the assignment. 

¶ The homework assignment is reviewed before giving it to the students and  
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any difficulties anticipated. 

¶ Background and reference materials are available. 

¶ An unfair burden of homework for a subject is not placed on the pupil. 

¶ Homework is checked and evaluated. 
 

It is good practice to write the assignments on the overhead or chalkboard and then see that 
the students write their assignments down in the assignment section of their notebooks. 
 
The following are guidelines to be used by the teacher in making homework assignments: 
 
1. Is the assignment a logical outgrowth of the work of the class? 
2.   Is the assignment meaningful and carefully planned rather than busy work? 
3.   Do the students understand the content/skills/concepts with which the assignment is 
      concerned to such a degree that incorrect learning is not being reinforced? 
4.   Do the students fully understand the directions? Have the students written down the 
       pertinent directions? Are the directions on printed material?  
5. Can the assignment be adapted to fit students' abilities and to minimize their limitations? 
6.   No homework should be assigned as a punitive measure. 
7.   Is a long-range homework assignment such as reading a novel or developing a 
      project extended over an adequate amount of time? Are periodic deadlines built into 
      the long-range assignment? Will several grades/checks be taken on the long-range 
     assignment during the time allotted to insure students are on task and that they 
      understand the assignment? 
8.   Homework should not be used to teach complex skills. It should generally focus on 
      simple skills and material or on the integration of skills already possessed by the 
      student. 
 

Tutorials 
 
Required Tutorials 
The purpose of a tutorial session is to provide one-on-one instruction to assist students who have not 
mastered the TEKS currently being taught. Tutorials also serve as an instructional reinforcement for 
students needing assistance. All KISD students should be welcomed and encourages to attend tutorial 
sessions; however, students who have not mastered the TEKS or who are currently failing should be 
given priority during scheduled tutorial times. Tutorials will be provided during the school day. 
Teachers offer tutorials to students who are failing or needs extra help. Students should consult with 
their teacher for tutorial information and schedule. Tutorials are scheduled for 45 minutes before or 
after school. 
 
It is important that students and parents have access to the teachers between 7:30 -7:55 am and then 
from 3:15-3:45pm. 
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Instructional Intervention ς Re-Teaching/Retesting  

Re-teaching and remediation are important components of instruction. Throughout a daily 
lesson, the teacher should monitor student understanding. Such monitoring alerts both 
teacher and student to the possible need for re-teaching for mastery of concepts. Instruction 
that provides student practice with teacher assistance before students work independently 
also helps to prevent student failures in understanding. 
 
In addition, formal or informal assessment may identify some students who have not 
understood the concept presented. The teacher should then select re-teaching activities that 
present the content in a new or different learning modality. If the initial instruction was 
primarily visual, the corrective activity might be manipulative. If the teacher used the 
deductive approach initially, the corrective activity might use an inductive approach. In this 
way, the student will gain a new perspective on the task. Documentation that re-teaching has 
occurred may consist of entries in the teacher's lesson plans and/or grade book. There must 
be documentation of at least one instance of re-teaching when the teacher has determined 
that the student has not mastered the Texas Essential Knowledge and Skills. 
 
Re-teaching and retesting is appropriate for unit and major tests. The decision as to how to 
reassess skills that are re-taught is the responsibility of the classroom teacher.  
Reassessment methods include, but are not limited to: 

V class discussion/review 
V   demonstration 
V   observation 
V   oral questioning 
V   re-teaching in another unit 
V   retesting 
 
 

Re-teaching/Retesting: 
a.   Evidence of retesting should be documented. 
b.   When averaging grades for a reporting period, a passing retest grade will be 
      counted as average of both test. 

 
Teachers should maintain a tutorial log on a six weeks basis ǘƻ ŘƻŎǳƳŜƴǘ ǎǘǳŘŜƴǘǎΩ ǘǳǘƻǊƛŀƭ 
attendance. Tutorial forms are located in the faculty notebook and in the front office.  Each six weeks 
a copy of tutorial attendance, parent contact logs, and student progress summaries will be submitted 
to the principal. 
 
Each teacher must offer at least two (2) tutorial sessions per week for the purpose of providing 
assistance to students. 
 

¶ Teachers must be available to students during scheduled tutorial time. 

¶ Attendance at tutorials is voluntary and is not limited to those students having academic 
difficulty. 

¶ Weekly tutorial times should be posted on the board, in the classroom, or outside for students 
to access.                  
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  PROGRESS REPORTS 
 

tǊƻƎǊŜǎǎ ǊŜǇƻǊǘǎ ŀǊŜ ŀ ǘƘǊŜŜ ǿŜŜƪ ǎƴŀǇǎƘƻǘ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ ŀŎŀŘŜƳƛŎ ǇŜǊŦƻǊƳŀƴŎŜΦ Teachers should 
make every attempt to communicate with parents on a continuous basis if the students are not 
successful in class due to poor attendance, behavior issues, missing homework or poor academic 
performance on daily work or major assignments. 
 

A. When a student is not performing to their optimal potential contact should be made with 
the parents/guardians by telephone or by parent conference before and after the 3-week 
progress report is sent home. Students should be encouraged to come to tutorials or 
issued a referral for intervention by an administrator, counselor or curriculum director if 
the student continues to fail. 
 

THREE WEEK:   A progress report will be sent to the parents or guardian of all A copy of these reports 
  will be turned in to the office at the end of the third week of each reporting period. 
 
            B. INTERIM REPORTS: An interim progress report may be sent to the parents or guardian of  
               each student whenever there is a significant drop or marked improvements in ǘƘŜ ǎǘǳŘŜƴǘΩǎ  

   academic work or there is a pronounced change in behavior or the student is performing    
   below capacity. 

            
 

(If a student receives 2 failing grades in class work, homework, or tests in a short time period, 
 such as a week, parents need to be notified.) 

 
2011-2012 Progress Report Schedule  

Grading Period End of Progress Period Progress Reports Sent Home 

1st 6 Weeks September 9, 2011 September 12, 2011 

2nd  6 Weeks October 21, 2011 October 24, 2011 

3rd  6 Weeks November 30, 2011 December 1, 2011 

4th  6 Weeks January 24, 2012 January 25, 2012 

5th 6 Weeks March 9, 2012 March 19, 2012 

6th  6 Weeks April 27, 2012 April 30, 2012 

 

2011-2012 Six Week Report Card Schedule 
 

Grading Period End of Six Week Period Report Cards Sent Home 

1st Six Weeks September 30, 2011 October 6, 2011 

2nd Six Weeks November 11, 2011 November 17, 2011 

3rd Six Weeks December 16, 2011 January 5, 2012 

4th Six Weeks February 15, 2012 February 21, 2012 

5th Six Weeks April 5, 2012 April 12, 2012 

6th Six Weeks May 31, 2012 mailed home 
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WEEKLY LESSON PLANS 
 

KISD teachers are required to prepare weekly lesson plans to assist with planning for 
instruction. The purpose of lesson plans is to provide a written document, which outlines daily 
objectives activities for instruction.  Daily lesson plans are concise statements of how the 
ǘŜŀŎƘŜǊ ƛƴǘŜƴŘǎ ǘƻ ŎŀǊǊȅ ƻǳǘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŎǳǊǊƛŎǳƭǳƳ ƎǳƛŘŜǎΦ ²ǊƛǘǘŜƴ ƭŜǎǎƻƴ Ǉƭŀƴǎ ŀǊŜ ŀƴ 
integral and vital part of the teaching process. Week lesson plans should include: 

a. State, district, and campus student objectives 
b. Teaching activities 
c. Materials 
d. Assessment procedures 
e. Time allotment and specific time period taught 
f. TEKS documentation 
g.  TAKS documentation 

     
          
 Teachers in life skills and autism classes must write weekly lesson plans.  
            
Each teacher must submit a copy of their lesson plans to the principal and curriculum director    
for review and approval before leaving the building on Friday of each week. 

 
 All instructional videos used in the classroom must be included in the daily plans and 
approved by the curriculum director or campus principal. 
             
 All guest speakers must be approved by the principal and placed on the activity calendar in 
the Central office at least two weeks in advance. 
      
 The principal and curriculum director will review lesson plans. The lesson plans will be readily  
 available for use by a substitute in the event the teacher is absent for any cause. 
 
Lesson plans will be readily available on C-Scope. 
  
A purple substitute folder shall be maintained by each teacher on a weekly basis. The folders 
should include: 

¶ Copies of current lesson plans. 

¶ Seating charts 

¶ Attendance slips 

¶ Who to contact sheet 

¶ School calendar 

¶ High School Bell Schedule 

¶ Classroom rules and procedures 

¶ Students on Medications/concerns that the sub should be aware of. 

¶ Schedules/accommodations for any student with disabilities  
 
¢ƘŜǎŜ ŦƻƭŘŜǊǎ ǎƘƻǳƭŘ ōŜ ǊŜŀŘƛƭȅ ŀǾŀƛƭŀōƭŜ ƛƴǎƛŘŜ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ŘŜǎƪ whenever a substitute is 
needed. 
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FIELD TRIPS 

 
ω CƛŜƭŘ ǘǊƛǇǎ Ƴǳǎǘ ōŜ ƻŦ ŀƴ ŜŘǳŎŀǘƛƻƴŀƭ ƴŀǘǳǊŜΦ 
ω wŜǉǳŜǎǘǎ Ƴǳǎǘ ƻǊƛƎƛƴŀǘŜ ǿƛǘƘ ǘƘŜ ōǳƛƭŘƛƴƎ ǇǊƛƴŎƛǇŀƭ ŀƴŘ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ǎǳǇŜǊƛƴǘŜƴŘŜƴǘΦ 
ω !ƭƭ ǘǊƛǇǎ ƴŜŜŘ ǘƻ ōŜ ǇƭŀƴƴŜŘ ǿŜƭƭ ƛƴ ŀŘǾŀƴŎŜ ŀƴŘ ƘŀǾŜ ŀ ǿǊƛǘǘŜƴ ōǳǎ ǊŜǉǳƛǎƛǘƛƻƴ ǎǳōƳƛǘǘŜŘ ōȅ  
   the designated date each month for the following month's trips. 
ω If necessary, all free/reduced price students must be allowed a sack lunch meal from the  
   school cafeteria which meets child nutrition regulations. Paying students must be allowed to  
   choose the same lunch to be paid for at the regular lunch price so as not to identify the  
   free/reduced students. Student meal accounts may be used. The cafeteria manager must      
   have ŀǘ ƭŜŀǎǘ ŀ ǿŜŜƪΩǎ ƴƻǘƛŎŜ so she may order the food for these lunches. 
  A field trip form must be completed by the teacher sponsor and approved by the principal. 
 ω LŦ ǇƻǎǎƛōƭŜΣ ŀƭƭ Ŏƻǎǘǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀ ŦƛŜƭŘ ǘǊƛǇ ǎƘƻǳƭŘ ōŜ funded by campus organizations or 
   special revenue funds. When necessary, campuses can ask all students to pay the same  
   nominal charge for field trips. Funds collected from students can only be used to pay for field  
   trip expenses and cannot be transferred to other accounts. All funds must be receipted      

     through Kennard ISD. 
ω 9ǾŜǊȅ ŎƘƛƭŘ ƴŜŜŘǎ written parental permission before going on a trip. 
ω !ƴ ŀǇǇǊƻǾŜŘ ƭƛǎǘ ƻŦ ŦƛŜƭŘ ǘǊƛǇǎ ƛǎ ƳŀƛƴǘŀƛƴŜŘ ōȅ ǘƘŜ ǎǳǇŜǊƛƴǘŜƴŘŜƴǘΦ 
ω ¢ǊƛǇǎ ǎƘƻǳƭŘ ōŜ ǎŎƘŜŘǳƭŜŘ ŦǊƻƳ hŎǘƻōŜǊ ǘƘǊƻǳƎƘ !ǇǊƛƭ ƛƴ ƻǊŘŜǊ ǘƻ ŀƭƭŜǾƛŀǘŜ ǘǊŀƴǎǇƻǊǘŀǘƛƻƴ 
   problems. Plan to schedule field trips on Tuesday through Thursday. Exceptions must be 
   approved by superintendent. Trips may be planned prior to TAKS if educationally beneficial  
   to students. Trips may also be planned during TAKS if students are not testing. 
ω CƛŜƭŘ ǘǊƛǇǎ ŀǊŜ ƴƻǘ ǘƻ ōŜ ŜȄǘŜƴŘŜŘ ōŜȅƻƴŘ млл ƳƛƭŜǎ ŦǊƻƳ Kennard with the exception of the  
   end of the year trip for junior high and high school students. 
ω 9ƭŜƳŜƴǘŀǊȅ ǎǘǳŘŜƴǘǎ Řƻ ƴƻǘ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ƻǾŜǊƴƛƎƘǘ ŦƛŜƭŘ ǘǊƛǇǎΦ 
ω /ƘƛƭŘǊŜƴ ƴƻǘ ŜƴǊƻƭƭŜŘ ƛƴ the class/grade/school may not ride the bus. 
ω !Řǳƭǘǎ ŎƘƻǎŜƴ ǘƻ ǎŜǊǾŜ ŀǎ ǎǇƻƴǎƻǊǎ ƛƴ ŀ ǎǳǇŜǊǾƛǎƻǊȅ ŎŀǇŀŎƛǘȅ Ƴŀȅ ǊƛŘŜ ǘƘŜ ǎŎƘƻƻƭ ōǳǎΦ 
ω CƛŜƭŘ ǘǊƛǇǎ ŦǳƴŘŜŘ ǘƘǊƻǳƎƘ ǎǇŜŎƛŀƭ ǇǊƻƎǊŀƳ ŦǳƴŘǎ Ƴǳǎǘ ƳŜŜǘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ ŦǳƴŘƛƴƎ 
   source. Lesson plans must document pre and post educational field trip activities. 
ω /ŀƳǇǳǎŜǎ Ƴǳǎǘ ǇǊƻǾƛŘŜ ǘǊŀƴǎǇƻǊǘŀǘƛƻƴ ŦƻǊ ŀƭƭ ǎǘǳŘŜƴǘǎ ŜƭƛƎƛōƭŜ ǘƻ Ǝƻ ƻƴ ŦƛŜƭŘ ǘǊƛǇǎΣ ƛŜ  
   wheelchair bus. 
ω !ƴȅ ǇŀǊŜƴǘ ƻǊ ŀŘǳƭǘ ǿƘƻ ǾƻƭǳƴǘŜŜǊǎ ǿƛǘƘ ǎǘǳŘŜƴǘǎ Ƴǳǎǘ ƘŀǾŜ ŀ ŎǊƛƳƛƴŀƭ ōŀŎƪƎǊƻǳƴŘ 
   check. 

    
Field Trip Meal Guidelines 
Sponsors will submit in writing a purchase request to the principal or athletic director for all 

 meal allotments. This request should include a list of students, teachers, sponsors, coaches, 
 and administrators that will be eating each meal.  Contact should be made with each 
 restaurant in an attempt to negotiate the price of the meal with drink included. This price 
 should stay within a $7.50 limit. Receipts must be returned to the business office the next 
 business day or upon arrival back in the district. All persons eating the meal should sign a list 
 after the meal has been provided to account for everyone that was provided a meal. Only in 
 special emergencies will sponsors be reimbursed for meals that have not been approved by      
 the principal. 
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PERMISSION FOR FIELD TRIP PARTICIPATION 

 
I agree to allow my child to attend the field trip listed below. I understand that while student safety is 
a high priority for the district, under state law, the school is not responsible for medical costs 
associated with a student injury.  As the parent/guardian of listed child/ren I also agree to the 
following: 
 
¶ I expressly waive all claims for medical expenses, loss of services, or other claims, and I agree 

to indemnify and hold harmless the district, its trustees, employees, and agents from all claims 

made against it or them on behalf of my child/ren. 

¶ I agree to indemnify and hold harmless the district, its trustees, employees and agents from all 

claims made by third parties against it or them which result from my childôs actions on the trip. 

¶ I understand the district, its trustees, employees, and agents are not waiving any sovereign or 

governmental immunity, which it or they have under Texas law. 

I have read and understand this release and sign it voluntarily and with full knowledge of its 
significance. 
 
Nature of Field Trip:  
Date of Field Trip:     
Departure Time:    
Return Time:   
Destination:   
Transportation: Bus 
 
 
____________________________________________  _____________________ 
STUDENT NAME       GRADE 

 
____________________________________________  _____________________ 
PARENT/GUARDIAN NAME      DATE 
 
 
 
DAYTIME PHONE NUMBER:_____________________________________________________ 
 

KENNARD INDEPENDENT SCHOOL DISTRICT 
304 Hwy 7 East, Kennard, TX 75847      936-655-2161     FAX 936-655-2327 

 

Ginger Arbuckle, Elementary Principal   Jason Crow, Junior High/High School Principal 

Cynthia Foy, Administrative Assistant   Terresa Bobbitt, Administrative Assistant 

936-655-2724     936-655-2121 
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KENNARD INDEPENDENT SCHOOL DISTRICT 

BUS/FIELD TRIP REQUEST 
 

 
Date of Trip:____________________________ 

Name of Organization/Grade Level:__________________________________________ 

Destination:____________________________________________________________ 

Purpose:_______________________________________________________________ 

Departure Time (from school):____________  Return Time (to school): ____________  

Number of Students:__________  Number of Adults:__________ 

 

_______________________________ 
Teacher/Sponsor Signature 

 
 

 
 
Completed by administration 
 
Approved    Ž Yes    Ž No 

______________________  ______________________ 
Principal Signature                       Date  
 

Approved    Ž Yes    Ž No 

______________________  ______________________ 
Transportation Supervisor             Date  
 

Driver:___________________________________ Bus Number:_____________ 

Odometer Reading:_______________ to ________________Total Miles:___________ 
                                  Beginning                       Ending  
 

 

_____________________________    ______________________  
Bus Driver Signature                          Date  
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      KENNARD INDEPENDENT SCHOOL DISTRICT  

 
                              304 Hwy 7 East  Kennard Texas 75847  Ā (936) 655-2161  (PH) Ā (936) 655-2327 (FAX)  

 
Individual Eligibility Form 

      __________________________________________ 
Name and Date of Event 

                        I certify that these students are eligible to participate in the activity listed above. These  

                                           students are in good standing based on academic standards, conduct, and attendance. 

 

  1.__________________________  12.__________________________ 

 

2.__________________________  13.__________________________ 

 

3.__________________________  14.__________________________ 

 

4.__________________________  15.__________________________ 

 

5.__________________________  16.__________________________ 

 

6.__________________________  17.__________________________ 

 

7.__________________________  18.__________________________ 

 

8.__________________________  19.__________________________ 

 

9.__________________________  20.__________________________ 

 

10. __________________________  21. __________________________ 

 

11. __________________________  22. __________________________ 

 

 
      __________________________       _________________________ 

                                         Principalôs Signature                                                Date 

 

 
       I certify that students listed above in numbers ___ thru ____ are eligible to participate. 
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Kennard ISD 
 

Curriculum 
The Kennard ISD curriculum is a foundation curriculum, guiding the “what” of instruction. The 
alignment and TEKS reflects a clearly articulated curriculum which should renew teachers’ 
understanding of the depth and breadth required by the TEKS. 
These curriculum documents offer teachers a common place from which to differentiate and 
accommodate. The curriculum destination itself is non-negotiable since we are legally bound as 
educators to implement the state standards. However, the actual journey that teachers plan with 
their students may look quite different in that it will be responsive to differing student interests 
and abilities. Kennard ISD staff has access to the CSCOPE curriculum and resources through 
Region VI. CSOPE has many resources available to enhance the teaching and learning of our 
students. The lessons presented in CSCOPE are exemplar lessons intended to inspire decision 
making, teacher creativity, and appropriate use of available resources. They are resources which 
are intended to be models of what good instruction could look like.  

 

 

A. AN ALIGNED CURRICULUM 
An aligned curriculum is provided to all teachers in the district at all grade levels. The scope 

 and sequence and supporting resources are located in the document as well as additional 
 resources available on C-Scope. Any variation from the designated curriculum must be 
 discussed with and approved by the appropriate curriculum director, and principal. 

 
B. TEACHER PLANNING/CONFERENCE PERIODS 
 
Planning/Conference Period 
During the planning time, teachers will need to meet once (1) during the week for  
interdisciplinary planning and one (1) time per week for staff development as determined by  
the building principal. 
 
 Each classroom teacher is entitled to at least 450 minutes within each two week period for 
instructional preparation including parent-ǘŜŀŎƘŜǊ ŎƻƴŦŜǊŜƴŎŜκƳŜŜǘƛƴƎΣ ŜǾŀƭǳŀǘƛƴƎ ǎǘǳŘŜƴǘǎΩ  
work and planning. 
 
C. PLANNING AND THE LESSON PLAN FORM 
 
Lesson plans are to be completed and submitted to the curriculum director and campus 

 principal. Semester syllabi and lesson plan notebooks will be saved in the teacherΩǎ Ƙ-drive. 
 Lesson plans will be approved by the principal and curriculum director. All lesson plans will 
 follow the district lesson plan template. 
 

Lesson plans will be submitted and monitored weekly by the principal or his/her designee.  
In the event of an unexpected teacher illness, a current copy of weekly lessons plans should  
ŀƭǿŀȅǎ ōŜ ƪŜǇǘ ƛƴ ǘƘŜ ǇǳǊǇƭŜ ǎǳōǎǘƛǘǳǘŜ ŦƻƭŘŜǊ ŀƴŘ ƭŜŦǘ ƛƴ ŜŀŎƘ ǘŜŀŎƘŜǊΩǎ  ŘŜǎƪ ŘǊŀǿŜǊΦ 
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D. Time Clock Procedures/Sign In and Out 
To help ensure the safety of our employees and to assist with recording employee absences, 
all district employees are required to utilize the TimeClock Plus system upon arrival to work,  
and when you leave at the end of the work day. If you leave campus during your lunch period 
or conference please sign out in the appropiate office. 
Employees must clock in and out for themselves. Failure to follow these procedures may result 
in disciplinary action.   
 

E. SUBSTITUTE TEACHER SIGN-IN AND OUT 
A separate sign-in and sign-out record will be kept on all substitute teachers in order to be able  

to have accurate records for the business office. All substitutes must follow the same work day 

as the regular classroom teacher.  

 

         WORK DAY AND PROFESSIONAL DEVELOPMENT DAY SCHEDULES 
 

School Day: Professionals 7:30-3:45 
                                                     Non-teaching Personnel 8 hours + 30 min. Lunch (Individual times to be 
    determines by supervisor.) 

Work Day/Professional Development Day: 8:00-3:30 
 

 
F. REGULAR DUTY 
Teacher and paraprofessional duty time will be determined by the building principal. A duty  
roster will be given to each teacher and one will be posted in the office. Special duty is a vital  
pŀǊǘ ƻŦ ŜǾŜǊȅ ǘŜŀŎƘŜǊǎ ŀƴŘ ǇŀǊŀǇǊƻŦŜǎǎƛƻƴŀƭΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ Lǘ ƛǎ ƛƳǇŜǊŀǘƛǾŜ ǘƘŀǘ ŜŀŎƘ ǎǘŀŦŦ  
member assumes his/her share of the responsibility of a given assignment. Each staff member 
on duty is responsible for active duty and for maintaining proper student conducting and 
around his/her duty station; therefore, close observation is necessary. 

 
G. SUPERVISION 
Students should never be left unsupervised. If it is necessary for a teacher to leave the  
classroom for any reason, a neighboring teacher, or some other person designated by the  
principal may be requested to assume this responsibility. 
 

 
H. ACCIDENT PREVENTION 
Students are not to be allowed in any laboratory without the instructor being present. Safety  
rules should be on display. It is of the greatest importance that this policy be followed without  
exception. This policy is to include all CATE classes and computer labs. No student will be   
permitted to work during midmorning  and mid-afternoon breaks, during lunch periods or  
without teacher supervision afterschool. The instructor is to be in the labs at all times when  
students are present. Safety rules will be enforced at all times; this includes the wearing of eye  
protective devices when performing or observing experiments which may cause eye injury. 
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I. FIRE PROTECTION REQUIREMENTS 
It will be the responsibility of the principal to see that the state Fire Prevention Regulations is 
met. A report to this effect must be filed each school year. The requirements are as follows: 
 
MINIMUM REQUIREMENTS 
Schools are encouraged to incorporate fire safety/fire prevention lessons into the curriculum. 
At the ŜƴŘ ƻŦ ǘƘŜ ȅŜŀǊ ƛƴ ǘƘŜ ŦƛǊŜ ƳŀǊǎƘŀƭΩǎ ǊŜǇƻǊǘΣ ǎŎƘƻƻƭǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ǇǊƻǾƛŘŜ ŀ 
percentage of students who have had fire prevention instruction. Curriculum guides are 
available from the Fire Prevention and Outreach section of the State Fire aŀǊǎƘŀƭƭΩǎ hŦŦƛŎŜ ŀǘ 
P.O. Box 149221, Austin, TX 78714-9221 or online at http://  www.tdi.state.tx.us/ 
Fire/fmcurric.html. 

 
Fire Drill 
One fire drill must be conducted each month and a record of these drills kept. 

 
Reports 
Schools are required to maintain the fire drill and fire prevention forms at the campuses and 
turn them in to the director of safe and secure schools at the end of the year. 
 
NOTE: Stationary manual alarms should be provided and placed in corridors. A fire drill 
record card and a fire drill signal card should be placed by the central alarm. A series 
of trip gongs or a hand siren may be used in large buildings. 
 
 

 
 
 
 
 
 
 
 
 

http://www.tdi.state.tx.us/

