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Employee Handbook Receipt

Name

Campus/Department

I hereby acknowledge receipt of a copy of the MaltdS8D Employee Handbook. | agree to read
the handbook and abide by the standards, poliaresprocedures defined or referenced in this
document.

Employees have the option of receiving the handbo@htectronic format or hard copy.
Please indicate your choice by checking the apatgpbox below:

€ | choose to receive the employee handbook in @eitformat and accept responsibility
for accessing it according to the instructions jded.

€ | choose to receive a hard copy of the employedibhaok.

The information in this handbook is subject to aan understand that changes in district
policies may supersede, modify, or render obsadlhetenformation summarized in this book. As
the district provides updated policy informatiomcicept responsibility for reading and abiding
by the changes.

I understand that no modifications to contracte&dtronships or alterations of at-will
employment relationships are intended by this haollb

I understand that | have an obligation to inform sapervisor or department head of any
changes in personal information such as phone nyratidress, etc. | also accept responsibility
for contacting my supervisor or the Human Reso@ffee if | have questions or concerns or
need further explanation.

Signature Date

Please sign and date this receipt and forward it tthe Human Resource Office
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Introduction

The purpose of this handbook is to provide infororathat will help with questions and pave

the way for a successful year. Not all districtigel and procedures are included. Those that are
have been summarized. Suggestions for additiongngmvements to this handbook are
welcome and may be sent to Human Resources Office.

This handbook is neither a contract nor a substiiwt the official district policy manual. Nor is

it intended to alter the at-will status of noncactremployees in any way. Rather, it is a guide to
and a brief explanation of district policies andgadures related to employment. These policies
and procedures can change at any time; these chahgk supersede any handbook provisions
that are not compatible with the change. For moi@rmation, employees may refer to the
policy codes that are associated with handboolkc$ogibnfer with their supervisor, or call the
appropriate district office. District policies cha accessed on linevatvw.marshallisd.com
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District Information

Mission Statement, Goals, and Objectives
Policy AE

Effective schools must provide a sense of purposkrection to those within the organization.
We in the Marshall ISD are pursuing excellenceoundrive for excellence, the following
characteristics are desired in our schools:

1. Our board, administrators, staff parents, studandscommunity share the goal of
excellence for the District.

2. The District provides all students with an oppoityito pursue a course of study that
enables them to become productive, effective cisze

3. Teachers in our District believe that all studesas learn and enthusiastically accept the
challenge to teach them.

4. The staff is characterized by professionalism, wabion, enthusiasm, compassion,
creativity, dedication, integrity, and morality.

5. Parents and other members of the community araqyarin the education of our youth.

6. High expectations of staff and students are shiayeall members of the school
community.

7. There is an atmosphere of mutual respect and caragidn among all members of the
school community.

8. There is a constant effort to recognize and ham@rthievement of students and staff in
the school community.

9. Regular assessment of students, programs andstaifs.

10. A strong, reasonable behavior code provides cleigetines for student behavior.

11. Sufficient financial resources and facilities sugigbe program of our schools.

12. A linkage exists between school goals/objectivesteaining/development.

Board of Trustees
Policies BA, BB series, BD series, and BE series

Texas law grants the board of trustees the powgovern and oversee the management of the
district’s schools. The board is the policy-makbagly within the district and has overall
responsibility for the curriculum, school taxesnaal budget, employment of the superintendent
and other professional staff, and facilities. Thardd has complete and final control over school
matters within limits established by state and fatkews and regulations.

The board of trustees is elected by the citizerth@fistrict to represent the community’s
commitment to a strong educational program fordisg&rict’s children. Trustees are elected by
the citizens and serve three-year terms. Trustggs svithout compensation, must be registered
voters, and must reside in the district.
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Current board members include:

* Mrs. Helen Warwick, President

* Mrs. Lenora Reed, Vice President

* Mrs. Charles Wilson, Secretary

* Mr. Sam Fogle, Assistant Secretary
e Mrs. Janie Hill

* Mrs. Cathy Marshall

e Mr. Brad Burris

The board usually meets third Monday at 5:30 pmthé Pat Gasperson-Smith Boardroom. In
the event that large attendance is anticipatedytled may meet at an alternate location. Special
meetings may be called when necessary. A writtéicenof regular and special meetings will be
posted near the front door of the MISD Administyatand on the district Web site at least 72
hours before the scheduled meeting time. The writtgice will show the date, time, place, and
subjects of each meeting. In emergencies, a megtaygbe held with a two-hour notice.

All meetings are open to the public. In certairtginstances, Texas law permits the board to go
into a closed session from which the public anélare excluded. Closed session may occur
for such things as discussing prospective giftdamations, real-property acquisition, certain
personnel matters including employee complaintsyrsy matters, student discipline, or
consulting with attorneys regarding pending litigat

Board Meeting Schedule for 2010-2011

August 15, 2010 January 18, 2011 June 20, 2011
September 9, 2010 February 21, 2011 July 181 201
October 18, 2010 March 21, 2011

November 18, 2010 April 18, 2011

December — Not Held May 16, 2011

Administration

Superintendent Dr. Bruce Gearing
Deputy Superintendent Melinda Jones
Director of Athletics Thed Harris
Director of Auxiliary Services Jobie King
Director of Curriculum and Instruction Shelley Yates
Director of Communications and Public Relations Brooke Paddie
Executive Director of Financial Services Melinda McGinnis
Executive Director of Human Resources Debra Crooms
Director of Special Programs Stacie Whitaker
Director of Operation and Student Services Gregg Morris
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School Calendar
A copy of the calendar is available at each schaoipus office and in the appendix

Helpful Contacts

From time to time, employees have questions oremsc If those questions or concerns cannot
be answered by supervisors or at the campus ortdegat level, the employee is encouraged to
contact the appropriate department as listed below.
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Employment

Equal Employment Opportunity
Policies DAA, DIA

The Marshall ISD does not discriminate againstemployee or applicant for employment
because of race, color, religion, gender, nationagin, age, disability, military status, genetic
information,or on any other basis prohibited by law. Employnaetisions will be made on the
basis of each applicant’s job qualifications, exgare, and abilities.

Employees with questions or concerns about disoation based on sex, including sexual
harassment should contact the superintendent atylspperintendent, the district’s Title IX
coordinator. Employees with questions or concebmaidiscrimination on the basis of a
disability should contact Superintendent of School

Job Vacancy Announcements
Policy DC

Announcements of job vacancies by position andtiogare distributed on a regular basis and
posted on the district’s Web site.

Employment After Retirement
Policy DC

Individuals receiving retirement benefits from theacher Retirement System (TRS) may be
employed in limited circumstances on a full- ortgane basis without affecting their benefits,
according to TRS rules and state law. Detailedrmédion about employment after retirement is
available in the TRS publicatidémployment After Retiremeriimployees can contact TRS for
additional information by calling 800-223-8778 dr25542-6400. Information is also available
on the TRS Web Site (www.trs.state.tx.us).
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Contract and Noncontract Employment
Policy DC series

State law requires the district to employ all fithe professional employees in positions
requiring a certificate from the State Board fouEator Certification (SBEC) and nurses under
probationary, term, or continuing contracts. Emplegin all other positions are employed at-
will or by a contract that is not subject to thegedures for nonrenewal or termination under
Chapter 21 of the Texas Education Code. The pgrhagrthat follow provide a general
description of the employment arrangements usetdylistrict.

Probationary Contracts. Nurses and full-time professional employees nethéadistrict and
employed in positions requiring SBEC certificationst receive a probationary contract during
their first year of employment. Former employee®\are hired after at least a two-year lapse in
district employment also may be employed by prapetiy contract. Probationary contracts are
one-year contracts. The probationary period fos¢hwho have been employed as a teacher in
public education for at least five of the eightgepreceding employment with the district may
not exceed one school year.

For those with less experience, the probationarpg@avill be three school years (i.e., three one-
year contracts) with an optional fourth school yié#ne board determines it is unclear whether a
term or continuing contract should be given.

Term Contracts. Full-time professionals employed in positions lieqg certification and
nurses will be employed by term contracts aftey theeve successfully completed the
probationary period. The terms and conditions opleyment are detailed in the contract and
employment policies. All employees will receiveapyg of their contract. Employment policies
can be accessed on line or copies will be provigexh request.

Noncertified Professional and Administrative Employees.Employees in professional and
administrative positions that do not require SBE@ification (such as noninstructional
administrators) are not employed by contract. Eymplent is not for any specified term and may
be terminated at any time by either the employe@®district.

Paraprofessional and Auxiliary EmployeesAll paraprofessional and auxiliary employees,

regardless of certification, are employed at wildlanot by contract. Employment is not for any
specified term and may be terminated at any timeithyer the employee or the district.

Searches and Alcohol and Drug Testing
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Policy DHE

Non-investigatory searches in the workplace inclgdiccessing an employee’s desk, file
cabinets, or work area to obtain information neddedisual business purposes may occur when
an employee is unavailable. Therefore, employem$i@reby notified that they have no
legitimate expectation of privacy in those pladasaddition, the district reserves the right to
conduct searches when there is reasonable cabsédwe a search will uncover evidence of
work-related misconduct. Such an investigatorydearay include drug and alcohol testing if
the suspected violation relates to drug or alcoisel The district may search the employee, the
employee’s personal items, and work areas includisict-owned computers, lockers, and
private vehicles parked on district premises orkngites or used in district business.

Employees Required to Have a Commercial Driver’s laense Any employee whose duties
require a commercial driver’s license (CDL) is ®dbjto drug and alcohol testing. This includes
all drivers who operate a motor vehicle designetlaosport 16 or more people counting the
driver, drivers of large vehicles, or drivers ohides used in the transportation of hazardous
materials. Teachers, coaches, or other employeegvimarily perform duties other than
driving are subject to testing requirements if thokities include driving.

Drug testing will be conducted before an individassumes driving responsibilities. Alcohol

and drug tests will be conducted when reasonalsigigon exists, at random, when an employee
returns to duty after engaging in prohibited conidand as a follow-up measure. Testing may be
conducted following accidents. Return-to-duty aoitbfv-up testing will be conducted if an
employee who has violated the prohibited alcoholdewmt standards or tested positive for
alcohol or drugs is allowed to return to duty.

All employees required to have a CDL or who otheeaare subject to alcohol and drug testing
will receive a copy of the district’s policy, thesting requirements, and detailed information on
alcohol and drug abuse and the availability ofstaace programs.

Employees with questions or concerns relating¢otadl and drug policies and related
educational material should contact Human Resoudtfse.

Health Safety Training
Policies DBA, DMA

Certain employees who are involved in physicahdtats for students must maintain and submit
to the district proof of current certification gaining in first aid, cardiopulmonary resuscitation
(CPR), the use of an automated external defiboll@AED), and extracurricular athletic activity
safety. Certification or documentation of trainimgist be issued by the American Red Cross, the
American Heart Association, University InterschtiEeague, or another organization that
provides equivalent training and certification. Hoyees subject to this requirement must submit
their certification or documentation to the Distidurse.

The district’s policy that includes definitions apbcedures for all safety and health training is
printed in the appendix.
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Reassignments and Transfers
Policy DK

All personnel are subject to assignment and reasggt by the superintendent or designee
when the superintendent or designee determineshibaissignment or reassignment is in the
best interest of the district. Reassignment isuastier to another position, department, or facility
that does not necessitate a change in the empldyoetract. Campus reassignments must be
approved by the principal at the receiving campu®pt when reassignments are due to
enrollment shifts or program changes. Extracuracol supplemental duty assignments may be
reassigned at any time unless an extracurriculaupplemental duty assignment is part of a
dual-assignment contract. Employees who objectreassignment may follow the district
process for employee complaints as outlined inlthisdbook and district policy DGBA (Local).

An employee with the required qualifications fquasition may request a transfer to another campus o
department. A written request for transfer mustbmpleted and signed by the employee and the
employee’s supervisor. A teacher requesting a fearte another campus before the school year begins
must submit his or her request by April 1st. Retsuies transfer during the school year will be
considered only when the change will not adverafgct students and after a replacement has been
found. All transfer requests will be coordinatedtbg Human Resource Office and must be approved by
the receiving supervisor

Workload and Work Schedules
Policies DEA, DL

Professional EmployeesProfessional employees and academic administraterexempt from
overtime pay and are employed on a 10-, 11-, and8th basis, according to the work
schedules set by the district. A school calendad@pted each year designating the work
schedule for teachers and all school holidays.deatf work schedules including required days
of service and scheduled holidays will be distrdol#ach school year.

Classroom teachers will have planning periodsristructional preparation including
conferences. The schedule of planning periodstiatsae campus level but must provide at least
450 minutes within each two-week period in blocks less than 45 minutes within the
instructional day. Teachers and librarians areledtio a duty-free lunch period of at least 30
minutes. The district may require teachers to supeistudents during lunch one day a week
when no other personnel are available.

Paraprofessional and Auxiliary EmployeesSupport employees are employed at will and
receive notification of the required duty days,itd@ys, and hours of work for their position on
an annual basis. Paraprofessional and auxiliarjareps are not exempt from overtime and are
not authorized to work in excess of their assigsatedule without prior approval from their
supervisor.

The district’s policy that includes definitions aprbcedures for all workload and work
schedules are printed in the appendix.
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Notification to Parents Regarding Qualifications
Policies DK, DBA

In schools receiving Title | funds, the districtréxjuired by the No Child Left Behind Act

(NCLB) to notify parents at the beginning of eachal year that they may request information
regarding the professional qualifications of ttetild’s teacher. NCLB also requires that parents
be notified if their child has been assigned ogtdador four or more consecutive weeks by a
teacher who is not highly qualified.

Texas law also requires that parents be notifigkeair child is assigned for more than 30
consecutive instructional days to a teacher whe do¢ hold an appropriate teaching certificate.
This notice is not required if parental notificationder NCLB is sent. Inappropriately certified
or uncertified teachers include individuals on areggency permit (including individuals

waiting to take a certification exam) or individsialho do not hold any certificate or permit.
Information relating to teacher certification woé made available to the public upon request.
Employees who have questions about their certifinadtatus can call Human Resource Office.

Outside Employment and Tutoring
Policy DBD

Employees are required to disclose in writing witimmediate supervisor any outside
employment that may create a potential confliahtérest with their assigned duties and
responsibilities or the best interest of the distiSupervisors will consider outside employment
on a case-by-case basis and determine whetheutdshe prohibited because of a conflict of
interest.

Performance Evaluation
Policy DN series

Evaluation of an employee’s job performance ism@tiooous process that focuses on
improvement. Performance evaluation is based angrloyee’s assigned job duties and other
job-related criteria. All employees will particigain the evaluation process with their assigned
supervisor at least annually. Written evaluatioiitlve completed on forms approved by the
district. Reports, correspondence, and memorarstecain be used to document performance
information. All employees will receive a copy bkir written evaluation, participate in a
performance conference with their supervisor, aaklthe opportunity to respond to the
evaluation.

The district’s policy that includes definitions apbcedures for performance evaluations are
printed in the appendix.
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Employee Involvement
Policies BQA, BQB

At both the campus and district levels, Marshal i&fers opportunities for input in matters that
affect employees and influence the instructiontdativeness of the district. As part of the
district’s planning and decision-making processpkyees are elected to serve on district- or
campus-level advisory committees. Plans and detaifermation about the shared decision-
making process are available in each campus affiéem the policy manual.

Staff Development
Policy DMA

Staff development activities are organized to nieemneeds of employees and the district. Staff
development for instructional personnel is pred@ntly campus-based, related to achieving
campus performance objectives, addressed in thpusmmprovement plan, and approved by a
campus-level advisory committee. Staff developnfi@nhoninstructional personnel is designed
to meet specific licensing requirements (e.g.,dngers) and continued employee skill
development.

Individuals holding renewable SBEC certificates r@gponsible for obtaining the required
training hours and maintaining appropriate docu eéor.
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Compensation and Benefits

Salaries, Wages, and Stipends
Policies DEA, DEAA

Employees are paid in accordance with adminiseagividelines and an established pay
structure. The district’s pay plans are reviewedhgyadministration each year and adjusted as
needed. All district positions are classified asrapt or nonexempt according to federal law.
Professional employees and academic administratergenerally classified as exempt and are
paid monthly salaries. They are not entitled tortiree compensation. Other employees are
generally classified as non-exempt and are pattbanly wage or salary and receive
compensatory time or overtime pay for each houkedbeyond 40 in a workweek.

All employees will receive written notice of th@ay and work schedules before the start of each
school year. Classroom teachers, full-time librasijdull-time nurses, and full-time counselors
will be paid no less than the minimum state sasahyedule. Contract employees who perform
extracurricular or supplemental duties may be pastipend in addition to their salary according
to the district’'s extra-duty pay schedule.

The District shall pay each classroom teacher tiiu librarian, full-time counselor, or full-time
nurse not less than the minimum monthly salaryetas the employee’s level of experience,
specified inEducation Code 21.402 and 19 Administrative Code (1

Employees should contact Human Resource Officenfane information about the district’s pay
schedules or their own pay.

Annualized Compensation
Policy DEA

The district pays all salaried employees over 12tmoregardless of the number of months
employed during the school year. Salaried employekbe paid in equal monthly or bimonthly
payments, beginning with the first pay period & fthool year. Employees that separate after
the last day of instruction will continue to reaipaychecks through the end of the summer.

Paychecks

All professional and salaried employees are paidthip. Paychecks will not be released to any
person other than the district employee named ewclieck without the employee’s written
authorization.

An employee’s payroll statement contains detaitédrmation including deductions,

withholding information, and the amount of leavewoulated. Paychecks are distributed on the
25" of each month, unless the"™fills on a Saturday, Sunday, or school holidatich case,

the pay date would be Friday or the last workdagceding the holiday.
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Automatic Payroll Deposit

Employees can have their paychecks electronicaibpsdited into a designated account.
Contact théBusinesffice for more information about the automatic payrolpdsit service.

Payroll Deductions
Policy CFEA

The district is required to make the following auattdic payroll deductions:

» Teacher Retirement System of Texas (TRS) or S&aalrity employee contributions
* Federal income tax required for all full-time emydes
* Medicare tax (applicable only to employees hiradrdfiarch 31, 1986)

Other payroll deductions employees may elect ireldeductions for the employee’s share of
premiums for health, dental, life, and vision irsswe; annuities; and higher education savings
plans. Employees also may request payroll deduftiopayment of membership dues to
professional organizations and United Way. Salagudtions are automatically made for
unauthorized or unpaid leave.

Overtime Compensation

Policy DEA

The district compensates overtime for nonexempti@yeges in accordance with federal wage
and hour laws. Only nonexempt employees (hourlyleyees and paraprofessional employees)
are entitled to overtime compensation. Nonexempileyees are not authorized to work beyond
their normal work schedule without advance apprénah their supervisor.

Overtime is legally defined as all hours workeaxtess of 40 hours in a workweek and is not
measured by the day or by the employee’s regulak achedule. Nonexempt employees that are
paid on a salary basis are paid for a 40-hour wedknand do not earn additional pay unless
they work more than 40 hours. For the purpose lolitating overtime, a workweek begins at
12:01la.m. Saturday to 11:59p.m. Friday.

Employees may be compensated for overtime at timeaahalf rate with compensatory time off
(comp time) or direct pay. The following appliesalbnonexempt employees:

» Employees can accumulate up to 60 hours of comg. tim

» Comp time must be used in the duty year thateaisied.

» Use of comp time may be at the employee’s requibtsupervisor approval, as
workload permits, or at the supervisor’s direction.

* An employee may be required to use comp time befsirey available paid leave (e.qg.,
sick, personal, vacation).

» Weekly time records will be maintained on all noaewt employees for the purpose of
wage and salary administration.
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Travel Expense Reimbursement
Policy DEE

Before any travel expenses are incurred by an erapldhe employee’s supervisor and
Executive Director of Financial Services must giygroval. For approved travel, employees
will be reimbursed for mileage and other travelengtitures according to the current rate
schedule established by the district. Employeed sulsmit receipts, to the extent possible, to be
reimbursed for expenses other than mileage.

Health, Dental, and Life Insurance
Policy CRD

Group health insurance coverage is provided thrdlRB-ActiveCare, the statewide public
school health insurance program. The district'stigoation to employee insurance premiums is
determined annually by the board of trustees. Eygas eligible for health insurance coverage
include the following:

» Employees who are active, contributing TRS members
» Employees who are not contributing TRS membersvarmalare regularly scheduled to
work at least 10 hours per week

TRS retirees who are enrolled in TRS-Care (retiresdth insurance program) and employees
who are not contributing TRS members who are retyseheduled to work less than 10 hours
per week, are not eligible to participate in TRSeCare.

The insurance plan year is from September 1 thréugjust 31. Current employees can make
changes in their insurance coverage during opeslisrant each spring. Detailed descriptions of
insurance coverage, employee cost, and eligib#ityire-

ments are provided to all employees in a separaiklét. Employees should contact Financial
Services or the Human Resources Office for mor@rimétion.

Supplemental Insurance Benefits
Policy CRD

At their own expense, employees may enroll in seipgintal insurance programs for
Vision and Disability. Premiums for these prograras be paid by payroll deduction.
Employees should contact Financial Services Officanore information.

Cafeteria Plan Benefits (Section 125)

Employees may be eligible to participate in theeBaia Plan (Section 125) and, under IRS
regulations, must either accept or reject this berienis plan enables eligible employees to pay
certain insurance premiums on a pretax basis digability, accidental death and
dismemberment, cancer and dread disease, derdeddalitional term life insurance). A third-
party administrator handles employee claims madinese accounts.
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New employees must accept or reject this benefinduheir first month of employment. All
employees must accept or reject this benefit carsrual basis and during the specified time
period.

Workers’ Compensation Insurance
Policy CRE

The district, in accordance with state law, prosigerkers’ compensation benefits to employees
who suffer a work-related illness or are injuredtiod job. The district has workers’
compensation coverage from Claims Administrativeviges.

Benefits help pay for medical treatment and maké&upart of the income lost while
recovering. Specific benefits are prescribed byd@pending on the circumstances of each case.

All work-related accidents or injuries should bpoged immediately to supervisor. Employees
who are unable to work because of a work-relatgayrwill be notified of their rights and
responsibilities under the Texas Labor Code.

Unemployment Compensation Insurance
Policy CRF

Employees who have been laid off or terminatedubhono fault of their own may be eligible
for unemployment compensation benefits. Employeesat eligible to collect unemployment
benefits during regularly scheduled breaks in ttiesl year or the summer months if they have
employment contracts or reasonable assuranceuwhneg) to service. Employees with questions
about unemployment benefits should contact FindSaavices Office.

Teacher Retirement
Policy DEG

All personnel employed on a regular basis for astéour and one-half months are members of
the Teacher Retirement System of Texas (TRS). Butest not receiving TRS service retirement
benefits who work at least 90 days a year arealigible for TRS membership and to purchase a
year of creditable service. TRS provides membetis an annual statement of their account
showing all deposits and the total account baldoicthe year ending August 31, as well as an
estimate of their retirement benefits.

Employees who plan to retire under TRS should ndiRS as soon as possible. Information on
the application procedures for TRS benefits islabée from TRS at Teacher Retirement System
of Texas, 1000 Red River Street, Austin, TX 78769&, or call 800-223-8778 or 512-542-
6400. TRS information is also available on the \l@lyw.trs.state.tx.us).

Other Benefit Programs
Policy DEB
Children of nonresident District employees mayrattBistrict schools tuition-free.
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Leaves and Absences
Policies DEC, DECA, DECB

The district offers employees paid and unpaid lsafeabsence in times of personal need. This
handbook describes the basic types of leave al@itadu restrictions on leaves of absence.
Employees who expect to be absent for an exteneleddoof more than five days should call
Human Resource Office/ Business Office for inforimratbout applicable leave benefits,
payment of insurance premiums, and requirementsdiormunicating with the district.

Use of Leave

Leave is available for the employee’s use JulyHsetvever, state personal and local leave is
earned at a rate of half a day for every 18 dayke&ebduring the school year. If an employee
leaves the district before the end of the work yte cost of any unearned leave days taken
shall be deducted from the employee’s final paykhec

The district offers employees paid and unpaid |lsafeabsence in times of personal need. This
handbook describes the basic types of leave alaitatul restrictions on leaves of absence.
Employees who expect to be absent for an exteneeddpof more than five days should call
Human Resources Office/Business Office counselbuytleave options, continuation of
benefits, and communicating with the district.

Employees who take an unpaid leave of absence ordinae their insurance benefits at their
own expense. Health care benefits for employedsane authorized under the Family and
Medical Leave Act will be paid by the district &y were working. Otherwise, the district does
not make benefit contributions for employees whoar unpaid leave.

Employees must follow district and department anpas procedures to report or request any
leave of absence and complete the appropriate dowertification. Any employee who is absent
more tharb days because of a personal or family iliness rsuisiit a medical certification from
a qualified health care provider confirming thea@pe dates of the illness, the reason for the
illness, and—in the case of personal illness—thpleyee’s fitness to return to work.

Employees on an approved leave of absence othefahaly and medical leave may continue
their insurance benefits at their own expense.tHéasurance benefits for employees on paid
leave and leave designated under the Family anddslieldeave Act will be paid by the district
as they were prior to the leave. Otherwise, theidigiloes not pay any portion of insurance
premiums for employees who are on unpaid leave.

Personal Leave

State law entitles all employees to five days ofl peersonal leave per year. Personal leave is
earned at a rate of one-half day for each 18 waoikaarked, up to five workdays annually. A
day of earned personal leave is equivalent to sig@ead workday. State personal leave
accumulates without limit, is transferable to otfiekas school districts, and generally transfers
to education service centers. There are two typpsrsonal leave: nondiscretionary and
discretionary.
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Nondiscretionary. Leave taken for personal or family illness, fangiypergency, a death in the
family, or active military service is considerediagscretionary leave. Reasons for this type of
leave allow very little, if any, advance plannidpndiscretionary leave will be granted to
employees in the same manner as state sick leave.

Discretionary. Leave taken at an employee’s discretion that eascheduled in advance is
considered discretionary leave. An employee wishinigike discretionary personal leave must
submit a request to his or her principal or supamb days in advance of the anticipated
absence. The effect of the employee’s absencesoediicational program or department
operations, as well as the availability of subgtisuwill be considered by the principal or
supervisor.

State Sick Leave

Previously accumulated state sick leave is availédnl use and may be transferred to other
school districts in Texas. State sick leave candasl only in whole or half-day increments,
except when coordinated with family and medicaléetaken on an intermittent or reduced-
schedule basis or when coordinated with workersimensation benefits.

Statesick leave may be used for the following reasorig.on

* Employee illness

* lllness in the employee’s immediate family

» Family emergency (i.e., natural disasters or lfieeatening situations)
» Death in the immediate family

» Active military service

Local Leave

Full-time certified professional employees shalbiewed local sick leave days at the rate of
five workdays for ten months, six workdays for eéevmonths, and seven workdays for twelve
months of employment in each school year.

Full-time paraprofessionals and non-certified erppés shall be allowed local sick leave at the
rate of two workdays for ten months, three workdaysleven months, and four workdays for
twelve months of employment each school year.

This sick leave allowance shall be granted forilthess of the employee, iliness of a member of
the employee’s immediate family, a family emergeranyd/or a death in the employee’s
immediate family. In the case of death, the d&éniof immediate family shall also include
uncle, aunt, first cousin, niece, nephew, and dosed.
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Sick Leave Bank (or Pool)

A district sick leave pool may be established fnamtuntary donations of up to four local sick
days by district staff members to assist a fellowpl®yee suffering from an unexpected illness,
surgery, injury, or accepted medical reasons. Thigl@yee may participate in the pool until he
or she has twenty days from the pool. To receayesdrom the pool, the requesting employee
must first use all of his or her local state/sie&de, state personal leave and if applicable,
compensatory time. The sick leave pool must keted through the Human Resources Office.

Temporary disability

Certified employees:Any full-time employee whose position requirestifeation from the

State Board for Educator Certification (SBEC) igiele for temporary disability leave. The
purpose of temporary disability leave is to proviole protection to full-time educators who
cannot work for an extended period of time becadsemental or physical disability of a
temporary nature. A full-time educator may requedie placed on temporary disability leave or
be placed on leave. Pregnancy and conditions cetatpregnancy are treated the same as any
other temporary disability.

Employees must request approval for temporary disaleave. The leave request must be
accompanied by a physician’s statement confirnmtiregemployee’s inability to work and
estimating a probable date of return. If disabilstve is approved, the length of leave is no
longer than 180 days. If disability leave is nopagved, the employee must return to work or be
subject to termination procedures.

If an employee is placed on temporary disabiligvkeinvoluntarily, he or she has the right to
request a hearing before the board of trusteesefipoyee may protest the action and present
additional evidence of fithess to work.

When an employee is ready to return to work, thenblu Resources Office should be notified at
least 30 days in advance. The return-to-work natiast be accompanied by a physician’s
statement confirming that the employee is ablesume regular duties. Professional employees
returning from leave will be reinstated to the saito which they were previously assigned as
soon as an appropriate position is available pidsition is not available before the end of the
school year, professional employees will be retestat the beginning of the following school
year.

Family and Medical Leave Act (FMLA)—General Provisions

The following text is from the federal notidemployee Rights and Responsibilities Under the
Family and Medical Leave AcBpecific information that the district has adapte implement
the FMLA follows this general notice.

Basic Leave Entitlement The FMLA requires covered employers to providdap?2 weeks of
unpaid, job-protected leave to eligible employe®dlie following reasons:
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» For incapacity due to pregnancy, prenatal mediaad or child birth;

* To care for the employee’s child after birth, cnggment for adoption or foster care;

» To care for the employee’s spouse, son or daught@arent, who has a serious health
condition; or

* For a serious health condition that makes the eyaglanable to perform the employee’s
job.

Military Family Leave Entitlements. Eligible employees with a spouse, son, daugbter,
parent on active military duty and deployed to r@ilgn country may use their 12-week leave
entitlement to address certain qualifying exigesicfgualifying exigencies may include
attending certain military events, arranging fdaealative childcare, addressing certain financial
and legal arrangements, attending certain courgseéiasions, and attending post-deployment
reintegration briefings.

The FMLA also includes a special leave entitlentkat permits eligible employees to take up to
26 weeks of leave to care for a covered servicereeunhlring a single 12-month period. A
covered servicemember is a current member of tineedrForces, including a member of the
National Guard or Reserves, who has a seriousyigjuillness incurred in the line of duty on
active duty that may render the servicemember radidianfit to perform his or her duties for
which the servicemember is undergoing medical itneat, recuperation, or therapy; or is in
outpatient status; or is on the temporary disghiétired list. It also includes a family member
who is a veteran with an illness or injury thatwrscin the line of duty while on active duty and
manifests itself before or after the servicementiseiame a veteran. The veteran must have been
on active duty during the five years precedingrtbed for treatment, recuperation, or therapy.

Benefits and ProtectionsDuring FML, the employer must maintain the empkgehealth
coverage under any “group health plan” on the simmas as if the employee had continued to
work. Upon return from FML, most employees mustdstored to their original or equivalent
positions with equivalent pay, benefits, and o#raployment terms.

Use of FML cannot result in the loss of any empleyirbenefit that accrued prior to the start of
an employee’s leave.

Eligibility Requirements. Employees are eligible if they have worked for aezed employer
for at least one year, for 1,250 hours over theiptes 12 months, and if at least 50 employees
are employed by the employer within 75 miles.

Definition of Serious Health Condition.A serious health condition is an illness, injury,
impairment, or physical or mental condition thatdlves either an overnight stay in a medical
care facility, or continuing treatment by a healéine provider for a condition that either prevents
the employee from performing the functions of thgpoyee’s job, or prevents the qualified
family member from participating in school or otluaily activities.

Subject to certain conditions, the continuing et requirement may be met by a period of
incapacity of more than 3 consecutive calendar daysbhined with at least
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two visits to a health care provider or one visidl @ regimen of continuing treatment, or
incapacity due to pregnancy, or incapacity duecdbranic condition. Other conditions may meet
the definition of continuing treatment.

Use of LeaveAn employee does not need to use this leave engéti¢ in one block. Leave can

be taken intermittently or on a reduced leave sagleegthen medically necessary. Employees
must make reasonable efforts to schedule leaveldoned medical treatment so as not to unduly
disrupt the employer’s operations. Leave due tdifyugy exigencies may also be taken on an
intermittent basis.

Substitution of Paid Leave for Unpaid LeaveEmployees may choose or employers may
require use of accrued paid leave while taking FMLorder to use paid leave for FML,
employees must comply with the district's normabidaave policies.

Employee ResponsibilitiesEmployees must provide 30 days advance noticeeohéled to take
FML-when the need is foreseeable. When 30 dayse@inot possible, the employee must
provide notice as soon as practicable and generalst comply with an employer’s normal call-
in procedures.

Employees must provide sufficient information foe temployer to determine if the leave may
qualify for FMLA protection and the anticipated timg and duration of the leave. Sufficient
information may include that the employee is unablperform job functions, the family
member is unable to perform daily activities, tleeah for hospitalization or continuing treatment
by a health care provider, or circumstances supypttie need for military family leave.
Employees also must inform the employer if the estigd leave is for a reason for which FML
was previously taken or certified. Employees alsy tme required to provide a certification and
periodic recertification supporting the need fave.

Employer Responsibilities.Covered employers must inform employees requetdange
whether they are eligible under the FMLA. If theg aligible, the notice must specify any
additional information required as well as the esgpks’ rights and responsibilities. If they are
not eligible, the employer must provide a reasarthe ineligibility.

Covered employers must inform employees if leavEbei designated as FML and the amount
of leave counted against the employee’s leavelemint. If the employer determines that the
leave is not FML, the employer must notify the eoyele.

Unlawful Acts by Employers. The FMLA makes it unlawful for any employer to:enfiere
with, restrain, or deny the exercise of any rigttected under the FMLA; discharge or
discriminate against any person for opposing aagtpgre made unlawful by the FMLA or for
involvement in any proceeding under or relatinghe FMLA.

Enforcement. An employee may file a complaint with the U.S. Depeent of Labor or may
bring a private lawsuit against an employer.

The FMLA does not affect any Federal or State laghibiting discrimination or supersede any
state or local law or collective bargaining agreetivehich provides greater family or medical
leave rights.
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FMLA section 109 (29 U.S.C. § 2619) requires FMb&ered employers to post the text of this notieguRitions
29 C.F.R. § 825.300 (a) may require additional tisares.

For additional information:

1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627
www.wagehour.dol.gov

Local Family and Medical Leave Provisions
» Eligible employees can take up to 12 weeks of uhfegive in the 12-month period from
July 1 through June 30.
Use of Paid LeaveFML runs concurrently with accrued sick and per$teave, temporary
disability leave, compensatory time, assault leane, absences due to a work-related illness or
injury. The district will designate the leave as IENf applicable, and notify the employee that
accumulated leave will run concurrently.

Combined Leave for SpousesA husband and wife who are both employed by theidisare
limited to a combined total of 12 weeks of FML tre for a parent with a serious health
condition; or for the birth, adoption, or fosteapément of a child. Military caregiver leave for
spouses is limited to a combined total of 26 weeks.

Intermittent Leave. When medically necessary or in the case of a fyuradj exigency, an
employee may take leave intermittently or on a ceduschedule. The district does not permit
the use of intermittent or reduced-schedule leavéhie care of a newborn child or for adoption
or placement of a child with the employee.

District Contact. Employees that require FML or have questions shoahtact Financial
Services Office for details on eligibility, requinents, and limitations.

Temporary Disability Leave

Certified Employees.Any full-time employee whose position requirestifieation from the
State Board for Educator Certification (SBEC) igile for temporary disability leave. The
purpose of temporary disability leave is to provjole protection to full-time educators who
cannot work for an extended period of time becadisemental or physical disability of a
temporary nature. Temporary disability leave mestdken as a continuous block of time. It
may not be taken intermittently or on a reducecddale. Pregnancy and conditions related to
pregnancy are treated the same as any other tempubsability.

Employees must request approval for temporary disaleave. An employee’s notification of
need for extended absence due to the employee’sreaical condition shall be accepted as a
request for temporary disability leave. The requesst be accompanied by a physician’s
statement confirming the employee’s inability torlwvand estimating a probable date of return.
If disability leave is approved, the length of leas no longer than 180 calendar days. If
disability leave is not approved, the employee meisirn to work or be subject to termination
procedures.
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If an employee is placed on temporary disabiligvieinvoluntarily, he or she has the right to
request a hearing before the board of trusteesefipoyee may protest the action and present
additional evidence of fithess to work.

When an employee is ready to return to work, thenblu Resource Office should be notified at
least 30 days in advance. The return-to-work notiast be accompanied by a physician’s
statement confirming that the employee is ablesume regular duties. Professional employees
returning from leave will be reinstated to the smho which they were previously assigned as
soon as an appropriate position is available pibsition is not available before the end of the
school year, professional employees will be retestat the beginning of the following school
year.

Workers’ Compensation Benefits

An employee absent from duty because of a jobaeéldiness or injury may be eligible for
workers’ compensation weekly income benefits iféhsence exceeds seven calendar days.

An employee receiving workers’ compensation wageehts for a job-related illness or injury
may choose to use available, partial-day incremefngeck leave or any other paid leave benefits
to make up the difference between wage benefitpagdhjury or -illness wages. While an
employee is receiving workers’ compensation wageehis, the district will charge available
leave proportionately so that the employee receavesmount equal to the employee’s regular
salary.

Assault Leave

Assault leave provides extended job income andfliemeotection to an employee who is
injured as the result of a physical assault suffehéring the performance of his or her job. An
injury is treated as an assault if the person causie injury could be prosecuted for assault or
could not be prosecuted only because that persge®r mental capacity renders the person
nonresponsible for purposes of criminal liability.

An employee who is physically assaulted at work talesy all the leave time medically necessary (up to
two years) to recover from the physical injuriesdneshe sustained. At the request of an emploliee, t
district will immediately assign the employee teaast leave. Days of leave granted under the assaul
leave provision will not be deducted from accruedspnal leave and must be coordinated with workers’
compensation benefits. Upon investigation the idistnay change the assault leave status and charge
leave used against the employee’s accrued paictlehve employee’s pay will be deducted if accrued
paid leave is not available.
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Bereavement Leave

Use of State leave and /or local state leave ttgadh in the immediate family shall not exceed
five workdays per occurrence, subject to the apgrof/the District.

Jury Duty

Employees will receive leave with pay and withagd of accumulated leave for jury duty.
Employees must present documentation of the seavideshall submit any compensation they
receive.

Other Court Appearances

Employees will be granted paid leave to comply witvalid subpoena to appear in a civil,
criminal, legislative, or administrative proceedifignployees may be required to submit
documentation of their need for leave for courtegypnces.

Military Leave

Paid Leave for Military Service. Any employee who is a member of the Texas NatiGhard,
Texas State Guard, or reserve component of theet &itates Armed Forces will be granted a
paid leave of absence without loss of any accuradlkgave for authorized training or duty
orders. Paid military leave will not exceed 15 dagsh federal fiscal year (October 1—
September 30). In addition, an employee is entitbedise available state and local personal or
sick leave during a time of active military service

Reemployment after Military Leave. Employees who leave the district to enter intoUinged
States uniformed services or who are ordered teeastate military duty (Texas National Guard
or Texas State Guard) may return to employmeiey tare honorably discharged. Employees
who wish to return to the district will be reempdalin the position they would have held if
employment had not been interrupted or reassigned equivalent or similar position provided
they can be qualified to perform the required dutieo be eligible for reemployment, employees
must provide notice of their obligation or inteatgerform military service, provide evidence of
honorable discharge or release, and submit ancapipin for reemployment to Human
Resources Office. In most cases, the length otanyliservice cannot exceed five years, and the
employee must apply for reemployment within theqeeof time specified in law.

Continuation of Health Insurance. Employees who perform service in the uniformedises
may elect to continue their health plan coveragée&it own cost for a period not to exceed 24
months. Employees should contact Financial Senifése for details on eligibility,
requirements, and limitations.

The district’s policy that includes definitions aprbcedures for Leaves and Absences is printed
in the appendix and can be foundmatw.marshallisd.com
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REIMBURSEMENT OF LEAVE UPON RETIREMENT

The following leave provisions shall apply to lotsdve earned beginning on the original
effective date of this program. A full-time empl@y@ho retires from the District shall be
eligible for reimbursement of local leave under filkowing conditions: 1. The employee’s
separation from employment is voluntary, i.e., éngployee is retiring and is not being
discharged or nonre-newed. 2. The employee proddeance written notice of intent to retire
from employment. Contract employees must providéew notice at least 90 days before the
last day of employment. Non-contract employees mprstide written notice at least two weeks
before the last day of employment. 3. The empldyeeat least ten years of service with the
District. The employee shall be reimbursed for eda of local leave, to a maximum of ten
days, at a rate established by the Board. If thel@yee is reemployed with the District, days for
which the employee received payment shall not ladahle to that employee. The rate
established by the Board shall be in effect unglBoard adopts a new rate. Any changes to the
rate shall apply beginning with the school yealoiwing the adoption of the rate change.
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Employee Relations and Communications

Employee Recognition and Appreciation

Continuous efforts are made throughout the yeegdognize employees who make an extra
effort to contribute to the success of the distBshployees are recognized at board meetings, in
the district newsletter, and through special evantsactivities. Recognition and appreciation
activities also include Teacher of the Year, SeAevards and a Retirement Luncheon at the
end of each school year.

District Communications

Throughout the school year, the Office of Commutimceand Public Relations office publishes
newsletters, brochures, fliers, calendars, nevesasels, and other communication materials.
These publications offer employees and the commumibrmation pertaining to school
activities and achievements.

Complaints and Grievances
Policy DGBA

In an effort to hear and resolve employee concerme®mplaints in a timely manner and at the
lowest administrative level possible, the board ddgpted an orderly grievance process.
Employees are encouraged to discuss their conoetsmplaints with their supervisors or an
appropriate administrator at any time.

The formal process provides all employees with gmoatunity to be heard up to the highest
level of management if they are dissatisfied witredministrative response. Once all
administrative procedures are exhausted, emplaygebring concerns or complaints to the
board of trustees. For ease of reference, thadlistpolicy concerning the process of bringing
concerns and complaints is reprinted as follows:
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Employee Conduct and Welfare

Standards of Conduct
Policy DH

All employees are expected to work together in@peoative spirit to serve the best interests of
the district and to be courteous to students, oo¢har, and the public. Employees are expected
to observe the following standards of conduct:

Recognize and respect the rights of students, {sgrether employees, and members of
the community.

Maintain confidentiality in all matters relating $tudents and coworkers.

Report to work according to the assigned schedule.

Notify their immediate supervisor in advance oeady as possible in the event that they
must be absent or late. Unauthorized absencesjichabsenteeism, tardiness, and failure
to follow procedures for reporting an absence magduse for disciplinary action.

Know and comply with department and district pasand procedures.

Express concerns, complaints, or criticism throagpropriate channels.

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

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

All district employees should perform their dutiesaccordance with state and federal law,
district policies and procedures, and ethical stathl Violation of policies, regulations, or
guidelines may result in disciplinary action, irdilug termination. Alleged incidents of certain
misconduct by educators, including having a crirreaord, must be reported to SBEC not later
than the seventh day after the superintendentiéiashs of the incident.

TheCode of Ethics and Standard Practices for Texascktius adopted by the State Board for
Educator Certification, which all district emplogesust adhere to, is reprinted below:

Code of Ethics and Standard Practices for Texas Eaators
Statement of Purpose

The Texas educator shall comply with standard me&and ethical conduct toward
students, professional colleagues, school offici@sents, and members of the community
and shall safeguard academic freedom. The Texamtmuin maintaining the dignity of the
profession, shall respect and obey the law, dermatagpersonal integrity, and exemplify
honesty. The Texas educator, in exemplifying ethigations with colleagues, shall extend

just and equitable treatment to all members optiséession. The Texas educator, in

accepting a position of public trust, shall measurecess by the progress of each student

toward realization of his or her potential as dedive citizen. The Texas educator, in
fulfilling responsibilities in the community, shalboperate with parents and others to

improve the public schools of the community.
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Professional Standards
1. Professional Ethical Conduct, Practices, and Prmance

Standard 1.1 The educator shall not knowingly engage in deceptractices
regarding official policies of the school distrart educational institution.

Standard 1.2 The educator shall not knowingly misappropriateedi or use monies,
personnel, property, or equipment committed toohiser charge for personal gain or
advantage.

Standard 1.3 The educator shall not submit fraudulent requestseimbursement,
expenses, or pay.

Standard 1.4 The educator shall not use institutional or prdfess privileges for
personal or partisan advantage.

Standard 1.5 The educator shall neither accept nor offer griasiiifts, or favors that
impair professional judgment or to obtain speciblamtage. This standard shall not
restrict the acceptance of gifts or tokens offered accepted openly from students,
parents, or other persons or organizations in m&tiog or appreciation of service.

Standard 1.6 The educator shall not falsify records, or diract@erce others to do so.
Standard 1.7 The educator shall comply with state regulationdtten local school
board policies, and other applicable state andrétdewvs.

Standard 1.8 The educator shall apply for, accept, offer, oigasa position or a
responsibility on the basis of professional quedifions.

2. Ethical Conduct toward Professional Colleagues

Standard 2.1 The educator shall not reveal confidential heattheysonnel
information concerning colleagues unless disclosarges lawful professional purposes
or is required by law.

Standard 2.2 The educator shall not harm others by knowingly imgakalse
statements about a colleague or the school system.

Standard 2.3 The educator shall adhere to written local schoalrth policies and state
and federal laws regarding the hiring, evaluatamg dismissal of personnel.

Standard 2.4 The educator shall not interfere with a colleagwxsrcise of political,
professional, or citizenship rights and responisibd.

Standard 2.5 The educator shall not discriminate against oramarcolleague on the
basis of race, color, religion, national origineagex, disability, or family status.
Standard 2.6 The educator shall not use coercive means or peoafispecial
treatment in order to influence professional decisior colleagues.

Standard 2.7 The educator shall not retaliate against any iddiad who has filed a
complaint with the SBEC under this chapter.
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3. Ethical Conduct toward Students

Standard 3.1 The educator shall not reveal confidential inforimmiconcerning
students unless disclosure serves lawful profeakfmrposes or is required by law.

Standard 3.2 The educator shall not knowingly treat a studerat manner that
adversely affects the student's learning, physiealth, mental health, or safety.
Standard 3.3 The educator shall not deliberately or knowinglgrepresent facts
regarding a student.

Standard 3.4 The educator shall not exclude a student from@pétion in a
program, deny benefits to a student, or grant &arstdge to a student on the basis of
race, color, sex, disability, national origin, giin, or family status.

Standard 3.5 The educator shall not engage in physical mistreatrof a student.
Standard 3.6 The educator shall not solicit or engage in segoabluct or a romantic
relationship with a student.

Standard 3.7 The educator shall not furnish alcohol or illegadluthorized drugs to
any student or knowingly allow any student to canswalcohol or illegal/unauthorized
drugs in the presence of the educator.

The district’s policy that includes definitions apbcedures for Employee Standards of
Conduct, are printed in the appendix.

Discrimination, Harassment, and Retaliation
Policies DH, DIA

Employees shall not engage in prohibited harassmmemtiding sexual harassment, of other
employees or students. While acting in the coufskeir employment, employees shall not
engage in prohibited harassment of other persahgdimg board members, vendors, contractors,
volunteers, or parents. A substantiated chargeafgsment will result in disciplinary action.

Employees who believe they have been discriminatedtaliated against or harassed are
encouraged to promptly report such incidents tacHrapus principal, supervisor, or appropriate
district official. If the campus principal, supeser, or district official is the subject of a
complaint, the employee should report the compldirgctly to the superintendent. A complaint
against the superintendent may be made directlyetdoard.

The district’s policy that includes definitions apbcedures for reporting and investigating
discrimination, harassment, and retaliation istednn the appendix:
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Harassment of Students
Policies DF, DH, FFG, FFH

Sexual and other harassment of students by em@@redorms of discrimination and are
prohibited by law. Romantic or inappropriate socgétionships between students and district
employees are prohibited. Employees who suspécdarst may have experienced prohibited
harassment are obligated to report their concertiset campus principal or other appropriate
district official. All allegations of prohibited nassment of a student will be reported to the
student’s parents and promptly investigated. Anleyge who knows of or suspects child abuse
must also report his or her knowledge or suspitoaine appropriate authorities, as required by
law.

The district’s policy that includes definitions apwbcedures for reporting and investigating
harassment of students is printed in the appendix:

Reporting Suspected Child Abuse
Policies DF, DG, DH, FFG, GRA

All employees are required by state law to repoyt suspected child abuse or neglect to a law
enforcement agency, Child Protective Servicesppra@priate state agency (e.g., State agency
operating, licensing, certifying, or registeringpaility) within 48 hours of the event that led to
the suspicion. Abuse is defined by Texas FamilyeCaxd also includes any sexual conduct
involving an educator and a student or minor.

Reports to Child Protective Services can be madeldoal office or to the Texas Abuse Hotline
(800-252-5400). State law specifies that an em@agay not delegate to or rely on another
person to make the report.

Under state law, any person reporting or assistirige investigation of reported child abuse or
neglect is immune from liability unless the repsrinade in bad faith or with malicious intent. In
addition, the district is prohibited from retaliagi against an employee who, in good faith,
reports child abuse or neglect or who participates investigation regarding an allegation of
child abuse or neglect.

An employee’s failure to report suspected childsabonay result in prosecution as a Class A
misdemeanor. In addition, a certified employeeikifa to report suspected child abuse may
result in disciplinary procedures by SBEC for dafion of the Code of Ethics and Standard
Practices for Texas Educators.

Employees who suspect that a student has beenyobenabused or neglected should also report
their concerns to the campus principal. This inekigtudents with disabilities who are no longer
minors. Employees are not required to report tbemcern to the principal before making a
report to the appropriate agency. In addition, @ypés must cooperate with investigators of
child abuse and neglect. Reporting the concerhdgtincipal does not relieve the employee of
the requirement to report it to the appropriatéest@ency. Interference with a child abuse
investigation by denying an interviewer’s requesinterview a student at school or requiring the
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presence of a parent or school administrator agdiesdesires of the duly authorized
investigator is prohibited.

Child Sexual Abuse

The district has established a plan for addresdiilg sexual abuse, which may be accessed at
www.marshallisd.com As an employee, it is important for you to beaasvof warning signs that
could indicate a child may have been or is beingiahty abused. Sexual abuse in the Texas
Family Code is defined as any sexual conduct hdriofa child’s mental, emotional, or physical
welfare as well as a failure to make a reasondbet ¢o prevent sexual conduct with a child.
Anyone who suspects that a child has been or mapbsed or neglected has a legal
responsibility under state law for reporting thesected abuse or neglect to law enforcement or
to Child Protective Services (CPS).

Employees are required to follow the proceduresrilesd above ilReporting Suspected Child
Abuse

Computer Use and Data Management
Policy CQ

The district’s electronic communications systemsluding its network access to the Internet, is
primarily for administrative and instructional poges. Limited personal use of the system is
permitted if the use:

* Imposes no tangible cost to the district.
* Does not unduly burden the district's computer etwork resources
» Has no adverse effect on job performance or ongest’'s academic performance

Electronic mail transmissions and other use oflleetronic communications systems are not
confidential and can be monitored at any time tsue® appropriate use.

Employees who are authorized to use the systemequared to abide by the provisions of the
district’'s communications systems policy and adstmative procedures. Failure to do so can
result in suspension or termination of privilegad anay lead to disciplinary action. Employees
with questions about computer use and data manageme contact Director of Curriculum and
Instruction and Technology.

Personal Use of Electronic Media
Policy DH

Electronic media includes all forms of social mediach as text messaging, instant messaging,
electronic mail (e-mail), Web logs (blogs), eleaimforums (chat rooms), video-sharing Web
sites (e.g., YouTube), editorial comments postetherinternet, and social network sites (e.g.,
Facebook, MySpace, Twitter, LinkedIn). Electroniedia also includes all forms of
telecommunication such as landlines, cell phones Veeb-based applications.
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As role models for the district’s students, empksyare responsible for their public conduct
even when they are not acting as district emplayeemployees will be held to the same
professional standards in their public use of etexit media as they are for any other public
conduct. If an employee’s use of electronic mediarferes with the employee’s ability to
effectively perform his or her job duties, the eayae is subject to disciplinary action, up to and
including termination of employment. If an employeishes to use a social network site or
similar media for personal purposes, the emplogeesponsible for the content on the
employee’s page, including content added by thel@yep, the employee’s friends, or members
of the public who can access the employee’s pagkfa Web links on the employee’s page.
The employee is also responsible for maintainingagly settings appropriate to the content.

An employee who uses electronic media for perspuagdoses shall observe the following:

* The employee may not set up or update the emplsymasonal social network page(s)
using the district's computers, network, or equipime

» The employee shall not use the district’'s logotbeo copyrighted material of the district
without express, written consent.

* The employee continues to be subject to applicstalie and federal laws, local policies,
administrative regulations, and the Code of Ethied Standard Practices for Texas
Educators, even when communicating regarding pafsord private matters, regardless
of whether the employee is using private or pubfjaipment, on or off campus. These
restrictions include:

o Confidentiality of student records. [See Policy FL]

o Confidentiality of health or personnel informatiooncerning colleagues, unless
disclosure serves lawful professional purposes oequired by law. [See Policy DH
(EXHIBIT)]

o Confidentiality of district records, including edator evaluations and private e-mail
addresses. [See Policy GBA]

o Copyright law [See Policy EFE]

o Prohibition against harming others by knowingly ingkfalse statements about a
colleague or the school system. [See Policy DH (EB{H)]

SeeUse of Electronic Media with Studenkelow, for regulations on employee communication
with students through electronic media.

Use of Electronic Media with Students
Policy DH

A certified or licensed employee, or any other eayipe designated in writing by the
superintendent or a campus principal, may commtmitaough electronic media with students
who are currently enrolled in the district. The éoype must comply with the provisions
outlined below. All other employees are prohibiten communicating with students who are
enrolled in the district through electronic media.

An employee is not subject to these provisionhigoextent the employee has a social or family
relationship with a student. For example, an emg#oyay have a relationship with a niece or

nephew, a student who is the child of an adulhftiea student who is a friend of the employee’s
child, or a member or participant in the same cisacial, recreational, or religious organization.
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The following definitions apply for the use of elemnic media with students:

» Electronic mediancludes all forms of social media, such as tegssaging, instant
messaging, electronic mail (e-mail), Web logs (Blpglectronic forums (chat rooms),
video-sharing Web sites (e.g., YouTube), editar@hments posted on the Internet, and
social network sites (e.g., Facebook, MySpace, téwitinkedIn).Electronic medialso
includes all forms of telecommunication such aslliawes, cell phones, and Web-based
applications.

« Communicateneans to convey information and includes a one-weaymunication as
well as a dialogue between two or more people. Blipgommunication by an employee
that is not targeted at students (e.g., a postindp® employee’s personal social network
page or a blog) is not@mmunication however, the employee may be subject to district
regulations on personal electronic communicati®eePersonal Use of Electronic
Media above. Unsolicited contact from a student throelgictronic means is not a
communication

» Certified or licensed employeeeans a person employed in a position requiringGB
certification or a professional license, and whiokeduties may require the employee to
communicate electronically with students. The teraludes classroom teachers,
counselors, principals, librarians, paraprofesdmmaurses, educational diagnosticians,
licensed therapists, and athletic trainers.

An employee who uses electronic media to commuam@h students shall observe the
following:

* The employee may use any form of electronic megaepttext messaging. Only a
teacher, trainer, or other employee who has amextricular duty may use text
messaging, and then only to communicate with stisd&ho participate in the
extracurricular activity over which the employee hasponsibility.

» The employee shall limit communications to matteithin the scope of the employee’s
professional responsibilities (e.qg., for classrdeachers, matters relating to class work,
homework, and tests; for an employee with an eutramilar duty, matters relating to the
extracurricular activity.

» The employee is prohibited from knowingly commutiicg with students through a
personal social network page; the employee mustei@ separate social network page
(“professional page”) for the purpose of communigaivith students. The employee
must enable administration and parents to accessniployee’s professional page.

» The employee does not have a right to privacy vafipect to communications with
students and parents.

» The employee continues to be subject to applicstblie and federal laws, local policies,
administrative regulations, and the Code of Ethied Standard Practices for Texas
Educators, including:

o Compliance with the Public Information Act and temily Educational Rights
and Privacy Act (FERPA), including retention anahfedentiality of student
records. [See Policies CPC and FL]

o Copyright law [Policy EFE]

» Prohibitions against soliciting or engaging in saxtonduct or a romantic relationship
with a student. [See Policy DF]
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* Upon request from administration, an employee pvitivide the phone number(s), social
network site(s), or other information regarding thethod(s) of electronic media the
employee uses to communicate with any one or maremtly-enrolled students.

» Upon written request from a parent or studentgetingloyee shall discontinue
communicating with the student through e-mail, feessaging, instant messaging, or
any other form of one-to-one communication.

An employee may request an exception from one agermbthe limitations above by submitting
a written request to his or her immediate superviso

Criminal History Background Checks
Policy DBAA

Employees may be subject to a review of their erahhistory record information at any time
during employment. National criminal history chetlesed on an individual’s fingerprints,
photo, and other identification will be conductedaertain employees and entered into the
Texas Department of Public Safety (DPS) Clearingboiihis database provides the district and
SBEC with access to an employee’s current natiomainal history and updates to the
employee’s subsequent criminal history.

Employee Arrests and Convictions
Policy DH

An employee must notify his or her principal or iealate supervisor within three calendar days
of any arrest, indictment, conviction, no contestjailty plea, or other adjudication of any
felony, any offense involving moral turpitude, aay of the other offenses listed below:

» Crimes involving school property or funds

* Crimes involving attempt by fraudulent or unauthed means to obtain or alter any
certificate or permit that would entitle any pergorhold or obtain a position as an
educator

» Crimes that occur wholly or in part of school prdger at a school-sponsored activity

» Crimes involving moral turpitude

Moral turpitude includes the following:

* Dishonesty

« Fraud
* Deceit
e Theft

* Misrepresentation

» Deliberate violence

» Base, vile, or depraved acts that are intendedowse or gratify the sexual desire of the
actor

* Drug- or alcohol-related offenses

* Acts constituting abuse or neglect under the Té&eamsily Code
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Alcohol and Drug-Abuse Prevention
Policies DH, DI

Marshall ISD is committed to maintaining an alcelaid drug-free environment and will not
tolerate the use of alcohol and illegal drugs mworkplace and at school-related or school-
sanctioned activities on or off school property.#oyees who use or are under the influence of
alcohol or illegal drugs as defined by the Texast@dled Substances Act during working hours
may be dismissed. The district’s policy regardingpyee drug use follows:

Tobacco Use
Policies DH, FNCD GKA

State law prohibits smoking or using tobacco présioa all district-owned property and at
school-related or school-sanctioned activitiespooff campus. This includes all buildings,
playground areas, parking facilities, and faciditiesed for athletics and other activities. Drivers
of district-owned vehicles are prohibited from snmgkwhile inside the vehicle. Notices stating
that smoking is prohibited by law and punishablelfine are displayed in prominent places in
all school buildings.

Fraud and Financial Impropriety
Policy CAA

All employees should act with integrity and diligenn duties involving the district’s financial
resources. The district prohibits fraud and finahechpropriety, as defined below. Fraud and
financial impropriety include the following:

» Forgery or unauthorized alteration of any docunmgrstccount belonging to the district

» Forgery or unauthorized alteration of a check, bdnailtt, or any other financial document

» Misappropriation of funds, securities, suppliesptirer district assets including employee
time

* Impropriety in the handling of money or reportirfgdestrict financial transactions

» Profiteering as a result of insider knowledge sttt information or activities

» Unauthorized disclosure of confidential or promigtinformation to outside parties

» Unauthorized disclosure of investment activitiegaaged in or contemplated by the
district

» Accepting or seeking anything of material valuenfrcontractors, vendors, or other
persons providing services or materials to theidist

» Destroying, removing, or inappropriately using melso furniture, fixtures, or equipment

» Failing to provide financial records required batstor local entities

» Failure to disclose conflicts of interest as regdiby policy

» Any other dishonest act regarding the financefefdistrict
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Conflict of Interest
Policy DBD

Employees are required to disclose to their supenany situation that creates a potential
conflict of interest with proper discharge of asgid duties and responsibilities or creates a
potential conflict of interest with the best intetiof the district. This includes the following:

* A personal financial interest

* A business interest

» Any other obligation or relationship
* Nonschool employment

Gifts and Favors
Policy DBD

Employees may not accept gifts or favors that cinfldence, or be construed to influence, the
employee’s discharge of assigned duties. The aaceptof a gift, favor, or service by an
administrator or teacher that might reasonably teridfluence the selection of textbooks may
result in prosecution of a Class B misdemeanoms#eThis does not include staff development,
teacher training, or instructional materials susmaps or worksheets that convey information to
students or contribute to the learning process.

Copyrighted Materials
Policy EFE

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

Associations and Political Activities
Policy DGA

The district will not directly or indirectly discoage employees from participating in political
affairs or require any employee to join any gratlpb, committee, organization, or association.
Employees may join or refuse to join any professi@ssociation or organization.

An individual's employment will not be affected byembership or a decision not to be a
member of any employee organization that exist$hfempurpose of dealing with employers
concerning grievances, labor disputes, wages, adeay, hours of employment, or conditions
of work.

Use of district resources including work time falipcal activities is prohibited.
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Safety
Policy CKseries

The district has developed and promotes a compsaleeprogram to ensure the safety of its
employees, students, and visitors. The safety progncludes guidelines and procedures for
responding to emergencies and activities to helpae the frequency of accidents and injuries.
To prevent or minimize injuries to employees, cavens, and students and to protect and
conserve district equipment, employees must comjily the following requirements:

» Observe all safety rules.

» Keep work areas clean and orderly at all times.

* Immediately report all accidents to their superxiso

» Operate only equipment or machines for which theyertraining and authorization.

Employees with questions or concerns relating tetggrograms and issues can contact Human
Resources Office.

Possession of Firearms and Weapons
Policies FNCG, GKA

Employees, visitors, and students are prohibitethfbringing firearms, knives, clubs or other
prohibited weapons onto school premises (i.e.dingl or portion of a building) or any grounds
or building where a school-sponsored activity tgil@se. To ensure the safety of all persons,
employees who observe or suspect a violation ofligteict’'s weapons policy should report it to
their supervisor or call Superintendent’s Officamediately.

Visitors in the Workplace
Policy GKC

All visitors are expected to enter any districtiigcthrough the main entrance and sign in or
report to the building’s main office. Authorizedsitors will receive directions or be escorted to
their destination. Employees who observe an unaatiwindividual on the district premises
should immediately direct him or her to the builglimffice or contact the administrator in charge.

Asbhestos Management Plan
Policy CKA

The district is committed to providing a safe eowiment for employees. An accredited
management planner has developed an asbestos mrerdg#an for each school. A copy of the
district's management plan is kept in the DireadbAuxiliary Services’ office and is available
for inspection during normal business hours.
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Pest Control Treatment
Policies CLB, DI

Employees are prohibited from applying any pesti@d herbicide without appropriate training
and prior approval of the integrated pest managé(eNl) coordinator. Any application of
pesticide or herbicide must be done in a mannescpieed by law and the district’s integrated
pest management program.

Notices of planned pest control treatment will lbstpd in a district building 48 hours before the
treatment begins. Notices are generally locateabtarfront office of each campus and/or
building. Pest control information sheets are améd from campus principals or facility
managers upon request.

Marshall ISD Employee Handbook 41
Revised August 2010



General Procedures

Bad Weather Closing

The district may close schools because of bad weathemergency conditions. When such
conditions exist, the Superintendent will make d@ffecial decision concerning the closing of the
district’s facilities. When it becomes necessargpen late, to release students early, or to cancel
school, district officials will post a notice onetldistrict’'s Web site and notify the following

radio and television stations:

KEEL (710 AM) KITT (93.7FM) KYKX(105.7M) KMHT(103.9)

TV Channels 3, 6, 7, and 12

Emergencies
Policies CKCCKD

All employees should be familiar with the safetgpgedures for responding to a medical
emergency and the evacuation diagrams postedimvibek areas. Emergency drills will be
conducted to familiarize employees and studentis safety and evacuation procedures. Each
campus is equipped with an automatic external diéitor. Fire extinguishers are located
throughout all district buildings. Employees shokitibw the location of these devices and
procedures for their use.

Purchasing Procedures
Policy CH

All requests for purchases must be submitted td-thancial Services department on an official
district purchase order (PO) form with the appraf@iapproval signatures. No purchases,
charges, or commitments to buy goods or servicethédistrict can be made without a PO
number. The district will not reimburse employeesgsume responsibility for purchases made
without authorization. Employees are not permittedurchase supplies or equipment for
personal use through the district’'s business affd@ntact Financial Services for additional
information on purchasing procedures.

Name and Address Changes

It is important that employment records be keptaigate. Employees must notify the Human
Resource office if there are any changes or coargto their name, home address, contact
telephone number, marital status, emergency cqrdabeneficiary. The form to process a
change in personal information can be obtained frlarman Resources Office or on the District
web-site.
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Personnel Records
Policy GBA

Most district records, including personnel recoatg, public information and must be released
upon request. Employees may choose to have tloaviol) personal information withheld:

* Address

* Phone number

» Social Security number

* Information that reveals whether they have famigmmbers

The choice to not allow public access to this infation may be made at any time by submitting
a written request to Human Resource Office. Neteoninating employees have 14 days after
hire or termination to submit a request. Otherwmsonal information will be released to the
public.

Building Use
Policies DGA, GKD

Employees who wish to use district facilities aiehool hours must follow established
procedures. The campus principal is responsibledbeduling the use of facilities after school
hours. Contact campus principal to request to ased facilities and to obtain information on
the fees charged.
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Termination of Employment

Resignations
Policy DFE

Contract EmployeesContract employees may resign their position withpmnalty at the end of
any school year if written notice is received 4yglbefore the first day of instruction of the
following school year. A written notice of resigiat should be submitted to the Human
Resources Office. Contract employees may resigmybther time only with the approval of the
superintendent or the board of trustees. Resignatithout consent may result in disciplinary
action by the State Board for Educator CertificaiSBEC).

The superintendent will notify SBEC when an empyesigns and reasonable evidence exists
to indicate that the employee has engaged in attyeddcts listed iRReports to the State Board
for Educator Certification

Noncontract EmployeedNoncontract employees may resign their positicengttime. A

written notice of resignation should be submitedheir immediate supervisor at least two
weeks prior to the effective date. Employees ammeraged to include the reasons for leaving in
the letter of resignation but are not requireddasd.

Dismissal or Nonrenewal of Contract Employees
Policies DFAA, DFAB, DFBA, DFBB, DFD, DFF

Employees on probationary, term, and continuingreats can be dismissed during the school
year according to the procedures outlined in dispolicies. Employees on probationary or term
contracts can be nonrenewed at the end of theasirtarm. Contract employees dismissed
during the school year, suspended without payubjest to a reduction in force are entitled to
receive notice of the recommended action, an eafitam of the charges against them, and an
opportunity for a hearing. The time lines and pthoes to be followed when a suspension,
termination, or nonrenewal occurs will be providgaen a writ ten notice is given to an
employee. Advance notification requirements doapgtly when a contract employee is
dismissed for failing to obtain or maintain appiape certification or whose certification is
revoked for misconduct. Information on the timeeBrand procedures can be found in the DF
series policies that are provided to employees@awaailable on line.

Dismissal of Noncontract Employees
Policy DCD

Noncontract employees are employed at will and beglismissed without notice, a description
of the reasons for dismissal, or a hearing. Inigwful for the district to dismiss any employee
for reasons of race, color, religion, gender, matl@rigin, age, disability, military status, genet
information, any other basis protected by law oretaliation for the exercise of certain
protected legal rights. Noncontract employees wieadgsmissed have the right to grieve the
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termination. The dismissed employee must followdis#rict process outlined in this handbook
when pursuing the grievance.

Exit Interviews and Procedures
Policy DC

Exit interviews will be scheduled for all employdeaving the district. Information on the
continuation of benefits, release of informatiomd @rocedures for requesting references will be
provided at this time. Separating employees aredagk provide the district with a forwarding
address and phone number and complete a questierinai provides the district with feedback
on his or her employment experience. All distriey&, books, property, and equipment must be
returned upon separation from employment.

Reports to State Board for Educator Certification
Policy DF

The dismissal or resignation of a certified emptowell be reported to SBEC when the
Superintendent first learns about an alleged imtidéconduct that involves the following:

* Areported criminal history

» Any form of sexual or physical abuse of a minorany other illegal conduct with a
student or a minor

» Soliciting or engaging in sexual conduct or a rotitarelationship with a student or
minor

* The possession, transfer, sale, or distributioa odntrolled substance

* The illegal transfer, appropriation, or expenditafechool property or funds

* An attempt by fraudulent or unauthorized meansbtaia or alter any certificate or
permit that would entitle the individual to a pregeonal position or to receive additional
compensation associated with a position

» Committing a crime on school property or at a s¢tsponsored event

* Violating assessment instrument security procedures

Reports Concerning Court-Ordered Withholding

The district is required to report the terminataremployees that are under court order or writ
of withholding for child support or spousal mairdece to the court and the individual receiving
the support (Texas Family Code 88.210, 158.211)icHof the following must be sent to the
court and support recipient:

* Termination of employment not later than the selvelaty after the date of termination
* Employee’s last known address
* Name and address of the employee’s new employlenpivn
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Student Issues

Equal Educational Opportunities
Policies FB, FFH

Marshall ISD does not discriminate on the basisao€, color, religion, national origin, gender,
or disability in providing education services, aities, and programs, including vocational
programs, in accordance with Title VI of the CiRilghts Act of 1964, as amended; Title IX of
the Educational Amendments of 1972; and Sectiondd@®de Rehabilitation Act of 1973, as
amended.

Questions or concerns about discrimination agaitustents based on sex, including sexual
harassment should be directed to Superintendddéputy Superintendent, the district Title IX
coordinator. Questions or concerns about discritiwnan the basis of a disability should be
directed to Director of Special Programs, the @ist&kDA/Section 504 coordinator. All other
guestions or concerns relating to discriminatioseobon any other reasons should be directed to
the Superintendent.

Student Records
Policy FL

Student records are confidential and are protefcted unauthorized inspection or use.
Employees should take precautions to maintain einéadentiality of all student records. The
following people are the only people who have gehaccess to a student’s records:

» Parents: Married, separated, or divorced unlessnparrights have been legally
terminated and the school has been given a cofhyeafourt order terminating parental
rights

» The student (if 18 or older or emancipated by atjou

» School officials with legitimate educational intste

The student handbook provides parents and studathisietailed information on student
records. Parents or students who want to reviedesiturecords should be directed to the campus
principal for assistance.

Parent and Student Complaints
Policy FNG

In an effort to hear and resolve parent and studemiplaints in a timely manner and at the
lowest administrative level possible, the board ddspted orderly processes for handling
complaints on different issues. Any campus officéhe superintendent’s office can provide
parents and students with information on filingoanplaint.

Parents are encouraged to discuss problems or aongplith the teacher or the appropriate
administrator at any time. Parents and students eanplaints that cannot be resolved to their
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satisfaction should be directed to the campus ahcThe formal complaint process provides
parents and students with an opportunity to bechegrto the highest level of management if
they are dissatisfied with a principal’s response.

Administering Medication to Students
Policy FFAC

Only designated employees can administer presgniptiedication, nonprescription medication,
and herbal or dietary supplements to studentsudesit who must take medication during the
school day must bring a written request from hiserparent and the medicine in its original,
properly labeled container. Contact the principadahool nurse for information on procedures
that must be followed when administering medicatmstudents.

Dietary Supplements
Policies DH, FFAC

District employees are prohibited by state law flamwingly selling, marketing, or distributing
a dietary supplement that contains performance+enih@ compounds to a student with whom
the employee has contact as part of his or heradchstrict duties. In addition, employees may
not knowingly endorse or suggest the ingestiomanasal application, or inhalation of a
performance-enhancing dietary supplement to ardesiu

Psychotropic Drugs
Policy FFAC

A psychotropic drug is a substance used in thendisig, treatment, or prevention of a disease or
as a component of a medication. It is intendedateetan altering effect on perception, emotion,
or behavior and is commonly described as a mootlebavior-altering substance.

District employees are prohibited by state law frdomg the following:

» Recommending that a student use a psychotropic drug

» Suggesting a particular diagnosis

* Excluding from class or school-related activitytadent whose parent refuses to consent
to a psychiatric evaluation or to authorize the mistration of a psychotropic drug to a
student

Student Conduct and Discipline
Policies in the FN series and FO series

Students are expected to follow the classroom reke®pus rules, and rules listed in the Student
Handbook and Student Code of Conduct. Teachera@mehistrators are responsible for taking
disciplinary action based on a range of discipiimenagement strategies that have been adopted
by the district. Other employees that have concabaait a particular student’s conduct should
contact the classroom teacher or campus principal.
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Student Attendance
Policy FEB

Teachers and staff should be familiar with thertigs policies and procedures for attendance
accounting. These procedures require minor studettave parental consent before they are
allowed to leave campus. When absent from schioelstudent upon returning to school, must
bring a note signed by the parent that describesethison for the absence. These requirements
are addressed in campus training and in the studartbook. Contact the campus principal for
additional information.

Bullying
Policy FFI

All employees are required to report student comtgaf bullying to campus principal. The
district’s policy includes definitions and procedsifor reporting and investigating bullying of
students and is printed in the appendix.

Hazing

Policy FNCC

Students must have prior approval from the prifaypalesignee for any type of “initiation rites”
of a school club or organization. While most irtiba rites are permissible, engaging in or
permitting “hazing” is a criminal offense. Any tdesr, administrator, or employee who observes
a student engaged in any form of hazing, who hasoreto know or suspect that a student
intends to engage in hazing, or has engaged im$pazust report that fact or suspicion to the
designated campus administrator.
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