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[ Introduction }

The purpose of this handbook is to provide information that will help with questions and
pave the way for a successful year. Not all district policies and procedures are included.
Those that are have been summarized. Suggestions for additions and impts\wteme

this handbook are welcome and may be sehtdllye W. Williams, Curriculum and
Instruction Director(830) 9956400 ext. 116 or mollye.williams@comfort.txed.net

This handbook is neither a contract nor a substitute for the official district padinyal.

Nor is it intended to alter the-aitill status of noncontract employees in any way. Rather,

it is a guide to and a brief explanation of district policies and procedures related to
employment. These policies and procedures can change at any ésgecktanges shall
supersede any handbook provisions that are not compatible with the change. For more
information, employees may refer to the policy codes that are associated with handbook
topics, confer with their supervisor, or call the appropriateidisiffice. District policies

can be accessed on linenatw.comfort.txed.netinder Comfort ISD Policies and
Procedures

[ District Information }

x Description of the Ostrict

Comfort Independent School District wlasmed by German immigrants in 1856, just
two years after the founding of the towlducation has always been important to the
people of this community in the Texas Hill Country. Today, our schools strive to meet
the needs of over 1,200 students as wehr@ato the twentfirst century.

Since that first building, a High School was added in 1939, an Elementary in 1953, and a
new Comfort High School in 1997The 1892 building has served as a major part of
Comfort Middle and High Schools for many yeawith the opening of the new high

school, all the buildings on the original Middle School/High School campus became
Comfort Middle School.There have been many additions to the schools as our student
population has grownln January, 2001, we opened a ngassroom building at

Comfort Elementary and a new Classroom & Cafeteria building at Comfort Middle
School.

With the passage of a bond issue in November, 2006, additions were made at all three
campuses. Comfort Elementary has received a ne Ri& wing, the middle school

has received a new gymnasium, weight room, and classrooms, and the high school added
6 classrooms, two labs, an Agriculture improvement, a building trades facility, and a
second field house. The bond issue covered paving and othercAnmsewith Disabilities

Act improvements. This expansion was completed in 2.
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x Vision statement,Mission statementand Goals

Vision Statementi Cul t i vati ng Hearts and Minds?o

Mission Statement\We will work to ensurall children receive the best education from
Comfort ISD. All children will be treated equally, regardless of ethnicity, socioeconomic
status, parental status or intelligence level. All students deserve a fair opportunity to be
successful. The district sks teachers, staff and stakeholders with this same goal and for
people that desire the best for all children. We will continue to strive to meet the needs
of the state academically, but will go above and beyond the call of duty to teach morals
ethics, ad responsibility. We must find that golden talent in every child and develop it
for the good of all.

District Wide Long Term Goals

1. Continued progress toward distiiatle Recognized status and to experience higher
levels of Achievement in math andiance.

2. To improve the quality of special programs, such as bilingual/ESL classes, career and
technology classes, dropout recovery and advanced classes at all grade levels.

3. To prepare a facility master plan that addresses future plans Rixdreproperty

and to maintain issues at the existing facilities.

4. To employ, develop, and retain personnel who are motivated and driven to provide
classroom environment conducive to quality teaching.

5. Maintain consistent discipline throughout th&rict. The District will strive to be

fair, honest and open concerning discipline.

6. Establish productive communication and involvement between the community and
school.

7. Continue to emphasize the importance of teaching students morals,, rtpectnd
seltdiscipline.




x Board of Trustees

Texas law grants the board of trustees the power to govern and oversee the management

of the districtés s eanalnglbody.withintthe districtanddasi s t he
overall responsibility fothecurriculum, school taxesnnual budget, employment of the
superintendent and other professional staff, and facilities. The board has complete and

final control over school matters within limits established by state and federal law and
regulations.

The loard of trustees is elected by the citizens of the district to represent the commu

nityés commitment to a strong e.dwsteas i onal pr
are electeat largeand servel-year terms. Trustees serve without gemsationmust be

registered voters, and must reside in the district.

Current board members include:

EricLantzi Vi ce Presi dent éééééééééé ébistict2 .
Marshall JenningsSecr et ary éeéeéeéeéeéeééceéé dithctl

,,,,,,,,,

Russell (Rusty) Saur ééécéecéeececélHstiéd
Tillie Moldenhauer éécééééeéééceelHshiéth

Brad Spenrath eééeéeeéeeéececéecelHEstiét.

rrrrrrrrrrrrrrrrrrrr

Ray Avery ¢ééééééééééééééééééééstrict?

D D
M D~
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The board usually meetise second Monday of each morah6:00 pm Special meetings
may be called when necessary. A written notice of regular and special meetings will be
postedat 327 High Streedt least 72 hourgefore the scheduled meeting time. The

written notice will show the date, time, place, and stbjef each meeting. In
emergencies, a meeting may be held with alteor notice.

All meetings are open to the public. In certain circumstances, Texas law permits the
board to go into a closed session from which the public and others are excluded. Closed
session may occur for such things as discussing prospective gifts or donatiepgypeal

erty acquisition, certain personnel matters including employee complaints, security mat
ters, student discipline, or consulting with attorneys regarding penduoyefitin.

x District Philosophy

Comfort schools exist to educate the children and youth of the community. The term
feducateo, in the context of public school s
writing, and mathematics for all students regardédésace or background. It also

includes sound training in general academics including mathematics, science, history,

geography, government, and English language skills. Further, a well rounded public

school education i n t h eppofinixes s lifdiskllissucha€ount r yo
agriculture, in extracurricular activities such as the arts and athletics, and in citizenship.



Five things are imperative if a high quality education is to be provided to the students in
Comfort ISD:

a. an establigd, sequential curriculum;

b. a well qualified, adequately trained staff committed to excellence;

c. a responsible and effective administration which takes responsibility for results
produced,

d. a strong School Boar dg hftoor -negbtinbtehn figet t i
e. a sound system of assessment to insure that students have mastered necessary

skills.

x Channels of Authority

Under the general direction of the Board of Trustees, the Superintendent is the chief

executive officer of the school district. The principals work under his supervision. In a
business environment they would bebecsal | ed dn
work under the supervision of one of these three administrators.

To make school operations effective, each school staff member is to bring problems and
situations to the attention of his/her immediate supervisor. This is not a suggestion; it is
anironclad rule. Suggestions and problems are then forwarded through channels to the
Superintendent who either makes disposition of various situations and problems or
forwards them to the Board with a recommendation for action.

This pattern is not to be cstnued as restrictive. A free and open flow of ideas and
information at all levels is not only desirable but also imperative if the school system is to
function as it should.

X Flags

State law requires that the American and Texas flags fly in front of ublic school in
Texas. The campus principals will establish a systematic plan for insuring that the flags
are raised and lowered each day. The flags will be taken down when precipitation is
falling.



http://ep.yimg.com/ip/I/united-states-flag_2056_28246994

X Personin Charge

Occasionally, it is necessary for the Superintendent to be away from school all or part of
the day to attend meetings and to represent the school district, or for other reasons. The
principal will have access to contact the Superintendermioiediate action.

The campus principal will designate the assistant principal to be in charge when s/he
must be off the campus for all or part of a school day

x Helpful Contacts

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

///////////////////

Busiless Manager éééééeééecééeceééeé magedall

Administrative Assistant to SuperintearHuman Resources.é Amanda Rust
Accounts PayzkRlée€e&d&cééeééece Tina Bohnert
Pyrol |l éeééééééééceeeeeééééééeé e dMartaHarvey

Insurane / Be n e
Texto ok s/ PE
Technol ogy Department ¢€éééééééaddarglavelg é ééé

f
I

""""""""""

Director of Operations/ Tr anspdandyaHedtoon € € ¢é é é €

////////

Curriculum and Instruction Di MellgetWilllamsé € € € € € é €

Employment }

x Equal Employment Opportunity

ComfortISD does not discriminate against any employee or applicant for employment
because of race, color, religion, sex, national origin, age, disability, military status,
genetic informationor on any other basis prohibited by law. Employment decisions will
bemade on the basis of each applicantdés |

Employees with questions or concerns relating to discrimination on any of the basis listed
above shouldontactlohn E. Chapman, Superintendent.

x Job Vacancy Aanouncements
Announcements of job vacancigsfsition and location are digouted on a regular

basis and posted at the central adstration building, campus offices, and on the
districtds Web site.

ob

(



x  Employment After Retirement

Individuals receiving retirement benefits from the Teacher Retirement System (TRS) may
be employed iimited circumstancesn a full or parttime basis without affecting their
benefits, according to TRS rules and state Retailed information about erfgyment

after retirement is available in the TRS publicatonployment After Retirement

Employees can contact TRS for additional information by callingZZB8778 or 512
542-6400. Information is also available on the TRS Web 3itev.trs.state.tx.us

x Contract and Noncontract Employment

State law requires the district to employ all fiithe professional employees in positions
requiring a certificate from State Board for Educator Certification (SBEC) and nurses
under probationary, term, or continuing contracts. Employees in all other positions are
employed atill or by a contract that is not subject to the procedures for nonrenewal or
termination under Chapter 21 of the Texas Education Code. The paragrajbkotvat
provide a general description of the employment arrangements used by the district.

Probationary contracts. Nurses and fultime professional employees new to the district
and employed in positions requiring SBEC certification must receive a jmodat con

tract during their first year of employment. Former employees who are hired after at least
a twoyear lapse in district employment also may be employed by probationary contract.
Probationary contracts are epear contracts. The probationary ipérfor those who

have been employeas a teacher ipublic educatiorfor at least five of the eight years
preceding employment with the district may not exceed one school year. For those with
less expegnce, the probationary period will be three sclyeairs (i.e., three ongear
contracts) with an optional fourth school year if the board determines it is doubtful
whether a term or continuing contract should be given.

Term and continuing contracts.Full-time professionla employed in positions requig
certification and nurses will be employed by term contracts after they have successfully
completed the probationary period. The terms and conditions of employment are detailed
in the contract and employment policies. All employees will receive a copgiof t

contract and employment policies.

Noncertified professional and administrative employee€£mployees in professional
and administrative positions that do not require SBEC certification (such asstare
tional administrators) are not employed byttact. Employment is not for any specified
term and may be terminated at any time by either the employee or the district.

Paraprofessional and auxiliary employeesAll paraprofessional and auxiliary

employees, regardless of certification, are employedllsand not by contract.

Employment is not for any specified term and may be terminated at any time by either the
employee or the district.
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x Searches and Alcohol and Drug €sting

Non-investigatory searches in the workplace, including accessing an empgloge d e s k ,

file cabinets, or work area to obtain information needed for usual business purposes may

occur when an employee is unavailable. Therefore, employees are hereby notified that

they have no legitimate expectation of privacy in those places. Inaddiie district

reserves the right to conduct searches when there is reasonable cause to believe a search

will uncover evidence of workelated misconduct. Such an investigatory search may

include drug and alcohol testing if the suspected violationeretatdrug or alcohol use.

The district may search the employee, the en
including districkowned computerdockers, and private vehicles parked on district

premises or work sites or used in district business.

Employees equi red t o have a &Aanysmpbyeavhoseldutidsr i ver 6s
requireac o mmer ci al driverdés lIlicense (CDL) is sub
includes all drivers who operate a motor vehicle designed to transport 16 or more people,
counting the driver; drivers of large vehicles; or drivers of vehicles used in the

transportation of hazardous materials. Teachers, coaches, or other employees who

primarily perform duties other than driving are subject to testing requirements when their

duties include driving.

Drug testing will be conducted before an individual assunmiemdmresponsibilities.

Alcohol and drug tests will be conductiédeasonable suspicion exists, at random, when
an employee returns to duty after engaging in prohibited conduct, and as aupllow
measure. Testing may be conducted following accidé®ésurn-to-duty and folow-up
testing will be conducteil an employee who has violated the prohibited alcohol conduct
standards or tested positive for alcohol or disgdlowed toreturn to duty.

All employees required to have a CBLwho is otherwissubject to alcohol and drug

testing wil./ receive a copy of the districto
information on alcohol and drug abuse and the availability of assistance programs.

Employees with questions or concerns relating tohacand drug policies and related

educational matél should contadRandy Hectar

x First Aid, CPR, and AED Certification

Certain employees who are involved in physical activities for studeumss maintain and
submit to the district proof of crent cetification in first aid,cardiopulmonary
resuscitation (CPRand the use of an automated external defibrillator (AED)
Certification must be issued by the American Red Cross, the American Heart
Association, or another organization that provides equivaigning and certification.
Employees subject to this requiment must subma copy oftheir certificationto the
Athletic Director and Human Resource Departnidr to supervision of students



x Reassignments and fansfers

All personnel are subjetd assignment and reassignment by the superintendent or desig
nee when the superintendemtdesigneeletermines that the assignment or reassignment
is in the best interest of the district. Reassignment is a transfer to another position,
department, or fality that does not necessitate a change in the employment contract.
Campus reassignments must be approved by the principal at thengcampus except
when reassignents are due to enrollment shifts or program changes. Extracurricular or
supplemental gty assignments may be reassigned at anyuimess an extracurricular or
supplemental duty assignment is part of a-@sasignment contradEmployees who

object to a reassigment may follow the district process for employee complaints as
outlined in ths handbook and district policy DGBA (Local).

An employee with the required qualifications for a position may request a transfer to
another campus or department. A written request for transfer must be completed and
signed by the emplogeandsubmitted tathe Human Resource departmafthen
reassignments are due to enrollment shifts or program changes, the Superintendent has
final placement authorityRequests for transfeluring the school year will be considered
only when the change will not adversely affect students and after a replacement has been
found. All transfer requests will be coordinated byt¢hmpus/departmenffice and

must be approved by the receiving swsr.

x Workload and Work Schedules

Professional employeesrofessional employeesd academic administratase

exempt from overtime pay and are employed on-a1lB, or 12month basis, according

to the work schedules set by the district. A scho@raddr is adopted each year
designating the work schedule for teachers and all school holidays. Notice of work
schedules including required days of service and scheduled holidays will be distributed
each school year.

Classroom teachers will have plannirggipds for instructional preparatipmcluding
confeeences. The schedule of planning periods is set at the campus level but must provide
at least 450 minutes within each tmeek period in blockaot less than 45 minutes.

Teaclers and librarians are emgitl to a dutyfree lunch perioaf at least 30 minutes. The
district may require teachers to supervise studéutsg lunchone day a week when no

other personnel are available.

Paraprofessional and auxiliary employeesSupportemployees are employedvail

and will be notified of the required duty days, holidays, and hours of work for their posi
tion on an annual basis. Paraprofessional and auxiliary employees are not exempt from
overtime and are not authorized to work in excess of their assigned lecivétiout

prior approval from their supervisor.



x Duty Day Duty days will be as follows:

U Maintenance and transportation workers will report as assigned

U Administrators will report at 7:00 a.m. and leave when the job is done

U Campus secretaries wittport at 7:30 a.m. and may leave at 4:00 with a 30 minute
lunch.

U Teachers and aides will report at 7:30 a.m. unless assigned early morning duty and
may leave at 4:00 p.m. with a 30 minute lunch.

U The Business Office workers will report at 8:00 a.m. andded 5:00 p.m. with a
rotating lunch break.

All other hours are set by the Superintendent. Any variance must be obtained from the
Superintendent through the appropriate supervisor.

x Notification to Parents Regarding Qualifications

In schools receiving Tle | funds, the district is required by the No Child Left Behind Act

(NCLB) to notify parents at the beginning of each school year that they may request

i nformation regarding the professional qual:i
requires thaparents be notified if their child has been assigned, or taught for four or

more consecutive weeks by, a teacher who is not highly qualified.

Texas law also requires that parents be notified if their child is assigned for more than 30
consecutivenstructionaldays to a teacher who does not hold an appropriate teaching
certificate. This notice is not required if parental notification under NCLB is sent.
Inappropriately certied or uncertified teachers include individualsan emergency

permit (includng individuals waiting to take a certificati@xam) or individuals who do

not hold any certificate or permit. Information relating to teacher certification will be
made available to the public upon request.

Employees who have questions about their ¢ceatibn status caoall Amanda Rust, ext.
100.

X Qutside Employment and Tutoring

Employees are required to disclose in writing to their immediate supervisor any outside
employment that may create a potential conflict of interest with their assigned dgties a
responsibilities or the best interest of the district. Supervisors will consider outside
employment on a cad®y/-case basis and determine whether it should be prohibited
because of a conflict of interest.

x Performance BEvaluation

Evaluation ofanemploge6s j ob performance is a continuo!
i mprovement . Performance evalwuation is based



other jobrelated criteria. All employees will participate in the evaluation process with
their assigned supasor at least annually. Written evaluations will be completed on
forms approved by the district. Reports, correspondence, and memoranda also can be
used to document performance information. All employees will receive a copy of their
written evaluation, hae a performance conference with their supervisor, and get the
opportunity to respond to the evaluation.

x Classroom Visitation by Administrators

Administrators will visit classrooms. A few of these visits are to comply with state laws
and regulations concerning observations and evaluations. More importantly, these
visitations are made because:

1. The principal i 39 ntsdriucitri @ental armpd ogv almu atf
This cannot be done without observing the instructional program in progress both
formally and informally from time to time.

2. Administrators are better able to support a teacher when a parent or citizen may
guestiot hat teacherés competence i f the admini
work and instructional approach.

x  Employee Involvement

At both the campus and district leveBnymfortISD offers opportunities for input in

matters that affect employeasd infuence the instructional effectiveness of the district

As part of the di s tmakirgprocsss,erhpioyeesiam glecteadital deci s
serve on distrietor campudevel advisory committees. Plans and detailed information

about the sharediecisionmaking process are available in each campus office or from

Amanda Rust

x Staff Development

Staff development activities are organized to meet the needs of employees and the
district. Staff development for instructional personng@resdominantly campulsased,

related to achieving campus performance objectives, addressed in the campus-improve
ment plan, and approved by a canymgel advisory committee. Staff development for
noninstructional personnel is designed to meet speciniog requirements (e.g., bus
drivers) and continued employee skill development.

Individuals holding renewable SBEC certificates are responsible for obtaining the
required training hours and maintaining appropriate documentation.

When employees attendovkshops outside of the district, the staff member must request
a school vehicle for travel. Mileage will not be paid if a school vehicle isadlail A no
vehicle available fan needs to be attached to the travel reimbursement form before
employee igranted payment.
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[ Compensation andenefits }

x Salaries, Wages, and tiends

Employees are paid in accordance with administrative guidelines and a pay structure
established for each position. The districteo
eachyear and adjusted as needed. All district positions are classified as exempt er nonex

empt according to federal law. Professional emplog@eelsacademic administratase

generally classified as exempt and are paid monthly salaries. They are not entitled

overtime cormpensation. Other employees are generally classified as nonexempt and are
paidanhourly wage osalary and receiveompensatory time for each overtime hour

workedbeyond 4thoursin a workweek (SeeOvertimeCompensationpagel 3.)

All employees will receive written notice of their pay and work schedules before the start

of each school year. Classroom teachersiiui librarians, fulltime nurses, and full

time counselors will be paid no less than the mimn state salary scheduleor@ract

employees who perform extracurricular or suppatal duties may be paid a stipend in
addition to their sal adwypayschenuledi ng t o t he di

Salaries and wages are reviewed on an annual basis and adjusted according to the
budgeted amounts approved by the Board. All employees will receive written notice of
their pay schedules at the beginning of each school year. Contract employees who
perform extracurricular or supplemental duties may be paid a stipend in addition to their
salary accor di neglutypaysthedale.di strictods extra

Employees should contalgtarta Harvey, ext. 10fbr more information about the
di strictébés pay schedules or their own pay.

x Annualized Compensation

The district pays all salaried employees ovemitihths regardless of the number of

months employed during the school year. Salaried employees will be paid in equal
monthly payments, beginning with the first pay period of the school year. Employees that
separate after the last day of instruction wilhttoue to receive paychecks through the

end of the summer.

x Paychecks

All professionalsalariedand hourlyemployees are paid monthly. Paychecks will not be
released to any person other than the district employee named on the cheuaktwvéh
emp | o yveriged guthorizationWritten authorization must be presented to the payroll
office on or before 2 days prior to the published payroll date.
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An empl oyeebs payroll statement contains

withholding information, anthe amount of leave accumulated.

The schedule of pay dates for 2@09 2010school year follows:

MONTHLY PAYROLL SCHEDULE 2009 -2010

All completedabsent from duty reports are due in to the payroll office the first business
day following the payroll cutoff date. Atlompletedtime sheets are due in to the payroll
office no later than two business days after receipt.

Payroll Cutoff Dates Payday

Thursday, July 2nd, 2009 Thursday, July 23rd, 2009
Friday, August 7th, 2009 Tuesday, August 25th, 2009
Friday, September 4th, 2009 Friday, September 352009
Friday, October 2nd, 2009 Friday, October 2rd, 2009
Friday, November 6th, 2009 Tuesday, November 24th, 2009
Friday December 4th, 2009 Friday, December 18th, 2009
Friday, January 1st, 2010 Monday, January 25th, 2010
Friday, February 5th, 2010 Thursday, February 352010
Friday, March 5th, 2010 Thursday, March 25th, 2010
Friday, April 2nd, 2010 Friday, April 23rd, 2010

Friday, May 7th, 2010 Tuesday, May 25th, 2010
Friday, June 4th, 2010 Thursday, June 24th, 2010
Thursday, July 1st, 2010 Thursday, July 22nc2010
Friday, August 6th, 2010 Wednesday, August 25th, 2010

x  Automatic Payroll Deposit

Employees can have their paychecks electronically deposited designated account.

A notification period obne months necssary to activate this servita current

employees New employees to the district have a waiting period of 90 days from the first
day of employmeniContactMarta Harveyfor more information about the automatic
payroll deposit service.

x Payroll Deductions

The district is required tmake the following automatic payroll deductions:

. Teacher Retirement System of Texas (TRS) or Social Security employee
contributions

. Federal income tax

« Medicare tax (applicable only to employees hired after March 31, 1986)

12
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Other payroll deductionsempleye s may el ect i nclude deducti or
share of premiums for health, dental, life, and vision insurance; annaitidisigher

educdion savings planEmployees also may request payroll deduction for payment of

membership dues to @essioral organizations andther approved organizatior3alary

deductions are automatically made for unauthorized or unpaid leave.

x Qvertime Compensation

The district compensates overtime for nonexempt employees in accordédntederal
wage and hour law©nly nonexempt employees (hourly employees and paraprofes
employees) are entitled to overtime compensation. Nonexempt employees are not
authorized to work beyond their normal work schedule without advance approval from
their supervisor.

Overtime is legally defined as all hours worked in excess of 40 hoara/ork weeland

i's not measured by the day or Ndngxeniph e empl oy e
employees that are paid on a salary basis are paid fehaut@vorkweek and do not

earn additional pay unless they work more than 40 héunsthe purpose of calculagn

overtime, a workweekegins atl2:00 amSaturdayand ends at1:59 pm Friday

Employees may be compensated for overtime at-&intea-half rate with compensatory
time df (comp time). The following applies to all nonexempt employees:

. Employees can accumulate up to 60 hours of comp time.
« Comp time must be used in the duty year that it is earned.
« Use of comp time may be at the esmpl oyeeds
workload permits or at the swpervisoroés direction
. An employee may be required to use comp time before using any other available
paid leave (e.g., sick, personal, vacation).
. Weekly timerecordswill be maintained on all nonexempt employees for the
purpose of wage and salary administration.

x  Travel Expense Rimbursement

Before any travel expenses are incurred by anemipt e, t he empl oyeeds su
campus principal, and John Chapm@uaperintendentnust give approval. For approved

travel, employees will be reimbursed for mileage and other travel expenditures according

to the current rate schedule edislied by the district. Employees must submit receipts,

to the extent possible, tie reinbursed for expenses other than mileagtin three days

of returning to the idtrict. Staff must request the use of a school vehicle.

Requests for travel on school business at school expense should be submitted five days in
advance of the requesl travel.
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x Health, Dental, and Life Insurance

Group health insurance coverage is provided through-A&&eCare, the statewide

public school health insurance program. The
premiums is determined annually the board of trustees. Employees eligible for health

insurance coverage include the following:

. Employees who are active, contributing TRS members
. Employees who are not contributing TRS members and who are regularly scheduled
to work at least 10 hours peeek

TRS retireesvho are enrolled in TREare (retiree health insurance programdl
employees who are not contributing TRS memladrs are regularly scheduled to work
less than 10 hours per week are not eligible to participate inAdd®eCare.

Theinsurance plan year is from September 1 through August 31. Current employees can
make changes in their insurance coverage during open enrollment each spring. Detailed
descriptions of insurance coverage, employee cost, and eligibility requirements-are pro
vided to all employees in a separate booklet. Employees should ctartatiSilfor

more information.

x Supplemental Insurance EBnefits

At their own expense, employees may enroll in supplemental insurance programs for
disability, dental, visionlong-termhealthcareand supplemental lifdPremiums for these
programs can be paid by payroll deduction. Employees should cdatettSilfor more
information.

x Cafeteria Plan Benefits (Section 125)

Employees may be eligible to participate in the Cafeteria(®aation 125) and, under

IRS regulations, must either accept or reject this benefit. This plan enables eligible
employees to pay certain insurance premiums on a pretax basis (i.e., disability, accidental
death and dismemberment, cancer and dread digkadal, and additional term life
insurance). A thirgbarty administrator handles employee claims made on these accounts.

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

x Wor kersd6 Comyuantes ati on |

The district, in accordance with state | aw,
employees who suffer a worklated iliness or are injured on the job. Tn&rict has
wor ker sd ¢ omp e n sGrdative Risk Eundingffeetige8-1-20000 m
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Benefits help pay for medical treatment and make up for part of the income lost while
recovering. Specific benefits are prescribed by law depending on the ciaowesDf
each case.

All work-related accidents or injuries should be reported immediateimoyee
supervisorEmployees who are unable to work because of a-nedted injury will be
notified of their rights and responsibilities under the Texas Labor Cod&/8eek e r s 0
compensation benefjigage23 for information on use of paid leave for such absences.

x Unemployment Compensation hsurance

Employees who have been laid off or terminated through no fault of their own may be
eligible for unenployment compensation benefiEanployees are not eligible to collect
unemployment benefits during rdgty scheduled breaks in the school year or the

summer months if they have employment contracts or reasonable assurance of returning
to service. Employees with questions about unemployment benefits should contact
Business Office.

x Teacher Retirement

All personnel employed on a regular basis for at lEastand onehalf monthsare

members of the Teacher Retirement System of Texas (TRS). Substitutes not receiving
TRS service retirement benefits who work at least 90 days a year are also eligible for
TRS membership and to purchase a year of creditable service. TRS provides members
with an annual statement of their account showing all deposits and the total account bal
ance for the year ending August 31, as well as an estimate of their retirement benefits

Employees who plan to retire under TRS should ndfiyta Harveyas soon as possible.
Information on the application procedures for TRS benisfasailablefrom TRS at
Teacher Retirement System of Texas, 1000 Red River Street, Austin, TX-Z898,br
call 800223-8778 or 512542-6400. TRS information is also available on the Web
(wwwe.trs.state.tx.us). See pagéor information on restrictions of employment of
retirees in Texas public schools.

x Other Benefit Programs

Children of nonresident Distrieimployees shall be eligible for tuitidree attendance in
District schools.
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Leaves and\bsences 1

The district offers employees paid and unpaid leaves of absence in times of personal
need. This handbook describes the basic types of saaikable and restrictions on
leaves of absencEor purposes of the Family and Medical Leave Act, the definition of

Afamilyo includes only spouse, parent, and c
Ai mmedi ate familyo shal/l include:
1. Spouse.

2. Sonor daughter, including a biological, adopted, or foster child, agon

daughtetin-law, a stepchild, a legal ward, or a child for whom the employee

standdn loco parentis

3. Parent, stepparent, parémiaw, or other individual who stands loco

parentisto the employee.

4. Sibling, stepsibling, siblinrm-law.

5. Grandparent and grandchild.

6. Any person who may be residing in the
illness or death.

Leave is avail abl & thd beginninghtee sehoopytadlgneverd s u s e

state personalnd local sickeave is earnedt the rate obnehalf a workday for each 18

workdays of employment, up to the statutory maximum of five workdays anniiaty.

employee leaves the district before #ma&l of tle work year, the cost of any unearned

leave days taken shall be deducted ftome e mpl oyeeds fi nal payche:

Employees must follow district and department or campus procedures to report or request
any leave of absence and complete the appropriate focartification. Any employee

who is absent more than fidays because of a personal or family illness must submit

a medical certification from a qualified health care provider confirming the specific dates
of the illness, the reason for the iliness, & the case of personal illnésshe

empl oyeebs fitness to return to work

Employees on an approved leave of absence other than family and medical leave may
continue their insurance benefits at their own expense. Health insurance benefits for
employees on pad leave and leave designated under the Family and Medical Leave Act
will be paid by the district as they were prior to the leave. Otherwise, the district does not
pay any portion of insurance premiums forptoyees who are on unpaid leawewho

are noton active payroll status.

An absence from duty form should be filled bytall employees each time thase

absent. A form must be filled out whether the employee is paid for the absence, it is
deducted from their pay, or the absence is set@ated. he name, date, campus, cause

of absence and signature must be filled out by the employee. The form should then be
given to the principal or supervisor for their signature and then sent to the business office
within the week of the absence.
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x Personal Leave

State law entitles all employees to five days of paid personal leave per year. Personal
leave is earned at a raitEonehalf a workday for each 18 workdays of employment, up
to the statutory maximum of five workdays annuailyday of earned personal leais
equivalent to an assigned workd&ate personal leavaccumulates without limit, is
transferableo other Texas school districts and generalipsfes to education service
centers. There are two types of personal leave: nondiscretionatlysanetionary.

Nondiscretionary. Leave that is taken for personal or family illnefssnily emergency, a
death in the family, or active military service is considered nondiscretionary leave.
Reasons for thig/pe of leave allows very little, if amgdvaned planning
Nondiscretionary leaveill be granted to employees in the same mannetadssick
leave.

Discretionary.Leave that is taken at an employeeds
in advance is considered discretionary leave. An employee wishing to take discretionary

personal leave must submitexjuest to his or her principal or supervigee days in

advarte of the antipated absenc®iscretionary personal leave will be granted on a

first-come, firstserved basjswith a maximum of ten percent of campus employees in

each category permitted to be absent at the same time for discretionary personal leave

The supervisor or designee shall consider th
educational program, as well as the availability of substitutes. [see DEC (Legal)]

Use of discretionary personal leave shall be considered granted unless the principal or
designee notifies the employee to the contrary within 48 hours of receipt of the request.

Discretionary personal leaveaynot be taken for more than twonsecutive days
Discretionary leavehall be discouragenh:

1.the day before or aftersthoolholiday,

2. days scheduled for eraf semester or erdf-year exams,

3. days scheduled for state mandated assessroents,

4. professional or staff development days

Principals may grant such leave if extenuating circumstancesExc&ptions may
include (but are not limited to) family emergencies and speciatioreeevents such as
weddings, graduations, etc.

x Sick Leave

Previously accumulated state sick leave is available for use and may be transferred to

other school districts in Texas. Statekdeave can be used onlyfuil day increments

except when coordinated with family and medical leave taken on an intermittent or

reduccds chedul e basis or when coordinated with
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State &£k leave may be used for the fmNing reasons only:

« Employee illness

e« I'l'lness in the employeebds i mmediate family
. Family emergency (i.e., natural disasters ortlifieeatening situations)

« Death in the immediate family

« Active military service

x Local Leave

All salaried employees shall eaan additional five equivalent workdays of local personal
leave per school year at a rate of -tvadf workday for each 18 workdays of employment,
up to a maximum of five workdays annually.

Local leavewill not accumulateand shall be taken with no losspay. For full-time
teachers, nurses, librarians, and counselors, Comfort ISD will lmkyupaised local days
at the end of each contract year (Juni®) 2 a rate of $50.00 a dajyocal personal leave
days shall be forfeited when an employee no longeksvior the district.

x Sick Leave Pool

A District sick leave pool shall be established from voluntary donatib(ly state

personal leavdayby individual District employees to ass#stellow employee suffering

from personal illness or disabilityycluding pregnancyelated disability, or an employee
absentbecausef t he il Il ness or di sabinmediate of a me mt
family.

An employee may receive a maximum of three leave days fiooolgper request. An
employee may request thasick leave podbe established only after he or she has
exhausted all other availalpaid leave.

The empl oyee or a member of anyteqesegfonpl oyeebs f
establishment of a sick leave pool in writing to $§werintendent. The Barintendent or
designee shall then initiatke sick leave pool for the employee and notify District staff.

The sick leave pool shall consist of voluntary contributions &pegific individual and
donated days shall be designated to a spgmitit. Anemployee shall be permitted to
donate only threstate personal leave days at a time and shall not be allowed to
contributemore than three days to any one sick leave gdbtontributions to sick leave
pools shall be voluntary and confident@inatiors. Emplgyees who violate this
provision shall beonsidered in violation of District policy and the standards of ethics
outlined at DH(EXHIBIT) and subject to disciplinary action in accordavitie
DH(LOCAL).
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The sick leave pool shall cease to exist wenemployee returrte work or when each

voluntary donation reaches the maximoamtribution and the sick leave pool is

exhausted. Leave days accemedlonations but not used shall revert to the donors. No

general pool shall remain in existence. Ifékdeave bank existthe days shall be
transferred from thBisemployésdsi akcbeavetbah

x Family and Medical Leave (FMLA)d General Provisions

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

Basic Leave Entitlement FMLA requires covered employers to provide up to 12 weeks
of unpaid, jobprotected leavéo eligible employees for the following reasons:

« Forincapacity due to pregnancy, prenatal medical care or child birth;

. To care for the employeebs child after bir
care;

« To care for the e mphter,preparéns whe gasaisermys s on or
health condition; or

« For a serious health condition that makes the employee unable to perform the
empl oyeebs job.

Military Family Leave Entitlements. Eligible employees with a spouse, son, daughter,
or parent on activeudy or call to active duty status in the National Guard or Reserves in
support of a contingency operation may use thewé2k leave entitlement to address
certain qualifying exigencies. Qualifying exigencies may include attending certain
military arrangenents, attending certain counseling sessions, and attending post
deployment reintegratiobriefings.

FMLA also includes a special leave entitlement that permits eligible employees to take

up to 26 weeks of leave to care for a covered servicemember dwsingle 12month

period. A covered servicemember is a current member of the Armed Forces, including a
member of the National Guard or Reserves, who has a serious injury or illness incurred in
the line of duty on active duty that may render the serviceraembdically unfit to

performhis or her duties for which the servicemember is undergoing medical treatment,
recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired
list.

FMLA also includes a special leaeatitiement that permits eligible employees to take

up to 26 weeks of leave to care for a covered servicemember during a singbatt?

period. A covered servicemember is a current member of the Armed Forces, including a
member of the National Guard or $&eves, who has a serious injury or illness incurred in
the line of duty on active duty that may render the servicemember medically unfit to
performhis or her duties for which the servicemember is undergoing medical treatment,
recuperation, or therapy; @ in outpatient status; or is on the temporary disability retired
list.
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Benefits and ProtectionsDuring FMLA leave, the employer must maintain the

empl oyeebs health coverage under any Agroup
employee had contira to work. Upon return from FMLA leave, most employees must

be restored to their original or equivalent positions with equivalent pay, benefits, and

other employment terms.

Use of FMLA leave cannot result in the loss of any employment benefit that @ccrue
prior to the start of an employeeds | eave.

Eligibility Requirements. Employees are eligible if they have worked for a covered
employer for at least one year, for 1,250 hours over the previous 12 months, and if at
least50 employees are employed by tmepdoyer within 75 miles.

Definition of Serious Health Condition.A serious health condition is an illness, injury,

impairment, or physical or mental condition that involves either an overnight stay in a

medical care facility, or continuing treatment blyealth care provider for a condition

that either prevents the employee from perfo
preventghe qualified family member from participating in school or other daily

activities.

Subject to certain conditions, thentinuing treatment requirement may be met by a

period of incapacity of more than 3 consecutive calendar days combined with at least two
visits to a health care provider or one visit and a regimen of continuing treatment, or
incapacitydue to pregnancy rancapacity due to a chronic condition. Other conditions
maymeet the definition of continuing treatment.

Use of Leave An employee does not need to use this leave entitlement in one block.

Leave can be taken intermittently or on a reduced leave scheldetemedically

necessaryEmployees must make reasonable efforts to schedule leave for planned

medicalt r eat ment so as not to unduly disrupt th
gualifying exigencies may also be taken on an intermittent basis.

Substitution of Paid Leave for Unpaid Leave CISD requires theuse of accrued paid
leave while taking FMLA leave. In order to use plaiave for FMLA leave, employees
must comply with the e@adaigesoyerds nor mal pai d

Employee ResponsibilitiesEmployees must provide 30 days advance notice of the need
to take FMLA leave when the need is foreseeable. When 30 days notice is not possible,
the employee must provide notice as soon as practicable and generally must comply with
an empl oy e r-id grocedoresma | cal l
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Employees must provide sufficient information for the employer to determine if the leave
may qualify for FMLA protection and the anticipated timing and duration of the leave.
Sufficient information may include that the employee is unabfgerform job functions,

the family member is unable to perform daily activities, the need for hospitalization or
continuing treatment by a health care provider, or circumstances supporting the need for
military family leave. Employees also must inforine temployer if the requested leave is

for a reason for which FMLA leave was previously taken or certified. Employees also
may be requiretb provide a certification and periodic recertification supporting the need
for leave.

Employer Responsibilities.Covered employers must inform employees requesting

leave whether they are eligible under FMLA. If they are the notice must specify any
additional information required as well as t
they are not eligible, the engyler must provide a reason for the ineligibility.

Covered employers must inform employees if leave will be designated as+MLA
protected and the amount of | eave counted ag
the employer determines that the leaveasFMLA-protected, the employer must notify

the employee.

Unlawful Acts by Employers. FMLA makes it unlawful for any employer to:

. Interfere with, restrain, or deny the exercise of any right protected under FMLA;

. Discharge or discriminate against any perfor opposing any practice made
unlawful by FMLA or for involvement in angroceeding under or relating to
FMLA.

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

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede
any State or local law or collective bargaining agreement which provides greater family
or medical leave rights.

FMLA section 109 (29 U.S.C. § 2619) required FMLA covered@yars to post the text of this notice.
Regulations 29 C.F.R. § 825.300 (a) may require additional disclosures.
For additional information:
1-866-4USWAGE (1-866-487-9243) TTY: 2877-889-5627
www.wagehour.dol.gov

x Local FMLA P rovisions

Eligible employees can take up to 12 weeks of unpaid leave in theath period
measured forward from the date legnsi ndi vi dual

Use of paid leaveFamily and medical leave runs concurrently vétitrued sick and
personal leave, temporary disability leave, compensatory time, assault leave, and
absences due to a werglated illness or injury. The district will designate the leave as
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family and medical leave, if applicable, and notify the emplolgaedccumulated leave
will run concurrently.

Combined leave for spouse®A husband and wife who are both employed by the district
are limited to a combined total of 12 weeks of FMLA leave to care for a parent with a
serious health condition; or for theth, adoption, or foster placement of a child. Military
caregiver leave for spouses is limited to a combined total of 26 weeks.

Intermittent leave. When medically necessary, an employee may take leave
intermittentlyor on a reduced schedule. The distdices not permit the use of
intermittent oreducedschedule leave for the care of a newborn child or for adoption or
placement of &hild with the employee.

District contact. Employees that require FMLA leave or have questions should contact
Marta Harveyfor details on eligibility, requirements, and limitations.

x  Temporary Disability Leave

Certified employeesAny full-time employee whose position requires certification from
the State Board for Educator Certification (SBEC) is eligible for temporaryikigab

leave. The purpose of temporary disability leave is to provide job protection-torfell
educators who cannot work for an extended period of time because of a mental-or physi
cal disability of a temporary natureemporary disability leave must kekenas a

continuous block of time. It may not be taken intermittently or on a reduced schedule.
Pregnancy and conditions related to pregnancy are treated the same as any other
temporary disability.

Employees must request approval for tempodisgbility leaveAn e mp|l oy
notification of need for extended a
shall be accepted as a request for temporary disability [Eaeeequest must be
accompanied by a physi ci an 6 snallity toowekaad t
estimating a probable date of return. If disability leave is approved, the length of leave is
no longer thari80 calendar day#f disability leave is not approved, the employee must
return to work or be subject to termination praged.

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

When an employee is ready to return to wdnk, campus principal or department
supervisor, along with the business offed®uld benotified at least 30 days in advance.

The returnato-work notice must be accompanied by apbysian s st at ement
that the employee is able tesume regular dutieProfessional empl@gs returning from
leave will be reinstated to the school to which they were previously assigned as soon as
an appropriate position is available. If a position is not available beferend of the
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school year, professional employees will be reinstated at thenegjiof the following
school year.

x Wor kersd Compefiti sati on B

An employee absent from duty because of ar@ated illness or injury may be eligible
f or wor k esatiendweaklp intpnee benefits if the absence exceeds seven calendar
days.

An empl oyee receiving wor ker srélated dlmegserns at i on
injury may choose to use accumulated sick leave or any other paid leave benefits. An

employec hoosing to use paid | eave will not r ece
income benefits until all paid leave is exhausted or to the extent that paid leave does not

equal the prallness or-injury wage. If the use of paid leave is not elected, then the

empl oyee will only receive workersdéd <compensa
ing from a workrelated illness or injury, which may not equal his or herilfmess or

-injury wage.

x Assault Leave

Assault leave provides extended job income lagmkfits protection to an employee who

is injured as the result of a physical assault suffered during the performance of his or her

job. Aninjury is treated as an assault if the person causing the injury could be prosecuted

for assault or could notbeme cut ed only because that person
renders the person noasponsible for purposes of criminal liability.

An employee who is physically assaulted at work may take all the leave time medically

necessary (up to two years) to recovent the physical injuries he or she sustained. At

the request of an employee, the district will immediately assign the employee to assault

leave. Days of leave granted under the assault leave provision will not be deducted from

accrued personal leaveandmt be coordinated with workerso
Upon investigation the district may change the assault leave status and charge leave used
against the employeebs accrued paid | eave. T
accrued paid leave is notalable.

x Bereavement leave

Use of state leave and/or local sick leave for death in the immediate family shall not
exceed five workdays per occurrence, sulii@the approval of the District.

x Jury Duty
Employees will receive leave with pay and without loss of accumulated leave for jury
duty. Employees must present documentation of the servioeikhmetain any

compensation they receivélpon your request at the time of duty, the court clerk will
provide you with written documentation.
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x Other Court Appearances

Employees will be granted paid leave to comply with a valid subpoena to appear in a
civil, criminal, legislative, or dministrative proceedingcmployeeswill be required to
submit documentation of their need for leave for court appearances.

x Military L eave

Paid leave for military service.Any employee who is a member of the Texas National
Guard, Texas State Guard, or reserve component bfrtited States Aned Forces will

be granted a paid leave of absence without loss of any accumulated leave for authorized
training or duty orders. Paid military leave will not exceed 15 dagé federal fiscal

year (October1September 30)n addition, an employee is enéitl to use 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 into the
United States uniformed servicesvano areordered to active statailitary duty (Texas
National Guard or Texas State Guard) may return to employment if they are honorably
discharged. Employees who wish to return to the district will be reemployed in the
position they would have held if employment had not been interr@pteshssigned to an
equivalent or similar position provided thegn bequalified to perform the required

duties. To be djjible for reemployment, employees must provide notice of their
obligation or intent to perform military service, provide eviderniceomorable discharge

or release, and submit an application for reemploymethietSBuperintendent

Continuation of health insurance.Employees who perform service in the uniformed
services may elect to continue their health plan coverage at their own cost for a period not
to exceed 24 months. Employees should comit@cbusiness offictor details on eligibH

ity, requirements, andrhitations

x Leave Balance

An empl oyeebs current | eave balance (both st
stub each month. Employees who have questions about leave balance may contact the

business office.

x Early Dismissals
School will end on to two hours early on the following days during the-20@9 school
year:

November 24 December 18 March 12 June 3
In addition, campuses will dismiss early on Novembdtamd April 2F for parent

conference opportunities or staff developm@&hie high school principal is authorized to
release students early on days of semester examinations.
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[ Employee Rlations andCommunications }

x  Employee Recognition and Apreciation

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

include, but are not limited to: teach&frthe-month, teacheof-the-year,professionabf-
themonth,employeeof-the monthservice awards arappreciation meals for the faculty

and staff throughout the year. Othecogniton and appreciation activiseareincluded

on the district calendar of Recognition and Appreciation events posted on the district
website

x District Communications

Throughout the school year, tBa p e r i n to#ice ¢published newsletters, lotaures,
fliers, calendars, newegleases, and other communication materials. These

publications offer employees and the community information pertaining to school activi
ties and achievements. They includet are not limited tathe following:

Superintendentpuldished on amegulaolasis¥oi cemmnunicate with
district staff and community members. The article is posted on the district website at
www.comfort.txed.netin the Comfort News, and in the Comfort Connection.

District Events Calenddrupdated on a regular basis as a means of communication with
all stakeholders and is posted on the district websitevat.comfort.txed.net

x Correspondence

Official school letterhead ationery is available in the office of your principal. A
correspondence that is released IN THE NAME OF THE SCHOOL DISTRICT should
have advance approval of your principal or the Superintendent.
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[ Complaints andbrievances }

In an effort to hear and resolve employee concerns or complaints in a timely manner and
at the lowest administrative level possible, the board has adopted dg graance
processEmployees are encouraged to discuss their concerns or complaints with their
supervisors or an appropriate administrator at any time.

The formal process provides all employees with an opportunity to be heard up to the

highest level ofanagement if they are dissatisfied with an administrative response.

Once all administrative procedures are exhausted, employees can bring concerns or com
plaints to the board of trustees. For ease o0
proces of bringing concerns and complaints is reprinted as follows:

Policy DGBA(LOCAL)

The Board encourages employees to discuss their concerns and complaints through
informal conferences with their supervisor, principal, or other appropriate administrator.
Concerns should be expressed as soon as possible to allow early resolution at the lowest
possible administrative level. Employees shall not be prohibited from communicating

with a member of the Board regarding District operations except when communication
between an employee and a Board member would be inappropriate because of a pending
hearing or appeal related to the employee.

If an informal conference regarding a complaint fails to reach the outcome requested by

the employee, he or she may initiate finenal process described below by timely filing

a written complaint form. Even after initiating the formal complaint process, employees

are encouraged to seek informal resolution of their concerns. An employee whose

concerns are resolved may withdraw arfal complaint at any time. The process

described in this policy shall not be construed to create new or additional rights beyond

those granted by | aw or Board policy, nor to
trial o at any Ilidomedmploydetddthipgolgy r i ct s ha

Neither the Board nor any District employee shall unlawfully retaliate against an
employee for bringing a concern or complaint. Whistleblower complaints shall be filed
within the time specified by law and may be madthtoSuperintendent or designee
beginning at Level Two. Time lines for the employee and the District set out in this
policy may be shortened to allow the Board to make a final decision within 60 calendar
days of the initiation of the complaint. [See DG]

Complaints alleging a violation of law by a supervisor may be made to the
Superintendent or designee. Complaints alleging a violation of law by the Superintendent
may be made directly to the Board or designee.

Il n this policy, thevehacm® B8bampl aaneotaedsidg
policy shall apply to all employee complaints, except as provided below.
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This policy shall not apply to:

1. Complaints alleging discrimination, including violations of Title IX (gender), Title VII
(sex, race, calr, religion, national origin), ADEA (age), or Section 504 (disability). [See
DIA]

2. Complaints alleging certain forms of harassment, including harassment by a supervisor
and violations of Title VII. [See DIA]

3. Complaints concerning retaliation relatiogdiscrimination and harassment. [See

DIA]

4. Complaints concerning instructional materials. [See EFA]

5. Complaints concerning a commissioned peace officer who is an employee of the
District. [See CKE]

6. Complaints arising from the proposed nonrenefalterm contract issued under

Chapter 21 of the Education Code. [See DFBB]

7. Complaints arising from the proposed termination or suspension without pay of an
employee on a probationary, term, or continuing contract issued under Chapter 21 of the
Educaton Code during the contract term. [See DFAA, DFBA, or DFCA, respectively]

Complaint forms and appeal notices may be filed by {dmidery, fax, or U.S. Mail.
Handdelivered filings shall be timely filed if received by the appropriate administrator or
desgnee by the close of business on the deadline. Fax filings shall be timely filed if they
are received on or before the deadline, as indicated by the date/time shown on the fax
copy. Mail filings shall be timely filed if they are postmarked by U.S. Maibobefore

the deadline and received by the appropriate administrator or designated representative
no more than three days after the deadline.

At Levels One and Two, fAresponseo shall me a n
from the appropriate admsirator. Responses may be hatedivered or sent by U.S.

Mail to the employeeds mailing address of re
they are postmarked by U.S. Mail on or befor
business days, unless ettvise noted. In calculating time lines under this policy, the day

a document is filed is fAday zero. o0 The foll o
AfRepresentativeo shall mean any person who ¢

right to strike and is dggnated by the employee to represent him or her in the complaint

process. The employee may designate a representative through written notice to the

District at any level of this process. If the employee designates a representative with
fewerthanthreedas © noti ce to the District before a
District may reschedule the conference or hearing to a later date, if desired, in order to
include the Districtdéos counsel. The District
the process.

Complaints arising out of an event or a series of related events shall be addressed in one

complaint. Employees shall not bring separate or serial complaints arising from any event
or series of events that have been or could have been atnessprevious complaint.
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When two or more complaints are sufficiently similar in nature and remedy sought to
permit their resolution through one proceeding, the District may consolidate the
complaints.

All time limits shall be strictly followed unlessodified by mutualritten consentlf a
complaint form or appeal notice is not timely filed, the complaiay be dismissed, on
written notice to the employee, at apgint during the complaint pross. The employee
may appeal thdismissal by seeking re&xv in writing within ten days from the date

of the written dismissal notice, stiag at the level at which theomplaint was dismissed.
Such appeal shall be limited the issu@f timeliness.

Each party shall pay its own ceshcurred in the course tife complaint.

Complaints under this policy shall be submitted in writing on a fmmowided by the
District. Copies of any documents that support the complaint sheuédtachedb the
complaint form. If tle employee does not have cop¢shese docuents, they nyabe
presented at the Level Onenference. After the Levelr@ conference, no new
documentsnay be submitted by the emgt®e unless the employee did kobw the
documents existedefore the Level One conferen@ecomplaint form that is inaoplee
in any material aspect may besmissed, but may be-fded with all the required
information if there-filing is within the designated time for filing a complaint.

Complaint forms must be filed:

1. Within 15 days of the datbeé employee firstiew, or withreasonable diligence
shouldhave known, of the decision action giving rise to the complaint or grievance;
and

2. With the lowest level administrator who has #uthority taoemedy the alleged
problem.

In most circumstances, etogees on achool campus shdile Level One complaints
with the campus principal; oth&istrict employees shall fileevel One complaints with
theirimmediate supervisolf the only administrator who has authority to remedy the
allegedproblem is the Superintdant or designee, the complamay begin at Level Two
following the procedure, includirdeadlines, for filing the complaint form at Level One.

If the complaint is not filed with thappropriate administrator, theceiving
administrator must notthe dae and time the complaifirm was received and
immediatey forward the complaint form tthe appropriate administratdrhe
appropriate administrator shall investigate as necessaryadah@ conference with the
employee within ten days after receipt the written complaint. Thedaninistrator may
set reasonabl@me limits for the conference.

The administrator shall providke employee a written responsihin ten days

following the @nference. The written resporsteall set forth the basis of the dgon. In
reaching a decision, tleministrator may consider infoation provided at the Level
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Oneconference and any other relavaocuments or information tlaelministrator
believes vill help resolve the complainkf the employee did not receive thaief
requested at Level One ibthe time for a response has engul, the employee may
request a&onference with the Superintendent or designee to appeal tebQuay
decision.

The appeal notice must be filedwmiting, on a form provided bthe Distrct, within ten
days of the date dhe written Level One responeg if no response was recetyavithin
ten days of the Levédne response deadlingiter receiving notice of the appeal, the
Level One administratawhall prepare and forward a redaf the Level One complaint
to the Level Two administrator. Tremployee may request a copytioé Level One
record.

The Level One record shall include:

1. The original complaint form and any attachments.

2. All other documents submitted by the employee aeL@&ne.

3. The written response issued at Level One and any attachments.

4. All other documents relied upduy the Level One administrator reaching the Level
One decision.

The Superintendent or designeelshald a conference within tesays after th appeal
notice is filed.The conference shall be limitéal the issues presentey #he employee at
Level One anddentified in the Level Two appeabtice. At the conference, the
employee may provide informah concerning any documentsinformationrelied upon
by the administrabn for the Level One decision.

The Superintendent oedignee may set reasonable tiimats for the conferencélhe
Superintendent or designee shall provide the employee a watipanse within ten days
following the conference. The writteasponse shall set forth the basishe decision. In
reaching a decision, tf&uperintendent or designee may consider the L@waelrecord,
information provided &the Level Two conference, aady other relevant documents o
information the Superintendent designee believes will help resolve the complaint.

Recordings of the Level One ahdvel Two conferences, if anghall be maintained with
the Level One and Level Two recordsthe employee did not receive the relief
requested at Level Two drthe time for a response hagpéred, the employee may
appeathe decision to the Board.

The appeal notice must be filed in writing, on a form providethbyDistrict, within ten
days of the date of the written Level Two resgor, if no response was receiyavithin
ten days of the Levd@lwo response deadline.

The Superintendent or designee shall inform the employee datbetime, and place of
the Boardmeeting at which the complainill be on the agenda for presentatito the
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Board.The Superintendent or designee shall provide the Board the ddabelLevel
Two complaint. Themployee may request a copytioé Level Two record.

The Level Two record shall include:

1. The Level One record.

2. The written responsesued at Level Two and any attachments.

3. All other documents relied upon by the adminigirain reaching the Level Two
decision.

If at the Level Three hearing themphistration intends to rely oevidence not included
in the LevelTwo record, the admistrationshall provide the employee notickthe
nature of the evidence laast three days before the hearing.

The District shall determine whethigwe complaint will be presentéad open or closed
meetng in accordance with the Tex@pen Meetings At andother applicable law. [See
BE] The presiding officer may set reasonable time limitsgndelinesfor the
presentation including arpportunity for the employee aradiministration to each make a
presentation and provide rebuttadd an opportunitfor questionilg by the Board. The
Board shalhear the complaint and may request that the midtriation providean
explanation for the decisions at the preceding levels.

In addition to any other record the Board meeting required law, the Boardhall

prepare a segpate record of the Level Thrpeesentation. The Level Three presdotat

including the presentatidny t he e mp |l oy e eepresentative,@anye mpl oyeeds
presentatiorirom the administration, ahquestions from the Board witksponss, shall

be recorded by audio recording, video/audicordingpr court reporter.

The Board shall then consider trenplaint. It may give notice afs decision orally or
in writing at any time up to and including theext regularly scheduled Boanakeetng. If
the Board does naohake a decision regarding thenaplaint by the end of the next
regularly scheduled meeting, tlaek of a response by the Boarpholds the
administrative decision at Level Two.
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[ Employee Conduct and &fare }

x Standards of Gnduct

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

. Rewmgnize and respect the rights of students, parents, other employees, dretsnem
of the community.

« Maintain confidentiality in all matters relating to students and coworkers.

« Report to work according to the assigned schedule.

. Notify their immediate supeisor in advance or as early as possible in the event that
they must be absent or late. Unauthorized absences, chronic absentegisesstar
and failure to follow procedurder reporting an absence may ¢ause for
disciplinary action.

. Know and complyith department and district policies and procedures.

. Express concerns, complaints, or criticism through appropriate channels.

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

. Use district timefunds, and property for authorized district business and activities
only.

All district employees should perform their duties in accordance with state and federal
law, district policies and procedures, and ethical standards. Violation of policies; regula
tions, or guidelines may result in disciplinary action, including termination. Alleged inci
dents of certain misconduct by educators, including having a criminal record, must be
reported to SBEC not later than the seventh day the superintendent firstoletmra inci
dent. SedReports to the State Board for Educator Certificatioage59 for additional
information.

TheCode of Ethics and Standard Practices for Texas Educaadgpted by the State
Board for Educator Certification, which all distretnployees must adhere to, is reprinted
below:

Code of Ethics and Standard Practices for Texas Educators
Statement of Purpose
The Texas educator shall comply with standard practices and ethical conduct toward
students, professional colleagues, sclofiotials, parents, and members of the community
and shall safeguard academic freedom. The Texas educator, in niagntladndignity of

the profession, shall respect and obey the law, demonstratmpkintegrity, and
exemplify honesty. The Texas edar, in exemplifying ethical relations with colleagues,
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shall extend just and equitable treatment to all members of the profession. The Texas
educator, in accepting a position of public trust, shallsmesasuccess by the progress of
each student towarealization of his or her potgal as an effective citizen. The Texas
educator, in fulfilling responsibilities in the community, shall cooperate with parents and
others to improve the public schools of the community.

Professional Standards

1. Professimal Ethical Conduct, Practices, and Performance

Standard 1.1 The educator shall not knowingly engagedeceptive practices regardiafiicial
policies of the school district or educational institution.

Standard 1.2 The educator shall not knowingly rajgpropriate, divert, or use monies,
persomel, property, or equipment committed to hider charge for personal gain or
advantage.

Standard 1.3 The educator shall not suhinfiaudulent requests foeimbursement,
expenses, or pay.

Standard 1.4 Theeducator shall not use institutiormal professional privileges for

personal or partisan advantage.

Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or favors that
impair professional judgment or to obtain special advantage.stémndard shall not restrict
the acceptance of gifts or tokens offered and accepted openly frdemtstuparents, or

other persons or organizations in recognition or appreciation of service.

Standard 1.6 The educator shall not falsify records, or direccoerce others to do so.
Standard 1.7 The educator shall comply with state regulations, written local school board
policies, and other applicable state and federal laws.

Standard 1.8 The educator shall apply for, accept, offer, or assign a positian
responsibility on the basis of professional qualifications.

2. Ethical Conduct toward Professional Colleagues

Standard 2.1 The educator shall not reveal confidential health or personnel information
corcerning colleagues unless disclosure selasful professional purposes or is required
by law.

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

Standard 2.3 The educator shall adhere to written local school board potciéstate and
federal laws regarding the hiring, evaluation, and dismissal of personnel.

Standard 2.4 The educator shall not interfere with a colleague's exercise of political,
profesional, or citizenship rights and responsibilities.

Standard 2.5 Theeducator shall not discriminate against or coerce a  colleague on the
basis of race, color, religion, national origin, age, sex, disability, or family status.
Standard 2.6 The educator shall not use coercive means or promise of special treatment in
order to influence professional decisions or colleagues.

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

Standard 3.1 The educator shafiot reveakonfidential informatiorconcerning students
unless disclosure serves lawful professional purposes or is required by law.

Standard 3.2 The educator shall not knowingly treat a student in a manner that adversely
affects the student's learnindyysical health, mental health, or safety.

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

Standard 3.4 The educator shall not exclude a student from participation in a program,
deny benefits to a stedt, or grant an advantage to a student on the basis of race, color, sex,
disability, national origin, religion, or family status.

Standard 3.5 The educator shall not engage in physical mistreatment of a  student.
Standard 3.6 The educator shall not kgt or engage in sexual conduct or a romantic
relatiorship with a student.

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

x Dress Code

School employees are not allowed to wear blue jeans during the work week unless
directed by the campus principal to do otherwise. The campus principals will give more
details on dress code during thesigrvicedays. All employees are expected to dress
professionally during the work week. All male administration will wear ties during the
work week.

x Discrimination, Harassment and Retaliation

Employees shall not engage in prohibited harassment, including $exaatment, of

other employees or students. While acting in the course of their employment, employees
shall not engage in prohibited harassment of other persons, including board members,
vendors, contractors, volunteers, or parents. A substantiated ciidw@@assment will

result in disciplinary action.

Employees who believe they have beécriminated or retaliated againstt@rassed are
encouraged to promptly report such incidents to the campus principal, supervisor, or
appropriate district oitial. If the canpus principalsupervisoy or district officialis the
subject of a complaint, the employee should report the complaint directly to the
superintendent\ complaint against the superintendent may be made directly to the
board.

The di s tythatanclddes dgfinitions and procedures for reporting and investigat
ing discrimination harassmentand retaliations reprinted below:

Note: This policy addresses harassment of District employees. For legally referenced
material relating taiscrimination and retaliation, see DAA(LEGAL). For harassment of
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students, see FFH. For reporting requirements related to child abuse and neglect, see
FFG.

Policy DIA (Local)

A public official commits a Class A misdemeanor if, while acting in his opffeial or

employment capacity, the official intentionally subjects another to unwelcome sexual

advances, requests for sexual favors, or other verbal or physical conduct of a sexual
nature, submission to which i srcismarede a term o
enjoyment of any right, privilege, power, or immunity, either explicitly or implicitly.

Penal Code 39.03(a)

Harassment on the basis of a protected characteristic is a via&tioa federal anti
discrimination lawsThe District has an affirmate duty, under Title VII, to maintai a
working environment free dfarassment on the basis of sex, raoéor, religion, and
nationalorigin. 42 U.S.C. 2000e, et seq.; 29 CFR 1606.8(a), 1604.11

Harassment violates Title VII if it is fiiciently severeand pervasivéo alter the
conditions of employmenBennsylvania State Poliee Suders, 542 U.S. 129 (2004)

Title VII does not prohibit all verbalnd physical harassment in tlverkplace. For
example, haissment between men and womenas automaticdly unlawful sexué
harassment merely because Wwds used have sexual content or connotationsale
v. SundowneOffshore Services, Inc., 523 U.S. 75 (1998)

Ver bal or physi cal scexpratel colorgligiensoerdtiomah a per son
origin constitutes unlaful harassment whetie conduct:

1. Has the purpose or effect of creating an intimidating, hostileffensive working

environment;

2. Has the purpose or effect afreasonably interferingwithann di vi dual 6s wor k
performance; or

3 herwise adversely affects an individual 6s
Pennsyl vania State Pol i ce |Ralroa8RBadsengey, 542 U. S
Corp. v. Morga, 536 U.S. 101 (2002); Merit@avings Bank v. Vinson, 4U(S. 57

(1986); 29 CFR 1604.11606.8

Conduct of a sexual nature also constitutes harassment when:

1. Submission to such conduct is madber explicitly or implicitlya term or condition
of an individual 6s empl oyment; or

2. Submission to or rejection aich conduct by an individual issed as the basis for
employment decisions affecting the individuzd. CFR 1604.11(a)

Samesex sexual harassment constitutes sexual harassomertlev. Sundowner
Offshore Services, Inc., 523 U.S. 75 (1998)
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The Districtshould take all steps necessary to preventadxarassmerftom occurring,
such as affmatively raising the subjeacgxpressing strong disapproval veéping
appropriate penaltieg)forming employees of their right taise and how to raise the
issueof harassment under Title VII, and developingthods to sensitizall concerned.
29 CFR 1604.11(f)

The District is responsible for actsunlawful harassment by felloemployees and by
nonemployees if the District, its agents, omsitpervisory employes knew or sbuld
have known of the conduainless the District takes immediate and appropriate
corrective action29 CFR 1604.11(d), (e), 1606.8(d), (e)

When no tangible employmenttam is taken, the District manaise the following
affirmative defens:

1. That the District exercised reasonable tanqgrevent anggromptly correct any
harassing behavior; and

2. That the employee unreasbhafailed to take advantage ahy preventive or
corrective opportunities provided by tlenployer or to avoid har otherwise.
Burlington Industries, Inc. v. Eller{524 U.S. 742 (1998); Faragher City of Boca
Raton, 524 U.S. 775, (1998)

x Harassment of Sudents

Sexual and other harassment of students by employees are forms of discrimination and are
prohibited by lawRomantic or inappropriate social relationships between students and

district employees are prohibite@mployees who suspect a student may haverexmped

prohikited harassment are obligated to report their concerns to the campus principal or

other appropriate district official. All allegations of prohibited harassment of a student will

be reported to the st udentAdanplpyaerwbakhosvss and pr o
of or suspects child abuse must also report his or her knowledge or suspicion to the

appropriate authorities, as required by law. Beporting suspected child abyugage 34

for additional information.

The di st r i cctludesdeliinitibns ang pracddwrds fori reporting and investigat
ing harassment of students is reprinted below:

Policy DF (Legal)- partial

ASolicitation of a romantic relationshipo me
reasonably interpreted asliciting a relationship characterized by an ardent emotional

attachment or pattern of exclusivity. Acts that constitute the solicitation of a romantic

relationship include:

1. Behavior, gestures, expressions, communications, or a pattern of commumigtitio

a student that iIs unrelated to the educatord
interpreted as encouraging the student to form an ardent or exclusive emotional
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attachment to the educator, including statements of love, affection, or attractien. W
evaluating whether communications constitute the solicitation of a romantic relationship,
the following may be considered:
a. The nature of the communications;
b. The timing of the communications;
c. The extent of the communications;
d. Whether theommunications were made openly or secretly;
e. The extent to which the educator attempted to conceal the communications;
f. If the educator claims to be counseling a student, TEA staff may consider
whet her the educat or 6s,wlhethdrthaleducatoes 1 ncl ude
reported the subject of the counseling to
the appropriate school personnel, or, in the case of alleged abuse or neglect,
whether the educator reported the abuse or neglect to the appropriate law
enfacement agencies; and
g. Any other communications tending to show that the educator solicited a
romantic relationship with a student.

2 . Making inappropriate comments about a stu
3. Making sexually demeaning comments to a student.

4 Makingo@ mment s about a studentdos potential sex
5 Requesting details of a studentds sexual
6. Requesting a date.

7. Engaging in conversations regarding the sexual problems, preferences, or fantasies of

either party.

8. Inappropriate huggg, kissing, or excessive touching.

9. Suggestions that a romantic relationship is desired after the student graduates,
including postgraduation plans for dating or marriage.

10. Any other acts tending to show that the educator solicited a romanticrsapi
with the student, including providing the student with drugs or alcohol.

Policy FFH (Local)

The District prohibits discrimination, including harassment, against any student on the
basis of race, color, religion, gender, national origin, disabditgny other basis
prohibited by law. The District prohibits dating violence, as defined by this policy.
Retaliation against anyone involved in the complaint process is a violation of District
policy. Discrimination against a student is defined as corditetted at a student on the
basis of race, color, religion, gender, national origin, disability, or on any other basis
prohibited by law, that adversely affects the student.

Prohibited harassment of a student is defined as physical, verbal, or nocoerchadt
based on the studentds race, col or, religi on
other basis prohibited by law that is so severe, persistent, or pervasive that the conduct:

1. Affects a student 6s a baneéducatignaltprogramar t i ci pat

activity, or creates an intimidating, threatening, hostile, or offensive educational
environment;
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2. Has the purpose or effect of substantiall
academic performance; or

3. Otherwisedver sely affects the studentdés educati
harassment includes dating violence as defined by this policy.

Examples of prohibited harassment may include offensive or derogatory language
directed at anot hé&orpracices acceldt,skinrceldr, orqéedfors b el i e
accommodation; threatening or intimidating conduct; offensive jokes, name calling, slurs,

or rumors; physical aggression or assault; display of graffiti or printed material promoting

racial, ethnic, or otheregative stereotypes; or other kinds of aggressive conduct such as

theft or damage to property.

Sexual harassment of a student by a District employee includes both welcome and
unwelcome sexual advances; requests for sexual favors; sexually motivatedlphys
verbal, or nonverbal conduct; or other conduct or communication of a sexual nature
when:

1. A District employee causes the student to believe that the student must submit to the

conduct in order to participate in a school program or activity, ottleeemployee will

make an educational decision based on whether or not the student submits to the conduct;

or

2. The conduct is so severe, persistent, or pervasive that it:
a. Affects the studentods
program or activity, or otherwise adverselyf f e c t
opportunities; or
b. Creates an intimidating, threatening, hostile, or abusive educational
environment.

abilitly to partd.
s the student s e

Romantic or inappropriate social relationships between studesh@istnict employees
are prohibited. Any sexual relationship between a student and a District employee is
always prohibited, even if consensual.

Sexual harassment of a student, including harassment committed by another student,
includes unwelcome sexual\ances; requests for sexual favors; or sexually motivated
physical, verbal, or nonverbal conduct when the conduct is so severe, persistent, or
pervasive that it:

1. Affects a studentdés ability to participat
activity, or creates an intimidating, threatening, hostile, or offensive educational
environment;

2. Has the purpose or effect of substantiall
academic performance; or
3. Otherwise adversely affects the stidéns educati onal opportunit.i

sexual harassment of a student may include sexual advances; touching intimate body
parts or coercing physical contact that is sexual in nature; jokes or conversations of a
sexual nature; and other sexually motchtonduct, communications, or contact.
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Necessary or permissible physical contact

hand, comforting a child with a hug, or other physical contact not reasonably construed as

sexual in nature is not sexual assment.

Dating violence occurs when one partner in a dating relationship, either past or current,
intentionally uses physical, sexual, verbal, or emotional abuse to harm, threaten,
intimidate, or control the other partner. Examples of dating violaga@st a student

may include physical or sexual assaults, naalkeng, putdowns, threats to hurt the
student or the studentdés family members
destroying property belonging to the student, threats to commit surciderocide if the
student ends the relationship, attempts to isolate the student from friends and family,
stalking, or encouraging others to engage in these behaviors.

For purposes of this policy, dating violence is considered prohibited harassment if the
conduct is so severe, persistent, or pervasive that the conduct:

o

r

S

u

n

1. Affects a studentdés ability to participat

activity, or creates an intimidating, threatening, hostile, or offensive educational
environment;

2. Has the purpose or effect of substanti

academic performance; or

a l

3. Otherwise adversely affects the studentds

prohibits retaliation against a student alleged teehexperienced discrimination or
harassment, including dating violence, or another student who, in good faith, makes a
report, serves as a witness, or otherwise participates in an investigation.

A student who intentionally makes a false claim, offerefatatements, or refuses to
cooperate with a District investigation regarding discrimination or harassment, including
dating violence, is subject to appropriate discipline.

Examples of retaliation include threats, unjustified punishments, or unwarranted grade
reductions. Unlawful retaliation does not include petty slights or annoyances, such as
negative comments that are justified by

a

St

I n this policy, the term fiprohibited conduct

violence, and retaliation as defined by this policy, even if the behavior does not rise to the

level of unlawful conduct. Any student who believes that he or shexXyerienced
prohibited conduct or believes that another student has experienced prohibited conduct
should immediately report the alleged acts to a teacher, counselor, principal, or other
District employee.

Alternatively, a student may report prohibiteahduct directly to one of the District
officials below:
For the purposes of this policy, District officials are the Title IX coordinator, the
Section 504 coordinator, and the Superintendent.
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Reports of discrimination based on sex, including sexuathar@nt, may be directed to
the Title IX coordinator. The District designates the following employee to coordinate its
efforts to comply with Title IX of the Education Amendments of 1972, as amended:
Name: John E. Chapman, llI
Position: Superintendent
Address: 327 High Street, Comfort, TX 78013
Telephone: (830) 996400

Reports of discrimination based on disability may be directed to the Section 504
coordinator. The District designates the following employee to coordinate its efforts to
comply with Sedbn 504 of the Rehabilitation Act of 1973, as amended:

Name: John E. Chapman, llI

Position: Superintendent

Address: 327 High Street, Comfort, TX 78013

Telephone: (830) 996400

The Superintendent shall serve as coordinator for purposes of Distripliance with all
other antidiscrimination laws.

A student shall not be required to report prohibited conduct to the person alleged to have
committed the conduct. Reports concerning prohibited conduct, including reports against
the Title IX coordinatoor Section 504 coordinator, may be directed to the
Superintendent. A report against the Superintendent may be made directly to the Board.
If a report is made directly to the Board, the Board shall appoint an appropriate person to
conduct an investigatiolReports of prohibited conduct shall be made as soon as possible
after the alleged act or knowledge of the alleged act. A failure to promptly report may

i mpair the Districtdéds ability to invest:i

Any District employeavho receives notice that a student has or may have experienced
prohibited conduct shall immediately notify the appropriate District official listed above
and take any other steps required by this policy. The District official or designee shall
promptly noify the parents of any student alleged to have experienced prohibited conduct
by a District employee or another adult. The District may request, but shall not insist
upon, a written report. If a report is made orally, the District official shall reduce the
report to written form.

Upon receipt or notice of a report, the District official shall determine whether the
allegations, if proven, would constitute prohibited conduct as defined by this policy. If so,
the District official shall immediately authoripe undertake an investigation, regardless

of whether a criminal or regulatory investigation regarding the same or similar allegations
is pending. If appropriate, the District shall promptly take interim action calculated to
prevent prohibited conduct dugrthe course of an investigation.

The investigation may be conducted by the District official or a designee, such as the
campus principal, or by a third party designated by the District, such as an attorney.
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When appropriate, the campus principal shaihlelved in or informed of the

investigation. The investigation may consist of personal interviews with the person
making the report, the person against whom the report is filed, and others with knowledge
of the circumstances surrounding the allegatidhg. investigation may also include

analysis of other information or documents related to the allegations.

Absent extenuating circumstances, the investigation should be completed within ten
District business days from the date of the report; howevemvestigator shall take
additional time if necessary to complete a thorough investigation. The investigator shall
prepare a written report of the investigation.

The report shall be filed with the District official overseeing the investigation. If the
resuts of an investigation indicate that prohibited conduct occurred, the District shall
promptly respond by taking appropriate disciplinary or corrective action reasonably
calculated to address the conduct.

The District may take action based on the resdlganvestigation, even if the conduct

did not rise to the level of prohibited or unlawful conduct. To the greatest extent possible,
the District shall respect the privacy of the complainant, persons against whom a report is
filed, and witnesses. Limitedisclosures may be necessary in order to conduct a thorough
investigation and comply with applicable law.

A student who is dissatisfied with the outcome of the investigation may appeal through
FNG(LOCAL), beginning at the appropriate level. A studentldfeinformed of his or

her right to file a complaint with the United States Department of Education Office for

Civil Rights. Retention of records shall be in accordance with FB(LOCAL) and

CPC(LOCAL). Information regarding this policy shall be distribua@dually to District

employees and included in the student handbook. Copies of the policy shall be readily
avail able at each campus and the Districtos

x Alcohol and Drug-Abuse Revention

ComfortISD is committed to maintaining afcohol and drugfree enviroment and will

not tolerate the use of alcohol and illegal drugs in the workplace and at-seladed or
schootsanctioned activities on or off school properBmployees who use or are under

the influence of alcohol or illegdrugs as defined by the Texas Controlled Substances

Act during working hours may be dismissed. T
drug use follows:

Policy DH(Local) 1 partial
Employees shall not manufacture, distribute, dispense, possess, hesender the

influence of any of the following substances during working hours while at school or at
schoolrelated activities during or outside of usual working hours:
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1. Any controlled substance or dangerous drug as defined by law, including but not
limited to marijuana, any narcotic drug, hallucinogen, stimulant, depressant,
amphetamine, or barbiturate.

2. Alcohol or any alcoholic beverage.

3. Any abusable glue, aerosol paint, or any other chemical substance for inhalation.
4. Any other intoxicant, omoodchanging, minehltering, or behavieraltering drugs.

An empl oyee need not be legally intoxicated
controlled substance. An employee who manufactures, possesses, or dispenses a
substance listed aboveaspat t he empl oyeedbds job responsi bi
aut horized by a | icensed physician prescribe
be considered to have violated this policy.

Policy DI (Local)

The District shall maintain a drefgee envionment and shall establish, as needed, a
program complying with federal and state requirements. The program shall provide
applicable information to employees in the following areas:

1. The dangers of drug use and abuse in the workplace.

2. The mwicgd main@inhirg s drufree environment. [See DH(LOCAL)]

3. Drug counseling, rehabilitation, and employee assistance programs that are available in
the community, if any.

4. The penalties that may be imposed on employees for violation of drugduabuese
prohibitions. [See DI(EXHIBIT)]

All fees or charges associated with drug/alcohol abuse counseling or rehabilitation shall
be the responsibility of the employee.

Policy DI (Exhibit) DRUG-FREE SCHOOLS REQUIREMENTS

The District prohibits the unleful distribution, possession, or use of illegal drugs,
i nhal ant s, and al cohol on school premi ses ofr

Employees who violate this prohibition shall be subject to disciplinary sanctions. Such
sanctions may includeferral to drug and alcohol counseling or rehabilitation programs
or employee assistance programs, termination from employment with the District, and
referral to appropriate law enforcement officials for prosecution. [See policies at DH and
DHE] 41 U.S.C702(a)(1)(A); 28 TAC 169.2

Compliance with these requirements and prohibitions is mandatory and is a condition of
employment. [This notice complies with notice requirements imposed by the federal
Drug-Free Schools and Communities Act Amendments of 198%.S.C. 3224a and 34
CFR 86.201)]
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x Reporting Suspected Child Aduse

All employees are required by state law to report any suspected child abuse or neglect to
a law enforcement agency, Child Protective Services, or appropriate state agency (e.g.,
stateagency operating, licensing, certifying, or registering a facility) within 48 hours of

the event that led to the suspiciéuse is defined by Texas Family Code and includes
any sexual conduct involving an educator and a student or rRaparts to Child

Protective Services can be mad&endall County Sheriffs Officer to the Texas Abuse
Hotline (800252-5400). State law spdi@s that an employee may not delegate to or rely

on another person to make the repGdmfort ISD will report any incidentsdollows:

1. The district employee will report the incident to Child Protective Services within
48 hours.

2. The district employee will contact their campus principal or superintendent
immediately after reporting to Child Protective Services.

3. Thecampusprincpal or superintendent will cont ac
Office.

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

An empl oy e eepat suspedteld childeabuseanay result in prosecution for the

commi ssion of a Class B misdemeanor . Il n addi
report suspected child abuse may result in disciplinary procedures by SBEC for a viola

tion of the Code of Hiics and Standard Practices for Texas Educators.

Employees who suspect that a student has been or may be abused or neglected should

also report their concerns to the campus principal. This includes students with disabilities

who are no longer minors. Engglees are not required to report their concern to the prin

cipal before making a report to the appropriate agencies. In addition, employees must

cooperate with child abuse and neglect investigators. Reporting the concern to the princi

pal does not relievihe employee of the requirement to report to the appropriate state
agency. I nterference with a child abuse inve
to interview a student at school or requiring the presence of a parent or school administra

tor aganst the desires of the duly authorized investigator is prohibited.

x Fraud and Financial Impropriety

All empl oyees should act with integrity and
financial resources. The district prohibits fraud and financiptapriety, as defined
below. Fraud and financial impropriety includes the following:
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. Forgery or unauthorized alteration of any document or account belonging to the
district

. Forgery or unauthorized alteration of a check, bank draft, or any other financial
document

. Misappropriation of funds, securities, supplies, or other district assets, including
employee time

. Impropriety in the handling of money or reporting of district financial transactions

. Profiteering as a result of insider knowledge of district imfation or activities

« Unauthorized disclosure of confidential or proprietary information to outsidiepar

. Unauthorized disclosure of investment activities engaged in or contemplated by the
district

« Accepting or seeking anything of material value froontractors, vendors, or other
persons providing services or materials to the district

. Destroying, removing, or inappropriately using records, furniture, fixtures, or
equipment

. Failing to provide financial records required by state or local entities

. Failure to disclose conflicts of interest as required by policy

« Any other dishonest act regarding the finances of the district

x Conflict of | nterest

Employees are required to disclose to their supervisor any situation that creates a poten
tial conflict ofinterest with proper discharge of assigned duties and responsibilities or
creates a potential conflict of interest with the best interests of the district. This includes
the following:

« A personal financial interest

« Abusiness interest

« Any other obligatioror relationship

« Nonschool employment

An employee shall disclose in writing to his or her immediate supervisor any private
tutoring of District students for pay.

x Gifts and Favors

Employees may not accept gifts or favors that could influence, or be cehsinméu-

ence, the employeebs discharge of assigned d
vice by an administrator or teacher that might reasonably tend to influence the selection

of textbooks may result in prosecution of a Class B misdemediiemise. This does not

include staff development, teacher training, or instructional materials, such as maps or
worksheets, that convey information to students or contribute to the learning process.

An employee shall not recommend, endorse, or requidestsi to purchase any product,
material, or service in which the employee has a financial interest or that is sold by a
company that employs or retains the District employee during nonschool hours. No
employee shall require students to purchase a spbudiiind of school supplies if other
brands are equal and suitable for the intended instructional purpose. An employee shall
not use his or her position with the District to attempt to sell products or services
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x Associations and Political Ativities

Thedistrict will not directly or indirectly discourage employees from participating in
political affairs or require any employee to join any group, club, committee, organization,
or association. Employees may join or refuse to join any professional assoorabi@a
nization.

An individual 6s employment will not be affec
member of any employee organization that exists for the purpose of dealing with-employ

ers concerning grievances, labor disputes, wages, rgpay afiours of employment, or

conditions of work.

Use of district resources, including work time, for political activities is prohibited.

x Safety

The district has developed and promotes a comprehensive program to ensure the safety of
its employees, studentsnd visitors. The safety program includes guidelines and-proce
dures for responding to emergencies and activities to help reduce the frequency of acci
dents and injuries. To prevent or minimize injuries to employees, coworkers, and students
and to protetcand conserve district equipment, employees must comply with the

following requirements:

« Observe all safety rules.

. Keep work areas clean and orderly at all times.

« Immediately report all accidents to their supervisor.

. Operate only equipment or machines\igich they have training and authotipa.

Employees with questions or concerns relating to safety programs and issues can contact
the campus principal or the Director of Operations.

x Tobacco Wse

State law prohibitsraoking or using tobacco products alhdistriccowned property and

at schoolrelated or schoedanctioned activities, on or off campus. This includes all
buildings, playground areas, parking facilities, and facilities used for athletics and other
activities. Drivers of districbwned veltles are prohibited from smoking while inside

the vehicle. Notices stating that smoking is prohibited by law and punishable by a fine are
displayed in prominent places in all school buildings.

x Criminal History Background C hecks

Employees may be subject to a review of their criminal history record information at any
tmeduring empl oyment . National criminal histo
gerprints, photo, and other identifizat will be conducted on aimployees andntered

into the Texas Department of Public Safety (DPS) Clearinghouse. This database provides

the district and SBEC with access to an empl
updates to the employeebds subsequent cri mina
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x  Employee Arrestsand Convictions

An employee must notify his or her principal or immediate supervisor within three calen
dar days of any arrest, indictment, conviction, no contest or guilty plea, or other adjudica
tion of any felony, any offense involving moral turpitudad any of the other offenses
listed below:
«  Crimes involving school property or funds
.  Crimes involving attempt by fraudulent or unauthorized means to obtain or alter any
certificate or permit that would entitle any person to hold or obtain a position as a
educator
«  Crimes that occur wholly or in part of school property or at a sesjpmbsored
activity
«  Crimes involving moral turpitude

Moral turpitude includes, but is not limited to, the following:

« Dishonesty

« Fraud
« Deceit
o« Theft

« Misrepresentation

« Deliberate violence

. Base, vile, or depraved acts that are intended to arouse or gratify the sexual desire of
the actor

« Drug or alcoholrelated offenses

« Acts constituting abuser neglectunder the Texas Family Code

x Possession of Firearms and \@apons

Employees, visitors, and students are prohibited from bringing firearms, knives, clubs or

other prohibited weapons onto school premises (i.e., building or portion of a building) or

any grounds or building where a schepbnsored activity takes place. Tresare the

safety of alll persons, employees who observe
weapons policy should report it to their supervisors orikcain d a | County Sherri
office immediately at 992688 or dial 911.

x Visitors In the Workplace

All visitors are expected to enter any district facility through the main entrance and sign

in or report to the buildingds main office.
escorted to their destination. Employees who observe an unauthorizeduation the

district premises should immediately direct him or her to the building office or contact

the administrator in charge.

x Copyrighted Materials

Employees are expected to comply with the provisiorieddralcopyright law relating
to the unauthoried use, reproduction, distribution, performance, or display of
copyrighted materials (i.e., printed material, videos, computer data and programs, etc.).
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Rented videtapes are to be used in the classroom for educational purposes only.
Duplication or bacl4ap of computer programs and data must be made within the
provisions of the purchase agreement.

Policy EFE (Local)

All persons are prohibited from using District technology in violation of any law

including copyright law. Only appropriately licensgegrams or software may be used
with District technology. No person shal/l
or duplicate information in violation of copyright law. The Board shall direct the
Superintendent or designee to employ all redslenaeasures to prevent the use of

District technology in violation of the law. All persons using District technology in

violation of law shall lose user privileges in addition to other sanctions.

The District shall notify the U.S. Copyright Office ofthee si gnat ed agent 6s

us

Districtds Web site shall include i nformat.
agent and a copy of the Districtds copyright

designated agent shall take all actions neagdse remedy any violation.

The District shall provide the designated agent appropriate training and resources

d
0

necessary to protect the District. I f a cont

technology has been used to infringe upon a agptyrthe owner may notify the
designated agent.

To comply with copyright law, electronic media used in the classroom shall be for
educational purposes only.

Unless otherwise provided in the purchase agreement, a purchased computer program
shall not be sed to make copies. A computer program may be legally copied only if:

1. Making a copy is an essential step in using the program (such as automatic copying
into memory when a program is loaded); or

2. The new copy is a backup; backups cannot be usedamaalsly with the original

and must be erased if the original is resold.

District employees shall not use the same program on more than one computer at a time
unless the purchase agreement or written permission from the vendor allows the District
to network the program or allows other specified multiple use of the single copy.

x Computer Use and Data Management

The District expects everyone to exercise good judgment and use computer equipment,
peripherals, and the network in a professional manner. Yowfuke equipment is
expected to relate to educational, instructional and administrative purposes. However, the
District does recognize that some personal use is inevitable and that incidental and
occasional personal use is permittedswlagt occurs on personal time, and:

¢ Imposes no tangible cost to Comfort Independent School District;
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Does not wunduly burden Comfort I ndependen
networkresources;
¢ Does not interfere with the prompt and efficient performaficea n e mpl oyee 6 s
job responsibilities;
e Assures that students completing required course work on the system will have
first priority for use of Comfort Independent School District equipment during
and outside of school hours;
e |s consistent with this policgnd any Comfort Independent School District
guidelines and regulations governing appropriate use of the system; and
e Is not used for commercial for profit purposeolitical purposes

Students shall not, under and circumstance, be allowed to usmacher/staff
computers.

Electronic mail transmissions and other use of the electronic communications systems are
not confidential and can be monitored at any time to ensure appropriafd! iSsaail
into and out of the District is archived.

Employeesvho are authorized to use the systems are required to abide by the provisions

of the districtds communicati aummes. systems pol
Employees are required to read and sign the Board approved Employee Acceptable Use

of the ElectricCommunications System (AUP) annually at the start of each school year.

New employees must read and sign an AUP prior to being granted access to the District

network (including Email).Failure to do so can result in suspension or termination of

privilegesand may leado disciplinary action.

Teachers will be required to develop and maintain classroom websites. Questions
concerning requirements of the website should be directed to the campus administrator.
Employees with questions about computer use atal anagaent can contacterry

Lively.

x Cellular Phones

Use of School District cell phones is for district business only. The district recognizes

that its employees may occasionally need to make personal use of district cellular service
and does nawish to prohibit such use altogether. The overriding principle that should
govern personal use of this resource is that reasonable and incidental unofficial use of
district electronic resources is authorized only so long as the district incurs no atlditiona
cost from that use and the use does not inappropriately interfere with official business.

User Responsibilities

1) Improper use of the cell phone can be considered misappropriation of
district funds which may result in disciplinary action, up to ematuding
termination.
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2) A cell phone user must surrender the cell phone upon termination of
employment (i.e. retirement or voluntary/involuntary termination) or upon
re-assignment. At this point, no further use of the cell phone is authorized.

All users issued a district Cell phone must sign a district cell phone user agreement form.
Employees with questions about cell phones can contact Jerry Lively.

x Asbestos Management Han

The district is committed to providing a safe environment for employees. An accredited
management planner has developed an asbestos management plan for each piece of

di strict property. A copy of ®Oieetorofi strictos
Operationsoffice and is available for inspection during normal business hours.

x Pest Control Treatment

Employees are prohibited from applying any pesticide or herbicide without appropriate

training and prior approval of the integrated pest management @édijlinator. Any

application of pesticide or herbicide must be done in a manner prescribed by law and the
districtds integrated pest management progra

Notices of planned pest control treatment will be posted in a district building 48 hours
before the watment begins. Notices are locatédhe site of treatmenPest cotrol
information sheets are available from campus principals or facility managers upon
request.

x Activity Funds

The Activity Fund is designed to account for funds held by the distrectiustee

capacity or as an agent for student or campus organizations, teachers and the general
administration of the school. These funds are used to promote the general welfare of the
school and the educational development and morale of all students.

The school principal is responsible for overseeing the proper collection, disbursement and
control of all activity fund monies. This responsibility includes:

A. Providing for the safekeeping of monies.

B. Proper accounting and administration of furahsactions.

C. Expenditure of funds in compliance with applicable state laws, and local
board policy administrative guidelines.

D. Adequate training and supervision of all personnel designated by the

principal to administer activity funds
Theprincipal is not responsible for funds collected, disbursed and controlled by parent or
booster organizations. These parent and booster organizations funds are not to be
accounted for in the school's Activity Fund.

Activity Funds are autked annually by the Districtauditor. The principal may request

in writing a special audit if a situation or event warrantalitrecords should be kept
current and in good order for a period of five years and available for audit any time.
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x Use of Dstrict Phones for Long Distance

The Comfort Independent School District has a contract with NTS Communications for
discounted rates on long distance. We are accountable for all payments made to a
provider for long distance calls and service. Employee® HBeen assigned a long
distance authorization code that is to be used any time a call is made for school business.
Your code and instructions for using it are included on the lower portion of this memo.
Please follow the directions given.

You are remided that telephones are provided for school busindsgou must make
personal long distance calls please use your personal cell phone or have the charges
applied to your home telephone or calling card.

x Use of District Property

Employees requestirthe use of district facilities must fill out a Facility Request Form.
The form must be approved by the appropriate campus principal or Athletic Director.
Upon approval, the administrator will submit the form to Amanda Rust. Final approval
will be made byhe Superintendent. Ms. Rust will notify the employee of approval or
denial along with any imposed fees.

[ General Pocedures }

x Maintenance of District Facilities, Tech Support, and Transportation
Requests

Comfort ISD provides staff with an online work ercgsystem called Eduphoria

HelpDesk. Requests for maintenance, technology support, use of district vehicles, and so
forth must be entered through this system. Requests are processed to the campus
administrator for approval and then forwarded to the ap@tepdepartment. The

Technology Department will provide all new staff members with instructions on how to
create a user account in this system. Staff members can check the status of open requests
by logging into their user accounts in the Eduphoria soéwar

Emergency requests may be passed up the line by other means, but a ticket must be
entered into the HelpDesk software so that the issue may be tracked. Campus
administrators will provide instructions on how to handle emergency needs at the campus
level.
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x Bad Weather dosing

The district may close schools because of bad weather or emergency conditions. When
such conditions exist, the superintendent will make the official decision concerning the
cl osi ng o ffacititibseAn dmergeancy iteleghans tree will be published to
facilitate informing all staff when school is to be closed for bad weatherdistrict

website will post the information atww.comfort.txed.netWhenit becomes necessary

to open late or to release students early, the following radio and television stations will be
notified by school offtials:

Radio Stations:

WOAI Radi o é&200AM

KERV Radie@ é . . 1230 AM
KRNH Radie é . 92.3 FM
KFAN Radicé é . 107.9 FM

Television Stations

KSAT
KENS5

x Emergencies

All employees should be familiar with the evacuation diagrams posted in their work
areas. Fire, tornado, and other emergency drills will be conducted to familiarize employ
ees and students with evation procedures. Fire extinguishers are located throughout all
district buildings. Employees should know the location of the extinguishers nearest their
place of work and how to use them.

x Emergency Telephone Tree
On the first day of the year, you wikceive a bad weather telephone tree. In the event
that school is to be cancelled or delayed, a plan will be in place. Please keep this at home.

Each employee is listed. The superintendent and Board president will call the people at
the top of the list.d turn, they will call the person or persons located under their names.
If there is no answer please call the next person so that everyone is notified in a timely
manner. Try to reach the first person again so that everyone is notified.

x Purchasing RFocedures

All purchases must be supported by a district purchase order. Purchases are to be made
from the Board approved vendor list or from a vendor listed with one of the purchasing
co-operatives of which Comfort 1.S.D. is a member. Comfort I.S.D belontle tbexas
Facilities Commission (formerly Texas Building and Procurement Commission)
(http://www.window.state.tx.us/procurement//cmbl/cmblhub.html), the BuyBoard
sponsored by the Texas Association of School Boavdsvbuyboard.comand The
Cooperative Puhasing Network (www.tcpn.org).
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Written or telephone price quotations must be obtained from at least three vendors on the
Board approved vendor list before a staff member initiates a purchase requisition. If

fewer than three vendors are on the list,sfadf member shall contact each vendor.
Whenever possible, telephone quotes should be confirmed in writing by mail or

facsimile. The bidding records shall be attached to the requisition and submitted to the
business office for approval. The records shaltetained with the District's competitive

bid records and are subject to audit. Purchases shall be made from the lowest responsible
bidder. See Board Policy CH (LEGAL).

For purchases in excess of $25.00 the requestor must initiate a purchase oudér ttre
RSCCC requisition module. This is done by completing the Requisition Form and
submitting it to the campus office or your program director. The forms are available at
campus and department offices or on the district website. They should betyped
printed, including the vendor address, and properly coded. Upon completion of the form
by the requester it is to be entered into the RSCCC requisition system for approval.
When approved, the white copy is mailed or faxed to the vendor and the pinisco
returned to the campus or department. The blue encumbrance copy remains in the
business office. Purchase orders are paid only when the order is complete. When
everything is received, the pink copy should be signed, marked received, dated and
delivered to the business office with packing slips attached. Only with this authorization
will the vendor be paid.

Campuses or departments are authorized to make purchases for up to $25.00 without the

prior approval of the business office. These purchaspsre completion of a three part

numbered form found in the purchase order book at each campus office or department.

Two signatures are required on this form, therequester’sl t he prines.i pal ' s o
The white copy is to be kept in the book fee campus records; the yellow copy is to be

sent to the business office upon order. Upon receipt, attach packing slips and invoices to

the pink copy of the purchase order and send to the business office for payment. These

purchase orders should, ifgmble, be issued from the Board approved vendor list or

consumable items from local or area vendors.

Any purchase made by an individual staff or faculty member prior to the issuance of the
official purchase order will be considered the personal tréingaaf the faculty or staff
member who placed the order and, therefore, will not be paid with school funds.

Reimbursements to staff members for items already purchased are prohibited.
Employees are not permitted to purchase supplies or equipment for personal use through

the districtos Marge Haldosaslditionalfinformmationo€ont act
purchasing procedures.
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x Travel Regulations and Guidelines

Employees of the district may be paid in whole or in part for expenses incurred in the
performance of their duties. Advance checks may be issued for lodging and registrations.
Meal s wi | | not be paid in advanvcaace The
payment for travelo policy. This means
advance for district travel but must substantiate expenses with itemized receipts and
return any excess payments.

Prior written approval for all travel shall be olsted from the fund administrator and the
superintendent before any expenses are

i n
TRAVEL & FEESO shall be the means wused to

form will be returned to requestor upon approval or issaaf a check.

Meals: Meal allowance can only be claimed when traveling overnight. In addition, the
employee must meet the meal payment criteria regarding departure and arrival times.
Meals will not be paid in advance unless expressly requestin lsyaff member and
approved by the superintendent. Employees must turn in itemized receipts to be
reimbursed for meals. Travel reimbursement for meal expense when overnight lodging is
not required is disallowed unless the meal meets the IRS criteti@fdment as a

business meal. If payment is claimed for such-tnavel meals you must state who was

in attendance and the nature of business discussed. Afitavah and/or business meals

need prior approval by the superintendent.

Meal allowances ahcriteria for payment are as follows:
EMPLOYEES STUDENTS

Breakfast (leave beforé:00 A.M.) $ 8.00 $5.00
Lunch- (leave before 11:00 A.M#éturn after 1:00 P.M.) $11.00 $7.00
Dinner- (return after 7:00 P.Mdlavebefore 5:00 P.M.)  $17.00 $9.00

Meals will be reimbursed at the lesser of the per diem rate or the actual receipt amount,
not to exceed $36.00 per day for employees or $21.00 per day for students (including
accompanying sponsors & bus drivers) assl specifically approved by the
superintendent.

Student Travel:Check Payment Requests for student travel must be made in advance

cur

S €

using the ACheck Payme+Stt uRlequ ess tOnfl oyro T roa we |

district will be paying for student @als, the sponsor is strongly encouraged to make
arrangements in advance. Many businesses will offer special rates to groups and will
allow the school to send payment later. No cash is to be given to students! Meals are to
be paid for the group as &wle by the sponsor. Sponsors should submit-axarpt

form to the vendor, as these transactions are considereddaxpt. Tips or gratuities are

not reimbursable.
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District Vehicle: A school vehicle should be used for travel on school business when
available. A transportation request must be completed to secure the use of the vehicle.
Priority for use of the vehicle will be given on a first come first serve basis provided the
situation is similar. Priority will be given to groups. Use of a sckiebicle must be

limited to use when directly conducting school business.

Personal Car Mileagd&lileage will be paid only if there is not a school vehicle available

or advanced permission is given by the superintendent. A denied transportation request
or a request initialized by the superintendent must accompany the check payment request
in order for a check to be issued. The maximum allowable mileage rate is $.50 per mile.
The mileage paid will be based on the State of Texas Mileage Guide for dity to c

unless multiple destinations are involved. For cases involving multiple destinations,
actual odmeter readings are acceptal8eme common destinations are listed in the
StandardViileage Chart (see Tina Bohngerif your destination is ndtsted yai can find

the mileageand allowance on the State of Texas web site

www.cpa.state.tx.us/comptrol/texastra.htmi

The business office must have on file proof of insurance for your prieaiele before
payment may be made for mileage

Credit Cards:The school gasoline credit card will be issued when it is determined the
distance to be traveled is in excess of the capacity of fuel provided with the school
vehicle at the time of departur The card may be signed out at the business office. It
should be returned to the business office immediately upon return, along with all copies
of charge tickets. Employees using the school credit card for fuel purchases will not be
eligible for mileae allotment payment.

Airline Travel: When traveling by air, employees shall arrange for the most economical
airfare available. Payment for travel will be paid according to the lesser of mileage or
airfare. Itemized receipts must be submitted for payme

Rental Cars:Rental cars must be approved in advance by the superintendent or business
manager.

Lodging: Comfort I.S.D. is a member of the Texas Facilities Commission (formerly
AState Purchasingo). An empl oyee of the
may participate in the TFC contract for travel services by accessing

http://hotel.cpa.state.tx.us/hotel directory/showalpha.cfm?st=TX&fy=2009

for participating facilities and information. When making lodging reservations with a
participating facility, please refence membership number S1300.

Employees are encouraged to make lodging arrangements well in advance in order to
secure the most cost effective rate. Actual expense of lodging is not to exceed $85.00 per
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day. Since the district is exempt from payiag for motel rooms, the taaxempt rate

should be requested. A Texas Hotel Occupancy Tax Exemption Certificate must be
submitted to the motel for exemption of these taxes. This certificate may be obtained
from the business office and will be includedwiihe motel check when payment is

made in advance. If payment is not made in advance and the employee fails to claim tax
exemption, the amount paid for taxes will not be reimbursed. An itemized receipt must
be requested upon checkout and turned in tbtiseness office immediately upon return.

In the event the employee shares lodging, the prorated cost of the room will be used in
arriving at the total individual cost. Personal expenses such as laundry, bar tabs, tips, or
movies in rooms are not reimisable.

Phone Callst.ocal and long distance calls will not be reimbursable unless the calls are
related to school district business. Any such request for payment must include
documentation and reason for the call.

Other ExpensesParking fees areeimbursable if a receipt is submitted. Other expenses
that are not reimbursable include tips or gratuities, alcoholic beverages, porters, baggage
handling and meals/lodging for someone other than you.

NOTE: Some travel expenses may be reportable@sne. IRS reporting of business
expense claims and payments are the responsibility of the employee and you are urged to
undertake a careful means of record keeping which will substantiate all supplemental
income declared as a business expense. The bagiffece will not be responsible for
supplying employees with data to support their tax claims.

CHECK PAYMENT REQUEST PROCEDURES

Advances may be made when appropriately requested. Meals will be advanced for
student travel only. Whether submitting requests in advance or after the fact, the
following procedures shall be adhered to:

1. Check Payment Requests must be approved Ipattieular fund administrator

involved and the superintendent and submitted to the business office in a timely manner.
Checks for travel and registrations will be processed weekly and will be available to
employees each Friday. Check Payment Requestsbhmusceived by the business

office one week prior to the requested Friday release date. Please plan ahead!

2 . Pl ease use the fiCheck Payment Request fo
checks for payment of fees or registrations, especiallerktis a time limit. This

includes extracurricular entry fees and workshop registrations that must be paid in

advance. A copy of the registration or entry form must be attached to the request. Do

not put these requests on a requisition or purchase foan unless the vendor accepts

purchase orders and will bill Comfort I.S.D. upon completion.
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3. Take special care to obtain receipts for all meal expenditures and receipts or bills for
lodging, parking, participation and registration fees, banquetsiestphone, and
transportation.Receipts must be itemized. Credit card charge tickets showing the

total only will be disallowed!

4. The first working day after the date of return from the trip attach all bills and receipts
to the white copy of the Chk Payment Request, complete the bottom portion of the

form and submit it, with any unexpended funds, to the business ofakure to file

timely travel reports may subject the employee to repayment of the entire cash advance
through payroll deduction.

5. If expenditures exceed the advance check amount, additional payment may be
requested by completing the bottom portion of the Check Payment Request and
submitting to the fund administrator for review and signature. The request should be
forwarded to he business office for processing.

x Credit Card Use

Cards will be released to cardholders upon receipt of a signed cardholder agréament.
card will be checked out from the Program Administrator when required and returned
when the travel or purchasecsmplete.

The MasterCard may only be used for travel expenses and the purchase of small dollar

supplies and materials. Additionally, it is only available for items that are included in a

currently approved budget line item. The MasterCard is not inteondeeid or bypass

appropriate purchasing or payment procedures as outlined in Board Pdlioynéort

ISD Purchasing Procedurese must not exceed the credit limit assigned to your card in

agiven monthlyearMont hly | i mits authedhdaydfeashl | y fArefr e
month.

The MasterCard program will be restricted for use with certain types of suppliers and
merchants. If you present your MasterCard for payment to restricted vendors, the
authorization request will be declined.

Always obtain aeceipt when using the MasterCard. Detailed receipts must be presented
for purchases the credit card charge slifoae is not considered adequate

documentation. If a receipt is lost or stolen, the cardholder should obtain duplicate copies
of the recapts. If unable to obtain a receipt, the charges may become the personal
responsibility of the cardholder and due within 30 days of the purchase to the business
office.

All receipts and charge slips must be submitted to the Program Administrator (Tina
Bohnert) within 5 days of each purchase. The receipts must be attached to the Purchase
Order or to a copy of the approved check request. The business office will reconcile the
statement received from JPMorgan Chase Bank using your receipts, so itasttiic

they be submitted in a timely manner
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The District is a tasxexempt entity and does not pay sales tax. Although the face of the

card inclexkkamspta fttaax ement and Comfort | . S. D
should ensure that the purchasenpt charged state sales tax and may be required to

present a sales tax exemption form when making a purcligdsges are charged, the

cardholder shall be personally liable for reimbursement of all taxes within 30 days of the

purchase.

The only person authorized to use the MasterCard is the cardholder whose name appears
on the card. The card is to be used for business purposes only and is not intended for
personal use. Personal purchases will be considered misappropriation of Dists;te
criminal offense, and will be reported to the proper authoritésu are responsible for

the security of the MasterCard and the transactions made wittafipropriate use of the

card or failure to abide by the MasterCard Cardholder Guideresilllt in revocation of

the card and appropriate disciplinary action, including termination of employment.

The MasterCard must be returned to the Program Administrator upon termination from
employment with the Comfort Independent School District.

x Use and Management of Activity Funds

Activity Fund cash receipts are the means of accurately recording cash received and
provide support for each bank deposit. Onlypuenbered cash receipt books provided

by the district are to be used. All cash and chetkations shall be recorded by the

activity fund sponsor receiving the money. A cash receipt shall immediately be prepared
in triplicate. Cash receipts must issued in numerical sequenddumbered

standardized triplicate cash receipts books areamilrom the business officell

collections must be turned in to the business office for deposit and all payments must be
made by Activity Fund check issued by the business office. Under no circumstances
should payments be made using collected cash.

The General Ledger for Activity Funds is maintained in the business office. The General
Ledger summarizes all transactions of the Activity Fund during the month. Monthly
reports should be maintained and filed for audit purposes.

All records must be gopleted in ink. Bank reconciliation will be completed by the
business manager according to TEA regulations and School Board Policy. The principal
and the sponsor will receive a detailed reconciled statement of each activity fund account
monthly.

Collections shall be submitted to the business office at least weekly or whenever the
amount of such collections exceeds $50.00. When the business office is closed the
sponsor will take the receipts in a locked night deposit bag to the school's depository
bank.

The practice of cashing personal checks is not allowed.

The principal of the school shall be responsible for the proper administration of each
organization's funds in accordance with state and local law, District and TEA approved
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accounting practes and procedures. Student activity funds shall be included in the
annual audit of the District's fiscal accounts. (See CFC)

Requests to open a new activity account must be submitted in writing to the principal and
approved by the superintendent. Allsting organizations anequired to submit the
Organization Information (Form O) to the business office at least annually and
additionally whenever a change occurs.

Monies collected by student groups shall be disbursed only for purposes authorized by
the organization or upon approval of the sponsor. The principal shall approve all
disbursements. All funds raised by student organizations must be expended for the
benefit of the students.

DEFINITION OF FUND RAISING ACTIVITIES

A fund raising activity mg be defined as any activity involving participation of a student
body or a schoelecognized student group undertaken for the purpose of deriving funds
for a schoolsponsored group.

ALL Fund raising activities must be approved by the campus principal anthe
Superintendent prior to any fund raising.

Fund raising activities are not confined to regular school hours but are considered an
extension of the school program. When fund raising activities are in the name of the
school, all funds raised becomdsol funds, belonging to the schesggonsored group
responsible for raising the mondsach organization is limited to a maximum of two
fund-raising activities.

Each sponsor of an Activity Fund must meet with Tina Bohnert or designee to receive
trainingon the appropriate use of Activity Funds. The information in this employee
handbook is for a general overview of procedures and does not take the place of the
detailed information found in the CISD Activity Fund Manual which contains the
required proceduseand use of appropriate forms for all activity funds. Please contact
Tina Bohnert for training and/or more information.

x Name and Address @anges

It is important that employment records be kept up to date. Employees must notify the
Human Resourceffice if there are any changes or corrections to their name, home
address, home telephone number, marital status, emergency contact, or beneficiary.
Forms to process a change in personal information can be obtaine@irfranda Rust.

x Personnel Records

Most distrid records, including personnel records, are public information and must be
released upon request. Employees may choose to have the following personatimfiorma
withheld:
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« Address

« Phone number

« Social Security number

. Information that reveals whether thiegrve family members

The choice to not allow public access to this information may be done airenlyy sub
mitting a written request tAmanda RustNew or terminating employees have 14 days
after hire or termination to submit a request. Otherwiseppalsnformation will be
released to the public.

x Building Use

Employees who wish to use district facilities after school hours must follow established
proceduresThe Superintendelig responsible for scheduling the use of facilities after
school hours. QuactAmanda Rust toequest to use school facilities and to obtain
information on the fees charged.

x  Textbook Responsibility

Textbooks are the primary resource for all academic learning. State law requires that we
maintain textbooks and we are held respole for those textbooks and items issued to
Comfort ISD. Should you find any textbook, please take the textbook to the campus
coordinator at your campus.

Any textbooks classroom setsnd/or teacher editions with ancillary materials that are
issued testaff become the responsibility of that staff membbeachers issued textbooks
and/or materials must return all items to the campus textbook coordinator before leaving
the campusgor the summer unless prior arrangements have been made with the campus
principal. Teacher may be held financially responsible for textbooks and/or materials that
are not returned to the district.

[ Termination of Enployment }

x Resignations

Contract employeesContract employees may resign their position without penalty at
the end of any school year if written notice is received 45 days before the first day of
instruction of the following school year. A written notice of resignation should be sub
mitted to theSuperintendentContract employees may resign at any other time only with
the approval of theuperintendent or tHgoard of trustees. Resigrati withoutconsent

may result in disciplinary action by the State Board for Educator Certification (SBEC).

Thesuperintendent will notify SBEC when an employee resigns and reasonable evidence

exists to indicate that the employee has engaged in any of the acts IR&gubits to the
State Board for Educator Certificatioon pages9.
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Noncontract employeesNoncontract employees may resign their positions at any time.
A written notice of resignation should be submitteth®Superintenderdt least two

weeks prior to the effective date. Employees are encouraged to include the reasons for
leaving in the le#r of resignatiomut are not required to do so.

x Dismissal or Nonrenewal of Contract Employees

Employees on probationary and tecontracts can be dismissed during the school year or
nonrenewed at the end of the year according to the procedures outlidistrict

policies. Contract employees dismissed during the school year, suspended without pay, or
subject to a reduction in force are entitled to receive notice of the recommended action,
an explanation of the charges against them, and an opporturétyhéaring. The time

lines and procedures to be followed when a suspension, termination, or nonrenewal
occurs will be provided when a written notice is given to an employee. Advance
notification requirements do not apply when a contract employee is deshisfailing

to obtain or maintain appropriate certification or whose certification is revoked for
misconduct. Information on the time lines and procedures can be found in the DF series
policies that are provided to employees or in the policy mah@ted at 327 High

Street, Comfort, Texas. The policy can also be accessed via the district website at
www.comfort.txed.net

x Dismissal of Noncontract Enployees

Noncontract employees are employed at will and magisraissed without notice, a
description of the reasons for dismissal, or a hearing. It is unlawful for the district to dis
miss any employee for reasons of race, religion, sex, national origin, disability, military
status, any other basis protected by lamin retaliation for the exercise of certain pro

tected legal rights. Noncontract employees who are dismissed have the right to grieve the
termination. The dismissed employee must follow the district process outlined in this
handbook when pursuing thagrance. (Se€omplaints and grievancggage26.)

x Exit | nterviews andProcedures

Exit interviews will be scheduled for all employees leaving the district. Information on

the continuation of benefits, release of information, and procedures for requesting r

ences will be provided at this time. Separating employees are asked to provide the district
with a forwarding address and phone number and complete a questionnaire that provides
the district with feedback on his or her employment experiekitdistrict keys, books,
property, and equipment must be returned upon separation from emploguetact

Marta Harvey ext. 104 for more information.

x Reports to State Board for Educator Certification

The dismissal or resignation of a certified employee willdported to the SBEC when
the superintendent first learns about an alleged incident of conduct that involves the fol
lowing:

« Areported criminal history
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« Any form of sexual or physical abuse of a minor or any other illegal conduct with a
student or a minor

« Soliciting or engaging in sexual conduct or a romantic relationship with a student or
minor

« The possession, transfer, sale, or distribution of a controlled substance

. The illegal transfer, appropriation, or expenditure of school property or funds

« An attemp by fraudulent or unauthorized means to obtain or alter any certificate or
permit that would entitle the individual to a professional position or to receive
additional compensation associated with a position

. Committing a crime on school property or ach®lsponsored event

« Violating assessment instrument security procedures

x Reports Concerning CourtOrdered Withholding

The district is required to report the termination of employees that are under court order
or writ of withholding for child support apousal maintenance to the court and the indi
vidual receiving the support (Texas Family Code 88.210, 158.211). Notice of the-follow
ing must be sent to the court and support recipient:

. Termination of employment not later than the seventh day after theti@rmi
nation
« Employeeds | ast known address
« Name and address of the employeeds new emp

[ Student $sues }

x Equal Educational Opportunities

ComfortISD does not discriminate on the basis of race, color, religion, national origin,
gendeyor disability in providing education services, activities, andy@ms, including
vocational programs, in accordance with Title VI of the Civil Rights Act of 1964, as
amended; Title IX of the Educational Amendments of 1972; and Section 504 of the
Rehabiitation Act of 1973, as amended.

Questions or concerns about discrimination of students on any of the bases listed above
should be directed tine Superintendent.

x Student Records

Student records are confidential and are protected from unauthmrspadtion or use.

Employees should take precautions to maintain the confidentiality of all student records.

The foll owing people are the only peopl e who
Parents Married, separated, or divorced unless paraights have been legally

terminated and the school has been given a copy of the court order terminating parental

rights, the student (if 18 or older @mancipated by a colrtschool officials with

legitimate educational interests

60



The student handbogikovides parents and students with detailed information on student
records. Parents or students who want to review student records should be directed to the
campus principal for assistance.

x Parent and Student @mplaints

In an effort to hear and resolve pat and student complaints in a timely manner and at

the lowest administrative level possible, the board has adopted orderly processes for han
dling complaints on different i1issues. Any ca
can provide parents andigents with information on filing a complaint.

Parents are encouraged to discuss problems or complaints with the teachers or the appro

priate administrator at any time. Parents and students with complaints that cannot be

resolvedo their satisfactioshauld be directed to the campus principal. The formal

complaint process pvides parents and students with an opportunity to be heard up to the
highestlevelof maamge ment i f they are dissatisfied wit

x  Administering Medication to Students

Only designated employees can administer prescription medication, nonprescription
medication, and herbal or dietary supplements to studestsident who must take
medication during the school day must bring a written request from his or hetr quaden
the medicine, in its original, properly labeled container. Contact the principal or school
nurse for information on procedures that must be followed when administering
medication to students.

x Dietary Supplements

District employees are prohibited byate law from knowingly selling, marketing, or dis
tributing a dietary supplement that contains performamtencing compounds to astu
dent with whom the employee has contact as part of his or her school district duties. In
addition, employees may notdwingly endorse or suggest the ingestion, intranasal
application, or inhalation of a performareehancing dietary supplement to any student.

x Psychotropic Drugs

A psychotropic drug is a substance used in the diagnosis, treatment, or prevention of a
diseaser as a component of a medication. It is intended to have an altering effect on
perception, emotion, or behavior and is commonly described as a ordmehavior

altering substance.

District employees are prohibited by state law from doinddghewing:

« Recommending that a student use a psychotropic drug

« Suggesting a particular diagnosis

. Excluding from class or schootlated activity a student whose parent refuses to
consent to a psychiatric evaluation or to authorize the administratiopsgtho
tropic drug to a student
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x Student Discipline

Students are expected to follow the classroom rules, campus rules, and rules listed in the
Student Handbook and Student Code of Conduct. Teachers and administrators are

responsible for taking disciplinaaction based on a range of discipline management

strategies that have been adopted by the district. Other employees that have concerns
about a particular studentdés conduct- shoul d
cipal.

x Student Attendance

Teaclkr s and staff should be familiar with the
dance accounting. These procedures regunin®r students to have parental consent

before they are allowed to leave campus. When absent from school, the student, upon

returning to school, must bring a note signed by the parent that describes the reason for

the absence. These requirements are addressed in campus training and in the student
handbook. Cotact the campus principal for additional information.

x  Bullying
All employees are required to reporident complaints of bullying to the campus
principal The districtods policy that i1includes de

investigaing bullying of students is reprinted below:
Policy FFI (Local)

The Boardporomotes a secure and happy school climate, condtecieaching and
learning andriee from threat, harassment,amy type of bullying behavioil.he District
prohibits bullying as defined by this policy. Retaliat@gainst anyone involved in the
compaint process is a violation @fistrict policy.

Bullying is a form of prohibited harassment. Students who exthiisitype of behavior
are subject to disciplinary actions accagliothe Student Code of Conduct up to and
including suspension, expulsian,referral to law enforcement officials.

The Board expects prompt and rezedole investigations of allegedts of bullying. The
prindpal or designee of each schabiall respond to all complaints of alleged bullying.
Bullying occurs when a studeot group of students engagesvimitten or verbal
expression or physical conduct that:

1. Will have the effect of physittg harming a student, damagiag st udent 6s p
placinga student in reasonable featohr m t o t he st udetmthés pe
S t u ¢ propertd; or

2. Is sufficiently severe, persistenr pervasive that the action threat creates an
intimidating, threatening, or abusiveusgtionalenvironment for a student.

ABul |l yi ngo i s fDistridt ésany overcts byrestudent lornya group ef
students olected against another studevith the intent to ridicule, humiliater
intimidate the other studenthile on school grounds or at e®olsponsored activity,
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which are repeated agsait the same studentovend. The ter m Abul |l yi ngo

repeated, unwelcome and offensieasing, putdowns, namealling, threatening looks,
gestures oactions, false accusations or rumorresgling, physical intimidatiomnd oral,
written, or electronithreats. Bullying ofr studentnay also include hazing, taunting
confinement, assault, demarfds money, destruction of propertyeft of valued
possessions, arastracism.

The Districtds progr am:

1. Permits anonymous reports aillging by students and writteneportsby a parent or
guardian;

2. Requires teachers and other school stafibtify school administratois bullying acts
t hey wit nesreporstheyreseivaj dent s o

3. Requires school admi ni sreporstaralresiewt o
students6é anonymous reports;

4. Requires each school tovieaan intervention strategy fechool staff to address
bullying, including language about bullying the Student Code of Conduct; and

5. Requires notice to a parent or guardian of all studewviévedin a verified act of
bullying.

The notice shall descriieh e s ¢ h o o | & By congequpnzas tha may nedult a

from further acts of bullyingThe Superintendent shall ensure that students and parents

are notifiedof the prohibition against blying and the penalties for violatirtge
prohibition by ensuring inclusioof such information in studeand parent handbooks.

Reports of bullying shall be made as soon as possible after the al#gadknowledge

of the alleged act. A failure to prtly reportmay | mpair t hée Di stri

investigate and address thhibited conductAny student who believes that he or she

has experienced bullyingr believes that another studéwais experienced bullying should

immediately report the alledeacts to deacher, counselor, principak, other District
employee. Areport may be made orally orwwriting.

Any District employee who receives notice that a student hamprhave experienced
bullying shal immediately notify the campuygincipal a designeelf a report is made
orally, the campus principal or designee shedlice the report to written forrithe
campus principal or designee shaltedtenine whether the allegatiomsthe report, if
proven, would constitute prohibited caraias defned by policy FFH, and so proceed
under that policynstead.

The campus principal or designee shall conduct an appropriate investigation
based on the allegans in the report. The camppancipal or designee shall promptly
take interim action calculedto prevent bullying during the course ofiamestigation, if
appropriateAbsent extenuating circumstasg; the investigation should bempleted
within ten District bumess days from the date of teport; however, the campus
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principal or designeshall ke additionatime if necessary to complete a thorough
investigation.

The campus principal or designe@aklprepare a written report tfe investigation,
including a determinatioof whether bullying occurreénd send a copy to the
Superintendent or degnee.

If the results of an investigation indicate that bullying occurredDibtict shall

promptly respond by taking appropriate disciplinarganrective action reasonably

calcdated to address the conduciaiccordance with#h Di st r i cudeéo§ St udent C
Conduct. [For informatioon student transfers due to bullying, see FDB.]

The District may take action based b results of an investigatiosyen if the District
concludeshat the conduct did not rise tioe level of bulying under this policy.

To the greatest extent possible, the District shall respect the paf/#ey complainant,
personsgainst whom a report is filednd witnesses. Limited disclogsrmay be
necessary in order tmnduct a thorough investigatioA.student who is dissatisfied with
the outcome of the investigatiomay appeal through FNG(LOCALbeginning at the
appropriatdevel.

Retention of records shall be in accordance with CPC(LOCIEQrmation regarding
this policy $all be distributed annuglto District employees and includéa the student
handbook. Copiesf the policy shall be readily available at each campus and the
Di s tsadministrétive offices.

x Hazing

Students must have prior approval from the principal or designee for any tfiyge ofi t i a

tion r it es o0ororfanizatios\hiteanost initatlonurites are permissible,
engaging in or permitt i Angtedtherqadminigyrator,iors a cr i n
employee who observes a student engaged in any form of hazinpagheason to

know or suspect that a student intends to engage in hazing, or has engaged in hazing must

report that fact or suspicion to the designated campus discipline person.

x End of Year Awards

At the end of the school year, various awardgpaesented by the school district and

outside groups to graduating seniors and others. The criteria and selection procedure for
each such award should be set and announced in advance.

x Fees and Fines
No fees and/or fines will be charged to any studenhyngaade or program without the
prior approval of the appropriate campus principal.

x Field Trips

Field trips are excellent learning opportunities at all ages and grade levels. They are
encouraged. However, advanced planning and approval by the prineipalparative.
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General Topics }

x Religion in the Comfort Schools

No right is more jealously guarded by the United States Constitution than religious

freedom. The Comfort school shave a responsibility to help youth to understand and

uphold the constitutioand the American way of life. However; the United States was

found by people who honored God. That is why
appear on all the money.

It is the intent of the Comfort schools to foster respect for religion and redigiou
expression not to suppress it. The Comfort schools have an invaluable opportunity to
bring about knowledge, understanding and mutual respeetfollowing guidelines
apply as to what is appropriate and what is not appropriate.

e The school may sponstite study about religion but does not sponsor any one

religion;
e The school exposes students to religions but does not impose any religion on any
student;
¢ The school 6s approach should be one of in

A comprehensive statement cenaing all possible situations which might arise is, of
course, impossible. Sensitivity to the rights and beliefs of others is the key to proper
schoolprocedures concerning religioss examples, the following practices are
appropriate:

e The Bible and/or ther religious books may be used to study about religion;

e A student has a right to pray at any appropriate time;

e The school should offer instruction about religion as history and literature,
students should become a wavilizatioroahdtheel i gi on 6
growth of America;

e Personal references to religious faith are permissible;

e Students may be excused from engaging in any activity which offends that

student 6s religious beliefs;
e The school calendar may and does allow for holidays wdreheligious in
nature (Exampleds: Christmas, Easter)

The following practices would not be appropriate
e School sponsored religious worship services with Baccalaureate being the
exception because it is a voluntary activity on the part of students andss@on
by the communityat-large. No school employee is required to attend.
¢ Indoctrination of students inny one religion
e Proselytizing and recruiting by a religious group during the school day.
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The attitude which is encouraged in this administratiothbyComfort schools is best

summarized in a statement by Dr. james Wood, a professor of religion at Baylor
University: AThe role of religion in the pub
requires that American perceive the public schools as a fgatEarning and not for

religious and sectariamor shi p. 0

x Substitute Teachers

Introduction

This section of the handbook is desinged to make the job of a substitute teacher easier
and more productive. If a substitute teacher needs more infromatioshsiild contact

the appropriate principal.

The district maintains a list of approved substitute teachers. A principal chooses a
substitute from the list as need arises. Substitutes are called omeadasl basis,
therefore it is imposible for the Comfd8D to guarantee defi@assignments or any
frequency of assignments.

Requirements to Substitue Teach
Any person who wishes to be placed on the substitute list should contact the

administrative assisant i neahdpgcatBruper i nt enden
Pay
The current rate for stubstitute teachers substituting for a certified teacher is as follows:
1. Substituting with teacher certification $70/day
2. Substituting without teacher certification ith a $68ay
4-year degree
3. Substitutingvithout ateacher certification or a $6Qday

4-year degree

Certified substitutes that work more than tenssmutive days for the same teach
receive additional compensatidubstitutes must work a mininmuof four hours daily to
receive the daily rate; otherwise they are paid for %2 day.

Reporting to Work
A subsitute teacher is to report to the office of the principal at the beginning and end of
the workday.
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Responsibilite€€oncerning Subsitutes
1. Principal 06s Responsibilities:
e Direct substitute to appropraite classroom;
e See that lesson plans, class roll, etc. has been located;
e Share pertinennformation (schedule changes, assemblies, etc.) with the
substitute;

2. Responsilities of the Regular Teacher;
e Provide a set of instructions;
e Provide a daily schedule;
e Provide detailed, written lesson plans;
e Provide a list of students who may be gone on a school trip or to a special
resource class.

3. Responsibilities of thBubstitute;

e Arrive at school by 7:45 a.m. and report to the office;

e Get assignment for the day;

e Locate and secure needed supplies;

¢ Follow the lesson plans as closely as possible to insure continutity of
instruction;

e Refer any accident or illness to the seior pringal (when indoubt, check
with a neighboring teacher for specifics depending on the situation);

e Take the absent teachero6s speci al

e Leavebehind all memoranda or notices for the regular teacher;

¢ Leave conferences with parentghie principal or the regular teachgion
their return;

e Ask for help when you red it;

e Leave a note concerning the day for the regular teacher;

¢ Remember that children and young people usually respond well to
professionalism mixed with a sense of humor.

4. Code of Ethics for Substitutes

¢ Always report to the office at the beginning and the end of each workday;

¢ Handle all regular and special assignments for the absent teacher;

e Refer discipline cases to the principal;

e Remember that it is not assumed thatibstitute is automatically in line for a
full-time position;

e Criticism and complaints you may have about procedures and about the
school should be made directly to the principal.
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x Summer School (2010)
Comfort ISD will conduct Summer School from the second week of June to the last week
of June 2010. Classes will begin at 8:00 a.m. and dismiss at 1:00 p.m.

Comfort ISD offers several different programs. One program is enitiedlerated
Instructionandis designedo help borderline students catch up and to have the
opportunity to pass the state assessmamisther program is entitled Credit Recovery

and is designetb provide students with the opportunityrémain credit for a class in

order topass ¢ the next grade. The-K Summer School Program for Limited English
Proficient (LEP) students is designed to provide students with the opportunity to receive
special instruction designed to prepare them to be successful in kindergarten and first
grade. Cotact your campus principal for more detailed informabtarthe various

summer school programs.

Additionally, students who pass (but just barely) may be eaged by their teacher to
attendsummer school. In such cases, parents would be wise to heeddher
recommendation to send their child to Summer School. Not doing so could possibly
cause academic problems for the child in the future

At the end of the 2002010 school year, all students in grade8 Will either:
e be promoted,

be retained,

bepranot ed fAon condition. 0

Those promoted fAon conditiond must attend an
program in order to move to the next grade. One cannot successfully complete summer

school with more than two absences for any reason whatsoevee. tandies will count

as one absence. Successful completion will be based on performance. The summer

School teacher must certify that a child has successfully completed his/her work in order

for him/her to be promoted to the next grade.

Summer lunch oppturnities will be a part of some programs.
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Comfort Independent School District
327 High Street, Comfort, Texas 78013
(830) 9956400

EMPLOYEE ACCEPTABLE USE OF THE ELECTRONIC
COMMUNICATIONS SYSTEM

Comfort Independent School District offers a wide variety of technological resources to students and staff
for the purpose of achieving its educational mission. These resources are provided and maintained at the
Di stdarcd 6tsher ef odrexpensea, éind mgmbedosiofi tre 8chool community are to dutifully

use them as good stewards to whom they were entrusted. With this opportunity comes responsibility. It is
important that users read and understand the Comfort Indepe8chool District policy, administrative
regulations, and agreement form and seek guidance if items are unclear. The Internet is a network of many
types of communication and information. It is possible that you may run across some material you might
find objectionable. While the Comfort Independent School District will take reasonable steps to restrict
access to such material, it is not possible to prever
responsibility to follow the guidelines of appropeatse. Comfort Independent School District and

Educational Service Center XIIl have network, internet, and email filtering devices in place that meet the
Board, State, and Federal policies. All network usage, internet usage, and email are monitoregkednd log

by one or more devices located both at ESC13 and the Comfort Independent School District Technology
Department. All email from outside the District is filtered and logged through a Barracuda Email Filter. All
internet traffic into and out of the Disttiis routed through a DeepNines Security Device. Firewalls are
installed at ESC13 and in the District technology department that provides intelligent threat defense and
secure communications services that stop attacks before they impact businessyontiegjtidelines for
appropriate use that follow detail appropriate and inappropriate use of District technology. These guidelines
in no way attempt to articulate all required or proscribed behavior by users. Utilizing District technology

and the Districhetwork requires that all users conduct themselves in a professional, responsible, decent,
ethical, and polite manner at all times. Inappropriate system use will result in the loss of the privilege of
using this educational and administrative tool and reault in civil or criminal penalties.

GUIDELINES FOR APPROPRIATE USE

The District expects everyone to exercise good judgment and use computer equipment, peripherals, and the
network in a professional manner. Your use of the equipment is expected to relate to educational,
instructional and administrative purposes. However,District does recognize that some personal use is
inevitable and that incidental and occasional personal use is permitted s@itoogcurs on personal time,

and:

e Imposes no tangible cost to Comfort Independent School District;

e Doesnotundulyburen Comfort I ndependent School Di strictés
resources;
e Does not interfere with the prompt and efficient

responsibilities;

e Assures that students completing required course work on tregrsysl have frst priority for
use of Comfort Independent School District equipment during and outside of school hours;

e |s consistent with this policy and any Comfort Independent School District guidelines and
regulations governing appropriate use of the system; and

e Is not used for commercial for profit purposegolitical purposes



Comfort Independent School District
327 High Street, Comfort, Texas 78013
(830) 9956400

Security and/or technical problems in the system must be communicated to the Directomofdggch
immediately. All electronic communication from you as a Comfort Independent School District employee
to community members, students, parents, and other colleagues should represent the highest standard of
quality, professionalism, and good judgmeRdmfort Independent School District expects efficient,

ethical, professional, and legal utilization of the netw@iktrict Software: District Software is licensed

to Comfort Independent School District by a large number of vendors and may have speosi |

restrictions regarding copying or using a particular program. Users of Comfort Independent School District
software must obtain permission through proper District channels prior to copying or loading District
software onto any computer, whether toenputer is privately owned or is a District computer. Do not
assume that if it is permissible to copy one software program, then it is permissible to copy any others.
Users are not to delete or add software to the Comfort Independent School computersDigthict

approval.

INAPPROPRIATE USE

e CommercialUse Using the Comfort Independent School Di str
for personal or private gain, personal business, or commercial advantage/profit is prohibited.

e Account borrowing: Borrowing someone's account or sending messages from someone- elai's e
account is prohibited. Employees are responsible for their own access rights to District computers, the
network and resources. Sharing access rights with others, including studgmbhibited. Violations

that occur under the employeeds access rights, as a
responsibility of the employee.

e PoliticalUse Using the Comfort Independent Sclhoool Distri
political purposes in violation of federal, state, or local laws is prohibited. This prohibition includes
using Comfort I ndependent School Di strict-6s compute

mails containing political advertisements sugiijy or opposing a candidate for public office, a
political party, a public officer or a particular piece of legislation. In addition to being a violation of
CISD's Acceptable Use Policy, such an offense is a violation of the Texas Election Code aed may b
considered a Class A misdemeanor. If you should receive-amjlg of this type, do not to forward
them. You cannot be held liable for politicahmils that are sent to yewnly ones that you send to
others. This prohibition also includesusingComto | ndependent School Di strict
and resources for the expression of personal political opinions to elected officials. Only those staff
aut horized by the Superintendent may express the Di
policy matters.
e lllegalorindecentUse Using Comfort Independent School Di stri
resources for illegal, harassing, vandalizing, inappropriate, or indecent purposes (including accessing,
storing, or viewing pornographic, indeceat,otherwise inappropriate and questionable material), or in
support of such activities is prohibited
U lllegal activities include any violations of federal, state, or local laws (for example, copyright
infringement, publishing defamatory information, onuuitting fraud).
U Harassment includes slurs, comments, jokes, innuendoes, unwelcome compliments, cartoons,
pranks, or verbal conduct relating to an individual that:
e have the purpose or effect of creating and intimidating, a hostile or offensive
environment;
e have the purpose or effect of unreasonably i
school performance;
e interfere with school operations; or
e coulddamageanindvi dual 6s reputati on
U Vandalism is any attempt to harm or destroy the operating system, application software, or
data.



