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8.1--CLASSIFIED PERSONNEL SALARY SCHEDULE

The District is required to post the salary schedule, signed by the president of the school board, on its website by
September 15 of each year and should place an obvious hyperlink, button, or menu item on the website's homepag
links directly to the current year classified policies and salary schedule.

For the purposes of this policy, an employee must work two thirds (2/3) of the number of their regularly assigned anr
work days to qualify for a step increase.

Please refer to the @iof this policy for the current Salary Schedule.

The superintendent has the authority, when recommending an applicant and his/her placement on the District's sala

schedule to the Board for its approval, to consider the applicant's previous worlknegpettie similar duties,
responsibilities, and skill sets to those job duties and responsibilities the applicant would assume for the District.

Legal Reference A.CA. 86172301

Date Adopted:
Last Revised: May 9, 2013



8.20 CLASSIFIED PERSONNEL EVALUATION S
Classifiedpersonnel may be periodically evaluated.

Any forms, procedures or other methods of evaluation, including criteria, are to be developed by the Superintendent
his designee(s), but shall not be part of the persoali@ep of the District.

Legal Reference: A.C.A. 86172301

Date Adopted:
Last Revised:



8.3. Intentionally left blank at this time.



8.40 CLASSIFIED EMPLOYEES DRUG TESTING

Scope of Policy

Each person hired for a position which allows or requires that the employee agetatel busr for the benefit of the
District, and is operated for the transportation of children to or from school or school sponsored activity shall undergc
physichexamination, includingadrugteBtach per sondés initial empl oyment
is conditioned upon the district receiving a negative drug test result for that employee. The offer of employment is als
conditonedupp t he empl oyeeds signing an authorization f
Commercial Driver Alcohol and Drug Testing Database.

Methods of Testing

The collection, testing methods and standards shall be determined by the agterynaedical organizations chosen by
the School Board to conduct the collection and testing of samples. The drug and alcohol testing is to be conducted k
laboratory certified pursuant to the most recent guidelines issued by the United States Deyfateatth and Human
Services for such facilities. (AMandatory Guidel:

Definition

Safety sensitive function includes:

a) All time spent inspecting, servicing, and/or preparing the vehicle;

b) All time spent diwing the vehicle;

c) Alltime spent loading or unloading the vehicle or supervising the loading or unloading of the vehicle; and
d) All'time spent repairing, obtaining assistance, or remaining in attendance upon a disabled vehicle.

Reqguirements

Employees shibe drug and alcohol free from the time the employee is required to be ready to work until the employe
relieved from the responsibility for performing work and/or any time they are performing essafstive function. In
addition to the testing raged as an initial condition of employment, employees shall submit to subsequent drug tests
required by law and/or regulation. Subsequent testing includes, and/or is triggered by, but is not limited to:

1. Random tests;

2. Testing in conjunction with an adent;

3. Receiving a citation for a moving traffic violation; and

4. Reasonable suspicion.

Prohibitions

A. No driver shall report for duty or remain on duty requiring the performance ofsafestiyive functions while having
an alcohol concentration of 0.6dgreater;



No driver shall use alcohol while performing safspsitive functions;

No driver shall perform safegensitive functions within four (4) hours after using alcohol;

No driver required to take a pestcident alcohol test under # 2 abovdl sisa alcohol for eight (8) hours following

the accident or until he/she undergoes ag@astient alcohol test, whichever occurs first;

No driver shall refuse to submit to an alcohol or drug test in conjunction with # 1, 2, and/or 4 above;

No driver shdlreport for duty or remain on duty requiring the performance of ssdeisitive functions when using
any controlled substance, except when used pursuant to the instructions of a licensed medical practitioner,
knowl edgeabl e of ttiésevhahasiadvieed thesdriver that the sebstance mill notladvérsely
affect the driveroés ability to safely operate hi
supervisor of the employeebs use of such medicat
G. No driver shdlreport for duty, remain on duty, or perform a sagegsitive function if the driver tests positive or has
adulterated or substituted a test specimen for controlled substances.

oOw
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Violation of any of these prohibitions may lead to disciplinary actiorgliaken against the employee, which could
include termination or nerenewal.

Testing for Cause

Drivers involved in an accident in which there 1is
substances as soon as practicitieving the accident. Drivers shall also be tested for alcohol within eight (8) hours an
for controlled substances within thirty two (32) hours following an accident for which they receive a citation for a mov
traffic violation if the accident inveed: 1) bodily injury to any person who, as a result of the injury, immediately receive
medical treatment away from the scene of the accident, or 2) one or more motor vehicles incurs disabling damage a
result of the accident requiring the motor vehiclbe transported away from the scene by a tow truck or other motor
vehicle.

Refusal to Submit

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

1 Failed to appear for any test within a reasonable period of time asidetebythe employer consistent with
applicable Department of Transportation agency regulation;

Failed to remain at the testing site until the testing process was completed;

Failed to provide a urine specimen for any required drug test;

Failed to provide aufficient amount of urine without an adequate medical reason for the failure;

Failed to undergo a medical examination as directed by the Medical Review Officer as part of the verification pro
for the previous listed reason;

1 Failed or declined to sutit to a second test that the employer or collector has directed the driver to take;
1 Failed to cooperate with any of the testing process; and/or

1 Adulterated or substituted a test result as reported by the Medical Review Officer.

= =4 -8 -4

Consequences for Violation

Drivers who engage in any conduct prohibited by this policy, who refuse to take a required drug or alcohol test, refus
sign the request for information required by law, or who exceed the acceptable limits for the respective tests shall no
longer beallowed to perform safety sensitive functions. Actions regarding their continued



employment shall be taken in relation to their inability to perform these functions and could include termination or not
renewal of their contract of employment.

Driverswho exhibit signs of violating the prohibitions of this policy relating to alcohol or controlled substances shall nc
be allowed to perform or continue to perform sagetysitive functions if they exhibit those signs during, just preceding,
or just aftethe period of the work day that the driver is required to be in compliance with the provisions of this policy.
This action shall be based on specific, contemporaneous, articulatable observations concerning the behavior, speec
body odorsofthedrive he Superintendent or his/ her designee s
suspiciono tests for alcohol and controlled subst
after, or during the time the driver isrforming safetysensitive functions. If circumstances prohibit the testing of the
driver the Superintendent or his/her designee shall remove the driver from reporting for, or remaining on, duty for a
minimum of 24 hours from the time the observatonwasdre t ri ggering the driver 0s

If the results for an alcohol test administered to a driver is equal to or greater than 0.02, but less than 0.04hhke driver
be prohibited from performing safetgnsitive functions for a period notdekan 24 hours from the time the test was
administered. Unless the loss of duty time triggers other employment consequence policies, no further other action &
the driver is authorized by this policy for test results showing an alcohol concetfrégsithan 0.04.

Legal Reference A.C.A. 8619108
A.C.A. 8 2723201 et seq.
49 C.F.R. § 382017 605
49 C.F.R. § part 40
Arkansas Division of Academic Facilities and Transportation Rules Governing Maintenance ai
Operations of Arkasas Public School Buses and Physical Examinations of School Bus Drivers

Date Adopted:
Last Revised:



8.50 CLASSIFIED EMPLOYEES SICK LEAVE - Option B

Definitions

1. AEmpl oyeedo i s an employee of t he Dotrequiredtachave ateaching n
license as a condition of his employment.

2. "Sick Leaveodo is absence from work due to illness
immediate family, or due to a death in the family. The principal shall detemiether sick leave will be approved
on the basis of a death outside the immediate family of the employee.

3. fiExcessive Sick Leaveodo is absence from work , wh
year for an employee and thah@ excused pursuant to: District policy; the Family Medical Leave Act; a reasonabl
accommodation of disability under the Americanods

Compensation claim.

4. AGrossly ExcessiveoB®i whrkeawbeét hserapaedcerfunpai
contract length and that is not excused pursuant to: District policy; the Family Medical Leave Act; a reasonable
accommodation of disability under ttoha Amenpiensmdd
Compensation claim.

5, AiCurrent Sick Leaved means those days of sick | e
one day of sick leave per month worked, or major part thereof.

6. NAccumukatedv&8dDcis the tot al of unused sick | eav
previous contract, but not used.

7. Al mme di ais definédashelSpodselaws, Qild, StepChild, Parent StepParent, Grandparent,
Grandchild, Sibling, oanyother relativdiving in the household of the employee.

Sick Leave

The principal has the discretion to approve sick leave for an employee to attend the funeral of a person who is not re
to the employee, under circumstances deemed apprdyyridie principal.

Employees who are adopting or seeking to adopt a minor child or minor children may use up to 10 sick leave days ir
school year for absences relating to the adoption, including time needed for travel, time needed for home visits, time
needed for document translation, submission or preparation, time spent with legal or adoption agency representative
spent in court and bonding timBee Also, 8.23 Classified Personnel Family Medical Leave, whichaities Except

for bondingtime, documentation shall be provided by the employee upon request.

Pay for sick | eave shall be at the employeeds dai
the number of days employed as reflected inthe contrtlcs Ances for il l ness i n exc
and current sick | eave shall result in a deductio

At the discretion of the principal (or Superintendeantyl, if FMLA is applicablesubject to the certification or
recertification provisions contained in policy 8.23 CLASSIFIED PERSONNEL FAMILY MEDICAL LEANE



District may require a written statement from the
may lesult in sick leave not being paid, or in dismissal.

| f t he empl o exeessvesor geossly excessieesas dafineel by this disciplinary action may be taken again
the employee, which could include, termination or nonrenewal of the conteagplofyment. The superintendent shall
have the authority when making his/her determination to consider the totality of circumstances surrounding the abse
and their impact on district operations or student services.

1) Compensation for Unused Sick Leave
a. Non Certified Staff members who exceed the 90 days of allowable sick leave should be compensated
unused leave at tidon Certified Substitute rate of pay.
b. Unused Sick Leave shld be payable upon retirementl Drop
c. Unused sick leave shdie payable to beneficiary.

Bereavement Leave:A full-time member of theoncertified staff may request of their imnmediate supervisor three (3)
days leave of absence without lossaléry for the death of any member of his/her immediate family. iffimeediate

family is defined as the father, mother, sister, brother, grandchild, spouse, child, grandpéaesstspirguardian of an
empl oyee. Special requests may be made to an em
definedaboveAddi ti onal bereavement | eave days shall be
leave account.

Sick Leave and Family Medical Leave Act (FMLA) Leave

When an employee takes sick leaveQfstrict shall determine theemployee is eligible for FMLAeaveand if the
leavequalifiesfor FMLA leave. TheDistrict may request additional information from the employee to help make the
applicability determination. If themployee is eligible for FMLAeaveand if the leavgualifies under the FMLA, the

district will notify the employee, in writing, of the decision withire (5) workdays. If thecircumstances for tHeave as
defined in policy8.23 CLASSIFIED PERSONNEL FAMILY MEDICALLEAVEl o n 6t chisricgenly t he
required to notify the employee once of the determination regarding the applicability of sick leave and/or FMLA leave
within any applicable twelve (12) montbrod To the extent the employee has accruedsiaideave, angickleave
takenthatquaiE s f or FMLA | eave shall be paid | e acudingante c
an employee exhausts his/her accrued sick leawation or personal leavésee 8.23 CLASSIFIED PERSONNEL
FAMILY MEDICAL LEAVE

Notes: This policys similar to Policy 3.8. If you change this policy, review 8.5 at the same time to ensure applicable
consistency between the two.

Cross Reference: Policy 8:28LASSIFIEDPERSONNEL FAMILY MEDICAL LEAVE

Legal References: A.C.A. 8617-1301 et seq.
29 USC 88 2601 et seq.
29 CFR 823.00 et seq.



Date Adopted:
Last Revised:

May 10, 2011
May 10, 2012
June 11, 2012
May 9, 2013



8.60 SICK LEAVE BANK & CLASSIFIED EMPLOYEES

A sick leave bank is establigh®or the purpose of permitting employees, upon approval, to obtain sick leave in excess
accumulated and current sick leave, when the employee has exhausted all such leave. Only those employees who
contribute to the sick leave bank during a given congesar shall be eligible to withdraw from the sick leave bank.

Each campus will establish a sick leave banlorder to join and be eligible to withdraw from the batdssifiedstaff

will be required to initially donate two sick days and then arkeday at the beginning of each following year.
Membership forms must be submitted to the PPC no later than September 1 of the current school year. In order to
withdraw from the banlglassifiedstaff members must make a request in writing to the PPEPFE will then make a
decision regarding the request. Any staff member who makes a withdrawal from the Bank, or who has a lapse in bs
membership, will be required to make a contribution of 2 sick days at the beginning of the year, to reinstateipnember:
in the Sick Leave Bank.

TheClassifiedPersonnel Sick Leave Bank will be managed bythssifiedPersonnel Policy Committe@hese

committee members must be active contributors to the sick baekCommittee shall review requests for withdrawal
from the bank at the next regularly scheduled PPC meeting after the request is submitted. The determination of the
committee shall be final.

With the approval of the Superintendent, an employee who is retiring may elect to donate their unused sigk teave da
the Classified Personnel Sick Leave Bank.

Withdrawals

The Committee may grant sick leave up to 20 days per contract year for serious personal or family illness, disetiiéetsainat including

accidents for which the employee isreceiiigr k er s Compensation), which cause the em
has exhausted all accumul ated and current si cke ldeeafviene d fiaSse rai
HealthCod i ti ond entitling an employee to FMLA | eave. Seiwnss ect i

Requests for withdrawal from the sick leave bank must be submitted on the Sick Leave Bank Form, must state trer tbasegigp$t and the
number of days requested and must be accompanied by a detailed report from the bookkeeper showing the dates thatitiieeshthleyee
accumulated and current leave for the current school year.

If the information provided tdie Committee is deemed by a majority of the Committee to be insufficient, the Committee may require additional
information or deny the employeeds request, at inwitrg. Tthe Comitteet i c
shall have the authority to grant, reduce or deny any request. However, the Committee may grant no request, or amgy giaynteeiithdrawn,
when the employee accepts retirement; is eligible for Social Security Disability; or other disabittyice or the employee returns to work.

Days contributed to the Bank become the property of the Sick Leave Bank, but upon dissolution of the Bank, the dayswilltbe Bqually
distributed among the current members.

Upon the approval of the Seiintendent and thélassifiedEmployees Personnel Policy Committee at any given time
during a contract year wher e classfiedenmpeyeq ehatlieytheyiare@aa | t h
member or a neamember of the sick leave bank, and itisick days have been exhausted, up to 20 days, if needed, ca
be donated by othelassifieds t a f f . I f an emergency fihealth condit
extra days are given for that cause, then by the discretionCietisfiedEmployees Personnel Policy Committee those
extra days may be gittad or denied.

Spousal Donations

1C



District employees who are husband and wife are e
received for each day obdated sick leave. If the employees are paid at different rates of pay, the lesser rate of pay st
be used for the purpose of the donated sick leave days.

Legal Reference: A.C.A §617-1208

Date Adopted:

Last Revised: December 15, 2011
May 10, 2012
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8.70 CLASSIFIED PERSONNEL PERSONAL AND PROFESSIONAL LEAVE

For the district to function efficiently and have the necessary personnel present to effect a high achieving learning
environment, employee absences need to be kept to a minimum. The distoatedges that there are times during the
school year when employees have personal business that needs to be addressed during the schdall desyeEach
employee may usgp tofive (5) sick days fopersonal leave per contract year. The leave makbaih increments of

no less thaf: days

Employees shall take personal leave or leave without pay for those absences which are not due to attendance at scl
functions which are related to their job dutiesl @o not qualify for other types of legier sick leave see Policy 8.5, for
professional leave see below).

School functions, for the purposes of this policy, means:
1. Athletic or academic events related to a public school district; and
2. Meetings and conferences related to education.

Thedeterminston of what activities meet the definition
supervisor or designee. In no instance shall paid leave in excess of allotted vacation days and/or personal days be ¢
to an employee who is alogérom work while receiving remuneration from another source as compensation for the
reason for their absence.

Any employee desiring to take personal leave may do so by making a written request to his supervisor at kast twen
(24) hours prior tate time of the requested leave. The twéniy hour requirement may be waived by the supervisor
when the supervisor deems it appropriate.

Employees who fail to report to work when their request for a personal day has been denied or who have ethausted
allotted personal days, shall lose their daily rate of pay for the day(s) missed (leave without pay). While thereeme inst
where personal circumstances necessitate an empl o
any enployee who requires leave without pay must receive advance permission (except in medical enaergdfencies
permitted by policy8.23 CLASSIFIED PERSONNEL FAMILY MEDICAL LEAYEom their immediate supervisor
Failure to report to work without having eeeed permission to be absent is grounds for discipline, up to and including
termination.

Personal leave does not accumulate from one contract year to the next.
Personal leave may not be taken the day before or the day after a holiday.

Professional Lave

AProfessional Leaveo is |l eave granted for the pur
workshops or serving on professional committees) which can serve to improve th®schoblr i ct 6 s | nst
ooenhances the employeeds ability to perfor misthici s d

empl oyee is subpoenaed for a matt er aDistrid. Anygmployae o
seeking professionadve must make a written request to his immediate supervisor, setting forth the information
necessary for the supervisor to make an informed

12



decision. The supervisords decision is subj sandthet o
potential benefitforthBi st ri ct 6s students will be taken into c

Applications for professional | eave should be mad
such leave, but, in any case, no lesa tivo (2) weeks before the requested leave is to begin, if possible.

If the employee does not receive or does not accept remuné@atigherparticipation in the professional leave activity
and a substitute reeeded for the employee, strict shall pay the full cost of the substitute. If the employee receives
and accepts remuneratifam higherparticipation in the professional leave activity, the employee shall forfeit his/her dail
rate of pay from th®istrict for the time the employee misses. The cost of a substitute is needed, shall be paid by

the employedistrict.

Legal Reference: ACA. 8617211

Date Adopted:
Last Revised: May 10, 2012
June 11, 2012



8.80 CLASSIFIED PERSONNEL RESPONSIBILITIES IN DEALING WITH SEX
OFFENDERS ON CAMPUS

Individuals who have been convicted of certain sex crimes must register with law enforcement as sex offenders. Ark
law places restrictions on sex offenders with a Level 1 sex offender havieastirestrictions (lowest likelihood of
committing another sex crime), and Level 4 sex offenders having the most restrictions (highest likelihood of committi
another sex crime).

While Levels 1 and 2 pl ace pesengeenatsahaolcampus, hevelsd and shhave
specific prohibitions. These are specified in Policy®. 80E X OFFENDERS ON CAMPUS ( ME
the responsibility of district staff to know and understand the policy and, to the extent redgisstenbhadministrators

in enforcing the restrictions placed on campus access to Level 3 and Level 4 sex offenders.

It is the intention of the board of directors that district staff not stigmatize students whose parents or guardians are se
offenderswHi e t aki ng necessary steps to safeguard the s
administration should establish procedures so attention is not drawn to the accommodations necessary for registere
offender parents or guardians.

Legal Reference A.CA. 81212913 () (2)
Arkansas Department of Education Gui del.
A.CA.§514132

Date Adopted:
Last Revised:
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8.99 PUBLIC OFFICE i CLASSIFIED PERSONNEL

An employee of the District who is electedhe Arkansas General Assembly or any elective or appointive public office
(not legally constitutionally inconsistent with employment by a public school district) shall not be discharged or demo
as a result of such service.

No sickleave wilbegraned f or t he empl oyeeds parti citgkepersomn i n
leave or vacation (if applicable), if approved in advance by the Superintendent, during his absence.

Prior to taking leave, and as soon as possible after theanesed!h leave is discerned by the employee, he must make
written request for leave to the Superintendent, setting out, to the degree possible, the dates such leave is needed.

An employee who fraudulently requests sick leave for the purpose of takingplsawee in public office may be subject
to nonrenewal or termination of his employment contract.

Legal Reference: ACA. 8617115

Date Adopted:
Last Revised: June 11, 2012



8.1 JURY DUTY i CLASSIFIED PERSONNEL

Employees are not gelot to discharge, loss of sick leave, loss of vacation time or any other penalty due to absence fr
wor k for jury duty, upon giving reasonabl e notice

The employee must present the originat éncopy)of thesummons to jury duty to his supervisor in order to confirm the
reason for the requested absence.

Employees shall receive their regular pay from the district while serving jury duty, and shall reimburse the distrect fror

stipend theyeceive for jury duty, up to, but not to exceed, the cost of the substitute hired to replace the employee in
his/her absence.

Notes: This policy is similar to Policy 3.14. If you change this policy, review 3.14 at the same time to ensure applicab
corsistency between the two.

! This sentence is totally optionBlease note that public employees are exempt by law from jury duty recovery
fees. Since school employees are not state employees, the law does not apply, but you may be asked about
employee.

Legal Reference: A.C.A. §1631-106

Date Adopted:
Last Revised:

1€



8.110 OVERTIME, COMPTIME, AND COMPLYINGWITHF LSA

The JaspeBchool District shall comply with those portions of the Fair Labor Standards Act that relatgper#tien of
public schools. The act requires that covered employees be compensated for all hours worked at greater than or eq
the applicable minimum wage for workweeks of less than or equal to 40 hours. It also requires that employees be
compensatifor workweeks of greater than 40 hours at 1 1/2 times their regular rate of pay either monetarily or throu
compensatory time.

Definitions

Overtimeis hours worked in excess of 40 per workweek. Compensation given fonbbwarked such as for hobgs
or sick days daot count in determining hours worked per workweek.

Workweekis the seven day consecutive period of time from 12:00AM on Sunday to midnight on the following Saturd.
Each workweek is independent of every other workweek for the pufpdstrmining the number of hours worked and
the remuneration entitled to by the employee for that week.

ExemptEmployeesre those employees who are not covered under the FLSA. They include administrators and
professional employees such as teacheussetors, nurses, and supervisany. employee who is unsure of their
coverage status should consult with the Districto

CoveredEmployeegalso defined as neexempt employees) are those employees who are not exempt, generally terms
classified and include bus drivers, clerical workers, maintenance personnel, custodians, transportation workers,
receptionists, paraprofessionals, food service workers, secretaries, and bookkeepers.

RegularRateof Payincludes all forms of remuneration femployment and shall be expressedrasourly rate. For
those employees previously paid on a salary basis, the salary shall be converted to an hourly equivalent. Employees
be paid for each and every hour worked.

Employment Relationships

The Distict does not have an employment relationship in the following instances.

Between the District and student teachers;

Between the District and its students;

Between the District and individuals who as a public service volunteer or donate their time stittevitihout
expectation or promise of compensation.

S

The District does not have a joint employment relationship in the following instances.

1. Between the District and effuty policemen or deputies who are hired on atjpaet basis for security purposas
crowd control. The District is separate from and acts independently of other governmental entities.

2. Between the District and any agency contracted with to provide transportation services, security services, or othe
services.

17



Hours Worked

Employeeshall be compensated for all the time they are required to be on duty and shall be paid for all hours worke:
each workweek. Employees shall accurately record the hours they work each week.

The District shall determine the manner to be used by employaesurately record the hours they work. Each employee
shall record the exact time they commence and cease work including meal breaks. Employees arriving early may sc
with fellow workers who are off the clock, but shall not commence working wiirsiutcording their starting time.

Employees shall sign in/clock in where they start work and sign out/clock out at the site where they cease working.
Employees who do not start and end their workday at the same site shall carry a time carditir #feattosaccurately
record their imes. They shall turn in their time sheets or cards to their immediate supethieatate assigned for
payroll purposes.

Each employee is to personally record his or her own times. Any employee who signs (oraviooippunches a time
clock) for another employee or who asks another employee to do so for him or her will be dismissed.

Employees whose normal workweek is less than 40 hours and who work more than their normal number of hours in
givenworkweekmayta t he Di strictés option, be given compen
normal workweek in lieu of their regular rate pay. Compensatory time given in this manner shall be subject to the sa
conditions regarding accumulation arse s compensatory time given in lieu of overtime pay.

Breaks and Meals

Each employee working more than 20 hours per week shall be provided two, paid, 15 minute duty free breaks per
workday.

Meal periods which are less than 30 minutes in length dnichvihe employee is not relieved of duty are compensable.
Employees with a bona fide meal period shall be completely relieved of their duty to allow them to eat their meal whi
they may do away from their work site, in the school cafeteria, or in advesak

The employee shall not engage in any work for the District during meal breaks except in rare and infrequent emerge
Overtime

Covered employees shall be compensated at not less than 1.5 times his or her regular rate of pay for all hours
worked over 40 in a workweek. Overtime compensation shall be computed on the basis of the hours worked in each

and may not be waived by either the employee or the District. Overtime compensation shall be paid on the next regt
payday for the period inkich the overtime was earned.
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Employees working two or more jobs for the District at different rates of pay shall be paid overtime at a weighted ave
of the differing wages. This shall be determined by dividing the total regular remunerationdorsaltorked by the
number of hours worked in that week to arrive at the weighted average. One half that rate is then multiplied times th
number of hours worked over 40 to arrive at the overtime compensation due.

Provided the employee and the Distinave a written agreement or understanding before the work is performed,
compensatory time off may be awarded in lieu of overtime pay for hours worked over 40 in a workweek and shall be
awarded on a orendonehalf (1 1/2) time basis for each hour of owmee worked. The District reserves the right to
determine if it will award compensatory time in lieu of monetary pay for the overtime worked. The maximum number
compensatory hours an employee may accumulate at a time is 20. The employee must akesthle twimpensatory

time off within a reasonable period of time that is not unduly disruptive to the District.

An employee whose employment is terminated with the District, whether by the District or the employee shall receive
monetary compensation fanused compensatory time. Of the following methods, the one that yields the greatest mon
for the employee shall be used.

1. The average regular rate received by the employee during the last 3 years of employment. Or

2. The final regular rate received by the éogpe.

Overtime Authorization

There will be instances where the districtds need
overtime worked to a minimum. To facilitate this, employees shall receive authorization fronpé®issuin advance
of working overtime except in the rare instance when it is unforeseen and unavoidable.

All overtime worked will be paid in accordance with the provisions of the FLSA, but unless the overtime was pre
approved or fit into the exceptionsted previously, disciplinary action must be taken for failure to follow District policy.
In extreme and repeated cases, disciplinary action could include the termination of the employee.

Leave Requests

All covered employees shall submit a leave rstjiaem prior to taking the leave if possible. If, due to unforeseen or
emergency circumstances, advance request was not possible the leave form shall be turned in the day the employe
to work. Unless specifically granted by the Board for speictalrostances, the reason necessitating the leave must fall
within District policy.

Payment for leave could be delayed or not occur if an employee fails to turn in the required leave form.
Leave may be taken in a minimum of 4 hour increments.
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Record Keepng and Postings

The District shall keep and maintain records as required by the FLSA for the period of time required by the act.
The District shall display minimum wage posters where employees can readily observe them.

Cooperation with EnforcementOfficials

All records relating to the FLSA shall be available for inspection by, and District employees shall cooperate fully with,
officials from the DOL and/or its authorized representatives in the performance of their jobs relating to:
1. Investigating ad gathering data regarding the wages, hours, and other conditions and practices of employment;
2. Entering, inspecting, and/or transcribing the premises and its records;
3. Questioning employees and investigating such facts as the inspectors deem necegsamnyrte whether any

person has violated any provision of the FLSA.

Legal References: 29 USC § 206(a), ACA &867-2203
29 USC § 207(a)(1), 29 CFR § 778.100
29 USC § 207(0), 29 CFR § 553.50
29 CFR § 778.218(a)
29 CFR § 778.105
29 USC § 213(a), 29 CFR §§ 541 et seq.
29 USC § 207(e), 29 CFR § 778.108
29 CFR 88 785.9, 785.16
29 CFR § 516.2(7)
29 CFR 88 785.1 et seq.
ACA §617-2205
29 CFR 88 785.19
29 USC § 207(a), 29 CFR § 778.100, 29 USC § 207(0), 29 CFR 88 55232
29 CFR § 778.106
29 USC § 207(g)(2), 29 CFR § 778.115
29 USC § 207(0)(2)(A), 29 CFR § 553.23
29 CFR 8§ 553.20
29 USC § 207(0)(4), 29 CFR § 553.27
29 USC § 211(c), 29 CFR 88 516.2, 516.3, 553.50

29CFR §516.4
29CFR §8516.5, 516.6
29 USC § 211(a)(b)
Date Adopted:
Last Revised:
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8.1 CLASSIFIED PERSONNEL OUTSIDE EMPLOYMENT

An employee of the District may not be employed in any other capacity during regular working hours.

An employee may not accept empl@mhoutside of his district employment which will interfere, or otherwise be
incompatible with the District employment, including normal duties outside the regular work day; nor shall an employ

accept other employment which is inappropriate for an eplof/a public school.

The Superintendent, or his designee(s), shall be responsible for determining whether outside employment is incomp
conflicting, or inappropriate.

No part of this policy is intended to suggest that a staff member mustsepkimval before accepting outside
employment.

Legal Reference A.C.A. 8624106, 107,111

Date Adopted:
Last Revised:
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8.13 CLASSIFIED PERSONNEL EMPLOYMENT

All prospective employees must fill out an application form plediby the District, in addition to any resume provided,
all of which information is to be placed in the personnel file of those employed.

If the employee provides false or misleading information, or if he withholds information to the same effedieit may
grounds for dismissaln particular, it will be considered a material misrepresentation and grounds for termination of
contract of employment if an employeebds applicati
employee, géher in writing on application materials or in the formegresentations maétethe school district.

The JaspeBchool District is an equal opportunity employer and shall not discriminate on the grounds of race, color,
religion, national origin, sexage, or disability.

Note: This policy is similar to Policy 3.19 if you change this policy, review 3.19 at the same time to ensure applicable
consistency between the two.

Date Adopted:
Last Revised: May 10, 2011
June 11, 2012
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8.14 CLASSIFIED PERSONNEL REIMBURSEM ENT OF TRAVEL EXPENSES

Employees shall be reimbursed for personal and/or travel expenses incurred while performing duties or attending
workshops or other employmemefated functions, provided that prior written aad for the activity for which the
employee seeks reimbursement has been received from the Superintendent, principal (or othersoreedsaigvith

the authority to make school approvals), or the appropriate designee of the Superintendentand éhahih | oy e e 0
attendancef/travel was at the request of the district.

It is the responsibility of the employee to determine the appropriate supervisor from which he must obtain approval.
Reimbursement claims must be made on forms provided by the Digdriciusihbe supported by appropriate, original
itemizedreceipts. Copies of receipts or other documentation are not acceptable, except in extraordinary circumstanc
The provisions of policy 7.:2EXPENSE REIMBURSEMENT are incorporated by referencetiigqolicy.

Cross Reference: Policy 7-:3EXPENSE REIMBURSEMENT

Date Adopted:

Last Revised: May 10, 2011
June 11, 2012



8.1%9 CLASSIFIED PERSONNEL TOBACCO USE

Smoking or the use of tobacco, or products containing tobaccofioramyn or on any property owned or leased by the
district, including buses or other school vehicles, is prohibited.

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

Legal Reference: A.C.A. § 621-609

Date Adopted:
Last Revised:
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8.160 DRESSOF CLASSIFIED EMPLOYEES

Employees shall ensure that their dress and appearance are professional and appropriate to their positions.

Date Adopted:
Last Revised:



8.1 CLASSIFIED PERSONNEL POLITICAL ACTIVITY

Employees are free to engage in political activity outside of work hours and to the extent that it does not affect the
performance of their duties or adversely affect important working reshtjus.

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

1. Using students for preparation or dissemination of campaign afsteri
2. Distributing political materials;
3. Distributing or otherwise seeking signatures on petitions of any kind,;
4. Posting political materials; and

5. Discussing political matters with students, in or out of the classroom, in other than circumstancesteppitbpria
empl oyeebs responsibilities to the students and

Date Adopted:
Last Revised:
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8.18 CLASSIFIED PERSONNEL DEBTS

This section intentionally left blank.

Date Adopted:
Last Revsed:
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8.19 CLASSIFIED PERSONNEL GRIEVANCES

The purpose of this policy is to provide an orderly process for employees to resolve, at the lowest possible level, thei
concerns related to the personnel policies or salary paymernssdistiict.

Definitions

Grievancea claim or concern related to the interpretation, application, or claimed violation of the personnel policies,
including salary schedules, federal or state laws and regulations, or terms or conditions of emplseddiyt,aai

individual employee of this school district. Other matters for which the means of resolution are provided or foreclosec
statute or administrative procedures shall not be considered grievances. Specifically, no grievance may be entertain
agahst a supervisor for directing, instructing, ref
group of employees who have the same grievance may file a group grievance.

Group GrievanceA grievance may be filed as a group grievahiterieets the following criteria: (meeting the criteria
does not ensure that the subject of the grievance is, in fact, grievable)

1. More than one individual has interest in the matter; and

2. The group has a wellefined common interest in the facts and/a@ucnstances of the grievance; and

3. The group has designated an employee spokesperson to meet with administration and/or the board; and
4. Allindividuals within the group are requesting the same relief.

Employee any person employed under a written contradhisyschool district.

Immediate Supervisothe person immediately superior to an employee who directs and supervises the work of that
employee.

Working day Any weekday other than a holiday whether or not the employee under the provisions of thetrisont
scheduled to work or whether they are currently under contract.

Process

LevelOne An empl oyee who believes that he/ she has a
the employee has a potential grievance and discusstte with the supervisor within five working days of the
occurrence of the grievance. The supervisor shall offer the employee an opportunity to have a witness or representa
who is not a member of the e mpleoce Taekisay raquitencent doéseot f
apply to grievances concerning back pay.) If the grievance is not advanced to Level Two within five working days
following the conference, the matter will be considered resolved and the employee shall have ngtititlit respect

to said grievance.

If the grievance cannot be resolved by the immediate supervisor, the employee can advance the grievance to Level
To do this, the employee must complete the top half of the Level Two Grievance Form withoriive days of the
discussion with the immediate supervisor, citing the manner in which the specific personnel policy was violated that |
given rise to the grievance, and submit the Grievance Form to his/her immediate supervisor. The supervisoemvill hav
working days to respond to the grievance using the bottom

half of the Level Two Grievance Form which he/she will submit to the building principal or, in the event that the
empl oyeebs i mmediate supervisor is the building p
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Level Two (when appeal is to the building principaipon receipt of a Level Two Grievance Form, the building principal
will have ten working days to schedule a conference with the employee filing the grievance. The principal shall offer 1
employeema opportunity to have a witness or representa
present at their conference. After the conference, the principal will have ten working days in which to deliver a writter
response to the grievancdte employee. If the grievance is not advanced to Level Three within five working days the
maitter will be considered resolved and the employee shall have no further right with respect to said grievance.

Level Two (when appeal is to the superintendéhin receipt of a Level Two Grievance Form, the superintendent will
have ten working days to schedule a conference with the employee filing the grievance. The superintendent shall off
employee an opportunity to have a witness or representative whéisna me mber of t he empl
present at their conference. After the conference, the superintendent will have ten working days in which to deliver a
written response to the grievance to the employee.

Level Threelf the proper recipientfdhe Level Two Grievance was the building principal, and the employee remains
unsatisfied with the written response to the grievance, the employee may advance the grievance to the superintende
submitting a copy of the Level Two Grievance Form angthei nci pal 6s reply to the s
days of his/ her receipt of the principalds reply.
with the employee filing the grievance. The superintendent shall oflemibleyee an opportunity to have a witness or
representative who is not a member of the employe
the superintendent will have ten working days in which to deliver a written resptimsgievance to the employee.

Appeal to the Board of Director&n employee who remains unsatisfied by the written response of the superintendent

may appeal the superintendentdés deci si on tpooftiehe B
Superintendentodos written response by submitting a
grievance is not appealed to the Board of Directo

responseéhe matter will be considered resolved and the employee shall have no further right with respect to said
grievance.

The school board will address the grievance at the next regular meeting of the school board, unless the employee a
writngtoana t er nat e date for the hearing. After revi ewi
the board will decide if the grievance, on its face, is grievable under district policy. If the grievance is presented as a
Agroup gr ioeavradn cseh,adl It hfei rBst determine if the compos
grievance. o0 I f the Board determines that i1t is a
grievable. If the Board rules the coasfiion of the group does not meet the definition of a group grievance, or the
grievance, whether group or individual, is not grievable, the matter shall be considered closed. (Individuals within the
disallowed group may choose to subsequently refileghieirance as an individual grievance beginning with Level One
of the processlj the Board rules the grievance to be grievable, they shall immediately commence a hearing on the
grievance. All parties have the right to representation by a person ofthahoosing who is not a member of the
empl oyeebs i mmediate family at the appeal hearing
90 minutes to present his/her grievance, unless a shorter period is agreed to by the empiojeqaaties shall have

the opportunity to present and question witnesses. The hearing shall be open to the public
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unless the employee requests a private hearing. If the hearing is open, the parent or guardian of any student under t
ofeighteeng ar s who gives testimony may elect to have t
of the hearing, if the hearing was closed, the Board of Directors may excuse all parties except board members and
deliberate, by themselves, oe thearing. At the conclusion of an open hearing, board deliberations shall also be in ope
session unless the board is deliberating the employment, appointment, promotion, demotion, disciplining, or resigna
the employee. A decision on the grievasttall be announced no later than the next regular board meeting.

Records

Records related to grievances will be filed separately and will not be kept in, or made part of, the personnel file of an)
employee.

Reprisals

No reprisals of any kind will be taker tolerated against any employee because he/she has filed or advanced a grieve
under this policy.

Legal Reference ACA 8§ 6-17-208, 210

Date Adopted:
Last Revised:
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8.19F0 LEVEL TWO GRIEVANCE FORM - CLASSIFIED

Name:

Date submitted to supervisor:

ClassifiedPersonnel Policy grievance is based upon:

Grievance (be specific):

What would resolve your grievance?

Supervisorbés Response

Date submitted to recipient

Date Adopted:
LastRevised:
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8.2 CLASSIFIED PERSONNEL SEXUAL HARASSMENT

The JaspeBchool District is committed to having an academic and work environment in which all students and
employees are treated with respect and dignity. Student achievement and amicableelairkimghips are best attained

in an atmosphere of equal educational and employment opportunity that is free of discrimination. Sexual harassmen
form of discrimination that undermines the integrity of the educational environment and will notatedole

Believing that prevention is the best policy, the district will periodically inform students and employees about thie natt
sexual harassment, the procedures for registering a complaint, and the possible redress that is availabletidhe inform
will stress that the district does not tolerate sexual harassment and that students and employees can report inapprof
behavior of a sexual nature without fear of adverse consequences.

It shall be a violation of this policy for any student op@yee to be subjected to, or to subject another person to, sexual
harassment as defined in this policy. Any employee found, after an investigation, to have engaged in sexual harassr
will be subject to disciplinary action up to, and including, ternonati

Sexual harassment refers to unwelcome sexual advances, requests for sexual favors, or other personally offensive \
visual, or physical conduct of a sexual nature made by someone under any of the following conditions:

1. Submissiontothecondusti made, either explicitly or implicit
employment;

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

3. Such conduct has the purpose or effect of subst s
or creates an intimidating, hostile, or offensive academic or work environment.

The terms fAinti midat ingdugecondutbfa sexual hature whiclahagithe gffect df reimil&tior
or embarrassment and is sufficiently severe, pers
participate in, or benefit from, an educational program ovittar their employment environment.

Within the educational or work environment, sexual harassment is prohibited between any of the following: students;
employees and students; remployees and students; employees; employees armnmmoyees.

Actionable sexual harassment is generally established when an individual is exposed to a pattern of objectionable
behaviors or when a single, serious act is committed. What is, or is not, sexual harassment will depend upon all of th
surrounding circumstances. @mding upon such circumstances, examples of sexual harassment include, but are not
not limited to: unwelcome touching; crude jokes or pictures; discussions of sexual experiences; pressure for sexual
activity; intimidation by words, actions, insults,;@ame calling; teasing related to sexamracteristicer the belief or
perception that an individual is not conforming to expected gender roles or conduct or is homosexual, regardless of
whether or not the individual setfentifies as homosexyands pr eadi ng r u mo r alegedsexualt e d
activities.

Employees who believe they have been subjected to sexual harassment are encouraged to file a complaint by contz
their immediate supervisor, administrator, or Title IX coordinator whassist them in the
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complaint process. Under no circumstances shall an employee be required to first report allegations of sexual haras:
to a school contact person if that person is the individual who is accused of the harassment. To theibddent poss
complaints will be treated in a confidential manner. Limited disclosure may be necessary in order to complete a thor
investigation.

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

Employees who knowingly fabricate allegations of sexual harassment shall be subject to disciplinary action up to ant
including termination.

Individuals who withhold information, purposely provide inaccurate facts, or otherwise hinder an investigexioal of s
harassment shall be subject to disciplinary action up to and including termination.

Legal References:  Title IX of the Education Amendments of 1972, 20 USC 1681, et seq.
Title VII of the Civil Rights Act of 1964, 42 USC 20@0) et seq.
ACA 8§ 6151005 (b) (1)

Date Adopted:
Last Revised: May 10, 2011



8.210 CLASSIFIED PERSONNEL SUPERVISION OF STUDENTS

All District personnel are expected to conscientiously execute their responsibilities to promote the health, safety, and
welfar e of the Districtds students under their care.
ensuring adequate supervision of students throughout the school day and at extracurricular activities.

Date Adopted:
Last Revised
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8.2 CLASSIFIED PERSONNEL COMPUTER USE POLICY

TheJaspeBchool District provides computers and/or computer Internet access for many employees to assist employ
in performing work related tasks. Employees are adtisgdhey enjoyo expectation of privacyin any aspect of their
computer use, including email, and that under Arkansas law both email and computer use records maintained by the
district are subject to disclosure under the Freedom of Informatio@@wequently, no employee or studeskated
reprimands or other disciplinary communications should be made through email.

Passwords or security procedures are to be used as assigned, and confidentiality of student records is to be maintai
all times. Enployees must not disable or bypass security procedures, compromise, attempt to compromise, or defeat
di strictdéds technology network security, alter dat
students, or grant students asc® any computer not designated for student use. It is the policy of this school district tc
equip each computer with Internet filtering software designed to prevent users from accessing material that is harmft
minors. The designated District Techogy Administrator or designee may authorize the disabling of the filter to enable
access by an adult for a bona fide research or other lawful purpose.

Employees who misuse distrmvned computers in any way, including excessive personal use, usingersrfguut
personal use during work or instructional time, using computers to violate any other policy, knowingly or negligently
allowing unauthorized access, or using the computers to access or create sexually explicit or pornographic text or gr
will face disciplinary action, up to and including termination orneoieval of the employment contract.

Note: This policy is similar to Policy 3.28. If you change this policy, review 3.28 at the same time to ensure applicab
consistency between the two.

Legal References: Chi | drends I ntern®4 Protection Act; PL 1
20 USC 6777
47 USC 254(h)
A.CA. §621-107
A.CA.§621-111

Date Adopted:
Last Revised:



8.22F0 CLASSIFIED PERSONNEL INTERNET U SE AGREEMENT

Name (Please Print)

School

Date

The Jaspgc hool District agrees to allow t he e mpdogyyoe e
access the Internet under the following terms and conditions:

1.Conditional Priviege The Empl

0
Empl oyeeb6s abiding b

yeebds use of the districtds a
y this agreement.

2.Acceptable UseTheEnp| oyee agrees that in using the Distric
laws and regulations. Internet access is provided as an aid to employees to enable them to better perform their job
responsibilities. Under no circumstansee al | an Empl oyeeds use of the Di s
from, the performance of his/her joiated duties.

3. Penalties for Improper Usk the Employee violates this agreement and misuses the Internet, the Employee shall b

subject to disciplinary action wpand including termination.

A

4AMi suse of the Districtbébs access to: the I nternet

a.

b.

S@ "o e

— —

5375

©

LT

using the Internet for any activities deemed lewd, obscene, vulgar, or pornogradphitegisby prevailing
community standards;

using abusive or profane language in private messages on the system; or using the system to harass, insult,
verbally attack others;

posting anonymous messages on the system;

using encryption software;

wastefuluse of limited resources provided by the school including paper;

causing congestion of the network through lengthy downloads of files;

vandalizing data of another user;

obtaining or sending information which could be used to make destructive devicesguiat, aveapons, bombs,
explosives, or fireworks;

gaining or attempting to gain unauthorized access to resources or files;

identifying oneself with another personés name
without proper authorizatn;

using the network for financial or commercial gain without district permission;

theft or vandalism of data, equipment, or intellectual property;

. invading the privacy of individuals;

using the Internet for any illegal activity, including computer hacimd copyright or intellectual property law
violations;

introducing a virus to, or otherwise improperly tampering with, the system;

degrading or disrupting equipment or system performance;

creating a web page or associating a web page with the schadwbalrdistrict without proper authorization;
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r. attempting to gain access or gaining access to student records, grades, or files of students not under their
jurisdiction;

S. providing access to the Districtds Internet Ac

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

u. making unauthorized copies of computer software.

v. personal use of compueduring instructional time.

5.Liabilityfordebts St aff shall be |iable for any and all c
or the Internet including penalties for copyright violations.

6.No Expectation of Privackh e Empl oyee signing bel ow agrees that
he/she waives any right to privacy the Employee may have for such use. The Employee agrees that the district may
monitor the Empl oy e etlAscessanckmapdso exdmae aldsysem adtviids thesEmployee e
participates in, including but not limited tev&il, voice, and video transmissions, to ensure proper use of the system.

7. Signature The Employee, who has signed below, has read tieisragnt and agrees to be bound by its terms and
conditions.

Empl oyeebs Signature:

Date Adopted:
Last Revised: May 10, 2011
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8.23 CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE*

The Family and Medical leave AENILA) leave offers job protection for what might otherwise be considered excessiv
absences. Employees need to carefully comply with this policy to ensure they do not lose FMLA protection due to
inaction or failure to mvide the District with needed informatidrhe FMLA provides up to 12 work weeks (or in some
cases 26 weeks) of jgivotected leave to eligible employees with absences that qualify under the Ailé\an

employee can request FMLA leave and has a dirfaion the District as provided in this policy of foreseeable absences
that may qualify for FMLA | eave, it is the Distri
nonFMLA. FMLA leave is unpaid, except to the extent that [eade applies to any given absence as governed by the
FMLA and this policy.

SECTION ONE
Definitions:

Eligible Employee: is an employee who has been employed by the District for at least twelve (12) months and for 12
hours of service during the twel{@&2) month period immediately preceding the commencement of the leave.

FMLA: is the Family and Medical Leave Act

Health Care Provider: is a doctor of medicine or osteopathy who is authorized to practice medicine or surgery (as
appropriate) by the statewhich the doctor practices. It also includes any other person determined by the U.S. Secret:
of Labor to be capable of providing health care services.

Instructional Employee: is an employee whose principal function is to teach and instruct stadeats, a small group,

or an individual setting and includes athletic coaches, driving instructors, preschool teachers, and special education
assistants such as signers for the hearing impaired. The term does not include, and the spaaigldoldéise taking of
leave near the end of a semedtenot apply to, teacher assistants or aides who do not have as their principal job actua
teaching or instructing, nor does it include administrators, counselors, librarians, psychologists, or cepémidlists.

Intermittent leave: is FMLA leave taken in separate blocks of time due to a single qualifying reason. A reduced leave

schedule is a |l eave schedule that reduces an empl
workdayA reduced | eave schedule is a change i n f#rhee e
to parttime.

Next of Kin: used in respect to an individual, means the nearest blood relative of that individual.

Parent: is the biological gant of an employee or an individual who stood in loco parentis to an employee when the
empl oyee was a son or a daughtewr 06 This term does

Serious Health Condition: is an injury, illness, impairment, or physical or mentélaotitht involves inpatient care in a
hospital, hospice, or residential medical facility or continuing treatment by a health care provider.
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Son or daughter, for numbers 1, 2, or 3 below: is a biological, adopted, or foster child, a stepchilsaedlegah child

of a person standing in |l oco parenti s, wiaebecauseoi t
a mental or physical disabilityo at the time that
Year: the twelve (12) month periofleligibility shall begin on July first of each schgelar.

Policy

The provisions of this policy are intended to be in line with the provisions of the FMLA. If any conflict(s) exist, the
Family and Medical Leave Act of 1993, as amended, shall govern

Leave Eligibility

The District will grant up to twelve (12) weeks of leave in a year in accordance with the BMamkended, to its eligible
employees for one or more of the following reasons:

1. Because of the birth of a son or daughter of the englaye in order to care for such son or daughter;
2. Because of the placement of a son or daughter with the employee for adoption or foster care;

3. To care for the spouse, son, daughter, or parent, of the employee, if such spouse, son, daughter, @ pareashas
health condition; and

4. Because of a serious health condition that makes the employee unable to perform the functions of the position o
employee.

5. Because of any qualifying exigency arising out of the fact that the spouse, son, dayggtent of the employee is
on covered active duty (or has been notified of an impending call or order to covered active duty) in the Armed
Forces. (See Section Two)

6. To care for a spouse, child, parent or next of kin who is a covered servicemembeendtisllness or injurySee
Section Two)

The entitlement to leave for reasons 1 and 2 listed above shall expire at the end of the twelve (12) month period beg
on the date of such birth or placement.

A husband and wife who are both eligible éypes employed by the District may not take more than a combined total
of 12 weeks of FMLA leave for reasons 1, 2, 3 and 5.

Provisions Applicable to both Sections One and Two

District Notice to Employees
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The District shall post, in conspicuousgasa in each school within the District where notices to employees and applican
for employment are customarily posted, a notice e
procedure for filing complaints with the Department ofdrab

Designation Notice to Employee

When an employee requests FMLA | eave or the Distr
FMLA, the District shall provide written notice within five (5) business days (absent extenuatingstaneces) to the
empl oyee of the Districtos det dftheremplayee is eligibleahe Districts / h
may request additional information from the employee and/or certification from a health care provider to Hékp make
applicabilitydetermination. After receiving sufficient information as requested, the District shall provide a written notict
within five (5) business days (absent extenuating circumstances) to the employee of whether the leave qualifies as F
leaveand will be so designated.

| f the circumstances for the | eave dondt change,
determination regarding the designation of FMLA leave within any applicable twelve (12) month period.

Concurrent Leave Under the FMLA

All FMLA leave is unpaid unless substituted by applicable accrued leave. The District requires employees to substitu
any applicable accrued leave (in the order of sick , personal, or vacation leave as may be applicable) éor@ny peri
FMLA leave.

Health Insurance Coverage

The District shall maintain coverage under any group health plan for the duration of FMLA leave the employee takes
the level and under the conditions coverage would have been provided if the employeérhatico active

employment with the District. Additionally, if the District makes a change to its health insurance benefits or plans that
apply to other employees, the employee on FMLA leave must be afforded the opportunity to access additional bene
and/or the same responsibility for changes to premiums. Any changes made to a group health plan which apply to o
District employees, must also apply to the employee on FMLA leave. The District will notify the employee on FMLA
leave of any opportunitiés change plans or benefits. The employee remains responsible for any portion of premium
payments customarily paid by the employee. When o
his/her portion of the cost of the group healthpl cover age to the districtds b
by payroll deduction.

The District has the right to pay an employeeds u

mai nt ai n t he e mp hisshgrécavé. The Digirict may eegoeer tite @mployeeajs share of any premium

payments missed by the employee for any FMLA leave period during which the District maintains health coverage fc
employee by paying the his/her share. Such recoverysimhbgé e by of f setting the emp
deductions or by other means against any monies owed the employee by the District.
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An employee who chooses to not continue group health plan coverage while on FMLA leave, is entitled tods reinste
on the same terms as prior to taking the leave, including family or dependent coverages, without any qualifying peric
physical examination, exclusion of gisting conditions, etc.

If an employee gives unequivocal notice of intent not to retwottk, or if the employment relationship would have
terminated if the employee had not taken FMLA | ea

If the employee fails to return from leave after the period of leave to which the eeplay entitled has expired, the
District may recover the premiums it paid to maintain health care coverage unless:

1. The employee fails to return to work due to the continuation, reoccurrence, or onset of a serious health condition
entitles the empigee to leave under reasons 3 or 4 listed above; and/or

2. Ot her circumstances exi st beyond the employeeds

Circumstances under nao |isted above shall be cer
empl oyeeobOrmstuntowokki | i ty to

Reporting Requirements During Leave

Unl ess circumstances exi st beyond the employeeos
FMLA leave of their current status and intent to return to work.

Return to Previous Position

An employee returning from FMLA leave is entitled to be returned to the same position the employee held when leay

commenced, or to an equivalent position with equivalent benefits, pay, and other terms and conditions of employme

equivalent position must involve the same or substantially similar duties and responsibilities, which must entail

substantially equivalent skill, effort, and authority.

The employeeds right to return to wisupkrsedery actionstakeo

by the District, such as conducting a RIF, which the employee would have been subject to had the employee not be

FMLA | eave at the time of the Districtds actions.
Provisions Applicable to Section One

Employee Notice tdDistrict

Foreseeable Leave:

When the need for leave is foreseeable for reasons 1 through 4 listed above, the employee shall provide the District

not less than 30 days' notice, before the date the leave is to begin, of the employee's inkdwtilgate for the specified
reason. An eligible employee who has no reasonable excuse for his/her failure to
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provide the District with timely advance notice of the need for FMLA leave may delay the FMLA coverage of such le:
until 30 days after the dathe employee provides notice.

If there is a lack of knowledge of approximately when the leave will be required to begin, a change in circumstances,
emergency, notice must be given as soon as practicable. As soon as practicable means a$quussietand
practical, taking into account all of the facts and circumstances in the individual case.

When the need for leave is for reasons 3 or 4 listed above, the eligible employee shall make a reasonable effort to st
the treatment so as notdisrupt unduly the operations of the District subject to the approval of the health care provider
the spouse, son, daughter, or parent of the employee.

If the need for FMLA leave is foreseeable less than 30 days in advance, the employee skiadl Digifyct as soon as
practicable. If the employee fails to notify as soon as practicable, the District may delay granting FMLA leave for the
number of days in advance that the employee should have provided notice and when the employee actuaily gave n

Unforeseeable Leave:

When the approximate timing of the need for leave is not foreseeable, an employee shall provide the District notice ¢
need for leave as soon as practicable given the facts and circumstances of the particular calsett@remmumioyee

shall notify the District within two (2) working days of learning of the need for leave, except in extraordinary
circumstances where such notice is not feasible. Notice may be provided in person, by telephone, telegraph, fax, or
electronic means. If the eligible employee fails to notify the District as required, unless the failure to comply is pustified
unusual circumstances, the FMLA leave may be delayed or denied.

Medical Certification

Second and Third Opinions: In any casesre the District has reason to doubt the validity of the initial certification
provided, the District may require, at its expense, the employee to obtain the opinion of a second health care provide
designated or approved by the employer. If the seconmboliffers from the first, the District may require, at its
expense, the employee to obtain a third opinion from a health care provider agreed upon by both the District and the
employee. The opinion of the third health care provider shall be condidaleahd be binding upon both the District and
the employee.

Recertification: The District may request, either orally or in writing, the employee obtain a recertification in connectior

with the empl oyeeds abs enc enthaadvertthirte(30edays linless ene @ soresok

the following circumstances apply;

a. The original certification is for a period greater than 30 days. In this situation, the District may require a recertifica
after the time of the original certifitan expires, but in any case, the District may require a recertification every six
(6) months.

b. The employee requests an extension of leave;

c. Circumstances described by the previous certification have changed significantly; and/or
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d. The district receivemformation that casts doubt upon the continuing validity of the certification.

The employee must provide the recertification in
No second or third opinion on recertification may be required.

TheDistrict may deny FMLA leave if an eligible employee fails to provide requested certification.

Substitution of Paid Leave
When an employeebs | eave has been designated as F
requireeemployees to substitute accrued sick, vacation, or personal leave for the period of FMLA leave.

To the extent the employee has accrued paid vacation or personal leave, any leave taken that qualifies for FMLA lec
reasons 1 or 2above shallbepaid ave and charged against the empl oy

Wor kers Compensation: FMLA | eave may run concurre
one that meets the criteria for a serious health condition. To the extent that vaori@essation benefits and FMLA
leave run concurrently, the employee will be charged for any paid leave accrued by the enfileyete necessary to
bring the total amount of combined income up to 100% of usual contracted daily ratdfaghpdyealtrcare provider
treating the employee for the workers compensatio
i's unable to return to the employeeds same ightdutg qu
job. 0 As a result, the employee may | ose his/ her
FMLA leave, the employee will be paid for the leave to the extent that the employee has accrued applicable leave.

Return to Work

| f the Districtds written designation determinat.i
reason 4 above stated that t-foreduenypl ccyeerda iwa wlad i hoanv
provider for theemployee to resume work, the employee must provide such certification prior to returning to work. Th
empl oyeebs failure to do so voids the Districtos
shall be terminated.

IftheDisti ct 6 s written designation determination that
reason 4 above stated that t-foreduenypl ccyeerda iwa wlad i hoanv
provider for the employee to resumerkandt he desi gnati on determination |
the employee must provide certification that the employee is able to perform those functions prior to returning to wor
The employeebds failutg to dersormrhhsshberjbohéabi e
obligation to reinstate the employee under the FMLA and the employee shall be terminated.

Failure to Return to Work:

In the event that an employee is unable or fails to returoowithin FMLA's leave timelines, the superintendent will
make a determination at that time regarding the d
inability of the employee to fulfill the responsibilities and requirementseaft¢ontract.



Intermittent or Reduced Schedule Leave

To the extent practicable, employees requesting intermittent or reduced schedule leave shall provide the District witt
less than 30 days' notice, before the date the leave is to begin, of ineefghtention to take leave.

Eligible employees may only take intermittent or reduced schedule leave for reasons 1 and 2 listed above if the Distr
agrees to permit such leave upon request of the employee. If the District agrees to permit antertgdeystermittent

or reduced schedule | eave for such reasons, the a
intermittent or reduced schedule leave. The employee may be transferred temporarily during the period of schedule
intermittent or reduced leave to an alternative position for which the employee is qualified and which better
accommodates recurring periods of leave than does the employee's regular position. The alternative position shall h
equivalent pay and bensfibut does not have to have equivalent duties.

Eligible employees may take intermittent or reduced schedule FMLA leave due to reasons 3 or 4 listed above when
medical need is best accommodated by such a schedule. The eligible employee shalas@ahaltereffort to schedule
the treatment so as not to disrupt unduly the operations of the employer, subject to the approval of the health care pt

When granting leave on an intermittent or reduced schedule for reasons 3 or 4 above thahlsdédvased on planned
medical treatment, the District may temporarily transfer eligible employees for the period of scheduled intermittent or
reduced leave to an alternative position for which the employee is qualified and which better accommodatgs recurri
periods of leave than does the employee's regular position. The alternative position shall have equivalent pay and be
but does not have to have equivalent duties. When the employee is able to retdimeviidrk, the employee shall be
placedn the same or equivalent job as he/she had when the leave began. The employee will not be required to take
FMLA leave than necessary to address the circumstances requiring the need for the leave.

Special Provisions relating to Instructional Employes as Defined in This Policy
The FMLA definition of "instructional employees” covers a small number of classified employees. Any classified
employee covered under the FMLA definition of an "instructional employee" and whose FMLA leave falls under Act
gpecial leave provisions relating to "instructional employees" shall be governed by the applicable portions of policy
3.33D LICENSED PERSONNEL FAMILY MEDICAL LEAVE.

SECTION TWO
FMLA LEAVE CONNECTED TO MILITARY SERVICE
Leave Eligibility
The FMLA provisionof military associated leave is in two categories. Each one has some of its own definitions and
stipulations. Therefore, they are dealt with separately in this Section of the policy. Definitions different than those in
Section One are included under tbgpective reason for leave. Definitions that are the same as in Section One are NO

repeated in this Section.

QUALIFYING EXIGENCY
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An eligible employee may take FMLA leafge any qualifying exigency arising out of the fact that the spouse, son,
daughteror parent of the employee is on covered active duty (or has been notified of an impending call or order to
covered active duty) in the Armed Fordesamples include issues involved with shatice deployment, military

events and related activitiesjldbare and school activities, the need for financial and legal arrangements, counseling,
and recuperation, pedeployment activities, and other activities as defined by federal regulations.

Definitions:

Covered active dutymeans
{ inthe case of member of aegular component of the Armed Forces, duty during deployment of the member
with the armed forces to a foreign country; and
Y inthe case of a member afeservecomponent of the Armed Forces, duty during deployment of the member
with the amed forces to a foreign country under a call to order to active duty under a provision of law referred
in section 101(a)(13)(B) of title 10, United States Code.

Son or daughter on active duty or call to active duty statusieans the employee's biolcgji adopted, or foster child,
stepchild, legal ward, or a child for whom the employee stood in loco parentis, who is on active duty or call to active ¢
status, and who is of any age.

Certification

The District may require the eligible employee taobtertification to help the district determine if the requested leave
gualifies for FMLA leave for the purposes of a qualifying exigency. The District may deny FMLA leave if an eligible
employee falils to provide requested certification.

Employee Noticeto District
Foreseeable Leave:

When the necessity for leave &ty qualifying exigencig foreseeable, whether because the spouse, son, daughter, or
parent of the employee is on covered active duty, or because of notification of an impendingieslt@icovered active
duty, the employee shall provide such notice to the District as is reasonable and practicable regardless of how far in
advance the leave is foreseeable. As soon as practicable means as soon as both possible and practicatdalimtg into
all of the facts and circumstances in the individual case.

Unforeseeable Leave:

When the approximate timing of the need for leave is not foreseeable, an employee shall provide the District notice
need for leave as soon as practicalvlergthe facts and circumstances of the particular case. Ordinarily, the employee
shall notify the District within two (2) working days of learning of the need for leave, except in extraordinary
circumstances where such notice is not feasible. Notice earptided in person, by telephone, telegraph, fax, or other
electronic means. If the eligible employee fails to notify the District as required unless the failure to comply ibyustified
unusual circumstances, the FMLA leave may be delayed or denied.

Substitution of Paid Leave



When an empl oyeeds | eave dnagsaliffingexigencgthe Bistrigt requires emplayses F
to substitute accrued vacation, or personal leave for the period of FMLA leave.

Intermittent or Reduced Schedué Leave

Eligible employees may take intermittent or reduced schedule leare/fqualifying exigencylhe employee shall
provide the district with as much notice as is practicable.

Special Provisions relating to Instructional Employees as Defined iniis Policy

The FMLA definition of "instructional employees” covers a small number of classified employees. Any classified
employee covered under the FMLA definition of an "instructional employee" and who's FMLA leave falls under Act's
special leave prasions relating to "instructional employees” shall be governed by the applicable portions of policy
3.3D LICENSED PERSONNEL FAMILY MEDICAL LEAVE.

SERIOUS ILLNESS

An eligible employee is eligible for leave to care for a spouse, child, parent or nexivbbks a covered servicemember
with a serious illness or injury under the following conditions and definitions.

Definitions:

Covered Service Member is

1. amember of the Armed Forces, including a member of the National Guard or Reserves, whoasginderg
medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporar
disability retired list, for a serious injury or iliness; or

2. aveteran who is undergoing medical treatment, recuperation, or therapseffimus injury or illness and who
was a member of the Armed Forces (including a member of the National Guard or Reserves) at any time dult
the period of five (5) years preceding the date on which the veteran undergoes that medical treatment,
recuperaon, or therapy.

Outpatient Status: used in respect to a covered service member, means the status of a member of the Armed Force
assigned to

A) a military medical treatment facility as an outpatient; or

B) a unit established for the purpose of providing camirand control of members of the Armed Forces receiving
medical care as outpatients.

Parent of a covered servicemember: is a covered s
any other individual who stood inlocoparsntit o t he covered servicemember.
| aw. O

Serious Injury or lliness:
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(A) in the case of a member of the Armed Forces, including the National Guard or Reserves, it means an injury ¢
illness incurred by the member in tiveelof duty on active duty in the Armed Forces (or existed before the
beginning of the memberdés active duty and was
Forces) and that may render the member medically unfit to perform thesdutio f t he me mber 6.
or rating and

(B) in the case of a veteran who was a member of the Armed Forces, including a member of the National Guard
Reserves, at any time during a period as a covered service member defined in this palicy,atepalifying (as
defined by the U.S. Secretary of Labor) injury or iliness that was incurred by the member in the line of duty or
active duty in the Armed Forces (or existed be
by servicean the line of duty on active duty in the Armed Forces) and that manifested itself before or after the
member became a veteran.

Son or daughter of a covered servicemember means a covered servicemember's biological, adopted, or foster child
stepchild, lgal ward, or a child for whom the covered servicemember stood in loco parentis, and who is of any age.

Year: for leave to care for the serious injury or illness of a covered service member, the twelve (12) month period be:
on the first day the eligiblemployee takes FMLA leave to care for a covered servicemember and ends 12 months afte
that date.

An eligible employee who is the spouse, son, daughter, parent, or next of &ovefed service membeshall be

entitled to a total of 26 weeks of leal@ring one 1znonth period to care for the service member who has a serious
injury or iliness as defined in this policy. An eligible employee who cares for such a covered service member continu
be limited for reasons 1 through 4 in Section Ond@rahy qualifying exigencio a total of 12 weeks of leave during a
year as defined in this policy. For example, an eligible employee who cares for such a covered service member for 1
weeks during a 12 month period could only take a total of 10 weeks$ans 1 through 4 in Section One fanény
gualifying exigencyAn eligible employee may not take more than 12 weeks of FMLA leave for reasons 1 through 4 ir
Section One anfbr any qualifying exigenckegardless of how little leave the eligible emptogeay take to care for a
spouse, child, parent or next of kin who is a covered servicemember with a serious illness or injury.

If husband and wife are both eligible employees employed by the District, the husband and wife are entitled to a comn
total of 26 weeks of leave during one-ifdonth period to care for their spouse, son, daughter, parent, or next of kin who
acovered service membewith a serious injury or illness as defined in this policy. A husband and wife who care for su
a covered seree member continues to be limited to a combined total of 12

weeks FMLA leave for reasons 1 through 3 in Section On&aady qualifying exigencgluring a year as defined in

this policy. For example, a husband and wife who are both eligible emplogesba@care for such

a covered service member for 16 weeks during a 12 month period could only take a combined total of 10 weeks for
reasons 1 through 3 in Section Onefandny qualifying exigency

Medical Certification

The District may requirethée gi bl e empl oyee to obtain certificati
condition to help the District determine if the requested leave qualifies for FMLA leave. The District may deny FMLA
leave if an eligible employee fails to provide resped certification.

Employee Notice to District
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Foreseeable Leave:

When the need for leave to care for a spouse, child, parent or next of kin who is a covered servicemember with a se
illness or injury is clearly foreseeable at least 30 days/aae, the employee shall provide the District with not less than
30 days' notice before the date the leave is to begin of the employee's intention to take leave for the specified reasor
eligible employee who has no reasonable excuse for his/heg failrovide the District with timely advance notice of

the need for FMLA leave may delay the FMLA coverage of such leave until 30 days after the date the employee pro
notice.

If the need for FMLA leave is foreseeable less than 30 days in advaesygloyee shall notify the District as soon as
practicable. If the employee fails to notify as soon as practicable, the District may delay granting FMLA leave for the
length of time that the employee should have provided notice and when the emplojfggactuactice.

When the need for leave is to care for a spouse, child, parent or next of kin who is a covered servicemember with a
illness or injury, the employee shall make a reasonable effort to schedule the treatment so as not tdulistiipt un
operations of the district subject to the approval of the health care provider of the spouse, son, daughter, or parent of
employee.

Unforeseeable Leave:

When the approximate timing of the need for leave is not foreseeable, an emplbpeevatiaithe District notice of the
need for leave as soon as practicable given the facts and circumstances of the particular case. Ordinarily, the emplo
shall notify the District within two (2) working days of learning of the need for leave, exestaiardinary

circumstances where such notice is not feasible. Notice may be provided in person, by telephone, telegraph, fax, or
electronic means. If the eligible employee fails to notify the District as required unless the failure to contifiydibjus
unusual circumstances, the FMLA leave may be delayed or denied.

Substitution of Paid Leave

When an employeeds | eave has been designated as F
covered servicemember with aigaes illness or injury, the District requires employees to substitute accrued sick,
vacation, or personal leave for the period of FMLA leave.

Intermittent or Reduced Schedule Leave

To the extent practicable, employees requesting intermittent or restineetlle leave to care for a spouse, child, parent
or next of kin who is a covered servicemember with a serious illness or injury shall provide the District with not less tt
30 days' notice, before the date the leave is to begin, of the employe&sitidake leave.

Eligible employees may take intermittent or reduced schedule FMLA leave to care for a spouse, child, parent or next
kin who is a covered servicemember with a serious illness or injury when the medical need is best accommaifated b
a schedule. The eligible employee shall make a reasonable effort to schedule the treatment so as not to disrupt undi
operations of the employer, subject to the approval of the health care provider.
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When granting leave on an intermittent or redlschedule to care for a spouse, child, parent or next of kin who is a
covered servicemember with a serious iliness or injury that is foreseeable based on planned medical treatment, the |
may temporarily transfer eligible employees for the periadizeduled intermittent or reduced leave to an alternative
position for which the employee is qualified and which better accommodates recurring periods of leave than does th
employee's regular position. The alternative position shall have equivalanicdagnefits but does not have to have
equivalent duties. When the employee is able to return-tinhallwork, the employee shall be placed in the same or
equivalent job as he/she had when the leave began.

Special Provisions relating to Instructional Enployees (as defined in this policy)

The FMLA definition of "instructional employees” covers a small number of classified employees. Any classified
employee covered under the FMLA definition of an "instructional employee" and whose FMLA leave falfsctiader
special leave provisions relating to "instructional employees" shall be governed by the applicable portions of policy
3.3D LICENSED PERSONNEL FAMILY MEDICAL LEAVE.

Notes: This policy is similar to Policy 3.32. If you change this policy, revid2 at the same time to ensure applicable
consistency between the two.

Determining whether an absence qualifies as FMLA leavBISERICT r esponsi bi I ity an
Whil e much of the statutesodo | dAlgaveatieemploywdhd® s t o
mandatoryesponsibility for initiating the exchange of information that might relate his/her absence to that of tt
FMLA. The District has the right and the duty
to make a determination. The employee has the responsibility and duty to respond to questions asked in an ¢
for the District to make the initial determination. Any issue of medical certification to be provided by the
employee is secondary to thatrdbrmal questioning to determine whether the absence does in fact, fall under
the FMLA umbrella. The

District must fulfill its responsibility for the posting of employee FMLA notice requirements to make those
requirements enforceable. This is done thingoosting the notices available at the link in footnot&MB by the
empl oyeeds receipt of this policy in the emplo

Cross Reference: 5CLASSIFIED EMPLOYEES SICH EAVE

Legal References: 29 USC 88 2601 et seq.
29 CFR part 825

Date Adopted:
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Last Revised: June 11, 2012
May 9, 2013

* All school districts are covered under the Family and Medical Leave Act and are required to keep certain payroll ar
employee identification records and post pertinent notices regarding FMlt&\danployees. Employees, however, are
only eligible for FMLA benefits if the district has 50 or more employees withinmail#&s adi us of t he d
Your district may choose to offer FMLA benefits to your employees even though they aramoaligeligible. If your
district has less than 50 employees and chooses not to offer FMLA benefits, the following policy serves to inform yot
employees of why FMLA benefits do not apply to them and could help to avoid possible confusion resultivey from
posting of FMLA notices.
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826 SCHOOL BUS DUSEORECEID BHONES

Any driver of a motor vehicle which is privately owned and operated for compensation, or which is owned, leased or
otherwise operated by, or for the benefit of the District, ampdgsated for the transportation of children to or from school
or school sponsored activity shall not operate a cell phone unless the vehicle is safely off the road with the parking b
engaged.

Legal Reference A.C.A. 86i19-120
ADE Rules and Regations Governing Mobile Phone Usage by School Bus Drivers

Date Adopted:
Last Revised:
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8.25 CLASSIFIED PERSONNEL CELL PHONE USE

Use of cell phones or other electronic communication devices by employees during theiledesopkatimefor other
than District approved purpossestrictly forbidden unless specifically approved in advance by the superintendent,
building principal, or their designees.

District staff shall not be given cell phones or computers for any ugtiesr than their specific use associated with
school business. School employees who use a school issued callgpiadmecomputers for nesthool purposes, except
as permitted by District policy, shall be subject to discipline, up to and includingagom School employees who are

i ssued District cell phones due to the requiremen
basis provided it is not during designated work time.

All employees are forbidden from using sdhssued cell phones while driving any vehicle at any time. Violation may
result in disciplinary action up to and including termination.

Notes: This policy is similar to Policy 3.34. If you change this policy, review 3.34 at the same time to enstablappli

consistency between the two.

Cross References: 4.4 POSSESSION AND USE OF CELL PHONES, BEEPERS, ETC.
7.148 USE OF DISTRICT CELL PHONES AND COMPUTERS

Legal Reference: IRS Publication 15 B

Date Adopted:
Last Revised: June 11, 2012
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8.260 CLASSIFIED PERSONNEL RESPONSIBILITIES GOVERNING BULLYING

School employees who have witnessed, or are reliably informed that, a student has been a victim of bullying as defir
this policy, including a single action which if allowed to continaeilel constitute bullying, shall report the incident(s) to
the principal. The principal or his/her designee shall be responsible for investigating the incident(s) to determine if
disciplinary action is warranted.

The person or persons reporting behaviey tonsider to be bullying shall not be subject to retaliation or reprisal in any
form.

District staff are required t ebulingpoficyaadshalbreceive the traimng e
necessary to comply withthispolidyh e di stri ct s definition of bullyi
person are to be held accountable for their actions whether they occur on school equipment or property; off school
property at a schosjponsored or scheapproved funatin, activity, or event; or going to or from school or a school
activity. Students are encouraged to report behavior they consider to be bullying, including a single action which if
allowed to continue would constitute bullying, to their teacher or thdifayibrincipal. The report may be made
anonymously.

A school principal or his or her designee who receives a credible report or complaint of bullying shall promptly invest
the complaint or report and make a record of the investigation and anyacatioas a result of the investigation.

Definitions:

Attribute means an actual or perceived personal characteristic including without limitation race, color, religion, ances
national origin, socioeconomic status, academic status, disability, ggetier identity, physical appearance, health
condition, or sexual orientation;

Bullying means the intentional harassment, intimidation, humiliation, ridicule, defamation, or threat or incitement of
violence by a student against another student or pahlimsemployee by a written, verbal, electronic, or physical act tha
causes amay address an attribute of the other student, public school employee, or person with whom the other stude
public school employee is associated and that causes or astaéksr reasonably foreseeable

1 Physical harm to a public school employee or student or damage to the public school employee's or student'
property;

1 Substantial interference with a student's education or with a public school employee's role angducati

1 A hostile educational environment for one (1) or more students or public school employees due to the severit
persistence, or pervasiveness of the act; or

1 Substantial disruption of the orderly operation of the school or educational environment;
Electronic act means without limitation a communication or image transmitted by means of an electronic device,

including withoutimitation a telephone, wireless phone or other wireless communications device, computer, or pager
results in the substantidisruption of the orderly operation of the school or educational environment.



Electronic acts of bullying are prohibited whether or not the electronic act originated on school property or with schoc
equipment, if the electronic act is directed speifi@at students or school personnel and maliciously intended for the
purpose of disrupting school, and has a high likelihood of succeeding in that purpose;

Harassmentmeans a pattern of unwelcome verbal or physical conduct relating to another perstitisaally or
statutorily protected status that causes, or reasonably should be expected to cause, substantial interference svith the
performance in the school environment; and

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

T
T

Necessary cessation of instruction or educational activities;

Inability of students or educational staff to focus on learning or function as an educational unit because of a h:
environment;

Sevee or repetitive disciplinary measures are needed in the classroom or during educational activities; or

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

Examples of "Bullying" majnclude but are not limited to a pattern of behavior involving one or more of the following:

1.

2.

3.

4.

8.

9.

10.

11.

12.

Sarcasticomments compl i ment s" about an o otrlactual or perceneceatiribuies p
Pointed questions intended to embarrass or laiejili

Mocking, taunting or belittling,

Nonver bal threats and/or intimidation such as #ff
Demeaning humor rel ati ng tactualarpsrdeived a&tnibtifess r ace, ¢
Blackmail, extortion, demands fprotection money or other involuntary donations or loans,

Blocking access to school property or facilities,

Deliberate physical contact or injury to person or property,

Stealing or hiding books or belongings, and/or

Threats of harm to student(s), pessions, or others.

Sexual harassment, as governed by policy 8.20, is also a form of bullying,

Teasing or namealling based on the belief or perception that an individual is not conforming to expected gende
roles.
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Notes Act907 of 2011 requiresa per sonnel to receive training rel
policies.

This policy is similar to Policy 3.38. If you change this policy, review 3.38 at the same time to ensure applicable
consistency between the two.

LegalReference: A.CA. §618514

Date Adopted:
Last Revised: May 10, 2011June 9, 201May 9, 2013



8.270 CLASSIFIED PERSONNEL LEAVE 6 INJURY FROM ASSAULT

Any staff member who, while in the course of their employment, is injured by an assault aotethtaet; while

intervening in a student fight; while restraining a student; or while protecting a student from harm, shall be graaeted a
of absence for up to one (1) year from the date of the injury, with full pay.

Aleave of absence grantedundeni s pol i cy shall not be charged to
In order to obtain leave under this policy, the staff member must present documentation of the injury from a physicia
with an estimate for time of recovery sufficient to enable thiersahber to return to work, and written statements from

witnesses (or other documentation as appropriate to a given incident) to prove that the incident occurred in the cours
the staff member s empl oyment.

Legal Reference: A.C.A. §617-1308

Date Adopted:
Last Revised:
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8.28 DRUG FREE WORKPLACE - CLASSIFIED PERSONNEL

The conduct of district staff plays a vital role in the social and behavioral development of our students. It is equally
important that the staff have a sdfealthful, and professional environment in which to work. To help promote both
interests, the district shall have a drug free wo
prohibited from the unlawful manufacture, distribnf dispensation, possession, or use of controlled substances, illegal
drugs, inhalants, alcohol, as well as inappropriate or illegal use of prescription drugs. Such actions are prohibited bot
while at work or in the performance of official duties wiiedistrict property; violations of this policy will subject the
employee to discipline, up to and including termination.

To help promote a drug free workplace, the district shall establish-freeLayvareness program to inform employees
about the daregs of drug abuse in the workplace, the district's policy of maintaining-&eleugorkplace, any available
drug counseling, rehabilitation, and employee assistance abuse programs, and the penalties that may be imposed u
employees for drug abuse vimas. (Insert substance abuse resources here.)

Should any employee be found to have been under the influence of, or in illegal possession of, any illegal drug or
controlled substance, whether or not engaged in any school orsathteal activity, anthe behavior of the employee, if
under the influence, is such that it is inappropriate for a school employee in the opinion of the superintendent, the
employee may be subject to discipline, up to and including termination. This policy also appliesimhogees who
are under the influence of alcohol while on campus or at sshonkored functions, including athletic events.

An employee living on campus or on school owned property is permitted to possess alcohol in his/her residence. Th
employee is bund by the restrictions stated in this policy while at work or performing his/her officia. dutie

Possession, use or distribution of drug paraphernalia by any employee, whether or not engaged in scherlatesthool

activities, may subjecttheemple e t o di sci pline, up to and includin
area subject to the employeebs control will be <co
person.

It shall not be necessary for angayee to test at a level demonstrating intoxication by any substance in order to be
subject to the terms of this policy. Any physical manifestation of being under the influence of a substance may subje
employee to the terms of this policy. Thosgsgtal manifestations include, but are not limited to: unsteadiness; slurred
speech; dilated or constricted pupils; incoherent and/or irrational speech; or the presence of an odor associated with
prohibited substance on oneb6s breath or clothing.

Shouldan employee desire to provide the District with the results of a blood, breath or urine analysis, such results wil
taken into account by the District only if the sample is provided within a time range that could provide meaningful res
and only bya testing agency chosen or approved by the District. The District shall not request that the employee be t
and the expense for such voluntary testing shall be borne by the employee.

Any employee who is charged with a violation of any state erdéthw relating to the possession, use or distribution of
illegal drugs, other controlled substances or alcohoal, or of drug paraphernalia, must notify his immediate supervisor v
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five (5) week days (i.e., Monday through Friday, inclusive, excludhdays) of being so charged. The supervisor who
is notified of such a charge shall notify the Superintendent immediately.

If the supervisor is not available to the employee, the employee shall notify the Superintendent within the five (5) day
period.

Any employee so charged is subject to discipline, up to and including termination. However, the failure of an employ
notify his supervisor or the Superintendent of having been so charged shall result in that employee being recommen
for termindion by the Superintendent.

Any employee convicted of any criminal drug statute violation for an offense that occurred while at work or in the
performance of official duties while off district property shall report the conviction within 5 calendaw tagy/s t
superintendent. Within 10 days of receiving such notification, whether from the employee or any other source, the di
shall notify federal granting agencies from which it receives funds of the conviction. Compliance with these requirem
and pohibitions is mandatory and is a condition of employment.

Any employee convicted of any state or federal law relating to the possession, use or distribution of illegal drugs, oth
controlled substances, or of drug paraphernalia, shall be recommartdediftation.

Any empl oyee who must take prescription medicatio
by the prescription medication such that he cannot properly perform his duties shall not report for duty. Any employe
whoreports for duty and is so impaired, as determined by his supervisor, will be sent home. The employee shall be ¢
sick leave, if owed any. The District or employee will provide transportation for the employee, and the employee ma
leave campus wiai operating any vehicle. It is the responsibility of the employee to contact his physician in order to
adjust the medication, if possible, so that the employee may return to his job unimpaired. Should the employee attet
return to work while impaigtby prescription medications, for which the employee has a prescription, he will, again, be
sent home and given sick leave, if owed glyould the employee attempt to return to work while impaired by
prescription medication a third time the employee b@agubject to discipline, up to and including a recommendation of
termination.

Any employee who possesses, uses, distributes or is under the influence of a prescription medication obtained by a
other than his own current prescription shall beédceas though he was in possession, possession with intent to deliver,
under the influence, etc. of an illegal substance. An illegal drug or other substance is one which is (a) not legally
obtainable; or (b) one which is legally obtainable, but whistblean obtained illegally. The District may require an
employee to provide proof from his physician and/or pharmacist that the employee is lawfully able to receive such
medication. Failure to provide such proof, to the satisfaction of the Superintemaerésult in discipline, up to and
including a recommendation of termination.

Notes: This policy addresses the requirement for Safe and Drug Free Schools which is required for your district to be
eligible to receivany federal grants. It is requirddat all employees receive a copy of the policy and be advised
of the contents and requirements of the policy. In addition to publishing a policy statement, the statutes requi
employers to establish a drfrge awareness program to educate
employees ahd the dangers of drug abuse as well as about the specifics of their policy. The statute does not
specify a particular format for the awareness program, although it does state that the education effort must b
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ongoing and not just a ofiene event. For astance in constructing a drug awareness program the Department
Labor has the following web site:
http:/AMww.dol.gov/asp/programs/drugs/workingpartners/mégérmiaterials.asp

This policy is similar to Policy 3.31. If you change this policy, review 3.31 at the same time to ensure consiste
between the two.

Legal References: 41 USC § 702, 703, and 706

Date Adopted:
Last Revised:
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8.28F0 DRUG FREE WORKPLACE POLICY ACKNOWLEDGEMENT

CERTIFICATION

|, hereby certify that | have been presentetl itopy othe Jaspedd i s t r i -feeé vdoskpladerpaliay, that | have read
the statement, and that | will abide by its termsaméition of my employment with District.

Signature

Date
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8.2% CLASSIFIED PERSONNEL VIDEO SURVEILLANCE AND OTHER M ONITORING

The Boardf Directorshas a responsibility to maintain discipline, protect the safety, security, and welfare of its student
staff, and visitors while at the same time safeguarding district facilities, vehicles, and equipment. As part ofHigfilling t
responsibility, the bad authorizes the use of video/audio surveillance cameras, automatic identification, data compila
devices, and technology capable of tracking the physical location of district equipment, students, and/or personnel.

The placement of video/audio sutiagice cameras shall be based on the presumption and belief that students, staff ar
visitors have no reasonable expectation of privacy anywhere on or near school property, facilities, vehicles, or equipt
with the exception of places such as rest rommasessing areas where an expectation of bodily privacy is reasonable ar
customary.

Signs shall be posted on district property and in or on district vehicles to notify students, staff, and visitors that video
cameras may be in use. Violations of stipeosonnel policies or laws caught by the cameras and other technologies
authorized in this policy may result in disciplinary action.

The district shall retain copies of video recordings until they are erased which may be accomplished by ather deleti
copying over with a new recording.

Videos, automatic identification, or data compilations containing evidence of a violation of district personnel policies
and/or state or federal law shall be retained until the issue of the misconduct is reulojegeto review or appeal as
determined by board policy or staff handbcaky release or viewing of such records shall be in accordance with curren
law.

Staff who vandalize, damage, defeat, disable, or render inoperable (temporarily or pernsanagitighce cameras and
equipment, automatic identification, or data compilation devices shall be subject to appropriate disciplinary action an
referral to appropriate law enforcement authorities.

Video recordings and automatic identificatonordatapa | ati on records may become
personnel record.

Note: This policy is similar to policies 4.48 and 3.41. If you change this policy, review 4.48 and 3.41 at the same tim
ensure applicable consistency between the policies.

Date Adopted:
Last Revised: May 10, 2011
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8.30--CLASSIFIED PERSONNEL REDUCTION IN FORCE

The School Board acknowledges its authority to conduct a reduction in force (RIF) when a decrease in
enrollment or other reason(s) make such a reduction negessdesirable. A RIF will be conducted when the
need for a reduction in the work force exceeds the normal rate of attrition for that portion of the staff that is il
excess of the needs of the district as determined by the superintendent.

In effecting areduction in force, the primary goals of the school district shall be: what is in the best interests ¢
the students; to maintain accreditation in compliance with the Standards of Accreditation for Arkansas Publi
Schools and/or the North Central Assaoiat and the needs of the district. A reduction in force will be
implemented when the superintendent determines it is advisable to do so and shall be effected through non
renewal, termination, or both. Any reduction in force will be conducted by evaldhéngeeds and lorgnd
shortterm goals of the school district in relation to the staffing of the district.

If a reduction in force becomes necessary, the RIF shall be conducted separately for each occupational cats
of classified personnel idenéfid wi t hin the district on the basis
employee within each occupational category with the least years of experiencensitttemewedirst. The
employee with the most years of employment in the district as comjgaogtger employees in the same
category shall baonrenewedast. In the event that employees within a given occupationagagtbave the

same length of service to the district the one with the earlier hire date, based on date of board action, will
prevail.

When the District is conducting a RIF, all potentially affeatkedsified employees shall receive a listing of the
personnel within their category with corresponding total of years of seliecec h e mp| oyeebs |
shall be ranked whiin the category in which he/she has been assigned within the last two years, including the
current year. I n the event that an employeebs as
year, separate point totals shall be developeddcin eategory of assignment. &lassifiedemployees shall
receive a listing of the personnel within their category wititrespondingotals ofyears of serviceUpon

receipt of the list, each employee has ten (10) working days within which to appaahbrsotal years of
serviceto the superintendent whose decision shall be figxicept for changes made pursuant to the appeals
process, no changes wil |l be made to the | ist the

Total yearof service to the district shall include roantinuous years of service; in other words, an employee
who left the district and returned later will have the total years of service counted, from all periods of
employment. Less than a semester in any canyesr does not count as a year of service. Length of service in
alicensedposition shall not count for the purpose of length of service &taissifiedposition. There is no right

or implied right for any empl o\eeThis dpeazificillp doesmai allowa
licensed employee who might wish to assume a classified position to displace a classified employee.

In the event the district is involved in an annexation or consolidation, employees from all the districts involve
will be ranked according to years of service. A year of employment at an annexed or consolidated district wi
be counted the same as a year at the receiving or resulting district. No credit for years of service will be give
other public or private schols, or for higher education or Educational Service Cooperative employment.
Pursuant to any reduction in force brought about by consolidation or annexation and as a part of it, the salal
of all employees will be brought into compliance, by apartlaiR i f necessary, with
salary schedule and further adjustments made if length of contract or job assignments change.
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If an employee is nerenewed under this policy, he or she shall be offered an opportunity to fill a vacancy for
which he or she is qualified farperiod of up to two (2) years with the starting date of the two (2) year period
being the date of board action on the nenewal recommendatiomhe nonrenewed employee shall be

eligible to berecalled for a period ofito (2) years in reverse order of then renewato any position for which

he or she is qualifiedNo right of recall shall exist for nerenewal from a stipend, or n@anewal or reduction

of a stipend, or noerenewal to reduce contract lengtNotice ofvacancies to nerenewed employees shall be
by first classmail to all employees reasonably believed to be both qualified for and subject to rehire for a
particular positiorand they shall have 10 working days from the date that the notificattoailedin which to
conditionallyacceptor rejectthe offer of a positiomvith the actual offer going to the qualified employee with
the most years of service who responds within the 10 day time pArladk of response or a noanewed
empl oy e edf anoffemfapesiidor an empl oyeeds acceptance of
employment contract within two business days of the contract being presented to the estalt el the

di stri ct 6 gehicethdnongeaewedemployee amb further rights to be rehired shall exist

SECTION TWO

The employees of any school district which annexes to, or consolidates witsghBistrict will be subject to

dismissal or retention at the discretion of the school board, on the recomomenidhe superintendent, solely on the
basis of need for such employees on the part GegeDistrict, if any, at the time of the annexation or consolidation, or
within ninety (90) days after the effective date of the annexation or consolidatomedthfor any employee of the
annexed or consolidated school district shall be determined solely by the superintendent and school hizespleof the
District.

Such employees will not be considered as having any seniority witldiaspeDistrict and nay not claim an entitlement
under a reduction in force to any position held BgspeDistrict employee prior to, or at the time of, or prior to the
expiration of ninety (90) days after the consolidation or annexation, if the notification provisionsaahalertaken by
the superintendent.

The superintendent shall mail or have hdalivered the notification to such employee of his intention to recommend
nonrenewal or termination pursuant to a reduction in force within ninety (90) days of the effatgioéthe annexation

or consolidation in order to effect the provisions of this section deeD i s t r i c t-idferce palicg. LArytsLcto n
employees who are n@anewed or terminated pursuant to Section Two are not subject to recall. Aeyrglcyees

shall be paid at the rate for each person on the appropriate level on the salary schedule of the annexed or consolida
district during those ninety (90) days and/or through the completion of the rediaidbare process.

This subsectionf the reductionan-force policy shall not be interpreted to provide that the superintendent must wait nine
(90) days from the effective date of the annexation or consolidation in order to issue notification of his intention to
recommend dismissal thrdugeductioAn-force, but merely that the superintendent has that period of time in which to
issue notification so as to be able to invoke the provisions of this section.

The intention of this section is to ensure that tdaspeDistrict employees winare employed prior to the annexation or
consolidation shall not be displaced by employees of the annexed or consolidated district by application of the reduc
in-force policy.



Notes:*For example, if the di s angeiofsalaliesforanaihtemange erspiyees canging
from $8.50 an hour to $12.50 an hour, and one maintenance employee is$hdlifgn hour, the
superintendent, as part of the RIF, would send a letter of partial nonrenewal to the maintenance erogtayee t
the salary into compliance with the salary schedule.

Legal Reference: A.C.A. 8§ 617-2407

Legal Reference: A.C.A. o-87-2406
Date Adopted: June 23, 2005
Last Revised:June 11, 2012

May 9, 2013

Circumstances necessitating reductiom staff include, but are not limited to, financial difficulties,
declining enrollment, program revision, curtailment, or elimination.

Personnel who are eliminated from employment, unless terminated for reasons other the above, shall be
offered an opportunity to fill any vacancy that occurs within the next school year after elimination from
employment, providing they are qualified to fill the position.

The offer of a position for which they are qualified and the refusal of that offer shall end the Distritt
obligation to personnel who are eliminated form employment by this policy.

The process for determination of force reduction will include rankings according to yearsf@ervice,
evaluations and training.
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8.310 CLASSIFIED PERSONNEL TERMINATIO N AND NON-RENEWAL

For procedures relating to the termination andneoswal otlassifiedemployees, please refer to the Public School
Employee Fair Hearing Act A.C.A. 8-1701 through 1705. The Act specifically is not made a part of this policy by
thisreference.

A copy of the code is available in the office of tnagypal

Legal reference: A.CA. §617-2301

Date Adopted:
Last Revised:



8.3 CLASSIFIED PERSONNEL ASSIGNMENTS

The superintendent shall be respoesibl assigning and reassignaigssifiedoersonnel.

Date Adopted:
Last Revised:
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8.33 CLASSIFIED PERSONNEL SCHOOL CALENDAR

The superintendent shall present to the PPC a school calendar which the board hassaalpppdsal he

Superintendent, in developing the calendar, shall accept and consider recommendations from any staff member or
wishing to make calendar proposals. The PPC shall have the time prescribed by law and/or policy in which to make
sugyested changes before the board may vote to adopt the calendar.

The District shall not establish a school calendar that interferes with any ACTAAP scheduled testing that might jeope
or limit the valid testing and comparison of student learning.gains

The JaspeBchool District shall operate by the calermlaced at the end of this policy

Legal Reference A.CA. §617-2301
Arkansas Comprehensive Testing, Assessment, and Accountability Plan Rules

Date Adopted:
Last Revised: May 9, 213
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8.34 CLASSIFIED PERSONNEL WHO ARE MA NDATORY REPORTERS DUTY TO
REPORT CHILD ABUSE, MALTREATMENT OR NEGL ECT

It is the statutory duty aflassifiedschool district employeagho are mandatory reporters and who have reasonable
caused suspect child abuse or maltreatment to directly and personally report these suspicions to the Arkansas Child
Abuse Hotline, by calling-B00-4825964. Failure to report suspected child abuse, maltreatment or neglect by calling tf
Hotline can lead to aninal prosecution and individual civil liability of the person who has this duty. Notification of local
or state law enforcement does not satisfy the duty to report; only notification by means of the Child Abuse Hotline
discharges this duty.

The dutyto report suspected child abuse or maltreatment is a direct and personal duty for statutory mandatory report
and cannot be assigned or delegated to another person. There is no duty to investigate, confirm or substantiate sta
a student may haweade which form the basis of the reasonable cause to believe that the student may have been ab
or subjected to maltreatment by another person; however, a person with a duty to report may find it helpful to make :
limited inquiry to assist in the forrian of a belief that child abuse, maltreatment or neglect has occurred, or to rule out
such a beliéf Employees and volunteers who call the Child Abuse Hotline in good faith are immune from civil liability
and criminal prosecution.

By law, no school digct or school district employee may prohibit or restrict an employee or voluiiteés a

mandatory reporter from directly reporting suspected child abuse or maltreatment, or require that any person notify c
seek permission from any person before ngpiiireport to the Child Abuse Hotline.

Notes: * For a listing of who qualifies as mandatory reporters refer to A.C.A18-527(b)

% This is a delicate matter and the district would be wise to avail itself of professional development in this area
available from DHS and other sources.

This policy is similar to Policy 3.40. If you change this policy, review 3.40 at the same time to ensure applicab
consistency between the two.

Legal References: A.C.A. 812-504, 507, 517

Date Adopted:
Last Revised:
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8.35% OBTAINING AND RELEASING STUDENTG6S FREE and REDUCE
ELIGIBLITY INFORMATION

Obtaining Eligibility Information

A fundamental underpinning of the National School Lunch and School Breakfast Programs (Programs) is that in thei
implementation, there will be no physical segregation of, discrimination against, or overt identification of children whc
eligible for the Program's benefits. While the requirements of the Programs are defined in much greater detail in fede
statutesand pertinent Code of Federal Regulations, this policy is designed to help employees understand prohibitions
how the student information is obtained and/or released through the Programs. Employees with the greatest respon:
for implementing and nmotoring the Programs should obtain the training necessary to become fully aware of the nuar
of their responsibilities.

The District is required to inform households with children enrolled in District schools of the availability of the Progran
and ofhow the household may apply for Program benefits. However, the District and anyone employed by the distric
strictly forbidden from requiring any household or student within a household from submitting an application to
participate in the program. Thexme NO exceptions to this prohibition and it would apply, for example, to the offer of
incentives for completed forms, or disincentives or negative consequences for failing to submit or complete an applic
Put simply, federal law requires that thenesa of the children shall not be published, posted or announced in any mann

In addition to potential federal criminal penalties that may be filed against a staff member who violates this prohibitior
the employee shall be subject to discipline wntbincluding termination.

Releasing Eligibility Information

As part of the districtds participation in the Na
collects eligibility dat atyidvenomporiart ad isgoverded loyfederal law.Tiee
district has made the determination to release student eligibility status or infofampenmitted by law. Federal law
governs how eligibility data may be released and to whom. The distritzikeilthe following steps to ensure its
confidentiality:

Some data may be released to government agencies or programs authorized by law to receive such data without pe
consent, while other data may only be released after obtaining parental domsthtinstances, allowable information
shall only be released on a need to know basis to individuals authorized to receive the data. The recipients shall sigr
agreement with the district specifying the names or titles of the persons who may have doeeigibility

information. The agreement shall further specify the specific purpose(s) for which the data will be used and how the
recipient(s) shall protect the data from further, unauthorized disclosures.

The superintendent shall designate thf siember(s) responsible for making eligibility determinations. Release of
eligibility information to other district staff shall be limited to as few individuals as possible who shall have arsstific
to know such information to perform their job resgibilities. Principals, counselors, teachers, and administrators shall
not have routine access to eligibility information or status.

Each staff person with access to individual eligibility information shall be notified of their personal liabilgy for it
unauthorized disclosure and shall receive appropriate training on the laws governing the restrictions of such ihforma
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Notes: This policy is similar to policy 3.42. If you change this policy, check policy 3.42 to make sure there is applicab
corsistency between the two.

The Child Nutrition Unit of the ADE websitettp:/cnn.kl2.arys has t he referenced
well as helpful information to develop your policy statement packet. Additongl Co mmi ssi oner
09-041 has two attachments that will go a long way toward explaining the restrictions on the release of eligibil
information and status.

1 The penalty for improper disclosure of eligibility information is a fine of not thare $100@er student name
if a violation is by either the district or a person indiselosure without authorization under federal
confidentiality regulationand/or imprisonment of not more than one year.

2 The district owns the data ahds the rigt to choose whether or not to releaseattgone Therefore, the
district must make the decisions concerning its release. With the ownership comes the responsibility to ensur
proper security of the data.

Legal References: Commi s si 0 n e-050E, FM®J304il sandllA0D11

ADE Eligibility Manual for School Meals Revised July 2008
7 CFR 210.1 210.31
7 CFR 220.1 220.22
42 USC 1758(b)(6)
Date Adopted:
Last Revised: May 9, 2013
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8.3 CLASSIFIED PERSONNEL WORKPLACE I NJURI ES and WORKERS
COMPENSATION

The district provides Workersdé6 Compens aanyjinunatwanks ur
must immediately notify their immediate supervisor, or in the absence of their immediate superfyisor noti
Superintendentds Office. An injured employee must
whether to report the claim or to file the paperwork if the injury requires neither medical treatment or lost work time.
While many injuriewill require no medical treatment or time lost at work, should the need for treatment arise later, it i
important that there be a record that the injury occurred. All employees have a duty to provide information and make
statements as requested for thgpses of the claim assessment and investigation.

For injuries requiring medical attention, the district will exercise its right to designate the initial treating phydiaan an
injured employee will be directed to seek medical attention, if necessama specific physician or clinic.

A Workersd Compensation absence may run concurren
meets the criteria for a serious health condition. To the extent that workers compensation barigfité\ dealve run

concurrently, the employee will be charged for any paid leave accrued by the employee at the rate necessary to brin
total amount of combined income up to 100% of usual contracted daily rate of pay. If the health care providéetreating

empl oyee for the workers compensation injury cert
return to the employeebds same or equivalent |job,
resih t, the employee may | ose his/ her workersd compe

leave, the employee will be paid for the leave to the extent that the employee has accrued applicable leave.

To the extent an employee has aadsiek leave and a WC claim has been filed:

1 the employee will be charged for a day's sick leave for the all days missed until such time as the WC claim has b
approved or denied;

1 an employee whose WC claim is accepted by the WC insurance carriepassainoie and who is absent for eight or
more days shall be charged sick leave at the rate necessary, when combined with WC benefits,
to bring the total amount of combined income up to 100% of the employee's usual contracted daily rate of pay;

1 an employesvhose WC claim is accepted by the WC insurance carrier as compensable and is absent for 14 or n
days will be credited back that portion of sick leave for the first seven (7) days of absence that is not necessary tc
brought the total amount of coimbd income up to 100% of the employee's usual contracted gross pay.

Note: This policy is similar to policy 3.44. If you change this policy, review 3.44 at the same time to ensure applicab

consistency between the two.

Cross Reference3.23 CLASSIFIEDPERSONNEL FAMILY MEDICAL LEAVE
Legal References:  Ark. Workers Compensation CommissRbLE 099.33 MANAGED CARE

A.C.A. § 119-508(d)(5)(A)
A.C.A. § 119-514(a)(3)(A)(i)

Date Adopted:
Last Revised: May 9, 2013
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8.3 CLASSIFIED PERSONNEL SOCIAL NETWORKING AND ETHICS

District staff are encouraged to use educational technology, the Internet, and professional/education social networks
help raise student achievement and to improve communication with parents and students. However, technology anc
networking websitealso offer staff many ways they can present themselves unprofessionally and/or interact with stuc
inappropriately.

It is the duty of each staff member to appropriately manage all interactions with students, regardless oontaet e
interaction with a student occurs faodace or by means of technology, to ensure that the appropriate staff/student
relationship is maintained. This includes instances when students initiate contact or behave inappropriately themsel

Public school employees are, and always have been, held to a high standard of behavior. Staff members are reminc
whether specific sorts of contacts are permitted or not specifically forbidden by policy, they will be held to a high stan
of condutin all their interactions with students. Failure to create, enforce and maintain appropriate professional and
interpersonal boundaries with students could adve
j eopar di ze t hymenewitipthedistriete 6s e mpl o

Definitions:

Social networking websites are online groups of Internet users allowing communication between multiple individuals
The fundamental purpose of social networking websites is to socialize. Examples include, blratedtot

Facebook, MySpace, and TwittBtaff members are discouraged from creating personal social networking sites to whi
they invite students to be friends or followers. Employees taking such action do so at their own risk and are advised
monior the sitebds privacy settings regul arly.

Professional/education social networks are education oriented websites designed to allow and encourage staff and ¢
to communicate and collaborate around school subjects and projects. District employgstsimblpgs and other
professional/education social networking accounts using District resources and following District guidelines to proma
communications with students, parents, and the community concerningretdtedl activities and for the purpasde
supplementing classroom instruction. Accessing professional/education social networks during school hours is perrr

Blogs are a type of networking and can be either social or professional in their orientation. Professional blogs, appro
by the pincipal or his/her designee, are encouraged and can provide a place for staff to inform students and parents
school related activities. Social blogs are discouraged to the extent they involve staff and studentsincatiam

oriented format.

Stdf are reminded that the same relationship, exchange, interaction, information, or behavior that would be unaccep
in a nontechnological medium, is unacceptable when done through the use of technology. In fact, due to the vastly

increased potentialdu ence digital dissemination presents, ex
cross the |ine of acceptability. A goetdf arcuel ei nofa tg
say it online. o

Whethempermitted or not specifically forbidden by policy, or when expressed in ad@ddlilt, faceto-face context,
what in other mediums of expression could remain private opinions, when expressed by staff on a social networking
website, have thepotentialo be di ssemi nated far beyond the speak
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This could undermine the publicbs perception of t

empl oyeebs effectiveness. ahsudhbpiniens,aoalypotentiallyéaddéox pr e s

disciplinary action being taken against the staff member, up to and including termination or nonrenewal of the contra
employment.

Accessing social networking websites for personal use during schookhjanatsibited, except during breaks or
preparation periods. Staff are discouraged from accessing social networking websites on personal equipment during
breaks and/or preparation periods because, while this is not prohibited, it may give th@pestarae that such access

is occurring during instructional time. Staff shall not access social networking websites using district equipment at an
time, including during breaks or preparation periods, except in an emergency situation or with thprexpress
permission of administration. All school district employees who participate in social networking websites shall not po:
any school district data, documents, photographs, logos, or other district owned or created information on any websi
Furtherthe posting of any private or confidential school district material on such websites is strictly prohibited.

Date Adopted: May 10, 2011

Last Revised:



8.38 CLASSIFIED PERSONNELVACATIONS

Employees who are employed on 240 ctaytracts and who are regularly scheduled to work 8 or more hours per day w
earn paid vacation. Employees who are regularly scheduled to work fewer than 8 hours a day will reagitae a pro
percentage of full schedule vacation days, based on holedrmmpared to an 8 hour day. Employees who are
eligible for vacation are credited with the vacation time on the last day of a contract term, only, and vacation isl consic
vested at that time.

After an employee completes 220 days of their 24@daiyact, an employee is then eligibleX0rdays of paid vacatipn
whichmust be taken over sumnieeak intheyear in which it was earned.

The superintendent will consider vacation requests in light of the needs of the district and staffergeatgliand may
approve or request alternate dates be chosen in circumstances that create scheduling conflicts.

All vacation time must be approvedadvance to the extent practicablethe superintendeat designe&ho shall

consider the staffing ees of the district in making his/her determinatibvacation is requested, but not approved, and
the employee is absent from work in spite of the vacation denial, disciplinary action will be taken against the employe
which may include termination apnrenewal.

No employee shall be entitled to more tB@wlays of vacation as of the first day of each fiscal year. The permissible
carry forward includes the 10 days credited upon the start of the fiscal year. Employees having accrued vacation totz
more tharR0days as of the date this policy is implemented shall not be eligible to increase the number of days carrie
forward during their employment with the district. Earbatlunused vacation will be paid upon retirement, termination,

ornonrenewaht t he empl oyeebs current daily rate of pay.
Date Adopted:
Last Revised: May 10, 2011

June 11, 2012

May 9, 2013
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8.3%9 DEPOSITING COLLECTED FUNDS

From time to time, staff members may collect funds in the course of their employment. kspdmsibility of any staff
member to deposit such funds they have colletdéginto the appropriate accounts for which they have been collected.
The Superintendent or his/her designee shall be responsible for determining the need for receiptsditedtetiand

other record keeping requirements and of notifying staff of the requirements.

Staff that useany funds collected in the course of their employment for personal purposes, or who deposit such fund:
personal account, may be subject taidisie up to and including termination.

Notes: This policy is similar to policy 3.4 T you change this policy, review 3.47 at the same time to ensure applicable
consistency between the two.

Date adopted: May 10, 2011
Last Revised: June 11, 2012



8.4® CLASSIFIED PERSONNEL WEAPONS ON CAMPUS

Firearms

Arkansas law A.C.A. 53119 forbids the possession of a firearm on any public school campus or in or upon any schc
bus. All employees of this school district, includingthedeo may possess a fAconceal e
by this law, with the exception of those employees who may be participating in azggbrooked educational course or
program involving the use of firearms suciR&TC programs, huntingfesy or military education, or before or after
school huntingorrifleclubs Wi t h t he excepti on of -cdmpus pessonaheesidencecaadt ¢
immediately adjacent parking area, the possession of a firearm by a school distrigempavhere on school

property, including parking areas and in or upon a school bus, will result in disciplinary action being taken against th
employee, which may include termination or nonrenewal of the contract of employment.

Other Weapons

An employee may possess a pocket knife which for the purpose of this policy is defined as a knife which can be folde
into a case and which has a utility blade or blades of four (4) inches or less each. An employee may carry, for the pu
of seltdefense, a smalontainer of tear gas or mace which for the purpose of this policy is defined as having a capaci
150cc or less.

Notes: This policy is similar to Policy 3.48. If you change this policy, review Policy 3.48 at the same timestsure
consistency beteen the two.

If your district has housing for any employee and that employee chooses to have any firearms in the house,
should be kept in a very secure place. It would be wise to keep them in a locked gun safe so that no one othe
the emplgee has access to them.

A.C.A. 8 573-124(a)(2) permits individuals to carry small containers of tear gas and pepper spray. We have r
included language to this effect in the policy because of our concern with potential unintentional misuse of su
items If you choose to add a provision permitting such possession we suggest the following be added at the
beginning of the sentencepith the exception of a container of tear gas or pepper spray carried for the purpos
of selftdefense," and then delete thllowing within the sentence defined herein as an item" andr'animal,

any personal defense item such as mace or pepper spray."

Legal References: A.C.A.8573119

A.C.A. § 573120
A.CA. § 573124(a)(2)

Date Adopted:May 9, 2013
Last Revised:
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2013-2014 JASPER SCHOOL DISTRICT CLASSIFED SALARY SCHEDULE

Days 240 178 195 185 185 240 240 185 240 240 220
|Contracted
7.5 hrs 7 hrs 7 hrs 7 hrs 8 hrs 8 hrs 8 hrs 8 hrs 8 hrs
Exp. Bus Driver | Bus Driver Food Ser. Lunch- Cook Super / Jan.| Super / Janitor Janitor Maint. Health
plus doing Director room Jan. Clinic
summer Manager Coord.
camps
0 8.359 8.359 20,081 14,206 12,950 24.767 28,269 15,139 19.565 19.653 46.081.00
1 8,479 8,479 20,358 14,399 13,124 25,133 28,689 15,362 19,855 19,944 46,792.00
2 8.601 8.601 20.634 14,590 13,295 25,502 29,110 15,586 20,144 20,235 47.500.00
3 8,724 8,724 20913 14,780 13,468 25,870 29,530 15.809 20,434 20,526 48,208.00
4 8,845 8,845 21,189 14,972 13,641 26,238 29,950 16,032 20,724 20,817 48.916.00
5 8,966 8.966 21,465 15,163 13,813 26,604 30,370 16,256 21,014 21,108 49.624.00
6 9.088 9.088 21,744 15.354 13,985 26,974 30,791 16,479 21,303 21,399 50,332.00
7 9,210 9,210 22,019 15,546 14,159 27.340 31,211 16,702 21,593 21,690 51,040.00
8 9.331 9,331 22,296 15,738 14,330 27,709 31,631 16,926 21,883 21,981 51,748.00
9 9.452 9,452 22,575 15,928 14.503 28.076 32,052 17.149 22,173 22,272 52,456.00
10 9.574 9,574 22,851 16,119 14,674 28.444 32,472 17,372 22,462 22,563 53,164.00
11 9.695 9,695 23,129 16,310 14,847 28,812 32,892 17,596 22,752 22,854 53,872.00
12 9,819 9,819 23,405 16,502 15,020 29,179 33.312 17.819 23,042 23,146 54,580.00
13 9.940 9,940 23,682 16,694 15,173 29,546 33,733 18,042 23,331 23,437 55,288.00
14 10.062 10,062 23.960 16,886 15.365 29.915 34,153 18,266 23,621 23,728 55,996.00
15 10,183 10,183 24,236 17.075 15,537 30,283 34.573 18.489 23,911 24.019 56,704.00
16 10,303 10,303 24,512 17,267 15,708 30,651 34,994 18.712 24,201 24,310 57,412.00
17 10,426 10,426 24,791 17.458 15,882 31,017 35,414 18,936 24,490 24.601 58,120.00
18 10,548 10,548 25,067 17.649 16,054 31,386 35,834 19,159 24,780 24.892 58,828.00
19 10,670 10,670 25,344 17,840 16,225 31,753 36,254 19,382 25,070 25,183 59,536.00
20 10,792 10,792 25,621 18.031 16,396 32,120 36,674 19.605 25,360 25.474 60,244.00
Page 1
PLEASE SEE NOTES ON PAGE 2 5102 BOARD APPROVED: 6/10/10

Revised: June 9, 2011, June 11, 2012
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