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FOREWARD

The efficient operation of the Central Public Schools requires the adoption of policies and
procedures that apply to all phases of the school program. These policies and regulations set
the pattern for the program of education in the Central School. Policies and procedures are
approved by the Central Board of Education. The carrying out of these policies becomes the

responsibility of all teachers and employees of the Central Public Schods.

The purpose of this bulletin is to make available to all members of the staff, community,
and student body information concerning the policies and regulation of the system. Teachers
new to the faculty will find the information particularly helpful. All members of the staff and

student body are urges to study the bulletin carefully.



SCHOOL EMBLEM AND AIMS

SCHOOL EMBLEM: The Dragon is the emblem of the Central School District No. 1.
COLORS: Green and White
AIMS OF THE SCHOOL.:

1. Totrain young men and women to be able to read, write, use arithmetic, and other
skills.

2. To aid its students in living healthier, happier lives.
3. To assist its people in becoming better citizens of their homes.

4. To be of service to the students in finding w orthy ways in which to use their free
time.

5. To aid its sons and daughters in findir
do their work better.

6. To train young men and women to be good citizens of their community and
nation, and be able to take their place in a democratic society.

7. To aid in developing character and moral value in its sons and daughters.



PHILOSOPHY OF CENTRAL SCHOOL DISTRICT NO. 1

The Central School District No. 1 exists to provide the education training and experiences
necessary to enable each student to reach his/her full potential. This education will provide
each student with the intellectual and social skills necessary to pursue independent, individual
goals so he/she may adapt and succeed in the rapidly changing technological and social world.
Each student, whether gifted, average, or below average, will be provided with an education on
his/her level to develop the academic, vocational, social and emotional aspects of her/her life.

To accomplish this, the main goal will be the development of individuals from the growing
generation of this community who will be able to creatively use their thoughts and feelings to
achieve their personal goals and to benefit their community and state.

DISTRICT GOALS

Students show a wide range of abilities at each grade level and will not learn at the same rate of
speed. The school staff will be expected to provide the kind of instruction that will allow most
students to master the material to be learned at their appropriate grade level. Keeping this in
mind, the goals of the school are:

1. Help each student master basic skills in reading, math, communication, and problem
solving.

2. Help each student develop to the full range of his/her potential by encouraging
creativity through the arts (music, art, drama, etc.)

3. Help each student to become good citizens of their homes, communities, and nation,
and be able to take their place in a democratic society.

4, Hel p gui de the student 1 n feparedhenmtgdotthkire i r
best.

5. Help aid the student in developing character and moral value.

6. To develop policies and practices that teaches students the value of education and
promotes maximum student attendance.



BOARD GOVERNANCE AND
OPERATIONS



1.01 LEGAL NAME AND ADDRESS

The official name and address of the School District are: Central School District 4.2, State Hwy 196
Texarkana, Arkansas 71854he School District unofficially goes by the name of Genoa Central School

District.



1.10 LEGAL STATUS OF THE BOARD OF DIRECTORS

By the authority of Article 14 of the Arkansas Constitution, the General Assembly has provided
that locally elected school boards will be responsible for the lawful operation and maintenance of

its local schools.

While the Board has a broad range afpis and duties, its individual members only have authority
when exercising their responsibilities in a legally convened meeting acting as a whole. The sole exception
is whenan individual member has been delegated authority to represent the Baaspdafic, defined

purpose.

It is the policy of th&senoa Centréchool Board that its actions will be taken with due regard for its legal
responsibilities and in the belief that its actions shall be in the best interests of its students aridtths Dist

awhole.

Legal Reference: A.C.A. 8613620

Date Adopted: 02/12/2004
Last Revised:



1.1.01 Membership to the Board:

1. The Board consists of five members elected at large by qualified electors of the Central School
District. Each member is elected for a term of five years. The expiration dates of the members are
staggered, so that one member is elected each year.

2. Any person, who is a bona fide resident and qualified elector within the School District,comelse
candidate for a place on the Board by filing a petition in writing signed by Twenty or more qualified
electors with the Miller County Election Committee at least ffikty days before the annual school
election.

3. The annual school election islth on the third Tuesday in September in accordance with the electior
laws of the state.

4. Each Board member elected or appointed shall within ten days after receiving notice of election ¢
appointment, file with the County Clerk an oath as presciiyddw. The County Clerk, upon receipt of
the oath, shall immediately commission such person, and he shall enter at once upon his duties as a
member.

5. The Board of Directors shall have the authority to fill any vacancy as prescribed by lalwvmalyic
occur in that body until the annual school election.

6. Each new Board member will be furnished with a copy of the Official Operating Policies of the
Central School District.

Date Adopted: 02/12/2004
Last Revised:



1.20 BOARD ORGANIZATION

The Board shall elect a president, vice president, and secretary at the first regular meeting following the
annual September school election. In the case of a runoff election, the officers shall be elected at the first
regular meeting following the runoff election. Officers shall serveyeaeterms and perform those duties

as prescribed by policy of the Board. The board shall also elect one of its members to be the primary board
disbursing officer and may designatee@r more additional board members as alternate board disbursing
officers.

Legal Reference: A.CA. 8613618

Date Adopted: 02/12/2004
Last Revised:



1.30 DUTIES OF THE PRESIDENT

The duties of the president of the Boaré&dfication shall include, but shall not be limited to:

1. Presiding at all meetings of the Board;

2. Calling special meetings of the Board;

3. Working with the Superintendent to develop Board meeting agendas;

4. Signing all official documents that require the sigreatdrithe chief officer of the Board of Education;
5. Appointing all committees of the Board and serving asfigio member of such committees; and
6. Performing such other duties as may be prescribed by law or action of the Board.

The president shall havget same right as other members to offer resolutions, make or second motions, discus
guestions, and to vote.

Legal Reference: A.CA. 8613619 (a) (1)

Date Adopted: 02/12/2004
Last Revised:



1.40 DUTIES OF THE VICE -PRESIDENT
Theduties of the Vice President of the Board shall include:
1. Serving as presiding officer at all school board meetings from which the president is absent; and

2. Performing such other duties as may be prescribed by action of the Board.

Date Adoptedd2/12/2004
Last Revised:
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1.5 DUTIES OF THE SECRETARY

The duties of the Secretary of the Board shall include:

1. Being responsible to see that a full and accurate record of the proceedings of the Board are kept;
2. Serving apresiding officer in the absence of the President and the Vice President;

3. Being responsible for official correspondence of the Board;

4. Signing all official documents that require the signature of the Secretary of the Board of Education;

5. Calling special reetings of the Board; and

6. Performing such other duties as may be prescribed by the Board.

Legal Reference: A.CA. 8613619 (a) (1)

Date Adopted: 02/12/2004
Last Revised:
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1.60 BOARD MEMBER VOTING

All Board members, including the President, shall vote on each motion, following a second and discussion
of that motion.

In order for a Board member to abstain from voting, he must declare a conflict and remove himself from the
meeting room during theote.

Failure of any Board member to vote, while phy
vote, i.e., a vote against the motion.

Legal Reference: A.C.A. 8613619 (c) (1)(B) & (C)

Date Adopted: 02/12/2004
Last Revised
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1.70 POWERS AND DUTIES OF THE BOARD

TheGenoa Centrddoard of Education, operating in accordance with State and Federal laws, assumes its
responsibilities for the operation@enoa Centr&Public Schools. The board shall concern itself primarily
with the broad questions of policy as it exercises its legislative and judicial duties. The administrative
functions of the District are delegated to the Superintendent who shall be responsible for the effective
administration and supervision of the District.

Some of the duties of the Board include:

[

. Developing and adopting policies to effect the vision of the District
2. Understanding and abiding by the proper role of the Board of Directors;

3. Electing and employing a Superintendent and giving him/her the support needed to be able to effectively
i mpl ement the Boardods policies;

4. Conducting formal and informal evalions of the Superintendent as deemed necessary and appropriate;

5. Employing, upon recommendation of the administrative staff and by written contract, the staff necessary
for the proper conduct of the schools;

6. Seeing that all subjects for studesgeribed by the State Board or by law for all grades of schools are taught;
7. Preparing and publishing the districtdés budge
8. Being responsible for the maintenance of the
9. Setting an annuahklary schedule;

100.Being fiscally responsible to the districtos
di strictds budget;

1.1 nvol ving the members of the ¢ ommumdichble;andn t h e

12. Striving to assure that all students are challenged and are given an equal educational opportunity.

Legal References: A.C.A. 8613620, 622

Date Adopted: 02/12/2004
Last Revised:
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1.8 GOVERNANCE BY POLICY

TheGenoa Centr&chool Dstrict shall operate within the guidelines of the written policies adopted by the
Board of Directors. Those policies shall be within the legal frameworks of the State and Federal Constitutions
and appropriate statutes, regulations, and court decisions.

When necessitated by unforeseen circumstances, the Superintendent shall have the power to decide and tal
appropriate action for an area not covered by a policy of the Board. The Superintendent shall inform the
members of the Board of such action. The Board shall then consider whether it is necessary to formulate
and adopt a policy to cover such circumstances.

The official copy of the policy manual for the
the manual within the District shall be kept current, but if a discrepancy occurs between manuals, the
Superintendent 6dedasauthariiatven s hal |l be regar

Administrative regulations shall be formulated to implement the intentions of the policies of the Board.
Regulations may be highly specific. The Board shall review administrative regulations prior to their
implementation.

DateAdopted: 02/12/2004
Last Revised:
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1.9 POLICY FORMULATION

The Board affirms through its policies and its policy adoption process, its belief that: (1) the schools belong
to the people who create them by consent and support them by taxation; (2) the schools are only as strong
as an informed citizenry and knowledgeable school staff allow them to be; (3) the support is based on
knowledge of, understanding about, andigpétion in the efforts of its public schools. The following

shall be the guidelines for policy adoption for@enoa Centrébchool District.

General Policies

Policies which are not personnel policies may be recommended by the Board or any member of the Board,
by the Superintendent, Assistant Superintendent, any other administrator or employee of the District;
committee appointed by the Board; or by any merobie public. Policies adopted by the Board shalll

be within the legal framework of the State and Federal Constitutions, and appropriate statutes, regulations,
and court decisions.

When reviewing a proposed policy (rpearsonnel), the Board may elexetlopt, amend, refer back to the
person proposing the policy for further consideration, take it under advisement, reject it, or refuse to consider
such proposal.

Certified and ClassifiedPersonnel Policies

Personnel policies (including employee salary schedules) shall be created, amended, or deleted in accordan
with State law:

(1) Board Proposals:
The Board may propose a personnel policy by a majority vote. Such policies may be presented to the Board
by a Board member or the Superintendent. The Board may choose to adopt the proposal, as a proposal only

by majority vote.

Following the adoption of a proposed personnel policy, the proposal must be presented to the appropriate
Personnel Policy CommitteBuch presentation should be done in writing, to all members of the Committee.

When the Personnel Policies Committee has been presented the proposal for a minimum of ten (10) working
days (i.e., ten weekdays, not including weekends or state or hiatiidays), the Board may vote to adopt

the proposal as a policy.

(2) Personnel Policies Committee Proposals:

Either Personnel Policies Committee may recommend changes in personnel policies to the Board. When

making such a proposal the Chairmarhoét Per sonnel Policies Committe
make an oral presentation to the Board.

15



The Board may vote on the proposal at the same meeting at which the proposal is made, or, in any case,

no later than the next regular Board meeting. In voting on a proposal from the Personnel Policies Committee
the Board may:

(a) Adopt the proposal,

(b) Reject the proposal; or

(c) Refer the proposal back to the Personnel Policies Committee for $tutheand revision.

Effective date of policy changes:

All personnel policy changes enacted during one fiscal year will become effective on the first day of the
following fiscal year, July 1.

For a policy change to be made effective prior to July Hedfdllowing fiscal year, a vote must be taken of

all certified personnel or alllassifiedpersonnel, as appropriate, with the vote conducted by the appropriate
Personnel Policies Committee. If, by a majority vote, the affected personnel apprové\theepoines

effective as of the date of the vote, unless otherwise specified by the Board in requesting such vote. No staff
vote taken prior to final board action will be considered effective to make a policy change.

All other policy changes may becomd f ect i ve upon the Boardos appr
specifies a different date.

Legal References: A.C.A. 8 617-204, 205

Date Adopted: 02/12/2004
Last Revised:
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1.1® ASSOCIATION MEMBERSHIPS

The Board shall be a member of the Arkansas School Boards Association and may be a member of the
National School Boards Association and other organizations which, in the opinion of the Board, will be
beneficial to the Board in carrying out its duties eneffectively.

Legal Reference: A.C.A. 8613107

Date Adopted: 02/12/2004
Last Revised:
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1.116 BOARD TRAINING

All Board members are required by law to obtain a minimum of six (6) hours of instruction in the school
laws of the State, and in their powers, duties, and responsibilities as Board members.

Such training may be obtained from an institution of higher learning, from instruction provided by the
Arkansas Department of Education, or from the Arkansas SchaolBassociation.

Board members shall be reimbursed, from school funds, for expenses relating torsagh trai

Legal Reference: A.CA. 8613629

Date Adopted: 02/12/2004
Last Revised:
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1.1 COMMITTEES

From time to time, in order to obtain and/or encourage public participation in the operation of the District,
the Board may appoint committees, which may include members of the public, students, parents, and school
employees, as well as members of thero

Any committee, which includes among its members a member of the School Board, shall operate according
to the requirements of the Arkansas Freedom of Informatioh Act.

1. The Board may solicit the advice and counsel of citizens in planning and ogéenatin
schools.

2. Citizens who wish to present any matter of concern about the schools to the Board shs
make a request to the Secretary of the Board or to the Superintendent at leasfowenty
hours prior to the meeting. This shall come undiscellaneous business.

2. If a parent or patron of the School District desires ézhwith the Board to discuss a
problem or situation, a time limit of 30 minutes shall be enforced for the discussion,

unless a majority of the Board votes to allow adddidime. If a case or situation involves
a student, that studentdés parents and t

Board.

* Legal Reference: A.C.A. 82519105

Date Adopted: 02/12/2004
Last Revised:

1.12.1D Delegation of Authority
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While the Board of Directors of the Central School District is charged by the state with the responsibi
for providing educational opportunities for the children of its schools and of directing those public sch
activities which the state entrusts to its care and supervision, a carefully planned pattern of authority |
observed by the Board. In fulfilling its obligations, the Board acts similarly in its relationships to the
schools as do Board of Directors to succedsfiginess organizations; that is, through the power of
legislation, by the determination of policies, and the evaluation of results. The direct administration of
school system is delegated to the Superintendent of Schools whom the Board appoiats ¢éxemitive
officer of the Board. The Superintendent is held individually and directly responsible to the Board for
execution of all its policies and its legislation and for such other duties assigned to him by the Board.
Individual members have $ts as Board members only when acting formally as member of the Board
while it is in executive session, or when specifically entrusted by the Board to carry out definite
assignments.

Date Adopted: 02/12/2004
Last Revised:

20



1.13 SUPERINTENDENT/ BOARD RELATIONSHIP

The Boardbés primary responsibility is to devel
mission for the District. The Board formulates and adopts policies to achieve that vision and elects a
Superintendent to implement its policies. The Board and the Superintendent and the relationship between
them set the tone for the district to follow. The relationship is enhanced when both parties understand their
roles and carry them out in an ethigad @rofessional manner working to develop a relationship of mutual
trust and respect.

The Superintendent and staff are responsible f
responsibldor the effective administration and supervision effilistrict. The Superintendent is authorized

to develop and i mplement administrative regul a
are consistent with the intent of the Boardoés

Date Adopted: 02/12/2004
Last Revised:
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1.14 MEETING AGENDA

The agenda guides the proceedings of the Board meeting. The Superintendent shall prepare the agenda witl
consultation from the Board President. ltems may be placed on the agenda upon request by any Board men
or by members of the community. Community members must submit their agenda item requests, in writing tc
the Superintendent, at ledsenty-four (24 hoursprior to the meeting of the Board. The written request

must be sufficiently descriptive to enable the Superintendent and Board President to fully understand and
evaluate its appropriateness to be an agenda item. Such requests may be acmptedrmsferred back

to the individual for further clarification.

The Superintendent shall be responsible for Board members receiving copies of the Agenda with all
accompanying pertinent information at leastnty-four (24) hourgrior to the meetig

Date Adopted: 02/12/2004
Last Revised:
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1.14. HANDLING OF COMPLAINTS BY BOARD MEMBERS

In carrying out the policy for handling complaints, the Board will, therefore, observe the following
procedure:

The Board as a whole or any individual member will refer communications or complaints from
teachers, parents, students, orqad to the Superintendent®thools. Only in those cases where
satisfactory adjustments cannot be made by the Superintesi@ddintommunications and complaints

be referred to the Board. After hearing evidence submitted by the Superintendent in such an event,
the Board will, if it deems advisable, grant a hearing to the parties interested. If the parents of a
student requést, the hearing may be held in executive session if the matter deals with a student
problem.

Date Adopted: 02/12/2004
Last Revised:

23



1.14.25 REGULAR MEETING TIME

The regular meeting of the Board of Education shall be ikltrae Economics
Department at 7:00p.m. (CST) or 7:30p.m. (CDT) on the first Thursday after the first
Saturday of each month. Variations of this schedule may be made by the Board if necessary.

Date Adopted: 02/12/2004
Last Revised:

24



1.14.3-Special Meetings
1. A special meeting of the Board may be called by the Superintendent when directed by:
(a) The President of the Board
(b) The Secretary of the Board
(c) Any three members of the Board
(d) Fifty (50) electors of the District
2. Each member shall be given written notice of the purpose of the meeting.

3. Any business other than that stated in the written notice unanimous consent of the Board membei
present is needed in order to be considefdbother rules of procedures that apply to regular meetings
shall also apply to special meetings.

Date Adopted: 02/12/2004
Last Revised:
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1.14.4-Quorum

A majority of the Board members (three members) shall constiyieram transacting business.

Date Adopted: 02/12/2004
Last Revised:
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1.14.% Order of Business
The regular order of business at each meeting shall be as follows:

Roll Call.

Readingnd approval of minutes of the previous meeting.
Reports and recommendations of the Superintendent.
Unfinished Business.

New Business.

Miscellaneous business and committee reports.
Adjournment.

NookrwhE

Date Adopted: 02/12/2004
Last Revised:

1.14.6 Rules of Order
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The rules of parliamentary procedure compri SE
the Board in its deliberation. The order of business may be suspended at any meeting by a majority
thosepresent.

1. The Board may solicit the advice and counsel of citizens in planning and operating the
schools.

2. Citizens who wish to present any matter of concern about the schools to the Board shal
make a request to the Secretary of the Board thet&Guperintendent at least tweifbyr
hours prior to the meeting. This shall come under miscellaneous business.

3. If a parent or patron of the School District desires to meet with the Board to discuss a
problem or situation, a time limit of 30 mitas shall be enforced for the discussion, unles:s
a majority of the Board votes to allow additional time. If a case or situation involves a

student, that studentds parents and t he
Board.

DateAdopted: 02/12/2004
Last Revised:

1.1 TORT IMMUNITY

The District, as well as its agents, officers, employees, and volunteers are immune from liability for

28



negligencepursuant to A.C.A. 8 28-301. When allegations of negligence are raised, whether in
litigation or not, the statutory grant of immunity will be asserted.

The School Board retains the right to settle claims for negligence, as authorized by

A.C.A. 8 219-301, but it shall do so only in the most extraordinary circumstances. If any claim is
settled, the District and the School Board specifically do not waive immunity above the amount of the
settlementnor is that immunity waived for any other claim, at taime, regardless of whether it is

similar in nature.

Date Adoptedd2/12/2004
Last Revised:

29



CERTIFIED PERSONNEL
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3.01 Placement on the Salary Schedule

1. Beginning with the 19885 school term, initial placement on the salary scale witldiermined by the
Superintendent or his designee based on the following:
a. Evidence of degree and hours earnatkaggnated by an official transcript
from an accredited teacher training institution.
b. Evidence of experience shall be based on senr#tatement from the distriat
districts where the newly employed teacher was previously employed.
c.Credit for hours above the bachelords degr
hours in education or a subject arearelatesitoe 6 s t eac hi BSg +12i el d . F
and +24, undergraduate hours may bented if they are earned tite request of the
district or if they qualify the &cher for an additional area adrtification in which the
teacher is assignethsses. No undergraduate hounay be applied as additional hotesyond

A

the Masterods degree.

Date Adopted02/12/2004
Last Revised:05/07/2007
05/12/2008
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3.19 CERTIFIED PERSONNEL SALARY SCHEDULE

SEE ATTCHMENT

Legal References: A.C.A. § 617-201, 202, 1001, 1002
A.C.A. §620-319 (4)

Date Adopted: 02/12/2004

Last Revised: 06/042007
05/12/2008
06/09/2009
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3.20 CERTIFIED PERSONNEL EVALUATIONS
Evaluations of certified personnel shallurelertaken at least annually.
Evaluations shall be based on a combination of scheduled and informal observations. Additional and

more frequent informal observations will be done should it be determined by the administration that
the observations would belpful in addressing performance problems.

Legal Reference: A.C.A.8617-1504

Date Adopted: 02/12/2004
Last Revised:
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3.3 EVALUATION OF CERTIFIED PERSONNEL BY RELATIVES

No person shall be employed in, or assigned to, a position which would require that he be evaluated by
any relative, by blood or marriage, including spouse, parent, child, grandparent, grandchild, sibling, aunt,
uncle, niece, nephew, or first cousin.

Date Adopted: 02/12/2004
Last Revised:
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3.40 CERTIFIED PERSONNEL REDUCTION IN FORCE

The School Board acknowledges its authority to conduct a reduction in force when a decrease in enrollment
or other reason(s) make suateduction necessary or desirable.

The Superintendent shall establish the criteria to be applied in effecting a reduction in force.

Whenever a reduction in certified staff becomes necessary in the opinion of the Board of Education,
the following procedtes shall be used in implementing the reduction:

1. The area or areas of specialization in which the reduction is to occur shall be identified.

Determination of the area of specialization considered for reduction should be on the basis
thefollowing:

a. Reduction should not adversely affectand i vi dual dsicshtoroilcdtsd so
accreditation.
b. Required academic courses shall take precedence over activity
classes and elective classes.

2. After the area dfpecialization has been identified, reduction shall follow the steps listed

below:
a. If possible, reduction shall be accomplished through natural
attrition.
b. If layoffs are necessary to achieve the reduction, persons within the
identified area of specialization shall be assessed on the basis of:

I. Whether or not the person teaches in more than one aspamélization. (Those
who teach in more than one area would be given preference over those teaching
only onearea.)

Il. Quality of demonstrated performance as determinegl/bBluation reports from the
principal.

[ll. Years of service to Central School District.

IV. Overall years of experience in the teaching area to which thegssigned.

V. Total teaching experience.

VI. The number of hours in the field ofespalization shall be used tietermine

reduction.

3. A staff member reduced from employment through the provisions of this policy will be

4.

consi der e dandsuch siatusiybe mdintained for a perioof one year unless
reemployed sooner by Central School District. Layoff status may be continued for a secont
year provided that the school district is notified in writing within one calendar year of layoff
oo the employeeds wishes to remain eligib

If, after reduction has been made heed for the total reductidecreases, recall will be in

the reverse order of layoffVhen a recall is made, the person will be offered employment by

certified mailsaet t o the employeebds | ast known ad
empl oyeebs responsibility to supply the
must accept the offer within ten (1€glendar days by replying by either ceetif mail or in

36



5.

6.

person to the Supe
to

rintendentds office. F i
personds right further empl oyment con:

Persons on layoff status magrk as substitute teachers without loss of rights undepthisy.

Persons on layoff status may apply for positions in other areas of specialization

provided they meet the certification requirements of that position. Should the

person be employed in another area of specialization, that person will be removed

from the recall list, but will be eligible to apply for transfer should an opening

occur in the per s on 6ransfersshall,ihowaver, rémaia atd . G
the discretion of the Superintendent with the consent of the Board of Education

Date Adopted: 02/12/2004

Last Revised:

3.4.1- CERTIFIED PERSONNEL JOB OPENINGS
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1. Alljob openings will be posted at each campus and at the district office.

2. When a position is open and a job posted, if there is an employee in the district who applys, seniority prev.
qualifications are equal. If there is a case where there is ang@peui the district is trying to absolve the positic
and there are other positions in the district of like manner, the position will be filled according to seniority if
qualifications are equal.

Legal Reference:

Date Adopted: 8507
Last Revised:

3.5 CERTIFIED PERSONNEL CONTRACT 8 RETURN

An employee shall have thirty (30) days from the date of the receipt of his contract for the following
school year in which to return the contract, signed, to the office of the Superintendent. The date of receipt
of the contract shall be presumed to be the date of a cover memo which will be attached to the contract.

Failure of an employee to return thgred contract to the office of the Superintendent within thirty (30) days

of the receipt of the contract shall operate as a resignation by the employee. No further action on the part of
the employee, the Superintendent, or the School
resignation final.
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Legal Reference: A.C.A. §617-1506 (c) (1)

Date Adopted: 02/12/2004
Last Revised:

3.60 CERTIFIED PERSONNEL EMPLOYEE TRAINING

All employees shall attend all local professional development training sessions as directed by a supervist

The District shall develop and implement a plan for the professional development of its certified employe
The di st r i cpaésligpdsta resourcad td addreissithe professional development activities
identified in each school s ACSIP. Each certif]
professional development annually to be fulfilled between July Dane 30 or June 1 and May 31.
Professional development hours earned in excess of sixty (60) in the designated year cannot be carried ¢
to the next year. The goal of all professional development activities shall be improved student achieveme
and acadaic performance that results in individual, schade, and systerwide improvement designed to
ensure that all students demonstrate proficiency on the state criteédner enced as s e s s me
professional development plan shall demonssetentifically researcivased best practice, and shall be
based on student achievement data and in alignmenappticable ADE Rules and/érkansas code.

Teachers and administrators shall be involved in the design, implementation, and evaluatigraof thr

their own professional development. The results of the evaluation made by the participants in each progr
shall be used to continuously improve the dist|
school improvement plan.

Flexible professional development hours (flex hours) are those hours which an employee is allowed to
substitute professional development activities, different than those offered by the district, but which still n
criteria of eitherl mphre vempelnay ePd éGasn lomrd itvhied issaclh o o
shall determine on an annual basis how many, if any, flex hours of professional development it will allow
be substituted for district scheduled professional development offerings. The datermimay be made at

an individual building, a grade, or by subject basis. The district administration and the building principal
have the authority to require attendance at specific professional development activities. Employees must
receive advance appral from the building principal for activities they wish to have qualify for flex
professional development hours. To the fullest extent possible, professional development activities are tc
scheduled and attended such that teachers do not miss thar tegching assignments. Six (6) approved
flex hours credited toward fulfilling the sixty (60) hour requirement shall equal one contract day. Hours of
professional development earned by an employee in excess of sixty (60) or-apppreed by the buildg
principal shall not be credited toward fulfilling the required number of contract days for that employee.
Hours earned that count toward the required sixty (60) also count toward the required number of contraci
days for that employee.
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Teachers and administrators who, for any reason, miss part or all of any scheduled professional develop
activity they were required to attend, must make up the required hours in comparable activities which are
be preapproved by the building princah

To receive credit for his/her professional development activity each employee is responsible for obtaining

and submitting documents of attendance for each professional development activity he/she attends.
Documentation is to be submitted to the baddprincipal or designee.
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Teachers and administrators are required to obtain sixty (60) hours of approved professional developmel
annually over a fivgrear period as part of licensure renewal requirements. At least six (6) of the sixty (60)
annual lours shall be in the area of educational technology.

Teachers are required to receive at least two hours annually of their sixty (60) required hours of professic
development designed to enhance their understanding of effective parental involvertesgiestra

Teachers who provide instruction in Arkansas history shall receive at least two (2) hours of professional
development in Arkansas history as part of the sixty (60) hours required annually.

Administrators are required to receive at least threeshemnually of their sixty (60) required hours of
professional development designed to enhance their understanding of effective parental involvement
strategies and the importance of administrative leadership in setting expectations and creating a climate
conducive to parent al participation. Each admin
training in data disaggregation, instructional leadership and fiscal management.

Teachers required by the superintendent, building princip#ieardesignee to take approved training

related to teaching an advance placement class for a subject covered by the College Board and Educatic
Testing Service shall receive up to thirty (30) hours of credit toward the sixty (60) hours of professional
development required annually.

Certified personnel may earn up to twelve (12) hours of professional development for time they are requi
to spend in their instructional classroom, office or media center prior to the first day of student/teacher
interacton provided the time is spent in accordance with the state law and current ADE rules that deal wit
professional development.

Teachers are eligible to receive fifteen (15) professional development hours for a college course that me
the criteriaidentified in law and the applicable ADE rules. The board shall determine if the hours earned
apply toward the required sixty (60). A maximum of thirty (30) hours may be applied toward the sixty (60)
hours of professional development required annually.

Employees who do not receive or furnish documentation of the required annual professional developmen
jeopardize the accreditation of their school and academic achievement of their students. Failure of an
employee to receive sixty (60) hours of professialeaielopment in any given year shall be grounds for
disciplinary action up to and including termination.

Approved professional development activities may include conferences, workshops, institutes, individual
learning, mentoring, peer coaching, study gsypational Board for Professional Teaching Standards
Certification, distance learning, internships, district/school programs, and approved college/university cot
work. Professional development activities should be consistent with the objectives ddusldpe National
Staff Development Council Standards.

Professional development activities shall relate to the following areas: cont&gj;(Kstructional

strategies; assessment; advocacy/leadership; systemic change process; standards, frameworks, and
curriculum alignment;
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supervision; mentoring/coaching; educational technology; principles of learning/developmental stages;
cognitive research; and building a collaborative learning community.

CrossReference:  Policy 5.4 STAFF DEVELOPMENTPROGRAM

Legal References: Arkansas State Board of Education: Standards of Accreditation 15.04
ADE Rules Governing Professional Development
A.C.A. 8 615404(f)(2)
A.C.A.8617-703
A.C.A.§617-704
A.C.A. 8617-705
A.C.A. 8 6151004(c)
A.C.A. 8§615-1703
A.C.A. 8§ 620-2303 (14)

Date Adopted: 02/12/2004
Last Revised: 06/08/2005
07/13/2006
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3.610 CERTIFIED PERSONNEL PROFESSIONAL DEVELOPMENT

Teachers attending summer professional development training, off contract days, that cannot be
utilized as counting towards the 60 hours of professional development shall be paid a rate equal to
their salary scale prorated on a per day basis. Thiegapply to professional development that is
required by law or by the ADE for the district to meet state standards and requirements.

Date Adopted:04/28/2005
Last Revised
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3.6.2° CERTIFIED NON -CONTRACT PROFESSIONAL
DEVELOPMENT

Professional development hours must receive prior approval from the building principals and be outside
contract days to be considered for payment. Teachers who received more than 60 hours of approved
Professional Development shall paid 125% of the substitute teacher pay rate for each 6 hours above the
required 60 hours.

Rationale: Some teachers by requirements either of the State or District must attend summer professione
development or weekend professional development. Sormleetsago to approved professional
development for the district/school in order to make improvements or gain accreditation for particular
programs or grants. These teachers usually end up with more days of professional development than
required and end uporking on norcontract days. These days should be compensated.

Date Adopted: 5/15/2007
Last Revised:
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3.6.3° NATIONAL BOARD TEACHER (NBCT) INCENTIVE

Teachers who earn National Board certification (NBPTS) shall be padditional $2000.00 annually.

Rationale:National Board certification is the only nationally recognized certification for teachers of all
disciplines and grades in the U.S. It is the premier P.D. program that a teacher may undertake. Teachel
with National Board certifications have been shown through research to be overall more improved teache
and professionals. More than 50 districts in Arkansas now have incentives in place. While the State of
Arkansas has a financial incentive program, itisintec al di stri ct és best i n:
incentives to attract NB certified teachers and to encourage existing teachers within the district to consids
the National Board certification process.

Date Adopted: 5/15/2007
Last Revised:
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3.70 CERTIFIED PERSONNEL DRUG TESTING

In an effort to create a healthy environment for students and staff members, and in compliance with the
provisions of Public Law 18226, the Genoa Central Board of Education prohibitptdssession, use, or
distribution of illegal drugs and/or alcohol by its employees on school district property or as a part of any
school activity.

The illegal manufacture, distribution, dispensation, possession or use of narcotics, drugs, alcohol, or
controlled substances during working hours, school activities or on school district property constitutes
conduct unbecoming an employee and is prohibited. An employee shall not report to work or work after
having used any prohibited drug. Compliance liik regulation is a condition of employment and an
employee in violation will be subject to disciplinary action, up to and including discharge.

Compliance with the standards of conduct stated in this policy is mandatory of all employees; Violations
anypart of this policy may result in disciplinary action, including suspension and termination. If the
situation warrants, the Superintendent shall communicate all available inforqmatroptly to the proper

law enforcement agency (ies) and offer full cegtion of the Genoa Central School Board in an
investigation.

As a condition of employment, the employee will abide by the terms of the statement and notify the

employer in writing of any criminal drug statute conviction for a violation occurring iwthnkplace no
longer than five (5) calendar days after such conviction.
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Employees are encouraged to seek treatment and/or counseling for drug problems. The Genoa Central ¢
Board will not assume any expense incurred in counseling or attendance giadcdhol program. If asked,
the Genoa Central School Board will assist an employee in locating a drug/alcohol program to meet their
needsHowever, a request for assistance by an employee after violating this regulation will not affect the
imposition of dsciplinary action.

Scope of Policy

Each person hired for a position which allows or requires that the employee operate any type of motor vehicle
which isprivately owned and operated for compensation, or whmhmned, leased or otherwise operated by,

or for the benefit of the District, anddperated for the transportation of children to or from school or school
sponsored activitghall undergo a physical examination, including a drug test.

Methods of Testing

The collection, testing methods and standards shall be determined by the agency or othergaediatibns chosen
by the School Board to conduct the collection and testing of samples. The drug and alcohol testing is to be condu
by a laboratory céfied pursuant to the most recent guidelines issued by the United States Department of Health a
Human Services for such facilities. (AMandatory

Definition

Safety sensitive function includes:

1) Alltime spent inspecting, servicing, and/or preparing the vehicle;

2) Alltime spent driving the vehicle;

3) Alltime spent loading or unloading the vehicle or supervising the loading or unloading of the vehicle; and
4) All time spent repairing, obtaining assistayor remaining in attendance upon a disabled vehicle.

Reqguirements

Employees shall be drug and alcohol free from the time the employee is required to be ready to work until the
employee is relieved from the responsibility for performing work and/or any time they are performing a
safetysensitive function. In addition to the testing required as an initial condition of employment, employees
shall submit to subsequent drug testeegjuired by law and/or regulation. Subsequent testing includes, and/or is trig
by, but is not limited to:
1) Random tests;
2) Testing in conjunction with an accid&nt
3) Receiving a citation for a moving traffic violation; and
4) Reasonable suspicion.

* Any School Employedhatis driving aschool vehicleand has aaccident,will be drug tested

immediately. Refusal to take a drug test can/may result in a dismissal.

Prohibitions

1) No driver shall report for duty or remain on duty requiring the performance ofsafetyive functions
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while having an alcohol concentration of 0.04 or greater;

2) No driver shall use alcohol while performing safsipsitive functions;

3) No driver $all perform safetgensitive functions within four (4) hours after using alcohol;

4) No driver required to take a pestcident alcohol test under # 2 above shall use alcohol for eight (8) hours
following the accident or until he/she undergoes agqmstient alcohol test, whichever occurs first;

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

6) No driver shall report for duty or remain on duty requiring the performance ofsaffetyive functios
when using any controlled substance, except when used pursuant to the instructions of a licensed medical

practitioner, knowledgeable of the driverds j ol
will not adversely affect the driverds ability
to inform his/her supervisor of the employeeds

7) No driver shall report for duty, remain on duty, or perform a sagetgitive function if the driver tests
positiveor has adulterated or substituted a test specimen for controlled substances.

Violation of any of these prohibitions may lead tecghlinary action being taken against the employee, which
could include termination or neenewal.

Testing for Cause

Drivers involved in an accident in which there i
controlled substanseas soon as practicable following the accident. Drivers shall also be tested for alcohol within
eight (8) hours and for controlled substances within thirty two (32) hours following an accident for which they
receive a citation for a moving traffic violation if the accident involved: 1) bodily injury to any person who, as a
result of the injury, immediately receives medical treatment away from the scene of the accident, or 2) one or
more motor vehicles incgrdisabling damage as a result of the accident requiring the motor vehicle to be
transportedaway 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 drive

Failed to appear for any test within a reasonable period of time as determined by the employer consistent wit
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 a sufficient 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 partifittit@me
process

. for the previous listed reason;

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

Adulterated or substituted attessult as reported by the Medical Review Officer.

mmoow>

Cm I

Consequences for Violations

Drivers who engage in any conduct prohibited by this palibichrefuse to take a required drug or alcohol test,
or who exceed the acceptable limits for the respective tests shall no longer be allowed to perfesemsiifety
functions. Actions regarding their continued employment shall be taken in relation to their inability to perform
these functions and coulttlude termination or nerenewal of their contract of employment.
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Drivers who exhibit signs of violating the prohibitions of this policy relating to alcohol or controlled substances
shall not be allowed to perform or continue to perform safatgitve functions if they exhibit those signs during,

just preceding, or just after the 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, contemporaneoustaiteonbservations

concerning the behavior, speech, or body odors of the driver. The Superintendent or his/her designee shall requil
the driver to submit to Areasonable suspiciono t
to such tests must be made just before, just after, or during the time the driver is performisgrssifety

functions. If circumstances prohibit the testing of the driver the Superintendent or his/her designee shall remove
the driver from reporting fpor remaining on, duty for a minimum of 24 hours from the time the observation

was made triggering the driverds removal from du

If the results for an alcohol test administered to a drivee@uel to or greater than 0.02, but less than 0.04, the

driver shall be prohibited from performing safegnsitive functions for a period not less than 24 hours from the

time the test was administered. Unless the loss of duty time triggers other employment consequence policies, no
further other action agairtsie driver is authorized by this policy for test results showing an alcohol concentration

of less than 0.04.

Legal Reference: A.CA. 8619108
49 C.F.R. § 382011 605
49 C.F.R. § part 40

Date Adopted: 02/12/2004
Last Revised:
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3.7.10 DRUG FREE WORKPLACE - CERTIFIED PERSONNEL

The conduct of district staff plays a vital role in the social and behavioral development of our students. It
equally important that the staff have a safe, healthful, and professimmriednment in which to work. To
help promote both interests, the district shal
that district employees are prohibited from the unlawful manufacture, distribution, dispensation, pogssessi
or use of controlled substances, illegal drugs, inhalants, alcohol, as well as inappropriate or illegal use of
prescription drugs. Such actions are prohibited both while at work or in the performance of official duties
while off district property; violaons of this policy will subject the employee to discipline, up to and
including termination.

Should any employee be found to have been under the influence of, or in illegal possession of, any illege
drug or controlled substance, whether or not engagady school or schoaklated activity, and the
behavior of the employee, if under the influence, is such that it is inappropriate for a school employee in 1
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opinion of the superintendent, the employee may be subject to discipline, up to and irteludingtion.
This policy also applies to those employees who are under the influence of alcohol while on campus or a
schoolsponsored functions, including athletic events.

Possession, use or distribution of drug paraphernalia by any employee, wheibtegrayaged in school or
schootrelated activities, may subject the employee to discipline, up to and including termination. Possess
in onebds vehicle or Iin an area subject to the
thesubssnce were on the employeebs person.

It shall not be necessary for an employee to test at a level demonstrating intoxication by any substance i
order to be subject to the terms of this policy. Any physical manifestation of being under the influence of
substance may subject an employee to the terms of this policy. Those physical manifestations include, k
are not limited to: unsteadiness; slurred speech; dilated or constricted pupils; incoherent and/or irrational
speech; or the presence ofanodooass at ed with a prohibited subst

Should an employee desire to provide the District with the results of a blood, breath or urine analysis, su
results will be taken into account by the District only if the sample is pedwdthin a time range that could
provide meaningful results and only by a testing agency chosen or approved by the District. The District
shall not request that the employee be tested, and the expense for such voluntary testing shall be borne
employee.

Any employee who is charged with a violation of any state or federal law relating to the possession, use ¢
distribution of illegal drugs, other controlled substances or alcohol, or of drug paraphernalia, must notify
immediate supervisor withifive (5) week days (i.e., Monday through Friday, inclusive, excluding holidays)
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, thpleyee 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 @
an employee to notify his supervisor or the Superintendent of havingsbesharged shall result in that
employee being recommended for termination by the Superintendent.

Any employee convicted of any criminal drug statute violation for an offense that occurred while at work ¢
in the performance of official duties whilefafistrict property shall report the conviction within 5 calendar
days to the superintendent. Within 10 days of receiving such notification, whether from the employee or ¢
other source, the district shall notify federal granting agencies from whideives funds of the conviction.
Compliance with these requirements and prohibitions 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 illege
drugs, othecontrolled substances, or of drug paraphernalia, shall be recommended for termination.

Any empl oyee who must take prescription medicat
is impaired by the prescription medication such that he camoperly perform his duties shall not report for
duty. Any employee who reports for duty and is so impaired, as determined by his supervisor, will be sen
home. The employee shall be given sick leave, if owed any. The District or employee will provide
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transportation for the employee, and the employee may not leave campus while operating any vehicle. |
the responsibility of the employee to contact his physician in order to adjust the medication, if possible, s
that the employee may return to his jotimpaired. Should the employee attempt to return to work while
impaired by prescription medications, for which the employee has a prescription, he will, again, be sent
home and given sick leave, if owed any, Should the employee attempt to return tehierknpaired by
prescription medication a third time the employee may be subject 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 means other than his own current prescription shall be treated as though he was in posses
possession with intent to deliver, or under the influence, etc. of an illegal substance. An illegal drug or otf
substance is one which is (a) negally obtainable; or (b) one which is legally obtainable, but which has
been 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 medicatidareRaiprovide such proof, to

the satisfaction of the Superintendent, may result in discipline, up to and including a recommendation of
termination.

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

Date Adopted: 07/13/2006
Last Revised:06/09/2009

3.7.1F0 DRUG FREE WORKPLACE POLICY ACKNOWLEDGEMENT

CERTI FICATION
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|, hereby certify that | have been presedrdeed wi
workplace policy, that | have read the statement, and that | will abide by its terms as a condition of my
employment with District.

Signature

Date

3.8 CERTIFIED PERSONNEL SICK LEAVE
Definitions

1.

St

Emp | oy e-inie emptoyeaof thewDistfict.

2. AiSick Leaveo is absence from wor k dueenpol oylelenbes
immediate family, or due to a death in the family. The prinsipall determine whether sick leave will be
approved on the basis of a death outside the immediate family of the employee.

3. ACurrent Sick Leaveo means those days of sick |
rate of one day dfick leave per contracted month, or major part thereof.

4. AfAccumul ated Sick Leaveodo is the total of unuse:
previous contract, but not used.

5. Al mmedi ate famil yo me anrent a anya@herpelatvepeoededthe stipeorelatve |
lives in the same household as the teacher.

Sick Leave

The principal has the discretion to approve sick leave for an employee to attend the funeral of a person who is no
related to the employeayder circumstances deemed appropriate by the principal.
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Pay for sick | eave shall be at the employeeds da

by the number of days employed as reflected in the contract. Absentesfare s s i n excess of
accumul ated and current sick | eave shall result
above.

At the discretion of the principal (or Superintendent), the District may require a writterestatem of t he e
physician. Failure to provide such documentation of illness may result in sick leave not being paid, or in dismissal

Should a teacher be absent frequently during a school year, and if such a pattern of absences continues, or is
rea®nably expected to continue, the Superintendent may relieve the teacher of his assignment (with Board apprc
and assign the teacher substitute duty at the te
to report for subdtite duty when called, the teacher will be charged a day of sick leave, if available.

Excessive absenteeism, whatever the cause, to the extent that the employee is not carrying out his assigned duti

extent that the education of students is sutisligradversely affected (at the determination of the principal or
Superintendent) may result in dismissal.
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1.Leave of Absence Employees of the Board of Education may be granted
absence under the following conditions:

A. Sick Leave- Any member of the instructional staff who is absent from duty on
account of personal iliness or illness in the immediate family shall be allowed 1 1/3
days sick leae per month of employment with accumulation to 90 days without
reduction of pay for such cause, provided the teacher files with the Superintendent
statement signed by the principal that the teacher was ill. Three days of the sick
leave can be used asrponal leave per year without accumulation of personal leave.
For illness extending beyond the number of accumulated days of sick leave, the
teacherods salary wil!|l be reduced a f
accumul ated daysedoifatsel cFka nhielayvoe .s h ailllmr
husband, wife, child, father, mother, sister, brother, fathesin-law, mother-in-
law, and/or other members of the family living in the same houseSick leave
may be used for maternity purposes as long as accwedudals of sick leave are
not exceeded. The District will pay a retiring teacher for unused sick leave up to 6!
days. This applies only to teachers who taught at Central School District No. 1 for
the 198889 school yearNew teachers hired for the 1989 school year and
thereaftewith a minimum of 10 years teaching experience in the Central School
District No. 1 will be paid for unused sick leave up to 90 days at the current
substitute teacher pay rat€ay for unused sick leave will be based on ittned f
yearsd salary divided by the number ¢
active member who has attained the age of 60 and has 10 years or more of credite
service or any active member who has 25 years or more of credited service
regardlessioage. Certified employees shall be paid at substitute pay for all days
over 90 days of accumulative sick leave.

2. Sharing of Sick Leave by Certified Spouses
Any certified employee of the Genoa Central School District who is married to an
individual who is also a certified employee of the Genoa Central School District may
transfer his or her own sick leave days to his or her spouse under the following
circumstances:

A. The receiving spouse has exhausted his or her
accumulated sick &ve days.

B. The transferring spouse makes a written request that a specific
number of sick leave days be transferred, not to exceed the sick leave day
balance of the transferring spouse.

3. EmergencyFuneral Leave- (a) A member of the instructional staff who is absent because

of thedeath of a member of the immediate family may be granted, not to exceed 5 days in any scf
year, a leave of abses without reduction of salary. Absences for such cause will be considered as
separate and distinct from absence due to personal iliness; shall be determined on an annual bas
shall not be accumulativéi | mme d i a t leall be a@efined here to sclude spouse, child, parent,
brother, sister, fathan-law, mothefin-law, sistefin-law, brothefin-law, grandparents, grandchildren,
and/or other members of the family living in the same house.
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4. Prdfessional Leave The Board shall encourage employees to actively participate@tings of local

state, and national professional organizations. Eligibility to attend meetings of state ¢
national professional organizations shall be bagexh ypprofessional interest and leaders|
in positions of local affiliation. All requests fpermission tattend professional meeting
be approved by the principal and the Superintendent.

5. Maternity Leave - A teacher who becomes pregnant shall provide written notice. The pregnant

employee must submit with such notice a written statementdnaimysician which

shall include the anticipated date of gely, the date until which thghysician
believestheem!| oyee wi | | be physically abl e
comments as to whether or not any restrictions of job activities are recommended a
a commitment from the physician to notify the school authorities othagge irthe

p at i e nitiod whicltnaightdffect the ability to perforrjob duties. The

employee will normally be permitted to continue teaching as lotigeadoctor feels

that the teacher is able to teach. Howethee district may reviewthe mp | oy e e 6
performance duringregnancy, may request a supplemental statement from the
physician as to current physical condition, and in the event the school authorities
conclude that the employeebds job gpoerf
required to take a leave absence at an earlier date. A teacher shall remain on
maternity leave until her doctor certifies that the teacher is able to return to work.

The teacher employed to teach while the regular teacher is on maternitghafiyee
classifed as a substitute that is teaching only while the teacher is on maternity leave

6. Other Leave- The School Board may grant further leave of absence under certain extenuating

Legal References:

circumstance when a request is presentetiting. Requests for leavehould be

made as far in advance as possil#\eéthe discretion of the principal (or
Superintendent), the District may req
physician. Failure to proade suchdocumentation of illness may result in sick leave
not keing paid, or in dismissal.

Excessive absenteeism, whatever the cause, to the extent that the empioteariging
out his assigned duties to an extent thatadtiucation of studentsssbstantially adversely
affected (at the determinan of the principal or Superintendent) may result in dismisse

A.C.A.8617-1201 et seq.

Date Adopted: 02/12/2004

Last Revised07/13/2006
04/10/2008
06/12/2008
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3.8.1° CERTIFIED VACATION LEAVE
Full-time, ecertified employees who are employed twelve calendar months shall be granted

two weeks vacation with payCertifiedemployees with a twelve month contraad 15
years of service will be given 3 weeks of vacation

DateAdopted: 02/12/2004
Last Revised:05/15/2007
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3.9n1 CERTIFIED EMPLOYEES i SICK LEAVE DONATION
Genoa Central School District (GCSD) employees may voluntarily donate their accrued sick leave
to another GCSD employee who, after exhausting all paid leave, has a catastrophic occurrence

provided the following conditions exist:

In order to receive:

1. The cause of the employeeds absence is a pr.
illness, injury, maternity related complication s, or any such injury or iliness to an immediate
family member (immediate family member defined as spouse, child, parent, or any other
member living in the same household) to the extent that such leaves are necessary, as
determined by a treating physician.

2. The employee has expired all health, annual, and personal leave in addition to any leave
advances that may have been granted by GCSD.

3. A principal or staff member should requestthat sick leave donations be made on behalf of
the staff member in need.

4. The employee must submit in writing by completing the Application for Sick Leave Donation
form to their building principal. The empl o
approval.

5. Contingent upon approval and number of donated days received

In order to donate:

1. The employee must be employed full-time and have not submitted a resignation.

2. The donating employee can donate one day for every ten (10) accrued days, up to a
maximum of five (5) days. A limitation of 20 days can be donated at one tim e. Once a total
of 20 days have been donated a stop donation will be issued. After 20 days have been used,
if the need remains the request for days will be reinstated.

3. The employee must submit in writing by completing the Voluntary Donationfor Sick Lea&
form and turn it in to the principal . Donations not used will be divided based on the total
number of hours remaining amongst all who donated.

Additional Guidelines :

58



1. Requests for donations will be fill edemans, t hi
the remaining schools will be notified.

2. The donated day/s will be available to the requesting individual for the remainder of the
school year. At the end of the school year, the hours of unused days will be totaled and
divided among the members d onating.

3. Pay rate of daily base pay salary.

Date Adopted
June 2006
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3.1® CERTIFIED PERSONNEL PLANNING TIME

A master schedule shall be created by the buil di
scheduled lunch period will be. Planning time is for the purpose of scheduling conferences, instructional planning
preparation. Each teacher will have the ability to schedule these activities during his/her designated planning time
Teachers may naédve campus during their planning time without prior permission from their building level
supervisor.

The planning time shall be in increments of not less than forty (40) minutes and shall occur during the student
instructional day unless a teacher retgjen writing, to have his/her planning time occur outside of the student
instructional day. For the purposes of this policy, the student instructional day means the time that students are
required to be present at school.
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Legal Reference: ACA §617-114 (a)(d)

Date Adopted: 02/12/2004
Last Revised: 07/13/2006

3.116 CERTIFIED PERSONNEL PERSONAL LEAVE

Full-time employees receive 12 days at the beginning of the year, nine (9) of which is sick leave and (3) days
of personal leave per contract year. An employee may take personal leave when he must be absent from work
for reasons which do not entitle the employee to take sick leave.

Any employee desiring to take personal leave may do so by making a writtenteehisestipervisor at least
twenty-four (24) hours prior to the time of the requested leave. The sfgemtiiour requirement may be waived

by the supervisor when the supervisor deems it appropriate.

Personal leave does not accumulate from one coytiadio the next. Any personal leave at the end of the
year is transferred to sick leave and carried over to the next year.

Personal leave may not be taken the day before or the day after a holiday.

Date Adopted: 02/12/2004
Last Revised:
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3.1 CERTIFIED PERSONNEL PROFESSIONAL LEAVE

AProfessional Leaveo is paid |l eave granted for t
Activities (e.g., teacher workshops or serving on professional committees) which improve the instructional
program or the employeeds ability to perform his
written request to his immediate supervisorirggforth the information necessary for the supervisor to make an
informed decision. The supervisorodos decision is

Applications for professional leave should be made as soon as possible followingthé oy ee 6 s di s c ¢
need for such leave, but, in any case, no less then two (2) weeks before the requested leave is to begin, if possib

During such approved |l eave, the employeebs pay s
aoproved leave, the District shall pay the full cost of the substitute.

Budgeting concerns may always be taken into consideration in reviewing a request for professional leave.

Date Adopted: 02/12/2004
Last Revised:
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3.13 CERTIFIED PERSONNEL PUBLIC OFFICE

An employee of the District who is elected to the 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 demoted as a result of such service.

No paid |l eave will be granted for the employeeos
pay for personal leave or vacation (if applicable), if approved in advance by the Superintendent, during his
absence.

Prior to taking leave ral as soon as possible after the need for such 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 requestkdeave for the purpose of taking leave to serve in public office may
be subject to nonrenewal or termination of his employment contract.

Legal Reference: A.CA. 8617115, 116

Date Adopted: 02/12/2004
Last Revised:
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3.14 CERTIFIED PERSONNEL JURY DUTY

Employees are not subject to discharge, loss of sick leave, loss of vacation time or any other penalty due to
absence from work for jury duty, upon giving rea
immedate supervisor.

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

Legal Reference: A.C.A. 8§ 1631-106

Date Adopted: 02/12/2004
Last Revised:
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3.15 CERTIFIED PERSONNEL LEAVE 6 INJURY FROM ASSAULT

It shall be the policy of the Genoa Central School District that whenever an employee is absent from

his or her duties as a result of personal injury caused by either an assault or other violent criminal act
committed against the employee in the course of his or her employment, (or while intervening in student
conflicts, restraining a student, or prdteg a student from harm,) the employee shall be granted a leave

of absence with full pay for up to one (1) year from the date of the injury. (The leave of absence for the
aforementioned circumstances shall not be char

A | eave of absence granted under this policy sha

In order to obtain leave under this policy, the teacher must present documentation of the injury from a physician,
with an estimate for time of recovery saiffint to enable the teacher to return to work, and written statements

rom witnesses (or other documentation as appropriate to a given incident) to prove that the incident occurred in
thecour se of the teacheroés empl oyment.

Should the employeeds r
the district, subject t
the reason for the extension.

ery be sl ower than
e maxi mum of one (1]

Legal Reérence: A.CA. §617-1209

Date Adopted: 02/12/2004
Last Revised:
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3.160 CERTIFIED PERSONNEL REIMBURSEMENT FOR PURCHASE OF SUPPLIES

Prekindergarten through sixth grade teachers shall be allotted the amount required by law per student enrolled in
teacherod6s class to be used for the purchase of ¢
account fronwhich the teacher shall be reimbursed for his/her covered purchases to the extent funds are availabl
accountFor the purposes of this policy, gaadergarten through sixth grade teachers shall be eligible for the allotted
supply reimbursementfo t hose students enrolled in the teach
of the first three months of the school year.

Teachers may purchase supplies and suppl ematagear y
of the school 6s bulk buying power. To do so, tea
order for supplies which will then be purchased dme t behaiflly the sheol and subtractedfronh e t e a C
total supplyand material allocation. Teachers may also purchase materials and supplies using their own funds an
for reimbursement by submitting itemized recei@spplies and materials purchased with school funds, or for which
theteacher is reimbuesl with school funds, are school property, and should remain on school property.

Unused allotments shall not be carried over from one fiscal year to the next.

Legal Reference: A.C.A. 8§ 621-303(b)(2)

Date Adopted: 02/12/2004
Last Revised: 07/131D6
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3.1 INSULT OR ABUSE OF CERTIFIED PERSONNEL

Employees are protected from abusive language and conduct by state law. An employee may report to the police
any language which is calculated to:

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

3. Arouse the person to whom the language is addressed to anger, to the extent likely to cause imminent retaliati

Legal Reference: A.CA. 8617106

Date Adopted: 02/12/2004
Last Revised:
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3.18 CERTIFIED 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 employment outside of his destnigloyment which will interfere, or otherwise

be incompatible with the District employment, including normal duties outside the regular work day; nor shall

an employee accept other employment which is inappropriate for an employee of a public school.

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

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

Date Adopted: 02/12/2004
Last Revised:
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3.19 CERTIFIED PERSONNEL EMPLOYMENT

All prospective employees must fill out an application form provided by 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 effect, it may
be grounds for dismissal.

The Genoa Central School District is an equal opportunity employer and shall not discriminate on the grounds of
race, color, religion, national origin, sex, age, or disability.

It shall be the policy of the Board of Education to employ on the Instructional Staff only
those persons who hold at | east a bachelords d
appropriatefiellhnd an acceptable state teacheroés certif

Any person employed by Central School District to a certified position shalltiject to gprobationary

status in keeping with the Teacher Fair Dismissal Act (ACT 936 of 1983).

Probationary statusr all beginning teachers who have not completed a probationary period in the Sate of
Arkansas shall be for a minimum of 3 years. For teachers who have completed 3 years of probationary s
in another Arkansas School District, the probationary pdao@entral School

District shall be 1 year.

When possible, fully certified persons will be employed for all positions. In situations where fully certified
persons are not available, persons with certification in another field may be assigneshtwttige area.

Any person who is assigned to teach in an area in which certification is pending or in which additional wc
is necessary for full certification shall be responsible for meeting the minimum requirements of that field c
making satisfactorprogress toward certification each year. Failure to make satisfactory progress will be
considered grounds for ngenewal.

Teachers are expected to:
a. Be in the classroom or at the door of the classroom when the tardy bell rings,
b. Be prepared each dayth a variety of activities appropriate to what is to be taught,
c. Organize and plan for the use of all available time scheduled.cla&ston timend
use the whole period. Anything less shadringeghe students.
d. Give homework assignments (where appropriate), and check
homework personally or within the classroom structure.
e. Maintain a classroom climate which is conductive to good learning

practices,
f. Identify the boundaries of acceptable studsmtduct within the
cl assroom (mini mums are | sestiongahd i n t he

explain the repercussions for those who exceed thasedaries,
g. Do the following for thosstudents who do not comply with
acceptable classroom behavior:

1. Visit with the student privately

2. Use the/follow the detention policy for disruptive students

3. Visit with the student arah administrator after the firdtsruption
4. Call or otherwise contact the Parent/Guardian for assistance

70



5. ldentify specific punishment within the classroom structure

NOTE: Always document effort for future reference in your grade
book.

h. Refer students whose behavior is not properly modifieigbybove to the
appropriate administrator for further disciplinary actions.

NOTE: I n some severe cases, all the ste
in most instances, all of the steps should be tried by the classroom teacher.

Certification - All instructional personnel shall have teaching certificates, duly recorded with the
Superintendent, that legally qualify them for the work to which #reyassigned.

Medical examinations:
(a) For the protection of children, the Board shall require each newly hired teacher to have
TB skin test. The teacher shall submit a report of a negative skin test. If a skin test is
positive, an xray is requireatach year.

(b) I'f the Principal and/ or Superintende.]
health is not as it should be, the School Board may require the teacher to undergo an
examination by a doctor selected by the School Boadétermine that the teacher is capable
of being in the classroom. The District shall pay for this examination.

Transcripts - All educational personnel shall file one copy of their college transcript in the
Super i nt en dhesnrandcspt filefmist ke &ept up to date.

Background Checks for Certified Employees It is not the policy of Genoa Central School District to pay

the fee required for the Criminal Record Check required before employing a new certified employee.
Progective employees are responsible for paying the required fee.

Date Adopted: 02/12/2004
Last Revised:
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3.2 CERTIFIED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES

Employees shall be reimbursed for personal and/or travel expenses incurred while performing duties or
attending workshops or other employrtiated functions, provided that prior written approval for the activity
for which the employee seeks reimbursahhas been received from the Superintendent, principal (or other
immediate supervision with the authority to make school approvals), or the appropriate designee of the
Superintendent.

It is the responsibility of the employeegaimvide the followingn f or mat i on t o the Super.i
reimbursement prior to and after travel:

1.

5.

Travel (vehicle request form) and/or registration for the hotel/meeting must be approved and facilitated by the
Principal/Supervisor. Vehicle request forms must ppecaed by the Superintendent for mileage reimbursement
prior to travel. Reimbursement for mileage will be paid when necessabycani3 per mile from the
pre-determined mileage schedule for designation mileage.

Reimbursement form for meals/travel wbpervisor approval. Meal reimbursement is $6.00 for breakfast,
$10.00 for lunch, and $15.00 for dinner/supper. The District will not be responsible for meal tips.

Copy of registration and/or agenda.

ltemized hotel invoice. The District will not besppnsible for movie rental, room service, personal phone calls,
valet parking if other hotel parking is available. Additional parking expenses must be accompanied by a rece
Other expenses with receipt: Subject to approval.

* Credit card and kegnust be returned to the appropriate authority.

Date Adopted: 02/12/2004
Last Revised:07/13/2006

06/09/2009
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3.215 CERTIFIED PERSONNEL TOBACCO USE

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

Legal Reference: A.C.A. § 621-609

Date Adopted: 02/12/2004
Last Revised:
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3.2 DRESSOF CERTIFIED EMPLOYEES

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

Date Adopted: 02/12/2004
Last Revised:
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3.23 CERTIFIED PERSONNEL POLITICALACTIVITY

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

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

1.

2.

3.

Using students for preparation or dissemination of campaign materials;
Distributing political materials;

Distributing or otherwise seeking signatures on petitions of any kind;
Posting political materials; and

Discussing political matters with studeritsthe classroom, in other than circumstances appropriate to
theFrameworks and/or the curricular goals afectivesof the class.

Date Adopted: 02/12/2004
Last Revised: 07/13/2006
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3.24 CERTIFIED PERSONNEL DEBTS

Al'l empl oyees are expected to meet their financi
incomegarnished, dismissal may result.

An employee will not be dismissed for having been the subject of one (1) garnishment. However, a second or
third garnishment may result in dismissal.

At the discretion of the Superintendent, he or his designee may ithegt wmployee who has received a
second garnishment for the purpose of warning the employee that a third garnishment will result in a
recommendation of dismissal to the School Board.

At the discretion of the Superintendent, a second garnishment msgbas a basis for a recommended
dismissal. The Superintendent may take into consideration other factors in deciding whether to recommend
dismissabased o second garnishment. Those factors may include, but are not limited to, the amount of the
debt, the time between the first and the second garnishment, and other financial problems which come to the
attention of the District.

Date Adopted: 02/12/2004
Last Revised:
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3.25 CERTIFIED PERSONNEL GRIEVANCES

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

Definitions

Grievance a claim or concern related to the interpretation, application, or claimed violation of the person
policies, including salary schedules, federal or state laws and regulations, or terms or conditions of
employment, raised by an individual employee of #ghool district. Other matters for which the means of
resolution are provided or foreclosed by statute or administrative procedures shall not be considered
grievances. Specifically, no grievance may be entertained against a supervisor for direatiroginigpst
reprimanding, or fAwriting upo an employee unde]
same grievance may file a group grievance.

Group Grievance: A grievance may be filed as a group grievance if it meets the following critee&tiqhg

the criteria does not ensure that the subject of the grievance is, in fact, grievable)

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

14.The group has a wetlefined common interest in the facts and/or circumstances of the grievance; and
15. Thegroup has designated an employee spokesperson to meet with administration and/or the board; &
16. All individuals within the group are requesting the same relief.

Employee any person employed under a written contract by this school district.

Immediate Suwervisor: the 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 the
contract is scheduled to work or whethteey are currently under contract.

Process

LevelOneAn empl oyee who believes that he/ she has
supervisor that the employee has a potential grievance and discuss the matter with the supervisoewithin
working days of the occurrence of the grievance. The supervisor shall offer the employee an opportunity
have a witness or representative who is not a |
conference. (The fiveay requirement doast 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 consider:
resolved and the employee shall have no further right with respect to said geievan

If the grievance cannot be resolved by the immediate supervisor, the employee can advance the grievan
Level Two. To do this, the employee must complete the top half of the Level Two Grievance Form within
five working days of the discussion withet immediate supervisor, citing the manner in which the specific
personnel policy was violated that has given rise to the grievance, and submit the Grievance Form to his
immediate supervisor. The supervisor will have ten working days to respondgitetrence 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 employeeds i mmediate supervisor
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Level Two (when appeal is to the bilding principal) : Upon 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 the employee an opportunity to have a witnessesenggtive who is

not a member of the employeebds i mmediate famil:"
principal will have ten working days in which to deliver a written response to the grievance to the employ:
If the grievance is nadvanced to Level Three within five working days the matter will be considered
resolved and the employee shall have no further right with respect to said grievance.

Level Two (when appeal is to the superintendent)Jpon receipt of a Level Two Grievancerky the
superintendent will have ten working days to schedule a conference with the employee filing the grievanc
The superintendent shall offer the employee an opportunity to have a witness or representative who is nc
member of t he eafanlilyopyesest atsheii comfarerte. After the conference, the
superintendent will have ten working days in which to deliver a written response to the grievance to the
employee.

Level Three If the proper recipient of the Level Two Grievance was thedmglprincipal, and the

employee remains unsatisfied with the written response to the grievance, the employee may advance the
grievance to the superintendent by submitting
reply to the superintendet wi t hin five working days of hi s/ he
superintendent will have ten working days to schedule a conference with the employee filing the grievanc
The superintendent shall offer the employee an opportunity to havaeswir representative who is not a
member of the employeeds i mmediate family pres:
superintendent will have ten working days in which to deliver a written response to the grievance to the
employee.

Appeal to the Board of Directors An employee who remains unsatisfied by the written response of the
superintendent may appeal the superintendentds
of his/ her receipt of pohskleysubmifirg a writtedn eequeést farta bosard earing
to the superintendent. If the grievance is not appealed to the Board of Directors within five working days
hi s/ her receipt of the superintendeantthesemplageep o n
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 agrees in writing to an alternate date for the hearing. é¥ieming the Level Two Grievance
Form and the superintendentdés reply, the board
di strict policy. I f the grievance i s presented
compsition of the group meets the definition of
group grievance, the Board shall then determine whether the matter raised is grievable. If the Board rule:
composition of the group does not meetdbkénition of a group grievance, or the grievance, whether group
or individual, is not grievable, the matter shall be considered closed. (Individuals within the disallowed grt
may choose to subsequently refile their grievance as an individual gridsegioaing with Level One of the
process.)f the Board rules the grievance to be grievable, they shall immediately commence a hearing on
grievance. All parties have the right to representation by a person of their own choosing who is not a me
ofthe empl oyeebs i mmediate family at the appeal f
have no less than 90 minutes to present his/her grievance, unless a shorter period is agreed to by the
employee, and both parties shall have the oppdyttmipresent and question witnesses. The hearing shall be
open to the public unless the employee requests a private hearing. If the hearing is open, the parent or
guardian of any student
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under the age of eighteen years who gives testimony may elexttoeh t he st udent ds t
closed session. At the conclusion of the hearing, if the hearing was closed, the Board of Directors may
excuse all parties except board members and deliberate, by themselves, on the hearing. At the conclusic
an operhearing, board deliberations shall also be in open session unless the board is deliberating the
employment, appointment, promotion, demotion, disciplining, or resignation of the employee. A decision
the grievance shall be announced no later than tkteregular board meeting.

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

Reprisals

No reprisals of any kind will be taken or tolerated against any employeedecte/she has filed or advanced
a grievance under this policy.

Legal Reference: ACA 8§ 6-17-208 210

Date Adopted: 02/12/2004
Last Revised: 07/13/2006
05/14/2009

3.25F CERTIFIED PERSONNEL LEVEL TWO GRIEVANCE FORM
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Name:

Date submitted to supervisor:

Personnel Policy grievance is based upon:

Grievance (be specific):

What would resolve your grievance?

Supervisorbés Response

Date submitted teecipient

Date Adopted: 02/12/2004
Last Revised:
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3.260 CERTIFIED PERSONNEL SEXUAL HARASSMENT

TheGenoa Centr&chool 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 amicable working
relationships are best attained in an atmosphere of equal educational and employment opportunity that is free of
discrimination. Sexual harassment is a form of discrimination that undermines the integrity of the educational
environment and will not be tolerated.

Believing that prevention is the best policy, the district will periodically inform students ara/eegpbbout the

nature of sexual harassment, the procedures for registering a complaint, and the possible redress that is available
The information will stress that the district does not tolerate sexual harassment and that students and employees
can report inappropriate behavior of a sexual nature without fear of adverse consequences.

It shall be a violation of this policy for any student or employee to be sulijeotetd subject another person to,
sexual harassment as defined in this polcy employee found, after an investigation, to have engaged in sexual
harassment will be subject to disciplinary action up to, and including, termination.

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

1. Submi ssion to the conduct is made, either expl.|
education ormployment;

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

3. Such conduct has the purpose or effect of substantially interfering with anundividd s academi ¢«
performance or creates an intimidating, hostile, or offensive academic or work environment.

The terms #Aintimidating, 06 Ahostile, 0 and Aoffens
humiliatonoremta r r assment and is sufficiently severe, p:
empl oyeebs ability to participate in, or benefit
environment.

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

Actionable sexual harassment is generallypésteed 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 c
the surrounding circumstances. Depending upon such circumstancggesxarsexual harassment include, but

are not are not limited to: unwelcome touching; crude jokes or pictures; discussions of sexual experiences;
pressurdor sexual activity; intimidation by words, actions, insults, or name calling; teasing relséedab
characterisices nd spreading rumors related to a personods

Employees who believe they have been subjected to sexual harassment are encouraged to file a complaint by
contacting their immediate supervisor, administratoftle IX coordinator who will assist them in the

complaint process. Under no circumstances shall an employee be required to first report allegations of sexual
harassment to a school contact person if that person is the individual who is accesedragiment. To the

extent possible, complaints will be treated in a confidential manner. Limited disclosure may be necessary in order
to complete a thorough investigation.
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Employees who file a complaint of sexual harassment will not be subjecti&tioatar reprisal in any form.

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

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

Legal References:  Title IX of the Education Amendments 72, 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: 02/12/2004
Last Revised:
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3.2 CERTIFIED PERSONNEL SUPERVISION OF STUDENTS

All District personnebre expected to conscientiously execute their responsibilities to promote the health, safety, ar
wel fare of the Districtds students under their c
ensuring faculty supervision students throughout the school day and at extracurricular activities.

Date Adopted: 02/12/2004
Last Revised:
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3.27.1" Inappropriate Behavior With and/Or Toward Students

An employee of the Genoa Central Schibdtrict shall not make any sexual advances, request for sexual
favors, and/or any other inappropriate verbal, written, or physical conduct of a sexual, personal, or degra
nature toward a student on or off campus at any time.

Violation of this policywill result in disciplinary action up to and including suspension and/or termination.

Date Adopted: 02/12/2004
Last Revised:
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3.27.2° Actl732-in The Arkansas School Children P

Section 1.
(a) This act shall be known and may be ci
Children Protection Act o.

(b) For purposes of this act:
(1) A sexual offense is one described irk@nsas Code Title 5, Chaptet, Subchapter 1;
and
(2) AConvi cti on 0 ltymenalmmcontendere fo,nigving deendoung u i
guilty of, commiting a sexual offense againstrénor.

(c) Any public school district employee who commits a sexual offense against a minor shall

upon convictionpe dismissed from employment and shall not thereafter be eligible for
employment by any school in this state.

Date Adopted: 02/12/2004
Last Revised:

3273 Megands Law

The Genoa Central School Distrgttall work with area law enforcement in a manner consistent with
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applicable state law and Arkansas Department of Education Regulations to communicate the presence &
sexual offender. When necessary, law enforcement may contact building principalseatineigiv

information concerning registered sex offenders. The decision regarding which school principals to
notify rests solely with law enforcement officials who use a rating system to determine those needing
to be notifi ed ac c garodsnasgtothecontmhngy. of f ender 6s dan

Building principals should, in turn, notify any person who in the course of their employment is regularly
in a position to observe unauthorized persons
include employees such as aides, bus drivers, coaches, maintenance staff, professional support staff,
school l evel administrative staff, security pe:

It is important that school personnel receiving notice unaedsthat they are receiving sex offender
notifications in their official capacity and amet to disseminate information about an offender to anyone
outside the school. If school personnel are asked about notification information by an organizagion usin
school facilities, they should be referred to the area law enforcement agency that issued the notice.

Personsiot to be notified except at the specific discretion of area law enforcement officials include
members of parefteacher organizations, oth&rhools, organizations using school facilities, students,
parents or guardians of students, and the press. Personnel may inform the press about procedures whicl
have been put in place and other general topics, but may not reveal the name or angafiosr sp

regarding an offender.

Unless limited by the terms and conditions of their probation or parole, a parent or guardian who is a sex
offender shall be allowed to attend partdcher conferences or any other activity which is appropriate
for a parent or guardian.

Copies of the natification from law enforcement should be kept in a secure place accessible to teachers

and staff, but should not be posted on school bulletin boards or made available to students or members
of the community alarge.

Legal References: A.C.A. 81212913 (g) (2)
Arkansas Department of Education Gui del

Date Adopted: 02/12/2004
Last Revised:

3.27.3® CERTIFIED PERSONNEL RESPONSIBILITIES IN DEALING WITH SEX
OFFENDERS ON CAMPUS
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Individuals who have been convicted of certain sex crimes must register with law enforcement as sex
offenders. Arkansas law places restrictions on sex offenders with a Level 1 sex offender having the least
restrictions (lowest likelihood of committing ahet sex crime), and Level 4 sex offenders having the most
restrictions (highest likelihood of committing another sex crime).

While Levels 1 and 2 place no restrictions pr ol
and 4 have specifigrohibitions. These are specified in Policy @ 18EX OFFENDERS ON CAMPUS
( MEGANGS LAW) and it is the responsibility of

extent requested, aid school administrators in enforcing the restrickamesl pn 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 sex offenders while taking necessary steps to safeguard the schooltgandhaomply with
state | aw. Each school 6s administration shoul d
accommodations necessary for registered sex offender parents or guardians.

Legal Reference: A.C.A. 8§ 12-12-913 (qg) (2)
Ar kansas Depart ment of Education Gui d:i

A.C.A. §5-14131

Date Adopted : 5/14/09
Last Revised:

3.28 CERTIFIED PERSONNEL COMPUTER USE POLICY

TheGenoa Centrabchool Districiprovides computers and/or computer Internet access for many employees,

to assist employees in performing work related tasks. Employees are advised that they enjoy no expectation of
privacy in any aspect of their computer use, including email, anchittert Arkansas law, both email and

computer use records maintained by the district are subject to disclosure under the Freedom of Information Act.
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Passwords or security procedures are to be utilized as assigned, and confidentiality of student tewptds rela
personnel is to be maintained at all times. Employees must not disable or bypass security procedures, disclose
passwords to other staff members or students, or grant students access to any computer not designated for stud
use. Itis the policof this school district to equip each computer with Internet filtering software designed to

prevent users from accessing material that is harmful to minors. The designated District Technology
Administrator ordesignee 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 distrimivned computers in any way, including excessive personal use, using computers
for personal usduring 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 o
graphics, will face disciplinary actioap to and including termination or roenewal of the employment contract.

Legal References:. 20 USC 6801 et seq. (Chil-B5Mends I nterne
A.CA. §621-107
ACA. §621-111

Date Adopted: 02/12/2004
Last Revised:
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3.28F0 CERTIFIED PERSONNEL EMPLOYEE INTERNET USE AGREEMENT

Name (Please Print)

School Date
TheGenoaCentré&dch@ | Di strict agrees to allow the empl oye
di strictdés technology to access the Internet und

1.Conditional Priviege The Empl oyeeds use o fisatptiviegedanditionediom t 6 s
the Employeeds abiding by this agreement.

2.AcceptableUse The Empl oyee agrees that in using the D
and state laws and regulations. Internet access is provided as an aid to employees to enable them to better perfo
therf ob responsibilities. Under no circumstances s
interferewith, or detracfrom, the performance of his/her jaflated duties.

3. Penalties for Improper Usk the Employee violates this agreement and misuses the Internet, the Employee
shall be subject to disciplinary action up and including termination.

4.7 Mi susei sotfr itchte6sD access to the Interneto includ:¢
a. using the Internet for any activities deemed lewd, obscemgaryal pornographic as defineg
prevailingcommunity standards;
b. using abusive or profane language in pevaessages on tegstem; or using the systenmhtarass,
insult, or verbally attack others;

C. posting anonymous messages on the system;

d. using encryption software;

e. wasteful use of limited resources provided by the school including paper;

f. causing congestianf the network through lengthy downloads of files;

g. vandalizing data of another user;

h. obtaining or sending information which could be used to make destructive devices such as guns,
weapons, bombs, explosives, or fireworks;

i. gaining or attempting to gaimauthorized access to resources or files;

]jp. identifying oneself with another personds nan
user without proper authorization;

k. using the network for financial or commercial gain without dighecmission;

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

m. invading the privacy of individuals;

n. using the Internet for any illegal activity, including computer hacking and copyright or intellectual
propertylaw violations;

0. introducing avirus to, or otherwise improperly tampering with, the system;

p. degrading or disrupting equipment or system performance;

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

r. attempting to gain acsse or gaining access to student records, grades, or files of students not under their
jurisdiction;
providing access to the Districtés I nternet A

t. taking part in any activity related to Internet use which createsranigaresent danger of the
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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 computers during instructional time.

5.Liability fordebts St af f shal |l be |Iiable for any and all
computers or the Internet including penalties for copyright violations.

6. No Expectation of Privacylhe Employee signing below agrees that in usingitheé r net t hr ough
access, he/she waives any right to privacy the Employee may have for such use. The Employee agrees that the
di strict may monitor the Employeeds use of the D
activities the Employee participates in, including but not limiteeht@#; voice, and video transmissions, to

ensure proper use of the system.

7 Signature The Employee, who has signed below, has read this agreement and agrees to be boundby its term
and conditions.

Empl oyeebs Signature:

Date Adopted: 02/12/2004
Last Revised:
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3.2%9 CERTIFIED PERSONNEL SCHOOL CALENDAR

The superintendent shall present to the PPC a school calendar which the board has adopted as a proposal. The
superintendent, in developing the calendar, shall accept and consider recommendations from any staff member «
group wishing to make calendar prepls. The PPC shall have the time prescribed by law and/or policy in which to
make any suggested changes before the board may vote to adopt the calendar.

The Genoa Central School District shall operate by the following calendar.

Legal Reference: A.C.A. 8617201

Date Adopted: 02/12/2004
Last Revised: 07212007
May 2008
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AUGUST

Genoa Central Schools

2009-2010 School Calendar

FEBRUARY

1 Professional Development Days # 1, # 2, # 3, # 4, #5 Aug 12-18
3 4 5 6 7 8 First Day of Classes Aug 19
100 11 12 13 14 15 Labor Day Sept 7
17 18 20 21 22 Parent/Teacher Conference HS (3:30-7:30 PM) Sept 21
24 25 26 27 28 29 Parent/Teacher Conference MS (3:30-7:30 PM) Sept 22
31 Parent/Teacher Conference Elm (3:30-7:30 PM) Sept 24
Professional Development # 6 Oct 2
SEPTEMBER First Quarter Ends 41 days Oct 16 MARCH
Second Quarter Begins Oct 19
1 2 3 4 5 Thanksgiving Break Nov 25-27
- 8 9 10 11 12 Second Quarter Ends 42 days Dec 18
14 15 16 17 18 19 1st Semester Ends 83 days Dec 18
- 23 - 25 26 Christmas Holidays Dec 21-Jan 1
28 29 30 Second Semester Begins Jan 4 28 29 30 31
MLK Holiday Jan 18
OCTOBER Parent/Teacher Conference HS (3:30-7:30 PM) Feb 1 APRIL
Parent/Teacher Conference MS (3:30-7:30 PM) Feb 2
1 2 3 Parent/Teacher Conference Elm (3:30-7:30 PM) Feb 4 1 2 K
5 6 7 8 9 10 Presidents' Day Holiday Feb 12,15 4 5 6 7 8 9 1
12 13 14 15 17 Third Quarter Ends 47 days Mar 12 11 12 13 14 15 16 1
20 21 22 | 23 24 Fourth Quarter Begins Mar 15 18 19 20 - 22 23 2
26 27 28 29 30 31 Spring Break Mar 22-26 25 26 27 28 29 30
Professional Development # 7 May 14
NOVEMBER Last Day of School May 27 MAY
Fourth Quarter Ends 48 days May 27
2 3 4 5 2nd Semester Ends 95 days May 27 ]
9 10 11 12 Teacher Work Day May 28 2 3 4 5 6 7 ¢
6 17 18 19 20 21 High School Graduation May 28 9 10 11 12 13 14 1
23 24 _ 28 6 17 18 19 20 21 2
30 23 24 25 26 28 2
» [l

DECEMBER

JANUARY

Beg/End of Quarter

Holidays

Conference Day

Progress Reports

NOTE: Days missed because of inclement weather or for any
other reason will be made on aregular week day schedule
(Mon-Fri). School days, Feb 12 & 15 may be used for any
school days missed because of inclement weather. Any other

days will be added after May 27, 2010. The 3 days to attend

JUNE

13
20
|27

14 15 16 17 18 1
21 22 23 24 25 2
28 29 30

JULY




11 12 13 14 15 16

-19 20 21 22 23

25 26 27 28 29 30

workshops are not included in this calendar, and are required

by law to fullfill 60 hours of Professional Development. This in

turn equals 190 total contract days for all teachers.

11
18
25

12
19
26

13
20
27

14
21
28

15
22
29

16
23
30

2.
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3.3 PARENT-TEACHER COMMUNICATION

The district recognizes the importance of communication between teachers and parents/legal guardians.
help promote positive communication, parent/teacher conferences shall be held once each semester.
Parentteacher conferences are encouraged and magduested by parents or guardians when they feel the:
need to discuss their childds progress with hi

Teachers are required to communicate during the school year with the parent(s) or legal guardian(s) of e
their students to discuiseir academic progress. More frequent communication is required with the parent
or legal guardian(s) of students who are performing below grade level.

All parent/teacher conferences shall be scheduled at a time and place to best accommodarticipzgeng
in the conference. Each teacher shall document the participation-partaipation of parent(s)/legal
guardian(s) for each scheduled conference.

If a student is to be retained at any grade level, notice of, and the reasons for rekatitioed communicated
promptly in a personal conference.

Legal Reference: State Board of Education Standards of Accreditation 12.04.1, 12.04.2, and 12.04.3
A.C.A. 8 6151701(b)(3)(C)

Date Adopted: 02/12/2004
Last Revised: 07/13/2006
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3.319 PARENT-TEACHER CONFERENCES 8 SECONDARY SCHOOLS

Teachers shall attempt to communicate personally with the parents or guardians of each student at least twice
during the school year to di scus smubidatemosetoftetvatn t 0 s
parents/guardians of students performing below the level expected for their grade.

Parentteacher conferences are encouraged and may be requested by parents or guardians when they feel they

need to di scus sithhisiheriteacher. Banferehées shall becadneddesl at a time and place to
best accommodate those participating in the conference.

Legal Reference: State Board of Education Standards of Accreditation VII (D)(1)
A.C.A. §6151601(b)(3)(C)

DateAdopted: 02/12/2004
Last Revised:
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3.3 CERTIFIED PERSONNEL FAMILY MEDICAL LEAVE *
Eligibility

TheGenoa Centr&chool District will grant up to twelve (12) weeks of leave in accordance with the Family
Medical Leave Act of 1993 (FMLA) to its employees who have been employed by the District for at least twelve
(12) months and for 1250 hours of service during the twelve (12) month period immediately preceding the
commencement of the leave. The twelve (12) month period of eligibility shall begin on the first duty day of the
school year. Leave will be granted for one or more of the following reasons:

=

Because of the birth of a son or daughter of the employee artito care for such son or daughter;

N

Because of the placement of a son or daughter with the employee for adoption or foster care;

w

. In order to care for the spouse, or a son, daughter, or parent, of the employee, if such spouse, son, daughter,
parent has a serious health condition; and

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

The entitlement to leave for reasons 1 and 2 listed above shall expireiad tof the twelve (12) month period
beginning on the date of such birth or placement.

If both the husband and wife are employed by the district and entitled to leave as defined above, the District may,
as determined by the needs of the Districtt lihgir leave to a combined total of twelve (12) weeks when taken
for reasons 1 or 2 listed above or to care for a parent with a serious health condition.

Notice by Employees

Foreseeabl&Vhen the need for leave is foreseeable, the employee must provide the District with at least thirty
(30)days advance notice before the leave is to begin. If thirty (30) days is not practicable, such as because of a
lack of knowledge of approximately e the leave will be required to begin, notice must be given as soon as
practicable.As soon as practicable means as soon as both possible and practical, taking into account all of the
facts andcircumstances in the individual case.

When the need fdeave is for reasons 3 or 4 listed above, the employee should provide a medical certification
from a health care provider supporting the need for leave at the time the notice for leave is given, but must provid
certification at least fifteen (15) dgysor to the date the leave is to begin.

Failure by the employee to give thirty (30) days notice may delay the taking of FMLA leave until at least thirty
(30)days after the date the employee provides notice to the District.

UnforeseeabldVhen the apjaximate timing of the need for leave is not foreseeable, an employee shall provide
the District notice of the need for leave as soon as practicable given the facts and circumstances of the particular
case. Ordinarily, the employee shall notify the Qustithin 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 other electronic means.

Medical Cetrtification
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The required medical certification from a licensed, practicing health care provider of the need for FMLA leave

for reasons 3 or 4 listed above shall include the date on which the serious health condition began, the probable
duration of the condition, aride appropriate medical facts within the knowledge of the health care provider
regarding the condition. For reason 4 listed above, the certification must include a statement that the employee is
unable to perform the required functions of hisfiweition.

Second Opiniorin any case where the District has reason to doubt the validity of the certification provided, the
District may require, at its expense, the employee to obtain the opinion of a second health care provider
designatedr approvedy the employer. If the second opinion differs 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 employe€lhe opinion of the third hahlcare provider shall be considered final and be binding upon
boththe District and the employee.

Recertification The District may request the employee obtain a recertification, at the employees expense, no more
often than every thirty (30) days urdesme or more of the following circumstances apply;

1) The employee requests an extension of leave;
2) Circumstances described by the previous certification have changed significantly; and/or
3) The District receives information that casts doubt upon the cimgtinalidity of the certification.

The employee must provide the recertification in
request.

No second or third opinion on recertification may be required.
Concurrent Leave

The District reqites employees to substitute any applicable accrued leave for any part of the twelve (12) week
period of FMLA leave. All FMLA leave is unpaid unless substituted by applicable accrued leave.

Workers Compensaton FMLA | eave may run concurrently with
injury is one that meets the criteria for a serious health condition.

Health Insurance Coverage

The District shall maintain coverage under any group health plan for the duration of FMLA leave the employee
takes at the level and under the conditions coverage would have been provided if the employee had continued in
active employment with the Disttid he employee remains responsible for any portion of premium payments
customarily paid by the employee. When on unpaid
their portion of the cost of the group health plan coverage to the Distribtu s i ness of fi ce on
made by payroll deduction.

If an employee gives unequivocal notice of intent not to return to work, or if the employment relationship would
have terminated i f the empl o gbigationtoadintanweaalthbendite n F NV
ceaseslf the employee fails to return from leave after the period of leave to which the employee was entitled has
expired, the District may recover the premiums it paid to maintain health care coverage unless:
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a. The employees fails to return to work due to the continuation, reoccurrence, or onset of a serious health
condition that entitles the employee to leave under reasons 3 or 4 listed above; and/or

b. Ot her circumstances emwlist beyond the employee

Circumstances under fao |isted above shall be ce
empl oyeebs inability to return to work.

Reporting Requirements During Leave

Employees shall inform the District every two weeks during FMLA leave of their current status and intent to
returnto work.

Return to Work

Medical CertificationAn employee who has taken FMLA leave under reason 4 stated above shall provide the
District with certification from a health care provider that the employee is able to resume work.

Return to Previous PositibAn employee returning from FMLA leave is entitled to be returned to the same
position the employee held when leave commenced, or to an equivalent position with equivalent benefits, pay,
and other terms and conditions of employment. An equivalent position must involve the same or substantially
similar duties and responsibilitieghich must entail substantially equivalent skill, effort, and authority. The
employee may not be restored to a position requiring additional licensure or certification.

Failure to Return to Workn the event that an employee is unable or fails taréiuwork, the Superintendent
will make a determination at that time regarding the documented need for a severance of the employees contract
due to the inability of the employee to fulfill the responsibilities and requirements of their contract.

Intermi ttent Leave

The District will honor employee requests for intermittent leave as prescribed by the FMLA and that are in the
best interests of the District.

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 Medical Leave Act of 1993 shall govern.

Legal References: 29 USC 2601 et seq.
29 CFR 825.100 et seq.

Date Adopted: 02/12/23
Last Revised:
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3.3 ASSIGNMENT OF EXTRADUTIES FOR CERTIFIED PERSONNEL

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

Legal Reference: A.C.A.86-17-201

Date Adopted: 02/12/2004
Last Revised:
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3.34 CERTIFIED PERSONNEL CELL PHONE USE

Use of cell phonesr other electronic communication devidBsemployees during instructional time is
strictly forbiddenunlessspecifically approved in advance by the superintendent, building principal, or their
designees

In any instance where the district issues a cell phone or school computer to a school employee for use fc
school business purposes, the employee shallsgthe equipment for personal use. Any employee who
uses a school issued cell phones and/or computers fesahoiol purposes, except as permitted by the

di strictbés I nternet/ computer use policyion.shall

Date Adopted: 02/12/2004
Last Revised: 07/13/2006
06/09/2009
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3.34.1- CERTIFIED PERSONNEL DISTRICT COMMUNICATION DEVICE

When the school district supplies a cell phone, pager or any other electronic device for communications, the emp
use the device only for school district business. The devices are not for personal use.

The Genoa Central School Distmstly authorize a cellular phone for Genoa Central School District personnel use
appropriate job related need for such phones exist. The Genoa Central School District will only pay a prorated st
designated by the Genoa Central School Baauidhth other expenses are the responsibility of the employee. The err
shall be responsible to submit to the Genoa Central Business Office a personal check payable to Genoa Central
District or a payroll deduction shall be made within feelusiness days after the employee has received the monthl
telephone bill.

Legal Reference:

Date Adopted: 8507
Last Revised: 1:23-07
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3.35% CERTIFIED PERSONNEL BENEFITS
The Genoa Central School Disticbvides its certified personnel benefits consisting of the following.

The priceless reward of helping shape the life and future of our children;

Health insurance assistance;

Contribution to the teacher retirement system;

1 1/3 days of sick leavepmonth of employment. 3 days of sick leave can be used aspersonal
leave per year without accumulation of personal leave.

5. Sharing sick leave by certified spouses.

PoONPE

Sick Leave- Any member of the instructional staff who is absent from duty on account of personal iliness
illness in the immediate family shall be allowed 1 1/3 days sick leave per month of employment with
accumulation to 90 days without reduction of pay for statkse, provided the teacher files with the
Superintendent a statement signed by the principal that the teacher was ill. Three days of the sick leave
be used as personal leave per year without accumulation of personal leave. For illness extenttindey
number of accumul ated days of sick | eave, the
mi ssed above accumul ated days of si ck husbandewife, |
child, father, mother, sistdorother, fathein-law, mothefin-law, and/or other members of the familgick
leave may be used for maternity purposes as long as accumulated days of sick leave are not exceeded.
District will pay a retiring teacher for unused sick leave up to&&.d This applies only to teachers who
taught at Central School District No. 1 for the 1988school year. New teachers hired for the 1989

school year and thereafterth a minimum of 10 years teaching experience in the Central School District Nc
1 will be paid for unused sick leave up to 90 days at the current substitute teacher pBgydte.unused
sick | eave wil/l be based on the final year sd s
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means any active member who hasiagtd the age of 60 and has 10 years or more of credited service or ar
active member who has 25 years or more of credited service regardless of age.

Certified employees shall be paid at substitute pay for all days over 90 days of accumulative sick leave.

Legal Reference: A.CA. 8617201

Date Adopted: 02/12/2004
Last Revised:04/10/2008

3.35.1' Assignments and/or Transfer

Arrangements are general, they do not involve specific positions. All teachers, principals, and other staf
members are subject to assignment and/or transfer at the direction of the Superintendent with the appro\
the Board of Education. When traef are to be made, a conference of all employees concerned shall be

held with the Superintendent. The disposition of the case shall be in writing by the Superintendent to all

parties concerned.
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Date Adopted: 02/12/2004
Last Revised:
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3.3@ CERTIFIED PERSONNEL DISMISSAL AND NON -RENEWAL

For procedures relating to the termination andneoewal of teachers, please refer to the Arkansas Teacher Fair
Dismissal Act A.C.A. 8844 7-1501 through 1510’he Act specifically is not made a parttbis policy by this
reference.

A copy of the Act is available for review in the office of the principal of each school building.

Date Adopted: 02/12/2004

Legal Reference: A.C.A.§617-201
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3.3 ASSIGNMENT OF TEACHER AIDES

The assignment of teacher aides shall be made by the principal or his/her designee. Changes in the assignment:
may be made as necessary due to changes in the student population, teacher changes, and to best meet the
educational needs of teudents.

Legal Reference: A.C.A.§617-201

Date Adopted: 02/12/2004
Last Revised:

3.38" Bullying Policy
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The Genoa Central School Disttiiets an obligation to and is committed to providing a safe learning environment
for each of its students. Student achievement is best attained in an atmosphere that is free from the fear of
emotional and physical intimidations and threats. Bullyiagdsstructive behavior that will erode the

foundational principles on which a school is built. This school will not tolerate any behavior that is classified
under the definition of bullying and will take steps needed to eliminate such behavior.

Believing that prevention is the strongest means available in eliminating bullying, Genoa Central School District
will offer programs or educational material rega
choose to engage in this type of hatia and the procedures for reporting an incident which involves bullying.

The information will emphasize that this district will not tolerate bullying, and that school employees, volunteers,
and students are encouraged to report any instances of bullying without fear of consequences. Any reports will
take into account the age of the offending student, the level of seriousness of the behavior, and whether or not th
offending student has deleped a habit of engaging in bullying behavior. Appropriate measures will be taken in
dealing with such students.

It will be considered a violation of the policy for any student to inflict bullying behavior upon another student(s)
as defined in thisglicy. After completing an investigation of the reported incident, a student who was found to
have participated in bullying behavior will be subject to disciplinary action that is appropriate to the degree of
seriousness of the bullying behavior.

For the purposes of this policy, bullying is defined as any written or verbal expression or physical act or gesture,
or a pattern there of, that is intended to cause distress or fear upon one or mote students. A student will be founc
violating this policy if their conduct has been found to have the effect of humiliation or embarrassment on a
studentand i s sufficiently severe, persistent, or pe
benefit from, and edutianal program or activity.

Bullying behavior will generally be established when an individual has endured a pattern of offensive behavior or
when a single serious act is committed. What i s

Students who believe they have been victimized by a bully or parents who believe their child has been victimized
by a bully, should file a complaint by contacting a school counselor, teacher, principal, or superintendent who will
assist in getting heljor the child and take the appropriate steps to ensure that such behavior is stopped. To the
extent possible, complaints will be treated in a confidential manner. Limited disclosure may be necessary in orde
to complete a thorough investigation. %o, parents, or teachers who file a complaint against a student who is
guilty of being a bully, will not be subject to retaliation or reprisal in any form. Students or adults, who knowingly
fabricate allegations and falsely accuse a student of beurtyawill be subject to disciplinary action.

Individuals who withhold information, purposely provide inaccurate facts, or otherwise hinder an investigation of
a student for the purposes of bullying, shall be subject to disciplinary action. Consegbalhcange from a
warning to recommended expulsion depending on the seriousness of the offense.

Date Adopted: 02/12/2004
Last Revised:



3.38.8 CERTIFIED PERSONNEL RESPONSIBILITIES GOVERNING BULLYING

Teachers and other school employees who havewitnessed, or are reliably informed that, a student
has been a victim of bullying as defined in this policy, including a single action which if allowed to
continue would 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 behavior they consider to be bullying shall not be subject to
retaliation or reprisal in any form.

District staff are required to hel poullgingpodicy.dree i mj
districtds definition of bullying is included |
held accountable for their actions whether they occur on school equipment or property ; off school
property at a schoolsponsored or schoolapproved function, 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 the building principal. The report may be made anonymously.

Definition_s:

Bullying is any pattern of behavior by a student, or a group of students, that is intended t o harass,
intimidate, ridicule, humiliate, or instill fear in another child or group of children. Bullying

behavior can be a threat of, or actual, physical harm or it can be verbal abuse of the child. Bullying
also includes unacceptable behavior identified in this policy which is electronically transmitted.
Bullying is a series of recurring actions committed over a period of time directed toward one
student, or successive, separate actions directed against multiple students.

Bullying means the intentional harassment, intimidation, humiliation, ridicule, defamation, or
threat or incitement of violence by a student against another student or public school employee by
a written, verbal, electronic, or physical act that causes or creates a clear and present dager of:

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

e Substantial interference with a student's education or with a public school employee's role
in education;

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

e 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 without limitation a telephone, wireless phone or other wireless
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communications device, computer, or pager that results in the substantial disruption of the orderl y
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 school equipment, if the electronic act is directed specifically at
students or school personnel and maliciously intended for the purpose of disrupting school,
and has a high likelihood of succeeding in that purpose;

Harassment means a pattern of unwelcome verbal or physical conduct relating to another person's
constitutionally or st atutorily protected status that causes, or reasonably should be expected to
cause, substantial interference with the other's performance in the school environment; and

Substantial disruption means without limitation that any one or more of the following o ccur as a
result of the bullying:

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 hostile environment;

Severe 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" may include but are not limited to a pattern of behavior involving one or
more of the following:

1.

Sarcastic "compliments" about another stude:

Pointed questions intended to embarrass or humiliate,
Mocking, taunting or belittling,

Non-verbal threats and/ o r inti midation such as ofront.

n ¢

Demeaning humor relating to a studentds r ac:

Blackmail, extortion, demands for protection money or other involuntary donations or
loans,

Blocking access to school property or facilities,



8. Deliberate physical contact or injury to person or property,
9. Stealing or hiding books or belongings, and/or

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

Legal Reference: A.C.A. § 618514

DateAdopted: 02/12/2004
Last Revised: 07/13/2006
06/09/2009
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3.39° JOB DESCRIPTIONS
TITLE: Superintendent of Schools
Reports to: School Board

Appointment: The Superintendent of schools is employed on a one ty#areeontract. The
selection of the Superintendent shall take place at the January meeting of the School Board.

Qualifications: The Superintendent shall meet all state and regional accreditating agency certificat
standards, and shall have a past reobsliccessful teaching experience.

Responsibilities:
A. Personal Qualities and Community Relations

1. To effectively communicate and demonstrate interpersonal skills with faculty, staff,
students, and the community.

2. To display theharacteristics and standards that gain the necessary respect from the
community and students.

3. To communicate in a positive and professional manner with the parents and citizens of t
community.

TITLE: Principal
Reports to: Superintendent
Appointment: All principals are employed on a tyar contract renewable each year. The selection
of all principals shall take place at the February meeting of the School Board. Consideration of the

principal sd contract s sidnaflthe Supeeintenders.ed on t he

Qualifications: Principals shall meet all requirements as set forth by the State
Department of Education for Class A Schools.

Dismissal: Dismissal procedures shall be the same as set forth under Instrigtiadhal

Responsibilities:
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A. Personal Qualities and Community Relations

1.

To effectively communicate and demonstrate interpersonal skills with faculty, staff,
students, and the community.

To display the characteristics and standards which gamrettessary respect from the
community and the students.

To communicate in a positive and professional manner with parents and citizens of the
community.

B. Professional Qualities and Responsibilities

1.

2.

[o2]

\‘

0o

©

To manage faculty, staff, and finane#®ctively.
To act as the instructional leader of his/her campus.

To effectively evaluate the instructional program, staff, and faculty of his/her campus.

To provide irservice education based on needs assessment.
To possess theecessary organizational skills.

To provide for the enroliment and assignment of all students and to provide for their
promotion, discipline, and attendance and personal records.

To submit such reports as deemed necessary to the officeRupkentendent of schools.
To provide for the health, safety, and welfare of students.

To perform such duties as determined by the Superintendent to insure a safe, well
organized, and effective campus.

10. To maintain a welbrganized system of ordering and accounting for all

textbooks and materials under his/her care.
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Administrators are expected to:

1. See that all classroom teachers establish minimum codes of conduct for their

3.

classrooms ahassist them (where appropriate) in seeing that their codes are followed

See that proper classroom climates are established in all classrooms and take
appropriate steps with teachers to see that the proper climate is maintained, insure tf
each teacher is fair, consistent, and reasonable in dealing with all students within his
classroom, and

Assist the classroom teacher in dealing with students who are not responsive to the
efforts of the teacher in modifying unacceptable behavior.

TITLE: TEACHER

Reports to: Building Principal

Each teacher shall be under the general direction of the Superintehdenhools but
immediately responsible to the Principal of the Building (or Buildings) who which he/she
is assigned. Theacherspecific responsibilities shall be:

A. Persmal Qualities and Community Relations

1. To maintain cordial and workable relationships with other teachers and
administrators, both in the school and in the district as a whole.

2. To display the characteristics and standards that gain the necespat from
the community and students.

3. To communicate in a positive and professional manner with the parents and
citizens of the community.

. Professional Qualities and Responsibilities

1. To create an atmosphere conducive to learngigdiscipline, and the
development of realistic and positive setincepts.

2. To comply with the directions of the school and administration in all matters
relating to the instruction of the students in his/her care.

3. To be responsible for pupil records and accounting as required by the board c
by statute.

4. To direct and evaluate the learning experiences of the pupil in curricular and
extracurricular activities.
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5.

To be prompt and conscientious and to fake in all faculty meetings and-in

service training programs, as well as all assigned duty.

6.

7.

To provide for the care and protection of all school property.

To perform duties as assigned by the administration as necessary to the scho

program.

8.

To maintain proper certification and to grow professionally through study,

innovation, and irservice training.

9.

To have a sense of responsibility for his/her share of the overall effectiveness

the school.

. Instructional Effectigness

1.

To communicate accurately and effectively in the content area and maintain a
professional rapport with students.

To obtain feedback from and communicate with students, parents, and other
appropriate persons in a manner which enhastcekent learning and
understanding.

To encourage the development of student involvement, responsibility, and
critical thinking skills.

To manage the classroom to insure the best use of instructional time.

To use a variety of instructiontakchniques, methods, and media related to the
objectives.

To organize instruction to take into account individual and cultural differences
among learners.

To plan instruction to achieve selected objectives.

. To maintain firm, fair, andomsistent class control.

. ParenfTeacher Conferences

Teachers shall attempt to communicate personally with the parents or guardians
of each student at | east twice durin
academic progress. Teachers shall communicate more often with
parents/guardiarts students performing below the level expected for their grade.

Parentteacher conferences are encouraged and may be requested by parents or
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guardians when theyfeeltheye d t o di scuss their chi
teacherConferences shall be scheduled at a time and place to best accommodate
those participating in the conference.

Legal Referenc&tate Board of Education Standards of Accreditation VII (D)(1)

A.C.A. § 6151601(b)(3)(C)

TITLE: COUNSELOR

Reports to: Principal

Responsibilities:

A.

Personal Qualities and Community RelatieSee Teacher Personal Qualities and
Community Relations)

Professional Qualities and Responsibiliti€See Teacher Professional Qualities
and Responsibilities)

Instructional EffectivenesgSee Teacher Instructional

Duties as a Counselor

1. To administer guidance services, including

a.

b.

C.

d.

e.

Career Counseling
Academic Counseling
Personal Counseling
Testing Services

Maintenance of Records

f. Dissemination of Vocational and Educational Information
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TITLE: LIBRARIAN (High School)
Reports to: Principal
Responsibilities:

A. Personal Qualities and Community Relation$See Teacher Personal Qualities
and Community Relations)

B. Professional Qualities and Responsibiliti¢See Teacher Professional Qualities
and Responsibilitis)

C. Instructional EffectivenesgSee Teacher Instructional
D. Duties as a Librarian

1. To administer library services, including selection, circulation, and appropriate
care ofmaterials.

2. To provide guidance to pupils in the use and care of materials.

3. To comply with the direction of the school administration in all matters relating
to the library and its services.

TITLE: LIBRARIAN (Elementary)
Reports to: Pringal
Responsibilities:

A. Personal Qualities and Community Relation&ee Teacher Personal Qualities
and Community Relations)

B. Professional Qualities and Responsibilitié€See Teacher Professional Qualities
and Responsibilities)

C. Duties as d.ibrarian (See High School Librarian Duties)

TITLE: LIBRARIAN (Gary E. Cobb Middle School)
Reports to: Principal

Responsibilities:
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A. Personal Qualities and Community Relation&ee Teacher Personal Qualities
and Community Relations)

B. Professional Qualities and ResponsibilitidSee Teacher Professional Qualities
and Responsibilities)

C. Duties as a Librarian (See High School Librarian Duties)
TITLE: ATHLETIC DIRECTOR/COACH
Reports to: Superintendent
Responsibilities:

A. Personal Qualities and Community RelatiensSee Teacher Personal Qualities
and Community Relations)

B. Professional Qualities and Responsibiliti¢€See Teacher Professional Qualities
and Responsibilities)

C. Duties as Athletic Director

o

. Is responsible for all athletic scheduling.
2. Is responsible for supervision of athletic equipment.
3. Is responsible for supervision of all athletic personnel
4. Is responsible for athletic finances.
5. Is responsible for general adnstrationof total athletigprogram.
D. Duties as a Coach
1. To organize and administer the sports program in question.
2. To supervise assigned staff members.
3. To inventory equipment annually as to quantdgation, and condition.

4. To assist with the development of an annual budget based on previous
inventories and projected needs.

5. To be responsible for all athletes having physical exams and insurance cover:
prior to participating in the program.

6. To be responsible for verifying athletic eligibility at the beginning of each
semester and other appropriate times.
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10.

11.

To support other sports programs and activities.
To attend any meetings and conferences required of the coach.

To provide for the safety, welfare, and physical and mental
development of the athletes in his/her care.

To perform other tasks as may be assigned by the
administration.

To take care of and protedtathletic facilities and

TITLE: COACH

Reports to: Athletic Director

Responsibilities:

A. Personal Qualities and Community Relation&ee Teacher Personal Qualities
and Community Relations

B. Professional Qualities and Responsibiliti¢See Teacher Professional Qualities
and Responsibilities)

C. Duties as a Coach

1.

2.

3.

4.

To organize and administer the sports program in question.
To supervise assigned staff members.
Toinventory equipment annually as to quantity, location, and condition.

To assist with the development of an annual budget basptesious

inventories and projected needs.

5.

To be responsible for all athletes having physical exams and insuraecageo

prior to participating in the program.

6. To be responsible for verifying athletic eligibility at the beginningaxth
semester and other appropriate times.

7. To support other sports programs and activities.

8. To attend any meetingadiconferences required of the coach.

9. To provide for the safety, welfare, and physical and mental development of thi
athletes in his/her care.
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10. To perform other tasks as may be assigned bgdiménistration.
11. To take care of and protect all athletic facilities and equipment.

12. To make recommendations to the athletic director concerning
scheduling and contracting of games and officials.

TITLE: GIFTED AND TALENTED COORDINATOR
Reports to: Bilding Principal
Responsibilities:

A. Personal Qualities and Community Relation&ee Teacher Person@ualities
and Community Relations)

B. Professional Qualities and Responsibiliti¢See Teacher Professional
Qualities and Respoitmslities)

C. Instructional EffectivenesqSee Teacher Instructional
Effectiveness)

D. Duties of the Gifted and Talented Coordinator

1. To plan the overall structure of the district gifted and talented program in
consultation withiteachers, administrators, and parents.

2. To administer the district gifted and talented program.

3. To teach special classes for gifted students as needed. (Same as Teacher, P:
Duties).

4. To evaluate the district prograndaindividual school programs tetrengthen
service to gifted students.

5. To provide a liaison between the district gifted and talented program and
other groups.

6. To perform duties as assigned by the administration as necessary to the scho
program.

Date Adopted: 02/12/2004
Last Revised:



3.3910 CERTIFIED PERSONNEL RECORDS AND REPORTS

The superintendent or his/her designee shall determine, by individual or by position, those
records a teacher is responsible to keep and those reports he/sheas required to maintain. It is a
requirement of employment that all required records and reports be completed, submitted, or
otherwise tendered, and be accepted by the principal or superintendent as complete and
satisfactory, bef orilkbetelasedltodhe tertiffadeampldyées pay

Legal Reference: A.C.A. § 6-17-104

Date Adopted: 06/09/09
Last Revised:

W
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CLASSIFIED PERSONNEL
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8.10 CLASSIFIED PERSONNEL SALARY SCHEDULE

Salaries for variouslassifiedpositions shall be set by the School Board. Salary schedules will consist
of five levels, with level 1 salary being the beginning salary. Each level will add an additional increme

for experience.

Legal Referaces: Act 1780 of 2003

Date Adopted: 02/12/2004

Last Revised:06/04/2007
06/05/2008
06/09/2009
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8.20 CLASSIFIED PERSONNEL EVALUATIONS
Classified personnel may be periodicalaluated.

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

Legal Reference: A.C.A. §6-17-2301

Date Adopted: 02/12/2004
Last Revised: 07/13/2006

8.30 EVALUATION OF CLASSIFIED PERSONNEL BY RELATIVES

No person shall be employed in, or assigned to, a position which would require that he be evaluated by any
relative, by blood or mrriage, including spouse, parent, child, grandparent, grandchild, sibling, aunt, uncle,
niece, nephew, or first cousin.

Date Adopted: 02/12/2004
Last Revised:
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8.40 CLASSIFIED EMPLOYEES DRUG TESTING

In an effort tocreate a healthy environment for students and staff members, and in compliance with th
provisions of Public Law 18226, the Genoa Central Board of Education prohibits the possession, use
distribution of illegal drugs and/or alcohol by its employeeschool district property or as a part of any
school activity.

The illegal manufacture, distribution, dispensation, possession or use of narcotics, drugs, alcohol, or
controlled substances during working hours, school activities or on school district property constitute:

conduct unbecoming an employee and is prohibited. An employee shall not report to work or work a
having used any prohibited drug. Compliance whik regulation is a condition of employment and an
employee in violation will be subject to disciplinary action, up to and including discharge.

Compliance with the standards of conduct stated in this policy is mandatory of all employees, Violatic
of any part of this policy may result in disciplinary action, including suspension and termination. If the
situation warrants, the Superintendent shall communicate all available information promptly to the pre
law enforcement agency (ies) and offer fdbperation of the Genoa Central School Board in an
investigation.

As a condition of employment, the employee will abide by the terms of the statement and notify the

employer in writing of any criminal drug statute conviction for a violation occurritigeirworkplace no
longer than five (5) calendar days after such conviction.

Employees are encouraged to seek treatment and/or counseling for drug problems. The Genoa Cent
School Board will not assume any expense incurred in counseling or attendadcegfakcohol program.
If asked, the Genoa Central School Board will assist an employee in locating a drug/alcohol program
meet their needs.

However, a request for assistance by an employee after violatirrgghistion willnot affect the

imposition of disciplinary action.

Scope of Policy

Each person hired for a position which allows or requires that the employee operate any type of motor vehicls
which isprivately owned and operated for compensation, or whmhned, leased or otherwise opecsby,

or for the benefit of the District, andaperated for the transportation of children to or from school or school
sponsored activitghall undergo a physical examination, including a drug test.

Methods of Testing

The collection, testing methods and standards shall be determined by the agency or other medical organizati
chosen by the School Board to conduct the collection and testing of samples. The drug and alcohol testing is
be conducted by a laboratorytfed pursuant to the most recent guidelines issued by the United States
Depart ment of Health and Human Services for su
Drug Testing Programso).
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Definition

Safety sensitive functiomcludes:
a. All time spent inspecting, servicing, and/or preparing the vehicle;
b. All time spent driving the vehicle;
c. All time spent loading or unloading the vehicle or supervising the loading or unloading of the
vehicle; and
d. All time spent repairingpbtaining assistance, or remaining in attendance upon a disabled vehic

Reguirements

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

1. Random tests;

2. Testing in conjunction with an accidé&nt

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

4. Reasonable suspicion.

* Any School Employeehatis driving aschoolvehicleand has aaccident,will be drug tested
immediately. Refusal to take a drug test can/may result in a dismissal.

Prohibitions

A. No driver shall report for duty or remain on duty requiring the performance of safesjtive
functionswhile having an alcohol concentration of 0.04 or greater;

B. No driver shall use alcohol while performing safegnsitive functions;

C. No driver shall perform safetsensitive functions within four (4) hours after using alcohol,

D. No driver required to take a pestcident alcohol test under #2 above shall use alcohol for eight (8)
hours following the accident or until he/she undergoes agmastient alcohol test, whichever occurs
first;

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

F. No driver shall report for duty or remain on duty requiring the performance of safesjtive
functions when using any controlled substance, except when used pursuant to the instructions of

|l icensed medical practitioner, knowledgeabl
driver that the substance wil/ not adversel
It is the employeemshrebpenssbpérviysoon ohft
medication;

G. No driver shall report for duty, remain on duty, or perform a safenhgitive function if the driver
tests positive or has adulterated or substituted a test specimen for controlledcesbstan

Violation of any of these prohibitions may lead to disciplinary action being taken against the employe
which could include termination or ngenewal.
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Testing for Cause

Drivers involved in an accident in which there is a loss of anotheopeids | i f e s hal | l
alcohol and controlled substances as soon as practicable following the accident. Drivers shall also
be tested for alcohol within eight (8) hours and for controlled substances within thirty two (32) hours
following anaccident for which they receive a citation for a moving traffic violation if the accident
involved:

1) bodily injury to any person who, as a result of the injury, immediately receives medical treatme

away from the scene of the accident, or
2) one or more motor vehicles incurs disabling damage as a result of the accident requiring the m
vehicle to be transported away from the scene by a tow truck or other motor vehicle.

Refusal to Submit

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

e Failed to appear for any test within a reasonable period of time as determined by the employe
consistent with applicable Department of Transportation agency regulation;
Failed to remain at the testing sitellthe testing process was completed;
Failed to provide a urine specimen for any required drug test;
Failed to provide a sufficient amount of urine without an adequate medical reason for the failure;
Failed to undergo a medical examination as directduayledical Review Officer as part of the
verification process for the previous listed reason;
Failed or declined to submit to a second test that the employer or collector has directed the driver to t
¢ Failed to cooperate with any of the testfimgcess; and/or
e Adulterated or substituted a test result as reported by the Medical Review Officer.

Consequences for Violations

Drivers who engage in any conduct prohibited by this policy, who refuse to take a required drug or alcohol tes
or who excee the acceptable limits for the respective tests shall no longer be allowed to perforsesaftie
functions. Actions regarding their continued employment shall be taken in relation to their inability to perform
these functions and could includanération or norrenewal of their contract of employment.

Drivers who exhibit signs of violating the prohibitions of this policy relating to alcohol or controlled substances
shall not be allowed to perform or continue to perform safatgitive functios if they exhibit those signs during,
just preceding, or just after the 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, artioldatatsgions
concerning the behavior, speech, or body odors of the driver. The Superintendent or his/her designee shall re
thedrivertosubmit o elasonabl e suspiciono tests for alcoh
to suchtests must be made just before, just after, or during the time the driver is performirsesei@te

functions. If circumstances prohibit the testing of the driver the Superintendent or his/her designee shall rema
the driver from reporting for, @emaining on, duty for a minimum of 24 hours from the time the observation wa:
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made triggering the driverodés removal from duty

If the results for an alcohol test administered to a drivee@uel to or greater than 0.02, but less than 0.04, the
driver shall be prohibited from performing safsgnsitive functions for a period not less than 24 hours from the
time the test was administered. Unless the loss of duty time triggers other employment consequence policies
further other action agairthe driver is authorized by this policy for test results showing an alcohol concentratio
of less than 0.04.

Legal Reference: A.C.A.§619108
49 C.F.R. § 38201i 605
49 C.F.R. § part 40

Date Adopted: 02/12/2004
Last Revised:



8.50 CLASSIFIED EMPLOYEES SICK LEAVE

Definitions

1. AEmpl oyeeo is an employee of the District
have a teaching license as a condition of his employment.

2. "Sick Leaveo is absence from work due to i
e mp | o iymediate family, or due to a death in the family. The principal shall determine whe
sick leave will be approved on the basis of a death outsidmthediate family of the employee.

3. ACurrent Sick Leaveodo means those days of s
granted at the rate of one day of sick leave per month worked, or major part thereof.

4. AAccumul at ed Sotat & unusedssickdeave,iup to & rhagimum of ninety (90) days
accrued from previous contract, but not used.

5. Al mmedi ate familyd means an employeeds spc
other relative lives in the same household aseheher.

All full -time, full-time includes bus drivers, Classified school personnel shall receive 1 1/3daysledstk
for each month of contracted employment each school year, accumulative to 90 days. Bbselatyabove
the number of dayssidkeave accumul ated, the wor k payforseachk day
of f because of ill ness. I f an empl oyeeds er
either voluntarily or notvoluntarily, days of unused sick leave shall not be paidhyahe school district.
Classified employees may use three (3) days of sick leave per year as personal leave days. fGlatsii®
employees do get ¥z of substitute teacher pay for all days over 90 days of accumulakbaes/sick

*See sick leae addendum.

Classified fulttime employees upon retiring are to be paid for unused sick leave up to 60 days. This a
only to employees who worked at Central School District No. 1 for the-89&8hool year.

New employees hired for the 1989 schol year and thereaftevith a minimum of 10 years service with
Central School District No. 1 will be paid for unused sick leave up to 90 days at the current %2 substitt
teacher pay ratePay for unused sidke ave wi | | be bas e dividechby thennambeér iofi
days in the contract. Retirimgeans any active member who has attained the age of 60 and has 10 ye
more of credited service or any active member who has 25 years or more of credited service regardle

*ADDENDUM - SHARING OF SICK LEAVE BY CLASSIFIED SPOUSES

Any classified employee of the Genoa Central School District who is married to an individual who is
also a classified employee of the Genoa Central School District may transfer his or her own sick leav
days to his or her spouse under the following circumstances:

1. The receiving spouse has exhausted his or her accumulated sick leave dc

11C



2. The transferring spouse makes a written request that a
specificnumber of sick leave days be transferred, not to
exceed the sick leave day balance.

Sick Leave

The principalsupervisoihas the discretion to approve sick leave for an employee to attend the funeral
person who is not related to the employee, under circumstances deemed appropriate by the
principalsupervisor

Pay for sick | eave shalfl pbaey,atwhtihceh einsp |tohyaete 6es
times the number of hours normally worked per day. Absences for illness in excess ofithé oy e e ¢
accumul ated and current sick | eave s htadalyratas s L

defined above.

At the discretion of the principal (or Superintendent), the District may require a written statement fron
empl oyeebs physician. Failure to providebengct
paid, or in dismissal

Excessive absenteeism, whatever the cause, to the extent that the employee is not carrying out his a
duties to the degree that the education of students or the efficient operation of a schatistidhis
substantially adversely affected (he determination of the principal or Superintendent) reaylt in
dismissal.

EmergencyFuneral Leave- (a) A member of the instructional staff who is absent because

of the death of a member dfi¢ immediate family may be granted, not to exceddys in any school year,
a leave of absence without reduction of salary. Absences for such cause will be considered as sepa
distinct from abseredue to personal iliness; shall be determined on an annual basis; and shall not be
accumulative.Ail mmedi ate Famil yo shall be defined her
fatherin-law, motherin-law, sisterin-law, brothefin-law, grandparents, grandchildren, and/or other
members of the family living in the same house.

Legal References: A.C.A. 8§ 617-1301 et seq.

Date Adopted: 02/12/2004
Last Revised: 07/13/260
06/12/2008
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8.6 CLASSIFIED EMPLOYEES i SICK LEAVE DONATION
Genoa Central School District (GCSD) employees may voluntarily donate their accrued sick leave
to another GCSD employee who, after exhausting all paid leave, has a catastrophic occurrence

provided the following conditions exist:

In order to receive:

6. The cause of the employeeds absence i s a ¢
illness, injury, maternity related complications, or any such injury or illness to an immediate
family member (immediate family member defined as spouse, child, parent, or any other
member living in the same household) to the extent that such leaves are necessaryas
determined by a treating physician.

7. The employee has expired all health, annual, and personal leave in addition to any leave
advances that may have been granted by GCSD.

8. A principal or staff member should requestthat sick leave donations be made onbehalf of
the staff member in need.

9. The employee must submit in writing by completing the Application for Sick Leave Donation
form to their building principal. The empl
approval.

10. Contingent upon approval and number of donated days received

In order to donate:

4. The employee must be employed full-time and have not submitted a resignation.

5. The donating employee can donate one day for every ten (10) accrued days, up to a
maximum of five (5) days. A limitation of 20 days can be donated at one time. Once a total
of 20 days have been donated a stop donation will be issued. After 20 days havebeen used,
if the need remains the request for days will be reinstated.

6. The employee must submit in writing by completing the Voluntary Donationfor Sick Leave

form and turn it in to the principal . Donations not used will be divided based on the total
number of hours remaining amongst all who donated.
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Additional Guidelines :

4. Requests for donations will be filled by t
the remaining schools will be notified.

5. The donated day/s will be available to the reques ting individual for the remainder of the
school year. At the end of the school year, the hours of unused days will be totaled and
divided among the members donating.

6. Pay rate of daily base pay salary.

Date Adopted
June 2006
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8.70 CLASSIFIED EMPLOYEES PERSONAL LEAVE

Employees of the district working 20 or more hours per week retiaiee(3) days of personal leave

per contract year. An employee may take personal leave when he must be absent from work for reas
which do no entitle the employee to take sick leasa.employee may also elect to take personal leave
when the school is closed due to snow or other emergencies which would otherwise result in lost wa
for the hourly employee.

Any employee desiring to talgersonal leave may do so by making a written request to his supervisor
least twentyfour (24) hours prior to the time of the requested leave. The tveatynour requirement
may be waived by the supervisor when the supervisor deems it appropriate.

Personal leave does not accumulate from one contract year to the next. Any personal leave at the end of the
year is transferred to sick leave and carried over to the next year.
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Personal leave may not be taken the day before or the day after a holiday.

Date Adopted: 02/12/2004
Last Revised: 07/13/2006
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8.80 CLASSIFIED EMPLOYEES PROFESSIONAL LEAVE

AProfessional Leaveo is paid | eave granted for
activities (e.g., workshops or serving on professional committees) which improve the instructional program or
empl oyeebs ability to perform his duties. Any

his immediate supervisoetting forth the information necessary for the supervisor to make an informed decisic
The supervisords decision is subject to review

Applications for professional leave should be made as soon as possible fdlldwiag e mp|l oy ee 6 s
need for such leave, but, in any case, no less then two (2) weeks before the requested leave is to begin, if po

During such approved | eave, the employeebds pay
approved leave, the District shall pay the full cost of the substitute.

Budgeting concerns may always be taken into consideration in reviewing a request for professional leave.

Date Adopted: 02/12/2004
Last Revised:
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8.9 PUBLIC OFFICE i CLASSIFIED PERSONNEL

An employee of the District who is elected to the Arkansas General Assembly or any elective or appointive p
office (not legally constitutionally inconsistent with employment by a public school districthstiaé
discharged or demoted as a result of such service.

No paid |l eave will be granted for the employee
pay for personal leave or vacation (if applicable), if approved in advance mpmntndent, during his

absence.

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

An employee who fraudulently requests sick leave for the purpose of taking leave to serve in public office ma
be subject to nonnewal or termination of his employment contract.

Cross Reference:  Policy # 8.18 ClassifiedPersonnel Political Activity

Legal Reference: A.CA. 8617115, 116

Date Adopted: 02/12/2004
Last Revised:



8.1® JURY DUTY 1 CLASSIFIED PERSONNEL

Employees are not subject to discharge, loss of sick leave, loss of vacation time or any other penalty due to
absence from work for jury duty, wupon giving r
immediate supervisor.

The empoyee must present the original (not a copy) summons to jury duty to his supervisor in order to confirn
the reason for the requested absence.

Employees shall receive their regular pay from the district while serving jury duty, and shall reimburse the
digrict from the stipend they receive for jury duty, up to, but not to exceed, the cost of the substitute hired to
replace the employee in his/her absence.

Legal Reference: A.C.A. 8§ 1631-106

Date Adopted: 02/12/2004
Last Revised:
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8.110 OVERTIME, COMPTIME, and COMPLYING WITH FLSA

The Genoa Central School District shall comply with those portions of the Fair Labor Standards Act that relat
the operation of public schools. The act requires that covered employees be comperdidtedrs worked at
greater than or equal to the applicable minimum wage for workweeks of less than or equal to 40 hours. It alsc
requires that employees be compensated for workweeks of greater than 40 hours at 1 1/2 times their regular
of payeither monetarily or through compensatory time.

Definitions

Overtime is hours worked in excess of 40 per workweek. Compensation given fonbbwsrked such as for
holidays or sick days dwot count in determining hours worked per workweek.

Workweek is the seven day consecutive period of time from 12:00AM on Sunday to midnight on the following
SaturdayEach workweek is independent of every other workweek for the purpose of determining the number
hours worked and the remuneration entitled tthbyemployee for that week.

Exempt Employeesare those employees who are not covered under the FLSA. They include administrators &
professional employees such as teachers, counselors, nurses, and supagveaordoyee who is unsure of their
covergge status should consult with the Districtos

CoveredEmployeegalso defined as neexempt employees) are those employees who are not exempt, gener:
termedCLASSIFIED, and include bus drivers, clerical workers, maintenance persamstetlians, transportation
workers, receptionists, paraprofessionals, food service workers, secretaries, and bookkeepers.

Regular Rate of Payincludes all forms of remuneration for employment and shall be expressetiasly rate.
For those employegseviously paid on a salary basis, the salary shall be converted to an hourly equivalent.
Employees shall be paid for each and every hour worked.

Employment Relationships

The District 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 to the District
without expectation or promise of compensation.

poONPE

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

1. Between the District and effuty policemen or deputies who are hired on atjpae basis for security
purposes or crowd control. The District is separate from and acts indefyenidather governmental entities.

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



Hours Worked

Employees shall be compensated for all the time they are requireshtoliy and shall be paid for all hours
worked each workweek. Employees shall accurately record the hours they work each week.

The District shall determine the manner to be used by employees to accurately record the hours they work.
Each employee sha#tcord the exact time they commence and cease work including meal breaks. Employees
arriving early may socialize with fellow workers who are off the clock, but shall not commence working withol
first recording 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 card or sheet
with them to accurately record themes. They shall turn in their time sftgeor cards to their immediate
supervisor no later than the following Monday morning after reviewing them to be sure that they accurately
reflect their hours workeidr that week.

Each employee is to perstipaecord his or her own times. Any employee who signs in or out (or who punches
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 whoaar than their normal number of hours
in a given workweek may, at the Districtds opt
excess of their normal workweek in lieu of their regular rate pay. Compensatory time given in thishadinner
be subjecto the same conditions regarding accumulation and use as compensatory time given in lieu of overt

pay.
Breaks and Meals

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

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

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

Overtime

Covered employees shall be compensated at not less than 1.5 times his or her regular rate of pay for all hout
worked over 40 in a workweek. Overtime compensation shall be computed on the basis of the hours worked
each week and may not be waived biyegithe employee or the District. Overtime compensation shall be paid
on the next regular payday for the period in which the overtime was earned.

Employees working two or more jobs for the District at different rates of pay shall be paid overtimeyhtegwei
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average of the differing wages. This shall be determined by dividing the total regular remuneration for all houl
worked by the number of hours worked in that week to arrive at the weighted average. One half that rate is tl
multiplied times theaumber of hours worked over 40 to arrive at the overtime compensation due.

Provided the employee and the District have a written agreement or understanding before the work is perforr
compensatory time off may be awarded in lieu of overtime payptoshvorked over 40 in a workweek and

shall be awarded on a eaedonehalf (1 1/2) time basis for each hour of overtime worked. The District reserve:
the right to determine if it will award compensatory time in lieu of monetary pay for the overtikeslwiine
maximum number of compensatory hours an employee may accumulate at a time is 20. The employee mus
able to take the compensatory time off within a reasonable period of time that is not unduly disruptive to the
District.

An employee whose guioyment is terminated with the District, whether by the District or the employee
shall receive monetary compensation for unused compensatory time. Of the following methods, the c
that yields the greatest money for the employee shall be used.

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

2. The final regular rate received by the employee.
Overtime Authorization
There will be instances where the dissttrhiec tBéosarmd
to keep overtime worked to a minimum. To facilitate this, employees shall receive authorization from their
supervisor in advance of working overtime except in the rare instance when it is unforeseen and unavoidable
All overtime waked will be paid in accordance with the provisions of the FLSA, but unless the overtime was
pre-approved or fit into the exceptions noted previously, disciplinary action must be taken for failure to follow
District policy. In extreme and repeated cagisgjplinary action could include the termination of the employee.
Leave Requests
All covered employees shall submit a leave request form prior to taking the leave if possible. If, due to unfore:
or emergency circumstances, advance request wpsssible the leave form shall be turned in the day the
employee returns to work. Unless specifically granted by the Board for special circumstances, the reason
necessitating the leave must fall within District policy.
Payment for leave could be delayahot occur if an employee fails to turn in the required leave form.
Leave may be taken in a minimum of 4 hour increments.
Record Keeping and Postings
The District shall keep and maintain records as required by the FLSA for the period of time required by the ac
The District shall display minimum wage posters where employees can readily observe them.

Cooperation with Enforcement Officials

All records relating to the FLSA shall be available for inspection by, and District employees shall cooperate fu
with, officials from the DOL and/or its authorized representatives in the performance of their jobs relating to:
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1. Investigating and gathegrdata regarding the wages, hours, and other conditions and practices of

employment;
Entering, inspecting, and/or transcribing the premises and its records;
Questioning employees and investigating such facts as the inspectors deem necessary to determine

wn

whether any person has violated any provision of the FLSA.

Legal References:

A 29 USC § 206(a), ACA §67-2203

B: 29 USC § 207(a)(1), 29 CFR § 778.100
€. 29 USC § 207(0), 29 CFR § 553.50

P. 29 CFR § 778.218(a)

E- 29 CFR § 778.105

F- 29USC § 213(a), 29 CFR §§ 541 et seq.
: 29 USC § 207(e), 29 CFR § 778.108

H. 29 CFR §§ 785.9, 785.16

': 29 CFR $16.2(7)

J: 29 CFR §§ 785.1 et seq.

. ACA §617-2205

“: 29 CFR §§ 785.19

M- 29 USC § 207(a), 29 CFR § 778.100, 29 USC § 207(0), 29 CFR §§ 5552032
N. 29 CFR § 778.106

9. 29 USC § 207(g)(2), 29 CFR § 778.115
P- 29 USC § 207(0)(2)(A), 29 CFR § 553.23
Q- 29 CFR § 553.20

R. 29 USC § 207(0)(4), 29 CFR § 553.27

S 29 USC § 211(c), 29 CFR §§ 516.2, 516.3, 553.50
T-29CFR §516.4

Y. 29 CFR §§ 516.5, 516.6

V.29 USC § 211(a)(b)

®

Date Adopted: 02/12/2004
Last Revised: 07/13/2006
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8.1 CLASSIFIED PERSONNEL OUTSIDE EMPLOYMENT

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

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

employee accept other employment which is inappropriate for an employee of a public school.

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

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

Date Adopted: 02/12/2004
Last Revised:
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8.13 CLASSIFIED PERSONNEL EMPLOYMENT

All prospective employees must fill out an applicafamm provided by 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 sami eféy
be grounds for dismissal.

TheGenoa Centr&chool District is an equal opportunity employer and shall not discriminate on the grounds ¢
race, color, religion, national origin, sex, age, or disability.

Date Adopted: 02/12/2004
LastRevised:
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8.13.1 Assignment and/or Transfer

Arrangements are general; they do not involve specific positions. All teachers, principals, and other
staff members are subject to assignment and/or transfer at the direction of the Superintendent with tf
approval of the Board of Education. When transfers are to be made, a conference of all employees
concerned shall be held with the Superintendent. digposition of the case shall be in writing by the
Superintendent to all parties concerned.

Date Adopted: 02/12/2004
Last Revised:
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8.13.2 Termination, Non-Renewal ofClassified Employees

The Superintendent magcommend termination of an employee during the term of any contract, or the
nontrenewal of a fultimenorpr obat i onary empl oyeebds contract

A notice will be given in writing, personally delivered, or by letter posted by registered or certified mai
tot he empl oyeebs residence address as reflecte
include a statement of the reasons for the proposed termination-cemewal.

The employee is entitled to a hearing before the School Boartkdguast is made in writing to the
Superintendent within thirty (30) calendar days from the receipt of the notice.

Date Adopted: 02/12/2004
Last Revised:
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8.13.3' Immediate Suspension oflassified Employees

The Superintendent may place an employee on immediate suspension provided he gives written noti
to the employee within two (2) school days of the suspension.

The employee may request a hearing before the School Board provided the request is madg to wri
the Superintendent within thirty (30) calendar days from the receipt of the notice.

Date Adopted: 02/12/2004
Last Revised:



8.13.4 Reduction in Force

Classifiedpersonnel will be subject to reduction on the basis of the area of responsibility in which the
reduction is deemed necessary. Within the area of responsibility designated for reduction, reduction
shall be on the basis of seniority. Recall procediai&sny the guidelines established for certified staff.

Date Adopted: 02/12/2004
Last Revised:
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8.13.5 VACATION

Full-time, classifiedemployees who are employed twelve calendar months shall be granted two
weeks vacation with payClassified employees with a twelve month conteaxd 15 years of
service will be given 3 weeks of vacation

Date Adopted: 02/12/2004
Last Revised:07/13/2006



8.13.6° Background Checks forClassifiedEmployees

It is not the policy of Genoa Central School District to pay the fee required for the Criminal
Record Check required before employing a ossifiedemployee. Prospective employees
are responsible for paying the required fee.

Date Adopted: &/12/2004
Last Revised:
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8.14 CLASSIFIED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES

Employees shall be reimbursed for personal and/or travel expenses incurred while performing duties or
attending workshops or other employretiated functions, provided that prior written approval for the activity
for which the employee seeks reimbursement has been received from the Superintendent, principal (or other
immediate supervision with the aatfty to make school approvals), or the appropriate designee of the
Superintendent.

It is the responsibility of the employeega ovi de t he foll owing i nformat.i
reimbursement prior to and after travel:

1. Travel (vehiok request form) and/or registration for the hotel/meeting must be approved and facilitated
by the Principal/Supervisor. Vehicle request forms must be approved by the Superintendent for milee
reimbursement prior to travel. Reimbursement for milealjeevypaid when necessary acénts per
mile from the predetermined mileage schedule for designation mileage.

6. Reimbursement form for meals/travel with Supervisor approval. Meal reimbursement is $6.00 for breakt
$10.00 for lunch, and $15.00 fonder/supper. The District will not be responsible for meal tips.

2. Copy of registration and/or agenda.

3. ltemized hotel invoice. The District will not be responsible for movie rental, room service, personal
phone calls, or valet parking if other hotel parking is available. Additional parking expenses must
be accompanied by a receipt.

4. Other expenses with receipt: Subject to approval.

* Credit card and key must be returned to the appropriate authority.

Date Adopted: 02/12/2004
Last Revised:02/10/2005
06/09/2009
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8.1%9 CLASSIFIED PERSONNEL TOBACCO USE

Smoking or the use of tobacco, or products containing tobacco in any form, in 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: 02/12004
Last Revised:
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8.16d DRESSOF CLASSIFIED EMPLOYEES

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

Date Adopted: 02/12/2004
Last Revised:
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8.1 CLASSIFIED PERSONNEL POLITICALACTIVITY

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 relationships.

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

6. Using students for preparation or dissemination of campaign materials;

7. Distributing political materials;

8. Distributing or otherwise seeking signatures on petitions of any kind,;

9. Posting political materials; and

10. Discussing political matters with students, in or out of the classroom, in other than circumstances

appropriatetothegml oyeeds responsibilities to the st
exists.

Date Adopted: 02/12/2004
Last Revised:
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8.18 CLASSIFIED PERSONNEL DEBTS

Al'l employees are expected to meet their finan
income garnished, dismissal may result.

An employee will not be dismissed for having been the subject of one (1) garnishment. However, a second o
third garnishment may result in dismissal.

At the discretion of the Superintendent, he or his designee may meet with an employee who has received a
second garnishment for the purpose of warning the employee that a third garnishment will result in a
recommendation of dismissal to the School Board.

At the discretion of the Superintendent, a second garnishment may be used as a basis for a recommended
dismissal. The Superintendent may take into consideration other factors in deciding whether to recommend
dismissal based on a second garnishment. Those factors may include, but are not limited to, the amount of
the debt, the time between the first #melsecond garnishment, and other financial problems which come to
the attention of the District.

Date Adopted: 02/12/2004
Last Revised:
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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, their concerns related to the personnel policies or salary payments of this district.

Definitions

Grievance a claim or concern related tioe interpretation, application, or claimed violation of the
personnel policies, including salary schedules, federal or state laws and regulations, or terms or
conditions of employment, raised by an individual employee of this school district. Othersnat

which the means of resolution are provided or foreclosed by statute or administrative procedures sh:
not be considered grievances. Specifically, no grievance may be entertained against a supervisor fo
directing, instructing, reprimanding, 6rwr i t i ng upo an empl oyee unde
employees who have the same grievance may file a group grievance.

Group Grievance: A grievance may be filed as a group grievance if it meets the following criteria:

(meeting the criteria d& not ensure that the subject of the grievance is, in fact, grievable)

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

6. The group has a wetlefined common interest in the facts and/or circumstances of the grievance;
and

7. The group has designated an employee spokesperson to meet with administration and/or the bog
and

8. Allindividuals within the group are requesting the same relief.

Employee any person employed under a written contract by this school district.

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

Working day: Any weekday other than a holiday whether or not the employee under the provisions o
their contract is scheduled to work on&ther they are currently under contract.

Process

LevelOneAn empl oyee who believes that he/ she has
supervisor that the employee has a potential grievance and discuss the matter with the supemisor wi
five working days of the occurrence of the grievance. The supervisor shall offer the employee an
opportunity to have a witness or representat.i
present at their conference. (The fd@y requirerant does not 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 no further right with respect to said
grievance.

If the grievance cannot be resolved by the immediate supervisor, the employee can advance the grie
to Level Two. To do this, the emplayenust complete the top half of the Level Two Grievance Form
within five working days of the discussion with the immediate supervisor, citing the manner in which
the specific personnel policy was violated that has given rise to the grievance, andisai@ngvance
Form to his/her immediate supervisor. The supervisor will have ten working days to respond to the
grievance using the bottom half of the Level Two Grievance Form which he/she will submit to the
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building principal or, in the eventthatttkemp | oyeed6s I mmedi ate supervi
superintendent.

Level Two (when appeal is to the building principdl)pon receipt of a Level Two Grievance Form,

the building principal will have ten working days to schedule a conferernhbehe employee filing

the grievance. The principal shall offer the employee an opportunity to have a witness or representati
who is not a member of the employeeds i mmedi
conference, the principal witlave ten working days in which to deliver a written response to the
grievance to the employee. If the grievance is not advanced to Level Three within five working days
the matter will be considered resolved and the employee shall have no further thgietspect to said
grievance.

Level Two (when appeal is to the superintendeb)on 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 superintendestiall offer the employee an opportunity to have a witness or representati
who i s not a member of the employeeds i mmedi
conference, the superintendent will have ten working days in which to delivetenwesponse to the
grievance to the employee.

Level Three If the proper recipient of the Level Two Grievance was the building principal, and the
employee remains unsatisfied with the written response to the grievance, the employee may advance
grievance to the superintendent by submitting a copy of the Level Two Grievance Form and the
principal ds reply to the superintendent withi
The superintendent will have ten working days to scleedonference with the employee filing the
grievance. The superintendent shall offer the employee an opportunity to have a witness or represen
who is not a member of the employeebs I mmedi ¢
conferene, the superintendent will have ten working days in which to deliver a written response to the
grievance to the employee.

Appeal to the Board of Directors An employee who remains unsatisfied by the written response of the
superintendent may appeal thgpseir i nt endent 6s deci sion to the
days of his/ her receipt of the Superintendent
board hearing to the superintendent. If the grievance is not appealed to tti@BDaectors within five
working days of his/ her receipt of the superi
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 t
employee agrees in writing to an alternate date for the hearing. After reviewing the Level Two Grieva
Form and t he super i wildecdd iéthetglesance, @mpits face, istgheeabld under
di strict policy. | f the grievance i s present e
composition of the group meets t heetadnenesthatitisiaor
group grievance, the Board shall then determine whether the matter raised is grievable. If the Board
the composition of the group does not meet the definition of a group grievance, or the grievance, whe
group or individug is not grievable, the matter shall be considered closed. (Individuals within the
disallowed group may choose to subsequently refile their grievance as an individual grievance begini
with Level One of the procesdf)the Board rules the grievanoe Ibe grievable, they shall immediately
commence a hearing on the grievance. All parties have the right to representation by a person of the
choosing who is not a member of the empl oyeec
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of Directors. The employee shall have no less than 90 minutes to present his/her grievance and both
shall have the opportunity to present and question witnesses. The hearing shall be open to the public
the employee requests a private hearing. If the hearing is open, the parent or guardian of any studen
the age of eighteen years who gives testimony
session. At the conclusion of the hearimghe hearing was closed, the Board of Directors may excuse a
parties except board members and deliberate, by themselves, on the hearing. At the conclusion of ar
hearing, board deliberations shall also be in open session unless the boardretideglittee employment,
appointment, promotion, demotion, disciplining, or resignation of the employee. A decision on the
grievance shall be announced no later than the next regular board meeting.

Records

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

Reprisals

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

Legal Referace: ACA §6-17-208 210

Date Adopted: &/12/2004
Last Revised:07/13/2006
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8.19F LEVEL TWO GRIEVANCE FORM

Name:

I CLASSIFIED

Date submitted to supervisor:

ClassifiedPersonnel Policy grievance is based upon:

Grievance (be specific):

What would resolve your grievarize

Supervisordés Response

Date submitted to recipient

Date Adopted: 02/12/2004
Last Revised:



8.2 CLASSIFIED PERSONNEL SEXUAL HARASSMENT

TheGenoa Centrgbchool Districis committed to having an academic and work environment in
which all students and employees are treated with respect and dignity. Student achievement and
amicable working relationships are best attained in an atmosphere of equal educational and
employment opportunity that is free of discrimination. Sexual harassment is a form of discrimination
that undermines the integrity of the educational environment and will not be tolerated.

Believing that prevention is the best policy, the district pariodically inform students and employees
about the nature of sexual harassment, the procedures for registering a complaint, and the possible
that is available. The information will stress that the district does not tolerate sexual harassntiest a
students and employees can report inappropriate behavior of a sexual nature without fear of adverse
consequences.

It shall be a violation of this policy for any student or employee to be subjected to, or to subject anoth
person to, sexual hasment as defined in this policy. Any employee found, after an investigation, to h
engaged in sexual harassment will be subject to disciplinary action up to, and including, termination.

Sexual harassment refers to unwelcome sexual advances, requeesisdifavors, or other personally offensive
verbal, visual, or physical conduct of a sexual nature made by someone under any of the following conditions

1. Submission to the conduct is made, either explicitly oliditip, a term or conditiomn indivd u al 6 s
education or 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/or

3. Such conduct has the purpose or effect of substartiallye r f er i ng wacadémicanwork n d
performance or creates an intimidating, hostile, or offensive acadewitk environment.

The terms Aintimidating, 06 Ahostile, 0 and Aoffe
humi | i ati on or embarrassment and is sufficientl
empl oyeebs ability to participate in, or benef
environment.

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

Actionable sexual harassment is generally established whenwaaiuialds 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
the surrounding circumstances. Depending upon such circumstances, examples of sessaehbarelside, but

are not are not limited to: unwelcome touching; crude jokes or pictures; discussions of sexual experiences; pl
for sexual activity; intimidation by words, actions, insults, or name calling; teasing related to sexual chesacter
and spreading rumors related to a personds all

Employees who believe they have been subjected to sexual harassment are encouraged to file a complaint |
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contacting their immediate supervisor, administrator, or Title IX coatali who will assist them in the complaint
process. Under no circumstances shall an employee be required to first report allegations of sexual harassm
school contact person if that person is the individual who is accused of the harassmegktéiot thessible,
complaints will be treated in a confidential manner. Limited disclosure may be necessary in order to complete
thorough investigation.

Employees who file a complaint of sexual harassment will not be subject to retaliation or regomgbim.

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

Individuals who withhold information, purposely provide inaccurate facts, or otherwise hinder agatwesif
sexual 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: 02/12/2004
Last Revised:
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8.20.1 Assault or Violent Criminal Act in the Course of Employment

It shall be the policy of the Gen&@®entral School District that whenever an employee is absent from

his or her duties as a result of personal injury caused by either an assault or other violent criminal ac
committed against the employee in the course of his or her employment, (omidmening in student
conflicts, restraining a student, or protecting a student from harm,) the employee shall be granted a I
of absence with full pay for up to one (1) year from the date of the injury. (The leave of absence for tt
aforementionediccumstances hal | not be charged to the empl

A |l eave of absence granted under this policy s

In order to obtain leave under this policy, the teacher must present documentationjuf/tiierima physician,

with an estimate for time of recovery sufficient to enable the teacher to return to work, and written statements
witnesses (or other documentation as appropriate to a given incident) to prove that the incident occurred in tr
course of the teacherods employment.

Should the employeebs recove
by the district, subject t
stating the eason for the extension.

y be sl ower thar
h

ver
o t e maxi mum of or

Legal Reference: A.CA. §617-1209

Date Adopted: 02/12/2004
Last Revised:
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8.20.2" Inappropriate Behavior With and/or Toward Students

An employee of the Genoa Central School Dissfdll not make any sexual advances, request for
sexual favors, and/or any other inappropriate verbal, written, or physical conduct of a sexual, person
or degrading nature toward a student on or off campus at any time.

Violation of this policy will esult in disciplinary action up to and including suspension and/or
termination.

Date Adopted: 02/12/2004
Last Revised:
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8.20.3 Act

Section 1.

1732n The Arkansas School Chil dren Pr

(a) This act shall be known and may be
Children Protection Act o.

(b) For purposes of this act:
(1) A sexual offense is one described ifk@&nsas Code Title 5, Chaptet,
Subchapter land

(2) AConvi cti on 0 Iltynenalmcontendere fo,nigvingpbdeend g u
found guilty of, commiing a sexual offense againstrénor.

(c) Any public school district employee who commits a sexual offense agaimsba

shall, upon convictin, be dismissed from employment and shall not thereafter be eligible
for employment by any school in this state.

Date Adopted: 02/12/2004

Last Revised:
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8.204 Meganb6s Law

The Genoa Central School Distrghtall work with area law enforcement in a manner consistent with
applicable state law and Arkansas Department of Education Regulations to communicate the preser
a sexual offender. When necessary, law enforcement may contact building principalseahdmiv
information concerning registered sex offenders. The decision regarding which school principals to
notify rests solely with law enforcement officials who use a rating system to determine those needing
to be notifi ed ac cngerodignesgtotheccomtmiongty. of f ender 6s de

Building principals should, in turn, notify any person who in the course of their employment is regular
in a position to observe unauthorized per sons
include employeg such as aides, bus drivers, coaches, maintenance staff, professional support staff,
school l evel administrative staff, security g

It is important that school personnel receiving notice understand thatrehegcaiving sex offender
notifications in their official capacity and amet to disseminate information about an offender to
anyone outside the school. If school personnel are asked about notification information by an
organization using school facilities, they should be referred to the area law enforcement agency that
issued the notice.

Personsot to be notified except at the specific discretion of area law enforcement officials include
members of parerieacher orgnizations, other schools, organizations using school facilities, students,
parents or guardians of students, and the press. Personnel may inform the press about procedures \
have been put in place and other general topics, but may not reveal themamy other specifics
regarding an offender.

Unless limited by the terms and conditions of their probation or parole, a parent or guardian who is a
sex offender shall be allowed to attend pateather conferences or any other activity which is
appropriate for a parent or guardian.

Copies of the natification from law enforcement should be kept in a secure place accessible to teach

and staff, but should not be posted on school bulletin boards or made available to students or memb
of thecommunity at large.

Legal References: A.C.A. 81212913 (g) (2)
Arkansas Department of Education Guid

Date Adopted: 02/12/2004
Last Revised:
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8.210 CLASSIFIED PERSONNEL SUPERVISION OF STUDENTS

All District personnel are expected to conscientiously execute their responsibilities to promote the health, safe
and wel fare of the Districtdéds students under t
regulations ensuringdequate supervision of students throughout the school day and at extracurricular activitie

Date Adopted: 02/12/2004
Last Revised:
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8.21.1 Bullying Policy

The Genoa Central School Distttigts an obligation to and is committed to providing a safe learning
environment for each of its students. Student achievement is best attained in an atmosphere that is free fron
the fear of emotional and physical intimidations and threats. Bullyandastructive behavior that will erode

the foundational principles on which a school is built. This school will not tolerate any behavior that is classifie
under the definition of bullying and will take steps needed to eliminate such behavior.

Believing that prevention is the strongest means available in eliminating bullying, Genoa Central School Distri
will offer programs or educational material re
choose to engage in this type of behavior, and the procedures for reporting an incident which involves bullyir
The information will emphasize that this district will not tolerate bullying, and that school employees, voluntee
and students are encaged to report any instances of bullying without fear of consequences. Any reports will
take into account the age of the offending student, the level of seriousness of the behavior, and whether or n
offending student has developed a habit of gingan bullying behavior. Appropriate measures will be taken in
dealing with such students.

It will be considered a violation of the policy for any student to inflict bullying behavior upon another student(s;
defined in this policy. After complety an investigation of the reported incident, a student who was found to ha
participated in bullying behavior will be subject to disciplinary action that is appropriate to the degree of
seriousnessf the bullying behavior.

For the purposes of thislmy, bullying is defined as any written or verbal expression or physical act or gesture,
or a pattern there of, that is intended to cause distress or fear upon one or mote students. A student will be f
violating this policy if their conduct has lmefound to have the effect of humiliation or embarrassment on a stude
and is sufficiently severe, persistent, or per
and educational program or activity.

Bullying behaviomwill generally be established when an individual has endured a pattern of offensive behavior
when a single serious act is committed. Wh a t

Students who believe they have been victahiay a bully or parents who believe their child has been victimized
by a bully, should file a complaint by contacting a school counselor, teacher, principal, or superintendent who
assist in getting help for the child and take the appropriatetstepsure that such behavior is stopped. To the
extent possible, complaints will be treated in a confidential manner. Limited disclosure may be necessary in
to complete a thorough investigation. Students, parents, or teachers who file a taggifaha student who is
guilty of being a bully, will not be subject to retaliation or reprisal in any form. Students or adults, who knowin
fabricate allegations and falsely accuse a student of being a bully, will be subject to diseigioary

Individuals who withhold information, purposely provide inaccurate facts, or otherwise hinder an investigation
a student for the purposes of bullying, shall be subject to disciplinary action. Consequences shall range from
warning to recomiended expulsion depending on the seriousness of the offense.

Date Adopted: 02/12/2004
Last Revised:07/13/2006



8.21.20 CLASSIFIED PERSONNEL RESPONSIBILITIES GOVERNING BULLYING

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

District staff are required t o {oudhlingpokcy Theditcrei d tmpd e
definition of bullying is included below. Students who bully another person are to be held accountable for their
actions whethetheyoccuss on school grounds; off school grounds at a scBpohsored oschootapproved

function, activity, or egnt; 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 contin
would constitute bullying, to their teacher or the building principaé report may be made anonymously.

Definition:

Bullying is any pattern of behavior by a student, or a group of students, that is intended to harass, intimidate,
ridicule, humiliate, or instill fear in another child or group of children. Bullying belma&n be a threat of,

or actual, physical harm or it can be verbal abuse of the &hiltying also includes unacceptable behavior
identified in this policy which is electronically transmitt@&iillying is a series of recurring actions

committed over @eriod of time directed toward one student, or successive, separate actions directed
against multiple students.

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

1. Sarcasti¢c compl i ment s" about another studentds p
2. Pointed questions intended to embarrass or humiliate,

3. Mocking, taunting or belittling,

4. Nonrver bal threats and/or intimidation such a
5. Demeaning humorrelatrgo a student és race, gender, eth
6. Blackmail, extortion, demands for protection money or other involuntary donations or loans,

7. Blocking access to school property or facilities,

8. Deliberate physical contact or injury pe@rson or property,

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

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

Legal Reference: A.C.A. 8618514

Date Adopted: 02/12/2004
Last Revised: 07/13/2006
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8.280 CLASSIFIED PERSONNEL COMPUTER USE PQLICY

TheGenoa Centr&chool District provides computers and/or computer Internet access for many employees,
to assist employees in performing work related tasks. Employees are advised that timeyexgjegtation of
privacy in any aspect of tlreacomputer 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 Information £

Passwords or security procedures are to be utilized as asaigshednfidentiality of student records relating to
personnel is to be maintained at all times. Employees must not disable or bypass security procedures, disclo
passwords to other staff members or students, or grant students access to any couhgsitgrated for student
use. Itis the policy of this school district to equip each computer with Internet filtering software designed to
prevent users from accessing material that is harmful to minors. The designated District Technology
Administrator oldesignee 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 distAotvned computers in any way, including excessive personal use, using
computers for 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 graphwsh face disciplinary action, up to and

including termination or nenenewal of the employment contract.

Legal References: 20 USC 6801 et seq. (Chil-85)ends I nter
A.CA. §621-107
A.CA.§621-111

Date Adpted: 02/12/2004
Last Revised:



8.22F9 CLASSIFIED PERSONNELINTERNET USE AGREEME NT

Name (Please Print)

School Date

TheGenoaCentr&dc hool District agrees to allow the emg
technology to access the Internet under the following terms and conditions:

1.Conditional Privlege The Empl oy
Empl oyeeds abiding by

e e Oascessts the Intefnet is dnpeviledei candlitionedton the
this agreement.

2.AcceptableUse The Empl oyee agrees that in using the
and state laws and regulations. Interneesg is provided as an aid to employees to enable them to better perfor
their job responsibilities. Under no circumst a
with, or detract from, the performance of his/herrlatedduties.

3. Penalties for Improper Usk the Employee violates this agreement and misuses the Internet, the Employee
shall be subject to disciplinary action up and including termination.

4AMi suse of the Distr.i ctutsotlantedte,shefollbwingt he | nt er
a. using the Internet for any activities deemed lewd, obscene, vulgar, or pornographic as defined by pre\
community standards;

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

C. posting anonymous messages on the system;

d. using encryption software;

e. wasteful use of limited resources provided by sl including paper;

f. causing congestion of the network through lengthy downloads of files;

g. vandalizing data of another user;

h. obtaining or sending information which could be used to make destructive devices such as guns, wea
bombs, explosives, ordéworks;

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

]jp. identifying oneself with another personds n
user without proper authorization;

k. using the network for financial oommercial gain without district permission;

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

m. invading the privacy of individuals;

n. using the Internet for any illegal activity, including computer hacking and copyright or intellectual prope
law violations;

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

p. degrading or disrupting equipment or system performance;

g. creating a web page or associating a web page with the school or school district without properiantho
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r. attempting to gain access or gaining access to student records, grades, or files of students not under
jurisdiction;

S. providing access to the Districtds I nternet

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

u. making unauthorized copies of computer software.

v. personal use of cgoters during instructional time.

5.Liability fordebts St af f shal |l be |Iiable for any and al |
computers or the Internet including penalties for copyright violations.

6.No Expectationof Pz The Empl oyee signing below agrees
access, he/she waives any right to privacy the Employee may have for such use. The Employee agre
thedi strict may monitor t IhternettAocess angneayass exameall o 1
system activities the Employee participates in, including but not limitethtol gvoice, and video
transmissions, to ensure proper use of the system.

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

Empl oyeebs Signature:

Date Adopted: 02/12/2004
Last Revised:
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8.23 CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE
Eligibility

TheGenoa Centr&chool District will grant up to twelve (12) weeks of leave in accordance with the Family
Medical Leave Act of 1993 (FMLA) to its employees who have been employed by the District fartaeleas

(12) months and for 1250 hours of service during the twelve (12) month period immediately preceding the
commencement of the leave. The twelve (12) month period of eligibility shall begin on the first duty day of the
school year. Leave will lgranted for one or more of the following reasons:

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

3. In order to care for the spouse, or a son, daughter, or parent, of the employee, if such spouse, son, dz
or parent has a serious health condition; and

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

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

If both the husband and wife are employed by the diatnit entitled to leave as defined above, the District may,
as determined by the needs of the District, limit their leave to a combined total of twelve (12) weeks when tal
for reasons 1 or 2 listed above or to care for a parent with a serious heditibrco

Notice by Employees

Foreseeabl&Vhen the need for leave is foreseeable, the employee must provide the District with at least thirty
(30) days advance notice before the leave is to begin. If thirty (30) days is not practicable, such as because ¢
lack of knowledge of approximately when the leave will be required to begin, notice must be given as soon a
practicable. As soon as ptigable means as soon as both possible and 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 employee should provide a medical certificatic
from ahealth care provider supporting the need for leave at the time the notice for leave is given, but must pre
certification at least fifteen (15) days prior to the date the leave is to begin.

Failure by the employee to give thirty (30) days notice nedaydhe taking of FMLA leave until at least thirty
(30) days after the date the employee provides notice to the District.

UnforeseeabldVhen the approximate timing of the need for leave is not foreseeable, an employee shall provi
the District noticeof the need for leave as soon as practicable given the facts and circumstances of the partict
case. Ordinarily, the employee shall notify the District within two (2) working days of learning of the

need for leave, except in extraordinary circums&sméere such notice is not feasible. Notice may be provided
in person, by telephone, telegraph, fax, or other electronic means.
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Medical Certification

The required medical certification from a licensed, practicing health care provider of the réddAdeave

for reasons 3 or 4 listed above shall include the date on which the serious health condition began, the probak;
duration of the condition, and the appropriate medical facts within the knowledge of the health care provider
regarding theondition. For reason 4 listed above, the certification must include a statement that the employee
is unable to perform the required functions of his/her position.

Second Opiniarin any case where the District has reason to doubt the validity oftifieatien provided, the
District may require, at its expense, the employee to obtain the opinion of a second health care provider
designated or approved by the employer. If the second opinion differs from the first, the District may require,
at its exgnse, 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 considered final and be bindi
upon both the District and the employee.

Recertification The District may request the employee obtain a recertification, at the employees expense, no
more often than every thirty (30) days unless one or more of the following circumstances apply;

a. The employee requests an extension of leave;

b. Circumstances described by the previous certification have changed significantly; and/or

c. The District receives information that casts doubt upon the continuing validity of the certification.
The employee must provide the recertificationinnomorethandih ( 15) cal endar day
No second or third opinion on recertification may be required.
Concurrent Leave

The District requires employees to substitute any applicable accrued leave for any part of the twelve (12) wee
period of FMLA leave. All FMLA leave is unpaid unless substituted by applicable accrued leave.

Workers Compensaton FMLA | eave may run concurrently wit
injury is one that meets the criteria for a serious healiition.

Health Insurance Coverage

The District shall maintain coverage under any group health plan for the duration of FMLA leave the employe
takes at the level and under the conditions coverage would have been provided if the employee had continue
active employment with the District. The employee remains responsible for any portion of premium payments
customarily paid by the employee. Whe on unpai d FMLA | eave, it is t
their portion of the cost of the group healtt
would be made by payroll deduction.

If an employee gives unequivocal netf intent not to return to work, or if the employment relationship would

have terminated if the employee had not taken
ceases.
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If the employee fails to return from leave after the pafddave to which the employee was entitled has expired,
the District may recover the premiums it paid to maintain health care coverage unless:

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

2) Ot her circumstances exi st beyond the empl oyee

Circumstances under fado | i sted above shal/l b e
verf ying the employeeds inability to return to

Reporting Requirements During Leave

Employees shall inform the District every two weeks during FMLA leave of their current status and intent to
return to work.

Return to Work

Medical Certification An employee who has taken FMLA leave under reason 4 stated above shall provide the
District with certification from a health care provider that the employee is able to resume work.

Return to Previous PositibAn employee returning from FMLA leave is esiitito be returned to the same
position the employee held when leave commenced, or to an equivalent position with equivalent benefits, pa
and other terms and conditions of employment. An equivalent position must involve the same or substantiall
similar duties and responsibilities, which must entail substantially equivalent skill, effort, and authority. The
employee may not be restored to a position requiring additional licensure or certification.

Failure to Return to Workn the event that an employee is unable or fails to return to work, the Superintendent
will make a determination at that time regarding the documented need for a severance of the employees con
due to the inability of the employee to fulfill thespensibilities and requirements of their contract.

Intermittent Leave

The District will honor employee requests for intermittent leave as prescribed by the FMLA and that
are in the best interests of the District.

Policy

The provisions of this policyraintended to be in line with the provisions of the FMLA. If any conflict(s) exist,
the Family Medical Leave Act of 1993 shall govern.

Legal References: 29 USC 2601 et seq.
29 CFR 825.100 et seq.

Date Adopted: 02/12/2004
Last Revised:
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824 SCHOOLBUS DRI VERGOS USE OF CELL PHONES

Any driver of amotor vehicle which igrivately owned and operated for compensation, or whmhrigd,

leased or otherwise operated by, or for the benefit of the District, aper&ted for the transportation of

children to ofrom school or school sponsored activity shall not operate a cell phone unless the vehicle is safe
off the road with the parking brake engaged.

Legal Reference: A.C.A. 86i19-120
ADE Rules and Regulations Governing Mobile Phong&leg School Bus Drivers

Date Adopted: 02/12/2004
Last Revised:
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8.25% CLASSIFIED PERSONNEL CELL PHONE USE

Use of cell phonesr other electronic communication devidgsemployees durintheir designated
work time is strictly forbiddemunless specifically approved in advance by the superintendent, building
principal, or their designees

Date Adopted: 02/12/2004
Last Revised: 07/13/2006

15¢



8.25.1- CLASSIFIED PERSONNEL DISTRICT COMMUNICATION DEVICE

When the school district supplies a cell phone, pager or any other electronic device for communications,
the employee can use the device only for school district business. The devices are not for personal use.

LegalReference:

Date Adopted: 8507
Last Revised:



8.30- CLASSIFIED PERSONNEL JOB OPENINGS

1. Alljob openings will be posted at each campus and at the district office.

2. When a position is open and a job posted, if there is an employee in the district who applys, s
prevails if all qualifications are equal. If there is a case where there is an opening and the district is
trying to absolve the position and there ether positions in the district of like manner, the position
will be filled according to seniority if all qualifications are equal.

Legal Reference:

Date Adopted: 8507
Last Revised:
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JOB DESCRIPTIONS
A. Secretarial and Teacher Aide Staffs

1. Training- The employee shall have training and skills as may be necessary
to successfully carry out the requirements of the job. Completion of a four yea
high school course shall be considered a minimum rexpant.

2. Experience will not be a prequisite for employment unless, in the opinion
of the Superintendent, the position is deemed to require it.

3. Members of the secretarial and teacher aide staffs shall observe the same |
and relating thereto as are required of the instructional staff.

4. Work Schedule The work schedule for secretaries shall not exceed 40 hour:
per week. The schedule for opening and closing offices and departments shal
fixed by the administratdn charge. The Superintendent and principal shall set
work hours for teacher aides.

5. The assignment of teacher aides shall be made by the principal or his/her
designee. Changes in the assignments may be made as necessary due to cha
in the student population, teacher changes, and to best meet the educational n
of the students.

6. Duties of secretaries and teacher aiddse Superintendent shall assign duties
to secretaries and aides as the need arises.

B. Operating Employees

1. General Condition of Employment

a. Appointment to the operatiagd maintenance staff shall be
established.
b. Operating employees shall be assigned to buildings by the
Superintendent with the approval of the principal oftibiding.

c. Cafeteria and Lunchroom employees shall be diressiyonsibldo the
supervisor of the cafeteria and to the Superintendestlodols.

d. Handicapped persons will not be discriminated against in
employment in any way as long as they are able to do ththpp are
employed to do.



2. Qualifications

a. Shall be physically able to perform activities relating tadgolwvhich
employed.

b.

C.

d.

e.

Shall have good moral habits.
Shall be adaptable to working around children.
Shall have skill in the position.

Anyother as may be required by law.

3. Duties of Operating Employees

a.

sanitary condition.

paper, trash, etc.

d.

e.

Operating employees shall keep all buildings and grounds @¢rean and

Care for the lawn, shrubbery, and playground, includingdénly pick-up of

Operate the heating, ventilating, and mechanical
equipment.

Clean and dust all parts of the building daily.

Carry on such other activities as requested in order to create thest possibl

conditionsfor the education of the children.

C. Supervisor of Cafeteria- Duties and Responsibilities

1.

2.

4.

To purchase food and supplies for lunchroom.

To recommend persons for employment as lunchroom
workers.

To supervise the cafeternd its entire operations under the
direction of the Superintendent.

To work with the Superintendent regarding the payment of bills and

submission of monthly and annual reports to the State offices.

C.1. CafeteriaWorkers

1.

Duties of Cafeteria employee$he cafeteria employees shall
perform such duties in the selection, preparation of, and geo¥ifood as
shall be assignelly the supervisor of the cafeteria.

All operating and cafeteria @loyees shall submit evidence gdod health
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and observe the same rules and regulations relating thereto as are set up by
State Health Department.

D. Transportation Employees

1.

All school buses are owned amkoated by the Central Schdistrict.

Bus drivers have the authority to take customary eeabonable measures to
maintah proper control and discipliremong students placed under their care
and supervision. Pupils are under the supervision of the bus drivers and are
resposible tothe driver for their conduct. THaistrict is not bound by Law

to transport children who will not emuct themselves properly whiteding the
bus.

2.

4.

Buses shall be routed to provide tiest service for the greataesimber of
students. No school bus shall deviate from its established route except or
instructions from the Superintendent of schools, except in cases of
emergency. No bus will leave the main road to pick umlodnl unless the
farthest familywith children in scbol live more than 1/4 mile off the main
road, unless the child has a severe physical handidap Superintendent

has the discretion to extend the minimum distance in extenuating
circumstances.

All bus drivers employed by the Central Schbitrict will be required to
undergo a complete physical exami
license at the expense of the District. A form prescribed by the School
District will be taken by the driver to a doctor designated by the School
Board and after the doctor completes the form, the driver shall return it to
the Superintendent before being permitted to pick up their bus at the
beginning of a school term. The prospective driver will be required to
undergo a premployment drugcreening and alcohol test.

The wages and/or salary of transportation @adsifiedpersonnel shall
begin at the time they report for duty. The wages or salary shall be paid

monthly on the 15th day of the calendar month.

5.

No person physically defective or of unsound mind, known to be a habitue
drunkard, or of immoral habits, or who has been convicted within the past
five (5) years of operating a motor vehicle in a reckless manner while
underthe influence of intoicating liquor or narcotic drugs, who has

without regard to the rights of others, who is less than nineteen (19) years
of age, shall be permitted or employed to act as chauffeur or operator of
any school bus, either privately or publicly owned, apérated by public
school districts and used to transport pupils to and from the public school:
in the State of Arkansas. If during the school year, the Superintendent fet
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that there is a question of or regarding physical, mental, or emotional
condtion of the driver, the School Board may require the driver to take
another physical examination and the District shall pay for it. Bus drivers
wi || be subject to random drug te
positive they may be subjeict termination.

6. State Law prohibits smoking or use of any products containing tobacco or
school buses at any time by anyone.

7. Act 814 of the 1977 Arkansas Legislature makes it unlawful for any persol
or persons to threaten, curse, or use abusive language to a school bus dri
in the presence of students.

8. Effective August 13, 1981, all other factors being equal, teachers will be
given first priority in consideration of employment as bus dsivand then,
all other factors being equal, bus driver applicants who live as close to the
end of the route as possible, will be given first priority in consideration as k
drivers.

9. Act 1744- An Act to require students to be seated while the sdhamols
moving.

Date Adopted: 02/12/2004
Last Revised:
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