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Carlisle School District Calendar

August 3-4
August 8-10
August 11
August 11
August 15
September 5
October 4
October 11
October 12
November 21-25
December 16
Dec 19- December 30
January 2
January 3
January 16
February 7
February 9
February 20
March 10
March 20-24
April 14

May 7

May 24

May 25

1°' QUARTER 42 DAYS
2"° QUARTER 42 DAYS
3"° QUARTER 47 DAYS
4™ QUARTER 47 DAYS

2016-2017

Classroom Preparation

Teacher Workshop

Classroom Preparation

Open House

First Day of School

Labor Day Break
Parent/Teacher Conferences
Parent/Teacher Conferences
End of First Quarter (42 days)
Thanksgiving Holiday

End of Second Quarter (42 days)
Winter Break

Teacher Workshop (Snow Day)
School Resumes

MLK Holiday (Snow Day)
Parent/Teacher Conferences
Parent/Teacher Conferences
President’s Day Holiday (Snow Day)
End of Third Quarter (47 Days)
Spring Break

School Holiday (Snow Day)

High School Graduation

End of Fourth Quarter (47 Days)
(Snow Day)



8.1 NONCERTIFIED PERSONNEL SALARY SCHEDULE 2016-2017

Bookkeeper
2016-2017

31,050
31,450
31,850
32,250
32,650
33,050
33,450
33,850
34,250
34,650
35,050
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District Treasurer $1,200
CASBO Certification $1,000

240 Days

Board Approved 8-8-16
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Board Secretary $800
240 Days

Secretary
2016-2017

Board Approved 8-8-16

18,250
18,650
19,050
19,450
19,850
20,250
20,650
21,050
21,450
21,850
22,250



Two Year Degree or
Equivalent $1,000

Four Year Degree or
Equivalent $3,000

240 Days
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Computer Tech
2016-2017

Board Approved 8-8-16

28,050
28,450
28,850
29,250
29,650
30,050
30,450
30,850
31,250
31,650
32,050



PreK Classified

2016-2017
0
1
2
3
4
5
6
7
8
9
10
11
12
13
14
CLASSIFIED LEAD TEACHER  $1,500
CDA CERTIFICATE $ 500
ASSOCIATES OF ARTS $1,000
BACHELORS DEGREE $2,000
STEPS 0-2 250 INCREMENTS
STEPS 3-9 535 INCREMENTS
STEPS10-13 251 INCREMENTS
STEP 14 351 INCREMENTS
180 Days

Board Approved 8-8-16

12,050
12,300
12,550
13,050
13,620
14,155
14,690
15,225
15,760
16,295
16,546
16,797
17,048
17,299
17,650



Teacher Aide
Computer Aide & Parent Center Aide
Cafeteria Clerk

2016-2017
0 11,550
1 11,950
2 12,350
3 12,750
4 13,150
5 13,550
6 13,950
7 14,350
8 14,750
9 15,150
10 15,550

Parent Center Aide $650
Computer Aide $1,000

180 Days

Board Approved 8-8-16
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RN Degree $2,000
190 Days

Nurse
2016-2017

Board Approved 8-8-16

22,900
23,300
23,700
24,100
24,500
24,900
25,300
25,700
26,100
26,500
26,900



Special Education Clerk
2016-2017

10

180 Days

Board Approved 8-8-16

12,050
12,450
12,850
13,250
13,650
14,050
14,450
14,850
15,250
15,650

16,050

10
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Kitchen Manager $1,000

Food Service Director

1.6 Multiplier x classified
base (non-licensed)
negotiated extended days
(licensed)

180 Days

Cafeteria
2016-2017

Board Approved 8-8-16

12,250
12,650
13,050
13,450
13,850
14,250
14,650
15,050
15,450
15,850
16,250

11



10

240 Days

Maintenance
2016-2017

Transportation Director .125 Multiplier

of Maintenance Base

Board Approved 8-8-16

36,850
37,250
37,650
38,050
38,450
38,850
39,250
39,650
40,250
40,650

41,050

12



240 Days

10

Grounds
2016-2017

Board Approved 8-8-16

19,450
19,850
20,250
20,650
21,050
21,450
22,850
22,250
22,650
23,050

23,450

13



240 Days

10

Bus Mechanic
2016-2017

Board Approved 8-8-16

31,050
31,450
31,850
32,250
32,650
33,050
33,450
33,850
34,250
34,650

35,050

14



BUS DRIVERS

S$.55 per mile-Regular Contracted Bus Drivers or $26.00 per trip whichever greater
$15.50 per trip-Mini Bus Route or Mileage (whichever greater)
$20.50 per trip-Deaf/Blind School Shuttle

$8.50 per hour-Field Trip (not to exceed $125.00 per day with 3
hour minimum)
$26.00 per trip-Substitute Full Route

$15.50 per trip-Substitute Mini Bus Route
INCENTIVE PLAN FOR BUS DRIVERS

Sick leave will be paid in advance at eighteen (18) trips multiplied by daily rate of pay.
0 trips missed prior to end of first semester results in $500 additional pay.

1 trip missed prior to end of first semester results in $400 additional pay.

2 trips missed prior to end of first semester results in $300 additional pay.

3 trips missed prior to end of first semester results in $200 additional pay.

4 trips missed prior to end of first semester results in $100 additional pay.

Attendance Incentive Pay for first semester will be added to the January 20 payroll and
Incentive Attendance starts over at the beginning of the second semester.

0 trips missed prior to end of 2nd semester results in $500 additional pay.
1 trip missed prior to end of 2nd semester results in $400 additional pay.

2 trips missed prior to end of 2nd semester results in $300 additional pay.
3 trips missed prior to end of 2nd semester results in $200 additional pay.
4 trips missed prior to end of 2nd semester results in $100 additional pay.

Additional Incentive Pay for second semester will be added to the June 20 payroll and
Incentive Attendance ends at the end of semester.

15



Noncertified (Classified) Hourly Wage

Classified hourly wage for substitute work, additional work, or work not covered under the salary schedule will
be paid $8.50 per hour.

Noncertified Minimum Salary Wage

In cases where an employee’s position on the salary schedule results in the employee making less than the
minimum hourly wage or salary required by Act 6-17-2203, the annual salary or wage will be in accordance to
the wage specified by the Arkansas Department of Education. In these cases, the contract amount will be
figured by multiplying the district hourly wage x eight hours per day x number of contracted days.

Substitute pay rate
$68.00 per day

8.2 — NONCERTIFIED PERSONNEL EVALUATIONS

Noncertified personnel may be periodically evaluated. 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.

Date Adopted: 4/19/04

8.3 —EVALUATION OF NONCERTIFIED 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: 4/19/05
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8.4 — NONCERTIFIED EMPLOYEE DRUG TESTING

Scope of Policy

Each person hired for a position, which allows or requires that the employee operate any type of motor
vehicle which is privately owned and operated for compensation, or which is owned, leased or otherwise
operated by, or for the benefit of the District, and is operated for the transportation of children to or from
school or school sponsored activity shall 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
organizations chosen by the School Board to conduct the collection and testing of samples. The drug and
alcohol testing is to be conducted by a laboratory certified pursuant to the most recent guidelines issued
by the United States Department of Health and Human Services for such facilities. (“Mandatory
Guidelines for Federal Workplace Drug Testing Programs™).

Definition

Safety sensitive function includes:

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 repairing, obtaining assistance, or remaining in attendance upon a disabled
vehicle.

Requirements

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 safety-sensitive 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 testing
includes, and/or is triggered by, but is not limited to:

1. Random tests;

2. Testing in conjunction with an accident;

17



3. Receiving a citation for a moving traffic violation; and
4. Reasonable suspicion.

Prohibitions

A. No driver shall report for duty or remain on duty requiring the performance of safety-sensitive
functions while having an alcohol concentration of 0.04 or greater

B. No driver shall use alcohol while performing safety-sensitive functions

No driver shall perform safety-sensitive functions within four (4) hours after using alcohol

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

E. No driver shall refuse to submit to an alcohol 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 safety-sensitive
functions when using any controlled substance, except when used pursuant to the instructions of a
licensed medical practitioner, knowledgeable of the driver’s job responsibilities, who has advised
the driver that the substance will not adversely affect the driver’s ability to safely operate his/her
vehicle. It is the employee’s responsibility to inform his/her supervisor of the employee’s use of
such medication

G. No driver shall report for duty, remain on duty, or perform a safety-sensitive function if the driver
tests positive or has adulterated or substituted a test specimen for controlled substances

O

Violation of any of these prohibitions may lead to disciplinary action being taken against the employee,
which could include termination or non-renewal.

Testing for Cause

Drivers involved in an accident in which there is a loss of another person’s life shall be tested for 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 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 incurs disabling damage as a result of the accident
requiring the motor 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 controlled substance test means that the driver

» Failed to appear for any test within a reasonable period of time as determined by the
employer consistent with applicable Department of Transportation agency regulation;

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

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

» Failed to provide a sufficient amount of urine without an adequate medical reason for the
failure;

18



* Failed to undergo a medical examination as directed by the Medical 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 take;

» Failed to cooperate with any of the testing process; and/or

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

Conseguences for Violations

Drivers, who engage in any conduct prohibited by this policy, refuse to take a required drug or alcohol
test, or exceed the acceptable limits for the respective tests, shall no longer be allowed to perform safety-
sensitive functions. Actions regarding their continued employment shall be taken in relation to their
inability to perform these functions and could include termination or non-renewal 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 safety-sensitive 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,
contemporaneous, articulable observations concerning the behavior, speech, or body odors of the driver.
The Superintendent or his/her designee shall require the driver to submit to “reasonable suspicion” tests
for alcohol and controlled substances. The direction to submit to such tests must be made just before, just
after, or during the time the driver is performing safety-sensitive functions. If circumstances prohibit the
testing of the driver the Superintendent or his/her designee shall remove the driver from reporting for, or
remaining on, duty for a minimum of 24 hours from the time the observation was made triggering the
driver’s removal from duty. If the result for an alcohol test administered to a driver is equal to or greater
than 0.02, but less than 0.04, the driver shall be prohibited from performing safety-sensitive 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 against the driver is authorized
by this policy for test results showing an alcohol concentration of less than 0.04.

Legal Reference: A.C.A. § 6-19-108
49 C.F.R. § 382-101 — 605

49 C.F.R. § part 40

Date Adopted: 4/19/05
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8.5—-NONCERTIFIED EMPLOYEE SICK LEAVE

Definitions

1. “Sick Leave” is absence from work due to illness, whether by the employee or a member of their
immediate family, or due to a death in the family. The immediate family is defined to include husband,
wife, child, father, mother, brother, sister, grandparents, grandchildren, and in-laws. The
principal/superintendent shall determine whether sick leave will be approved on the basis of a death
outside the immediate family of the employee. “Sick Leave” may also be defined as absence from work
due to a conflicting Carlisle School District activity. The activity must be scheduled during a work day or
require travel that conflicts with the work day. The principal/superintendent has the discretion to approve
or deny such sick leave.

2. “Current Sick Leave” means those days of sick leave for the current contract year, which leave is
granted at the rate of one day of sick leave per month worked, or major part thereof.

3. “Accumulated Sick Leave” is the total of unused sick leave, up to a maximum of ninety (90) days
accrued from previous contract, but not used.

4. Should personnel contract be terminated, all sick leave will be cancelled.

Sick Leave

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

Pay for sick leave shall be at the employee’s daily rate of pay, which is that employee’s hourly rate of pay
times the number of hours normally worked per day. Absences for illness in excess of the employee’s
accumulated and current sick leave shall result in a deduction from the employee’s pay at the daily rate as
defined above.

At the discretion of the principal (or Superintendent), the District may require a written statement from
the employee’s physician. Failure to provide such documentation of illness may result in sick leave not
being paid, or in dismissal.

Excessive absenteeism, whatever the cause, to the extent that the employee is not carrying out his
assigned duties to the degree that the education of students or the efficient operation of a school or the
district is substantially adversely affected (at the determination of the principal or Superintendent) may
result in dismissal.

Sick Leave Transfer
In the event that a noncertified (classified) employee covered by sick leave or a member of his/her

immediate family as defined in the sick leave policy, suffers a prolonged illness or accident requiring the
employee’s absence from work beyond the time covered by his/her leave. In such instances, classified
employees may donate up to two (2) days each of their sick leave to him/her, provided that the following
conditions apply: (1) the donation of sick leave is voluntary (2) the donor’s request to donate time is
made in writing to the Principal or Superintendent (3) the employee has exhausted all of his/her leave and
is still unable to return to work (4) this benefit could continue only until the end of the employee’s current
contract (5) those on maternity leave or on a leave as the result of elective cosmetic surgery are exempt
from this benefit (6) no employee may donate more than a total of two (2) days of sick leave per contract
year (7) the requesting employees Appeal for Days is sent through email delivery or hand delivered to
employees by the classified personnel policy chair.

21



Legal References: A.C.A. § 6-17-1301 et seq.
Date Adopted: 7/1/93
Last Revised: 6/11/2012

8.5a — NONCERTIFIED BEREAVEMENT LEAVE

Death and/or funeral in the immediate family: A non-certified employee may have three (3)
days of bereavement leave to be used for funeral attendance and legal business related to the
funeral of a member of the immediate family; the immediate family being husband, wife, child,
father, mother, brother, sister, grandparents, grandchildren, and in-laws.

The first days of immediate family bereavement will be separate from your sick or personal
days. If additional days are needed, sick leave will be in effect. Maximum leave is three (3) days
for each occurrence and is non-accumulative.

Date Adopted: 08-09-2010
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8.6 — NONCERTIFIED EMPLOYEE PERSONAL LEAVE

Full-time employees will have two (2) days of personal leave per school year. These days are
accumulative up to five (5) days. If an employee has accumulated five (5) personal days and has
not used the two (2) days from the current year, the two (2) current year days can be converted to
sick days. Sick days may be exchanged for personal days at a rate of 4:1. A form must be turned
into the office requesting the conversion at which four (4) sick days will be deducted from the
employee in exchange for an additional personal day.

Requests for personal days will not be granted during the week of semester tests or state testing,
unless extreme circumstances arise.

If a classified employee is docked for five or more days in salary, due to absenteeism, they will
be subject to termination and/or nonrenewal. In the case of deductions, the amount deducted will
not be spread out over multiple checks but will be deducted from single or consecutive
paychecks, as circumstances dictate.

Legal References: A.C.A.§6-17-1301 et. seq.
Date Adopted: 7/1/93
Last Revised: 6/11/2012; 6/10/2013

8.6a — NONCERTIFIED PERSONNEL ABSENTEEISM

If a noncertified employee is docked for five or more days in salary due to absenteeism, they
will be subject to termination and/or non-renewal.

Adopted:
Last Revised: 6/4/12
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8.7 NONCERTIFIED EMPLOYEE PROFESSIONAL LEAVE

“Professional Leave” is paid leave granted for the purpose of enabling an employee to
participate in professional activities (e.g., workshops or serving on professional committees)
which improve the instructional program or the employee’s ability to perform his duties. Any
employee seeking professional leave must make a written request to his immediate supervisor,
setting forth the information necessary for the supervisor to make an informed decision. The
supervisor’s decision is subject to review and overruling by the Superintendent.

Applications for professional leave should be made as soon as possible following the
employee’s discerning a need for such leave, but, in any case, no less than two (2) weeks before
the requested leave is to begin, if possible. During such approved leave, the employee’s pay
shall not be deducted. If a substitute is needed during such 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: 7/1/93
Last Revised: 4/19/05
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8.8 - VACATION OF TWELVE-MONTH PERSONNEL

All personnel who work twelve (12) months will be allowed to take two (2) weeks’ vacation
each year. Itis recommended that vacation be taken during the months of June, July, or
August. Only five vacation days may be carried over to the next school year (July 1-June 30) and
fifteen (15) days is the total that can be accumulated in any one school year, unless stipulated
in an employee’s contract. The vacation must be approved by the superintendent. An
employee who has not used vacation and thus will lose vacation days entering a new year may
sell the lost days (maximum 10) to the district at the rate of substitute pay (560.00) per day.

Date Adopted: 4/19/05
Revised: 3/14/11; 6/10/13

8.8a — HOLIDAY PAY OF NON-INSTRUCTIONAL PERSONNEL

All non-instructional employees who have completed two years of employment and are paid on
an hourly basis will receive five paid holidays per year: New Year’s Day, July 4th, Thanksgiving
Day, Christmas Eve and Christmas Day.

Date Adopted: 7/1/93

8.8b — NONCERTIFIED EMPLOYEE BENEFITS
The Carlisle School District provides its noncertified 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;

One sick leave day per calendar month worked , with an accumulation up to ninety (90) days;

Two (2) Personal days per school year and these days are accumulative up to five (5) days. If the

employee has accumulated five (5) personal leave days then the two (2) current year days can be converted
to sick days.

6. Carlisle School District will pay employees for a maximum of ten (10) days per year for unused sick
leave above the maximum ninety (90) days at the end of the school year at the rate of substitute

pay per day.

uhwnN e

7. Upon proper verification in writing of previous employing Board of Education, a teacher employed by the
Board may transfer up to ninety (90) days of unused sick leave from another school district in Arkansas.
8.  Children of current employees will receive a 50% monthly discount at the Carlisle Preschool Program.

Legal Reference: A.C.A. §6-17-201
Date Adopted: 2005
Last Revised: 3/14/11,5/12/14
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8.9 — NONCERTIFIED EMPLOYEE RETIREMENT/RESIGNATION

All employees shall be members of the Arkansas Teacher Retirement System.

All employees retiring should make application for retirement benefits before June 1 of the
year he/she plans to retire. To express the appreciation of the Board and community to those
individuals who have given years of service to the district and community, the following policy
is adopted.

1. The Carlisle School District will pay the retiree for accumulated sick leave up to a
maximum of ninety (90) days at the rate of substitute pay. Employees eligible under this policy
include noncertified employees who are presently employed in the Carlisle Public Schools for a
minimum of ten(10) years and meet any one of the conditions listed below:

1 Twenty-five years of service accredited by the Arkansas Teacher Retirement
System.

Employee has reached sixty (60) years of age with ten (10) years of service.
Applies for and receives disability retirement from the Arkansas Teacher
Retirement System.
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2. Professional personnel retiring under the above specifications will be given a lifetime pass to all
school functions.

3. For employees who are presently employed in the Carlisle Public Schools but who have
not served the ten (10) year minimum, yet have served five (5) years or more, the
Carlisle School District will pay the employee based on the following scale for
accumulated sick leave, up to a maximum of ninety (90) days.

50% of substitute pay for completing five (5) years of consecutive service

60% of substitute pay for completing six (6) years of consecutive service

70% of substitute pay for completing seven (7) years of consecutive service

80% of substitute pay for completing eight (8) years of consecutive service

90% of substitute pay for completing nine (9) years of consecutive service

100% of substitute pay for completing ten (10) or more years of consecutive service.

= =4 =4 =4 -8 =9

Date Adopted: 7/1/93
Date Revised: 4/19/05;

8.10 — PUBLIC OFFICE — NONCERTIFIED PERSONNEL

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.
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No paid leave will be granted for the employee’s participation in such public office. The
employee may receive pay for personal leave or vacation (if applicable), if approved in advance
by the Superintendent, during his absence.

Prior to taking leave, and as soon as possible after 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 requests sick leave for the purpose of taking leave to serve in
public office may be subject to nonrenewal or termination of his employment contract.

Cross Reference: Policy # 8.17—Noncertified Personnel Political Activity
Legal Reference: A.C.A. § 6-17-115, 116

Date Adopted: 4/19/05

8.11 — JURY DUTY — NONCERTIFIED 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, upon giving reasonable notice to the District
through the employee’s immediate 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.

Employees shall receive their regular pay from the district while serving jury duty.
Legal Reference: A.C.A. § 16-31-106

Date Adopted: 4/19/05

8.12 — OVERTIME, COMPTIME, and COMPLYING WITH FLSA

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

Definitions

Overtime is hours worked in excess of 40 per workweek. Compensation given for hours not
worked such as for holidays or sick days do not 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 Saturday. Each workweek is independent of every other workweek for the
purpose of determining the number of hours worked and the remuneration entitled to by the
employee for that week.

Exempt Employees are those employees who are not covered under the FLSA. They include

administrators and professional employees such as teachers, counselors, nurses, and
supervisors. Any employee who is unsure of their coverage status should consult with the
District’s Administration.

Covered Employees (also defined as non-exempt employees) are those employees who are not

exempt, generally termed noncertified, and include bus drivers, clerical workers, maintenance
personnel, custodians, transportation workers, receptionists, paraprofessionals, food service
workers, secretaries, and bookkeepers.

Regular Rate of Pay includes all forms of remuneration for employment3 and shall be expressed

as an hourly rate. For those employees previously 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:

1. Between the District and student teachers;
2. Between the District and its students;
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3. Between the District and individuals who as a public service volunteer or donate their
time to the District without expectation or promise of compensation.

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

1. Between the District and off-duty policemen or deputies who are hired on a part-time
basis for security purposes or crowd control. The District is separate from and acts
independently of other governmental entities.

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

Hours Worked

Employees shall be compensated for all the time they are required to be on duty 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 shall record 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 without 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 their times. They shall turn in their
time sheets or cards to their immediate supervisor no later than the following Monday morning
after reviewing them to be sure that they accurately reflect their hours worked for that week.

Each employee is to personally record 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 who work more than their
normal number of hours in a given workweek may, at the District’s option, be given
compensatory time for the hours they worked in excess of their normal workweek in lieu of
their regular rate pay. Compensatory time given in this manner shall be subject to the same
conditions regarding accumulation and use as compensatory time given in lieu of overtime pay.
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Breaks and Meals

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

Each employee working more than thirty-five (35) hours per week shall be provided a thirty (30)
minute uninterrupted duty-free lunch period.

Covered employees who work thirty-five (35) hours a week and receive a duty free meal period
shall not be eligible to receive the two (2) paid breaks for working more than twenty (20) hours.
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 them to eat their meal which they 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 hours worked over 40 in a workweek. Overtime compensation shall be computed on
the basis of the hours worked in each week and may not be waived by either the 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
overtime at a weighted average of the differing wages. This shall be determined by dividing the
total regular remuneration for all hours worked by the number of hours worked in that week to
arrive at the weighted average. One half that rate is then multiplied times the number 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 performed, compensatory time off may be awarded in lieu of overtime pay for hours
worked over 40 in a workweek and shall be awarded on a one-and-one-half (1 1/2) time basis
for each hour of overtime worked. The District reserves the right to determine if it will award
compensatory time in lieu of monetary pay for the overtime worked. The maximum number of
compensatory hours an employee may accumulate at a time is 20. The employee must be able
to take the compensatory time off within a reasonable period of time that is not unduly
disruptive to the District.

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

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

30



2. Orthe final regular rate received by the employee.

Overtime Authorization

There will be instances where the district’s needs necessitate an employee work overtime. It is
the Board’s desire 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 worked 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 cases, disciplinary 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 unforeseen or emergency circumstances, advance request was not possible, 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 delayed or not occur if an employee fails to turn in the
required leave form. Leave may be taken in a minimum of 4 hour increments.

Record Keeping and Postings

The District shall keep and maintain records as required by the FLSA for the period of time
required by the act.

The District shall display minimum wage posters where employees can readily observe them.

Cooperation with Enforcement Officials

All records relating to the FLSA shall be available for inspection and District employees shall
cooperate fully with officials from the DOL and/or its authorized representatives in the
performance of their jobs relating to:

Investigating and gathering data 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 whether any person has violated any provision of the FLSA.
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Legal References:

: 29 USC § 206(a), ACA § 6-17-2203

: 29 USC § 207(a)(1), 29 CFR § 778.100

: 29 USC § 207(0), 29 CFR § 553.50

: 29 CFR § 778.218(a)

: 29 CFR § 778.105

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

: 29 CFR §§ 785.9, 785.16

: 29 CFR § 5516.2(7)

: 29 CFR §§ 785.1 et seq.

: ACA § 6-17-2205

: 29 CFR §§ 785.19

: 29 USC § 207(a), 29 CFR § 778.100, 29 USC & 207(0), 29 CFR §§ 553.20 — 553.32
: 29 CFR § 778.106

: 29 USC § 207(g)(2), 29 CFR § 778.115

: 29 USC § 207(0)(2)(A), 29 CFR § 553.23
:29 CFR § 553.20

: 29 USC § 207(0)(4), 29 CFR § 553.27
:29 USC § 211(c), 29 CFR §§ 516.2, 516.3, 553.50
:29CFR §516.4

: 29 CFR §§ 516.5, 516.6

: 29 USC § 211(a)(b)

Date Adopted: 4/19/05
Revised: 6/1/2015

8.13 — NONCERTIFIED 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 district employment which will
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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. § 6-24-106, 107, 111
Date Adopted: 4/19/05

8.14 — NONCERTIFIED 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 Carlisle School District is an equal
opportunity employer and shall not discriminate on the grounds of race, color, religion, national
origin, sex, age, or disability.

Date Adopted: 4/19/05

8.15 — NONCERTIFIED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES

Employees shall be reimbursed for personal and/or travel expenses incurred while performing duties
or attending workshops or other employment-related 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 authority to make school
approvals), or the appropriate designee of the Superintendent and that the teacher’s attendance/travel
was at the request of the district.

It is the responsibility of the employee to determine the appropriate supervisor from which he must
obtain approval.

Reimbursement claims must be made on forms provided by the District and must be supported by
appropriate, original receipts. Copies of receipts or other documentation are not acceptable, except in
extraordinary circumstances. Meals are reimbursed only when there is overnight travel.

The district reimburses $0.42 a mile for district required travel and the school vehicle must be used
when available or mileage will not be reimbursed.

Date Adopted: 4/19/05
Last Revised: 3/14/11

8.17 — DRESS OF NONCERTIFIED EMPLOYEES
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Professional dress is required. Any attire not listed will be left to the discretion of the building

supervisor and will be addressed as needed.

1.

© 0 Nk WN

Casual dress not to exceed 2 days/week as determined by the building principal. Special
circumstances in which casual dress exceeds two (2) days per week (i.e., fundraisers,
spirit events) may be allowed with superintendent approval.

No attire that students are not allowed to wear in grades 3-12.

No shorts unless otherwise approved.

No excessive short skirts. No skorts (shorts with a flap across the front).

No low cut clothing.

No spaghetti straps or tank tops.

No sweats.

No scrubs, except for school nurse.

No visible tattoos inside the classroom during the course of the school day. No visible
tattoos that are offensive, vulgar, or that distract from an employee’s ability to
effectively perform his/her duties outside the classroom, including extra-curricular
activities.

Date Adopted: 4/19/05
Last Revised: 6-26-08, 11/7/11; 6/10/2013

8.18 — NONCERTIFIED PERSONNEL POLITICAL ACTIVITY
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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:

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 students, in or out of the classroom, in other
than circumstances appropriate to the employee’s responsibilities to the
students and where a legitimate pedagogical reason exists.
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Date Adopted: 4/19/05

8.19 — NONCERTIFIED PERSONNEL GRIEVANCES

The purpose of this policy is to provide an orderly process for employees to resolve, at the lowest possible
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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 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. 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 directing, instructing,
reprimanding, or “writing up” an employee under his/her supervision. A group of 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 does not ensure that the subject of the grievance is, in fact, grievable)
1. More than one individual has interest in the matter; and
2. The group has a well-defined common interest in the facts and/or circumstances of the grievance;
and
3. The group has designated an employee spokesperson to meet with administration and/or the board;
and
4. All individuals 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 the work
of that employee.

Working day: any weekday other than a holiday whether or not the employee under the provisions of their
contract is scheduled to work or whether they are currently under contract.

Process :

Level One: An employee who believes that he/she has a grievance shall inform that employee’s immediate
supervisor that the employee has a potential grievance and discuss the matter with the supervisor within five
working days of the occurrence of the grievance. The supervisor shall offer the employee an opportunity to
have a witness or representative who is not a member of the employee’s immediate family present at their
conference. (The five-day requirement 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 grievance to
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 with the 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/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 building principal or, in the
event that the employee’s immediate supervisor is the building principal, the superintendent.

Level Two (when appeal is to the building 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 witness or representative who is
not a member of the employee’s immediate family present at their conference. After the conference, the
principal will have 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 right with respect to said grievance.

Level Two (when appeal is to the superintendent): Upon receipt of a Level Two Grievance Form, the
superintendent will have ten working days to schedule a conference with the employee filing the grievance.
The superintendent shall offer the employee an opportunity to have a witness or representative who is not a
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member of the employee’s immediate family present at their conference. After the conference, the
superintendent will have ten working days in which to deliver a written response to the grievance to the
employee.

Level 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 the
grievance to the superintendent by submitting a copy of the Level Two Grievance Form and the principal’s
reply to the superintendent within five working days of his/her receipt of the principal’s reply. The
superintendent will have ten working days to schedule a conference with the employee filing the grievance.
The superintendent shall offer the employee an opportunity to have a witness or representative who is not a
member of the employee’s immediate family present at their conference. After the conference, the
superintendent will have ten working days in which to deliver a written response to the grievance to the
employee.

Appeal to the Board of Directors: An employee who remains unsatisfied by the written response of the
superintendent may appeal the superintendent’s decision to the Board of Education within five working days
of his/her receipt of the Superintendent’s written response by submitting a written request for a board hearing
to the superintendent. If the grievance is not appealed to the Board of Directors within five working days of
his/her receipt of the superintendent’s response, the matter will be considered resolved and the employee
shall have no further right with respect to said grievance.

The school board will address the grievance at the next regular meeting of the school board, unless the

employee agrees in writing to an alternate date for the hearing. After reviewing the Level Two Grievance
Form and the superintendent’s reply, the board will decide if the grievance, on its face, is grievable under

district policy. If the grievance is presented as a “group grievance,” the Board shall first determine if the
composition of the group meets the definition of a “group grievance.” If the Board determines that it is a
group grievance, the Board shall then determine whether the matter raised is grievable. If the Board rules the
composition of the group does not meet the definition of a group grievance, or the grievance, whether group
or individual, is not grievable, the matter shall be considered closed. (Individuals within the disallowed group
may choose to subsequently refile their grievance as an individual grievance beginning with Level One of the
process.) If the Board rules the grievance not to be grievable, the matter shall be considered closed. If the
Board rules the grievance to be grievable, they shall immediately commence a hearing on the grievance. All
parties have the right to representation by a person of their own choosing who is not a member of the
employee’s immediate family at the appeal hearing before the Board of Directors. The employee shall have
no less than 90 minutes to present his/her grievance. 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 under the
age of eighteen years who gives testimony may elect to have the student’s testimony given in 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 conclusion of an open hearing,
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 on the grievance
shall be announced no later than the next regular board meeting.

Records
Records related to grievances will be filed separately and will not be kept in, or made part of, the personnel
file of any employee.
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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 Reference: ACA § 6-17-208

Date Adopted: 4/19/05
Last Revised: 3/14/11
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8.19f—LEVEL TWO GRIEVANCE FORM - NONCERTIFIED

Name:

Date submitted to supervisor:

Noncertified Personnel Policy grievance is based upon:

Grievance (be specific):

What would resolve your grievance?

Supervisor’s Response

Date submitted to recipient:

Date Adopted: 4/19/05
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8.20 — NONCERTIFIED PERSONNEL SEXUAL HARASSMENT

The Carlisle School 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 and employees
about 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 subjected to, or to subject another
person to, sexual harassment as defined in this policy. Any employee found, after an investigation, to have
engaged in sexual harassment will be subject to disciplinary action up to, and including, termination.

Sexual harassment refers to unwelcome sexual advances, requests for sexual favors, 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 or implicitly, a term or
condition of an individual’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 substantially interfering with an
individual’s academic or work performance or creates an intimidating, hostile, or
offensive academic or work environment.

The terms “intimidating,” “hostile,” and “offensive” include conduct of a sexual nature which
has the effect of humiliation or embarrassment and is sufficiently severe, persistent, or
pervasive that it limits the student’s or employee’s ability to participate in, or benefit from, an
educational program or activity or their employment environment.

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

Actionable sexual harassment is generally established when an individual is exposed to a
pattern of objectionable behaviors or when a single, serious act is committed. What is, or is not,
sexual harassment will depend upon all of the surrounding circumstances. Depending upon
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such circumstances, examples of sexual harassment include, but are not are not limited to:
unwelcome touching; crude jokes or pictures; discussions of sexual experiences; pressure for
sexual activity; intimidation by words, actions, insults, or name calling; teasing related to sexual
characteristics; and spreading rumors related to a person’s alleged sexual activities. Employees
who believe they have been subjected to sexual harassment are encouraged to file a complaint
by contacting their immediate supervisor, administrator, or Title 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 accused of the harassment. To the extent possible, complaints will be treated
in a confidential manner. Limited disclosure may be necessary in order to complete a thorough
investigation.

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

Employees who knowingly fabricate allegations of sexual harassment shall be subject to
disciplinary action up to 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 of 1972, 20 USC 1681, et seq.
Title VII of the Civil Rights Act of 1964, 42 USC 2000-e, et seq. ACA 8 6-15-
1005 (b) (1)

Date Adopted: 7/1/94
Last Revised: 4/19/05

8.21 — NONCERTIFIED PERSONNEL SUPERVISION OF STUDENTS

All District personnel are expected to conscientiously execute their responsibilities to promote
the health, safety, and welfare of the District’s students under their care. The Superintendent
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shall direct all principals to establish regulations ensuring adequate supervision of students
throughout the school day and at extracurricular activities.

Date Adopted: 4/19/04

8.23 — NONCERTIFIED PERSONNEL FAMILY MEDICAL LEAVE*

Eligibility
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The Carlisle School 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:

1. Because of the birth of a son or daughter of the employee and in order to care for such
son or daughter;

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

3. Inorder to care for the spouse, or a son, daughter, or parent, of the employee, if such
spouse, son, daughter, or 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 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
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 District, limit their 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

Foreseeable: When 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 when 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 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
certification from a health care provider supporting the need for leave at the time the notice for leave is
given, but must provide 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 may delay the taking of FMLA leave until at least
thirty (30) days after the date the employee provides notice to the District.

Unforeseeable: When the approximate 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 District within two (2) working days of
learning of the need for leave, except in extraordinary circumstances where such notice is not feasible.
Notice may be provided in person, by telephone, telegraph, fax, or other electronic means.
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Medical Certification

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, and the 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 his/her position.

Second Opinion: In 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 designated or approved by 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 employee. The opinion of the third health care provider shall be
considered final and be binding 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 recertification in no more than fifteen (15) calendar days after the
District’s request. 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)
week period of FMLA leave. All FMLA leave is unpaid unless substituted by applicable accrued leave.

Workers Compensation: FMLA leave may run concurrently with a workers’ compensation absence when
the 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 District. The employee remains responsible for any portion
of premium payments customarily paid by the employee. When on unpaid FMLA leave, it is the
employee’s responsibility to submit their portion of the cost of the group health plan coverage to the
District’ business office on or before it would be 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 if the employee had not taken FMLA leave the district’s obligation to maintain
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health benefits ceases.

If 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:

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. Other circumstances exist beyond the employee’s control.

Circumstances under “a” listed above shall be certified by a licensed, practicing health care provider
verifying the employee’s 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 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 Position: An 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 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 Work: In 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 employee’s contract due to the inability of the employee to fulfill the responsibilities 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
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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: 7/1/94
Last Revised: 4/19/05

8.24 — SCHOOL BUS DRIVER’S USE OF CELL PHONES
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Any driver of a motor vehicle which is privately owned and operated for compensation, or
which is owned, leased or otherwise operated by, or for the benefit of the District, and is
operated for the transportation of children to or from school or school sponsored activity shall
not operate a cell phone unless the vehicle is safely off the road with the parking brake
engaged.

Legal Reference: A.C.A. § 6 -19-120
ADE Rules and Regulations Governing Mobile Phone Usage by School Bus Drivers

Date Adopted: 4/19/05

8.25 — NONCERTIFIED PERSONNEL CELL PHONE USE
Use of cell phones by employees during work or instructional time is strictly forbidden.

Date Adopted: 4/19/05

8.26 — NONCERTIFIED PERSONNEL RESPONSIBILITIES GOVERNING BULLYING
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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 the principal. The principal or his/her designee shall be responsible
for investigating the incident(s) to determine if disciplinary action is warranted. District staff is required
to help enforce implementation of the district’s anti-bullying policy. The district’s definition of bullying is
included below. Students who bully another person are to be held accountable for their actions whether it
occurs on school grounds; off school grounds at a school sponsored or approved 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;

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 behavior can
be a threat of, or actual, physical harm or it can be verbal abuse of the child. 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.

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

Sarcastic "compliments" about another student’s personal appearance,

Pointed questions intended to embarrass or humiliate,

Mocking, taunting or belittling,

Non-verbal threats and/or intimidation such as “fronting” or “chesting” a person,

Demeaning humor relating to a student’s race, gender, ethnicity or personal

characteristics,

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 to person or property,

9. Stealing or hiding books or belongings, and/or

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

akrwbdPE

Legal Reference: A.C.A. § 6-18-514
Date Adopted: 4/19/05

8.27 — NONCERTIFIED PERSONNEL LEAVE — INJURY FROM ASSAULT
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Any staff member, who, while in the course of their employment, is injured by an assault or
other violent act; while intervening in a student fight; while restraining a student; or while
protecting a student from harm, shall be granted a leave of absence for up to one (1) year from
the date of the injury, with full pay.

A leave of absence granted under this policy shall not be charged to the teacher’s sick leave.

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 sufficient to enable the teacher to
return to work, and written statements from witnesses (or other documentation as appropriate
to a given incident) to prove that the incident occurred in the course of the teacher’s
employment.

Legal Reference: A.C.A. § 6-17-1308

Date Adopted: 4/19/05

8.30—NONCERTIFIED PERSONNEL REDUCTION IN FORCE
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SECTION ONE

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

In effecting a reduction in force, the primary goals of the school district shall be: what is in the best
interests of the students; to maintain accreditation in compliance with the Standards of Accreditation
for Arkansas Public Schools and/or the North Central Association; and the needs of the district. A
reduction in force will be implemented when the superintendent determines it is advisable to do so and
shall be effected through non-renewal, termination, or both. Any reduction in force will be conducted
by evaluating the needs and long- and short-term goals of the school district in relation to the staffing of
the district.

If a reduction in force becomes necessary, the RIF shall be conducted separately for each occupational
category of classified personnel identified within the district on the basis of each employee’s years of
service. The employee within each occupational category with the least years of experience will be laid
off first. The employee with the most years of employment in the district as compared to other
employees in the same category shall be laid off last. In the event that employees within a given
occupational category have the same length of service to the district the one with the earlier hire date,
based on date of board action, will prevail.

All credited years of service must be verified by documents on file with the District by October 1 of the
current school year. All non-certified employees shall receive a listing of the personnel within their
category with corresponding point totals. Upon receipt of the list, each employee has ten (10) working
days within which to appeal his or her assignment of points with the superintendent whose decision
shall be final.

Total years of service to the district shall include non-continuous years of service; in other words, an
employee who left the district and returned later will have the total years of service counted, from all
periods of employment. Working fewer than 120 days in a school year shall not constitute a year. Length
of service in a certified position shall not count for the purpose of length of service for a non-certified
position. There is no right or implied right for any employee to “bump” or displace any other employee.
This specifically does not allow a certified employee who might wish to assume a classified position to
displace a classified employee.
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Pursuant to any reduction in force brought about by consolidation or annexation and as a part of it, the
salaries of all employees will be brought into compliance, by a partial RIF if necessary, with the receiving
district’s salary schedule. Further adjustments will be made if length of contract or job assignments
change.! A Partial RIF may also be conducted in conjunction with any job reassignment whether or not it
is conducted in relation to an annexation or consolidation.

If an employee is non-renewed under this policy, he or she shall be offered an opportunity to fill a
vacancy for which he or she is qualified for a period of up to two (2) years. The non-renewed employee
shall be recalled for a period of two (2) years in reverse order of the layoff to any position for which he
or she is qualified. Notice of vacancies to non-renewed employees shall be by certified mail and they
shall have 10 working days from the date that the notification is received in which to accept the offer of
a position. A lack of response or a non-renewed employee’s refusal of a position shall end the district’s
obligation to replace the laid-off employee.

SECTION TWO

The employees of any school district which annexes to, or consolidates with, the Carlisle School District
will be subject to dismissal or retention at the discretion of the school board, on the recommendation of
the superintendent, solely on the basis of need for such employees on the part of the Carlisle School
District, if any, at the time of the annexation or consolidation, or within ninety (90) days after the
effective date of the annexation or consolidation. The need for any employee of the annexed or
consolidated school district shall be determined solely by the superintendent and school board of the
Carlisle School District.

Such employees will not be considered as having any seniority within the Carlisle School District and may
not claim an entitlement under a reduction in force to any position held by a Carlisle School District
employee prior to, or at the time of, or prior to the expiration of ninety (90) days after the consolidation
or annexation, if the notification provision below is undertaken by the superintendent.

The superintendent shall mail or have hand-delivered the notification to such employee of his intention
to recommend non-renewal or termination pursuant to a reduction in force within ninety (90) days of
the effective date of the annexation or consolidation in order to effect the provisions of this section of
the Carlisle School District’s reduction-in-force policy. Any such employees who are non-renewed or

o1



terminated pursuant to Section Two are not subject to recall. Any such employees shall be paid at the
rate for each person on the appropriate level on the salary schedule of the annexed or consolidated
district during those ninety (90) days and/or through the completion of the reduction-in-force process.

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

The intention of this section is to ensure that those Carlisle School District employees who are employed
prior to the annexation or consolidation shall not be displaced by employees of the annexed or
consolidated district by application of the reduction-in-force policy.

Notes: * For example, if the district’s salary schedule provided for a range of salaries for maintenance
employees ranging from $8.50 an hour to $12.50 an hour, and one maintenance employee is
making $14.00 an hour, the superintendent, as part of the RIF, would send a letter of partial
nonrenewal to the maintenance employee to bring the salary into compliance with the salary
schedule.

Legal Reference: A.C.A. § 6-17-2407
Date Adopted: 4/19/05

Last Revised:

8.31—NONCERTIFIED PERSONNEL TERMINATION AND NON-RENEWAL
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For procedures relating to the termination and non-renewal of noncertified employees, please refer to
the Public School Employee Fair Hearing Act A.C.A. § 6-17-1701 through 1705. The Act specifically is not
made a part of this policy by this reference.

A copy of the code is available in the office of the principal of each school building.

Legal reference: A.C.A. § 6-17-2301
Date Adopted: 4/19/05
Last Revised:

8.32—NONCERTIFIED PERSONNEL ASSIGNMENTS

The superintendent shall be responsible for assigning and reassigning noncertified personnel.

Date Adopted: 4/19/05
Last Revised:

8.33 — NONCERTIFIED HEALTH CARE COVERAGE AND THE AFFORDABLE CARE ACT
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Health Insurance Enrollment
All full time District employees are eligible to enroll themselves; their spouse, so long as the spouse is not
otherwise eligible for insurance through his/her employer's sponsored plan; and their child(ren) in one of
the insurance plans through the Public School Employee Life and Health Insurance Program (PSELHIP).
Variable hour employees are not eligible to enroll in a PSELHIP plan. If a variable hour employee’s
measurement period finds that the employee averaged thirty (30) or more hours per week, then the
employee is treated as a full time employee rather than a variable hour employee and is eligible for health
insurance. New full time employees have sixty (60) days following the start date of the employee’s
contract to elect to enroll in a PSELHIP plan; all new employees shall be informed in writing of the start
date of the employee’s contract and that the employee has sixty (60) days from that date to elect
PSELHIP coverage. Coverage for new employees who choose to enroll in a PSELHIP plan shall take
effect on the first of the month following the date on the enroliment application. Coverage shall be in
effect until the end of the calendar year. Employees who experience a Qualifying Status Change Event
have sixty (60) days from the date of the Qualifying Status Change Event to file an application to change
coverage information. All employees who continue to be eligible may elect to continue coverage and
make changes to their PSELHIP plan for the following plan year during the yearly open enroliment
period.

District Contribution to Premiums
At a minimum, the District shall distribute the statutorily required contribution rate to all employees who
are enrolled in one of the PSELHIP plans, which shall include any mandatory increases to the
contribution rate due to increases to the salary schedule if applicable. In accordance with the State Health
Insurance Portability Rules (SHIP), the District shall continue to pay the premium contribution for an
employee who transfers to another Arkansas school district that also participates in the SHIP through
August 31 of the calendar year the employee leaves the district so long as the employee:
1) Completes his/her contract with the District;
2) Provides the District with notice that the employee is transferring to another district by no later
than June 15;
3) Provides the District with proof of employment at another Arkansas district; and
4) Has the employee portion of the premium removed from his/her end-of-year checks or pays the
District business office the employee portion of the premium by the 15th of both July and
August.

W-2
For all full-time employees who are enrolled in a PSELHIP plan, the District shall indicate in box twelve
(12) of the employee’s Form W-2 the cost of the employee’s health care coverage by using code “DD”’.

IRS Returns
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The District will electronically file with the IRS by March 31 of each year the forms required by the IRS
on the health insurance coverage of each full-time employee for the previous calendar year, whether or
not the full-time employee participates in a health insurance plan through the PSELHIP.

Statement of Return
The District shall send to each full-time employee a Statement of Return (Statement) regarding the IRS
Return filed on the employee. The Statement shall contain: The District’s name, address, and Employer
Identification Number (EIN) as well as a copy of the IRS Return filed on the employee. The District shall
send a copy of the Statement to the employee on or before January 31 of the calendar year following the
calendar year the information in the Statement covers. The Statement will be mailed to the employee’s
address on record.

Record Retention
The District shall maintain copies of the Statements sent to employees in accordance with the
requirements for documents transmitted to the IRS.

Legal References: A.CA. §6-17-1117
A.C.A. §21-5-401 et seq.
26 C.F.R. § 54.4980h-0 et seq.
26 C.F.R.§31.6001-1
26 C.F.R. § 301.6056-1

Date Adopted: 6/1/2015
Last Revised:

8.81 — JOB DESCRIPTION (PARAPROFESSIONAL)
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Position Title: Paraprofessional
Reports To: Building Principal

Job Goal:
To assist in providing a positive educational learning climate.

Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.

2. Must pass a Praxis Exam, or hold an associate’s degree from an accredited college, or
receive 60 college hours.

3. Have basic understanding of children’s needs in the public school setting.

4. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.
3. Ability to receive constructive criticism and incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and integrity.

5. Loyalty to the goals and policies of the district.

Supervisory Responsibility: N/A
Work Environment:

As assigned by the principal.
Physical Demands:

1. Exposure to weather
2. Ability to walk, stand, bend and stoop on a regular basis
3. Ability to handle difficult situations that might arise with children

Performance Responsibilities :

1. Work a 7.5 hour workday.

2. Take a 30 minute lunch break with two 15 minute breaks.

3. Assist the teacher with student(s), duties, clerical work, etc.

4. Other duties/responsibilities assigned by the building principal.
Terms of Employment:

9 month contract renewable annually.

Evaluation:
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Job performance and characteristics will be evaluated in accordance with the provisions of the
Board Policy for Non-Certified Personnel.

Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.81f — PARAPROFESSIONAL EVALUATION FORM
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Qualifications:

1.

Demonstrated aptitude or competence in
assigned responsibilities.

. Certificate of good health signed by a

licensed physician or state health official.

. Have basic understanding of children’s

needs in the public school setting.

. Such alternatives to the above qualifications

as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1.

2.

Ability to meet the public in a pleasant cooper
composed, and cordial manner.

Ability to communicate appropriately all segn
the school and community.

. Ability to receive constructive criticism and

incorporate it into work assignments.

. Strong work ethics, reliability, punctual

and integrity.

. Loyalty to the goals and policies of the districi

Performance Responsibilities:

1.
2.

3.

4.

Work a 7.5 hour workday.

Take a 30 minute lunch break with two 15
minute breaks.

Assist the teacher with student(s), duties,
clerical work, etc.

Other duties/responsibilities assigned by
the building principal.

Comments by Evaluator:

Comments by Evaluee:

54321N/A
54321N/A
54321N/A

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A

54321N/A

54321N/A
54321N/A

54321N/A

54321N/A
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My signature on the evaluation signifies that | have seen this document and its contents has been

reviewed with me.
It does not necessarily indicate that | agree with the evaluation. I understand that | have the right

to respond in writing within ten (10) working days and my comments will be attached to the
evaluation form in my personal file.

Evaluator’s Signature Date:

Evaluee’s Signature Date :

Date Adopted: 4/19/04

8.82 —JOB DESCRIPTION (PARAPROFESSIONAL PRE-K TEACHER)

Position Title: Paraprofessional Pre-K Teacher
Reports To: Principal
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Job Goal:
To provide a positive, safe educational learning environment.

Qualifications:

1. Basic understanding of pre-school age children.

2. Demonstrated aptitude or competence in assigned responsibilities.

3. Certificate of good health signed by a licensed physician or state health official. (TB test)
4. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.
3. Ability to receive constructive criticism and incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and integrity.

5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities: n/a

Work Environment:
Throughout the specified areas as assigned by the Principal.

Physical Demands:

1. Exposure to weather.

2. Ability to walk, stand, bend and stoop on a regular basis.

3. Ability to handle difficult situations that might arise with children.

Performance Responsibilities:

. Work a 7.5 hour workday, 30 minute lunch with two 15 minute breaks.

. Lunch, special classes and any other activity is to be attending with children.
. Provide quality, on-level instruction to 4-year olds.

. Has break during nap time.

. Friday is spent preparing lesson plans and activities for the upcoming week.
. Responsible for parents signing children in and out daily.

. Plans and manages the daily routine of the Pre-K students and program.

Noubh wN PR

Terms of Employment:
9 month contract renewable annually.
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Evaluation:

Job performance and characteristics will be evaluated in accordance with the provisions of the Board Policy
for Non-Certified Personnel.

Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of
the duties performed for this position. The employee will perform other duties as assigned by the immediate
supervisor and/or the administration. Qualifications, work environment, physical demands, job skill
requirements, and other duties assigned are all representative of those normally encountered while
performing the essential functions of this job. Reasonable accommodations may be made to enable

individuals with disabilities to perform the essential functions. All job performance will be done in a timely
and efficient manner.

Date Adopted: 4/19/04

8.82f — PARAPROFESSIONAL PRE-K TEACHER EVALUATION FORM

Qualifications: High------------- Low

1. Demonstrates basic understanding of 54321N/A
Pre-school age children.
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2. Demonstrates aptitude or competence
in assigned responsibilities.
3. Certificate of good health signed by a

licensed physician or state health official.

4. Such alternatives to the above
qualifications as the Board may find
appropriate and acceptable

Desirable Characteristics:

1. Ability to meet the public in a pleasant,
cooperative, composed, and cordial
manner.

2. Ability to communicate appropriately
with all segments of the school and
community.

3. Ability to receive constructive criticism
and incorporate it into work
assignments.

4. Strong work ethics, reliability,
punctuality, and integrity.

5. Loyalty to the goals and policies of the
district.

Performance Responsibilities:

1. Work a 7.5 hour workday, 30 minute
lunch, with two 15 minute breaks.

2. Lunch, special classes and any other
activity is to be attending with children.

3. Provide quality, on-level instruction to 4
year olds.

4. Has break during nap time.

5. Friday is spent preparing lesson plans and
activities for the upcoming week.

6. Responsible for parents signing children
in daily.

7. Plans and manages the daily routine of
the Pre-K students and program.

Comments by Evaluator:

54321N/A
54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A
54321N/A

54321N/A

54321N/A
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Comments by Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents has been reviewed
with me. It does not necessarily indicate that | agree with the evaluation. | understand that | have the right
to respond in writing within ten (10) working days and my comments will be attached to the evaluation form

in my personal file.

Evaluator’s Signature Date:

Evaluee’s Signature Date:

Date Adopted: 4/19/04

8.83 —JOB DESCRIPTION (COMPUTER LAB AIDE)

Position Title: Computer Lab Aide Reports To: Building Principal
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Job Goal:
To provide a positive, safe educational learning environment in the computer lab.

Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.
2. Certificate of good health signed by a licensed physician or state health official.
3. Such alternatives to the above qualifications as the Board may find appropriate and acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.
3. Ability to receive constructive criticism and incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and integrity.

5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities: n/a

Work Environment:
Throughout the specified areas as assigned by the Principal.

Physical Demands:

Performance Responsibilities:

Work a 7.5 hour workday.
Take a 30 minute lunch with two 15 minute breaks.

Maintain operation and order of the computer lab.

Notify appropriate personnel of technical needs.

Assist students with computer skills and programs.

Work with the classroom teachers on computer materials, programs, etc.
Attend meetings to keep updated on computer software, technology, etc.
Attend staff meetings (when required).

© o N g~ wDdRE

Monitor student us of internet.
10. Other duties/responsibilities as assigned by the building principal.

Terms Of Employment:
9 month contract renewable annually.

Evaluation:

Job performance and characteristics will be evaluated in accordance with the provisions of the
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Board Policy for Non-Certified Personnel.

Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of
the duties performed for this position. The employee will perform other duties as assigned by the immediate
supervisor and/or the administration. Qualifications, work environment, physical demands, job skill
requirements, and other duties assigned are all representative of those normally encountered while
performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. All job performance will be done in a timely
and efficient manner.

Date Adopted: 4/19/04

8.83f — COMPUTER LAB AIDE EVALUATION FORM

Qualifications: High------------- Low

65



. Demonstrated aptitude or competence in

assigned responsibilities.

. Certificate of good health signed by a

licensed physician or state health official.

. Such alternatives to the above qualifications

as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1.

Ability to meet the public in a pleasant,
cooperative, composed, and cordial manner.

. Ability to communicate appropriately with all

segments of the school and community.

. Ability to receive constructive criticism and

incorporate it into work assignments.

. Strong work ethics, reliability, punctuality,

and integrity.

. Loyalty to the goals and policies of the

district.

Performance Responsibilities:

1

8.
9.

. Work a 7.5 hour workday.
2.

Take a 30 minute lunch with two 15 minute
breaks.

. Maintain operation and order of the

computer lab.

. Notify appropriate personnel of technical

needs.

. Assist students with computer skills and

programs.

. Work with the classroom teachers on

computer materials, programs, etc.

. Attend meetings to keep updated on

computer software, technology, etc.
Attend staff meeting (when required).
Monitor student use of internet.

10. Other duties/responsibilities as assigned by

the building principal.

Comments by Evaluator:

54321N/A
54321N/A

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A

54321N/A
54321N/A
54321N/A
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Comments by Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents has been reviewed
with me. It does not necessarily indicate that | agree with the evaluation. | understand that | have the right
to respond in writing with ten (10) working days and my comments will be attached to the evaluation form
in my personal file.

Evaluator’s Signature Date :

Evaluee’s Signature Date:

Date Adopted: 4/19/04

8.84 — JOB DESCRIPTION (PARENT CENTER COORDINATOR)

Position Title: Parent Center Coordinator
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Reports To: Principal

Job Goal:
To assist in providing a positive climate between parents, staff and the community.

Qualifications:
1. Demonstrated aptitude or competence in assigned responsibilities.
2. Certificate of good health signed by a licensed physician or state health official.
3. Such alternatives to the above qualifications as the Board may find appropriate and acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
Ability to communicate appropriately with all segments of the school and community.
Ability to receive constructive criticism and incorporate it into work assignments.
Strong work ethics, reliability, punctuality, and integrity.

Loyalty to the goals and policies of the district.

gk~ wn

Supervisory Responsibilities: n/a

Work Environment:
Throughout the specified areas as assigned by the Principal.

Physical Demands:
1. Exposure to weather.
2. Ability to walk, stand, bend and stoop on a regular basis.

Performance Responsibilities:

1. Work a 7.5 hour school day, taking a 30-minute lunch break with two 15 minute break
2. Gather/Create tutorial aids for classroom teachers and parents to check out from the Parent Center
3. Assist with bookkeeping concerning grant information for the Parent Center program

4. Maintain the Parent Center—keep administration informed of the condition of the
machines laminator, computers, copiers, scanner, etc

. Maintain a clean, organized and friendly environment

. Responsible for coordinating fundraising efforts

. Responsible for keeping Good Guy candy and drinks supplied for the building

. Responsible for ordering supplies for rewards

O 00 N o U»n

. Responsible for making copies, stapling, sorting, gluing, cutting, etc. for the teachers
10. Responsible for volunteer banquets, luncheons, dinners, etc

11. Responsible for gathering supplies for organized events such as Teachers Month and
volunteer of the Month

12. Responsible for coordinating parenting workshops and training on how to operate
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the machines and how to become a volunteer.
13. Responsible for Staff Member of the Month donations from businesses.
14. Assists in student rewards, dinners, dances, etc.
15. Responsible for coordinating Grandparents Day, Muffins for Moms, Donuts for  Dades,
and any other special occasion requested by director.
16. Attends workshop training concerning parent center.
17. Attends community meetings.
18. Responsible for operating the school store and purchasing supplies.
19. Attends some night and summer functions.
20. Performs any other duty deemed necessary by the building principal.

Terms Of Employment:
9 month contract renewable annually.

Evaluation:
Job performance and characteristics will be evaluated in accordance with the provisions of the
Board Policy for Non-Certified Personnel.

Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work,
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.84f — PARENT CENTER COORDINATOR EVALUATION FORM
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Qualifications: High

1. Demonstrated aptitude or competence in
assigned responsibilities.

2. Certificate of good health signed by a licensed
physician or state health official.

3. Such alternatives to the above qualifications as
the Board may find appropriate and acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant,
Cooperative, composed, and cordial manner.

2. Ability to communicate appropriately with all
Segments of the school and community.

3. Ability to receive constructive criticism and
Incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and

Integrity.
. Loyalty to the goals and policies of the District.

Ul

Performance Responsibilities:

1. Works a 7.5 hour school day, taking a 30 min.
lunch break, with two 15 min breaks.

2. Gather/create tutorial aids for classroom teachers
and parents to check out from the Parent Center.

3. Assist with bookkeeping concerning grant
information for the Parent Center program.

4. Maintain the parent Center — keep administration
informed of the condition of the machines,
laminator, computers, copiers, scanner, etc.

5. Maintain a clean, organized and friendly
environment.

6. Responsible for coordinating fundraising efforts

7. Responsible for keeping Good Guy candy and
drinks supplied for the building.

8. Responsible for ordering supplies for rewards.

9. Responsible for making copies, stapling, sorting,
gluing, cutting, etc. for the teachers.

10. Responsible for volunteer banquets, luncheons,
dinners, etc.

11. Responsible for Staff member of the Month,
donations from businesses.

12. Responsible for gathering supplies for organized
events such as teacher of the month and

54321N/A
54321N/A

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A

54321N/A

54321N/A
54321N/A
54321N/A

54321N/A

54321N/A

54321N/A
54321N/A

54321N/A
54321N/A

54321N/A
54321N/A

54321N/A

Low
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Volunteer of the month.
13. Responsible for coordinating parenting workshops 54321N/A
and training on how to operate the machines
and how to operate the machines and how to
become a volunteer.
14. Assist in student rewards, dinners, dances, etc. 54321N/A
15. Responsible for coordinating Grandparent’s Day, 54321N/A
Muffins for Mom, Donuts for Dad, and other
special occasions requested by director.

16. Attends workshop training concerning parent 54321N/A
center.

17. Attends community meetings. 54321N/A

18. Responsible for operating the school store 54321N/A
and purchasing supplies.

19. Attends some night and summer functions. 54321N/A

20. Performs any other duty demands necessary 54321N/A

by the building principal.

Comments by Evaluator:

Comments by Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents has been reviewed
with me. It does not necessarily indicate that | agree with the evaluation. | understand that | have the right
to respond in writing with ten (10) working days and my comments will be attached to the evaluation form
in my personal file.

Evaluator’s Signature Date:

Evaluee’s Signature Date:

Date Adopted: 4/19/04

8.85—JOB DESCRIPTION (MAINTENANCE SUPERVISOR)
Position Title: Maintenance Supervisor
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Reports To: Superintendent
Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.
2. Certificate of good health signed by a licensed physician or state health official.

3. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities: n/a

Work Environment:

Throughout the specified areas as assigned by the Principal and/or Superintendent.
Physical Demands:

1. Walking, standing, stooping, and bending on a regular basis.
2. Lifting up to 60 pounds; above 60 pounds with assistance.
3. Operating various electrical and air powered tools.

4. Often working off of ladders and/or scaffolds up to 10 feet.
5. Frequent exposure to heat and cold.

6. Limited exposure to chemicals and environmental hazards.

Performance Responsibilities:

. Works an 8 hour workday.
. Has 30 minute lunch break with two 15 minute breaks.

H W N

. Responsible for working with principals and other responsible officials in planning and
completing specific work orders.

9]

. Receives and assigns approved work orders.
6. Responsible for maintaining records of all maintenance performed.
7. Responsible for scheduling and assigning routine maintenance of all equipment.

. Responsible for providing leadership, training, and supervision for all maintenance staff.
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8. Responsible for maintaining inventory of all maintenance and custodial supplies.

9. Responsible for providing staff development on safety, chemicals, etc.

10. Responsible for inspecting and ensuring the safe, efficient, and proper operation of all
equipment and systems at all times.

11. Supervises and/or assists in loading and unloading of delivery vehicles.

12. Assists in recruiting, screening, and evaluating of maintenance staff.

13. Promotes high standards of safety and good housekeeping in all work connected areas.

14. Responsible for completing reports and tasks in a timely manner.

15. Performs other duties as assigned by the Superintendent.

Terms of Employment:
12 month contract renewable annually.

Evaluation:
Job performance and characteristics will be evaluated in accordance with the provisions of the
Board Policy for Non-Certified Personnel.

Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.85F—MAINTENANCE SUPERVISOR EVALUATION FORM
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Qualifications:

1. Demonstrated aptitude or competence in
assigned responsibilities.

2. Certificate of good health signed by a
licensed physician or state health official.

3. Such alternatives to the above
qualifications as the Board may find
appropriate and acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant,
cooperative, composed, and cordial

manner.

2. Ability to communicate appropriately
with all segments of the school and
community.

3. Ability to receive constructive criticism and
incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality,
and integrity.

5. Loyalty to the goals and policies of the
district.

Performance Responsibilities:

1. Works an 8 hour workday.

2. Has 30 minute lunch break with two 15

minute
breaks.

3. Responsible for providing leadership,
training, supervision for all maintenance
staff.

4. Responsible for working with principals and
other responsible officials in planning and
completing specific work orders.

5. Receives and assigns approved work orders.

6. Responsible for maintaining records of all
maintenance performed.

7. Responsible for scheduling and assigning
routine maintenance of all equipment.

8. Responsible for maintaining inventory of all
maintenance and custodial supplies.

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

5432 1N/A
54321N/A

54321N/A

54321N/A
54321N/A

54321N/A

54321N/A

54321N/A

54321N/A
54321N/A

54321N/A
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9. Responsible for providing staff development 54321N/A
on safety, chemicals, lock out-tag out, etc.
10. Responsible for inspecting and insuring the 54321N/A
safe, efficient, and proper operation of all
equipment and systems at all times.

11. Supervises and/or assists in loading and 54321N/A
unloading delivery vehicles.

12. Assists in recruiting, screening, and 54321N/A
evaluating of maintenance staff.

13. Promotes high standards of safety and 54321N/A
good housekeeping in all work connected
areas.

54321N/A

14. Responsible for completing reports and
tasks in a timely manner.
54321N/A
15. Performs other duties as assigned by the
Assistant Superintendent.

Comments by Evaluator:
Comments by Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents have
been reviewed with me. It does not necessarily indicate that | agree with the evaluation. |
understand that | have the right to respond in writing with ten (10) working days and my
comments will be attached to the evaluation form in my personal file.

Evaluator’s Signature Date

Evaluee’s Signature Date

Date Adopted: 4/19/04

8.86—JOB DESCRIPTION (MAINTENANCE WORKER)



Position Title: Maintenance Worker
Reports To: Maintenance Supervisor

Job Goal:
To provide maintenance of the physical facilities in order to provide a safe and suitable environment for
learning.

Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.

2. Certificate of good health signed by a licensed physician or state health official.

3. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities: n/a

Work Environment:

All district buildings, facilities, attachments, and extensions.
Physical Demands:

1. Walking, standing, stooping, and bending on a regular basis.
2. Lifting up to 60 pounds; above 60 pounds with assistance.
3. Operating various electrical and air powered tools.

4. Often working off of ladders and/or scaffolds up to 10 feet.
5. Frequent exposure to heat and cold.

6. Limited exposure to chemicals and environmental hazards.

Performance Responsibilites:

1. Works an 8 hour workday.

2. Has 30 minute lunch break with two 15 minute breaks.

3. Provides maintenance of the physical facilities as assigned by the Maintenance Supervisor.
4. Assists in loading and unloading of delivery vehicles.
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5. Practices high standards of safety and good housekeeping in all work connected areas.
6. Completes tasks in a timely manner.
7. Performs other duties as assigned by the Principals or Superintendent.

Terms of Employment:

12 month contract renewable annually.

Evaluation:

Job performance and characteristics will be evaluated in accordance with the provisions of the
Board Policy for Non-Certified Personnel.

Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.86F—MAINTENANCE WORKER EVALUATION FORM
Qualifications: High------------- Low
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1.

2.

3.

Demonstrated aptitude or competence in
assigned responsibilities.

Certificate of good health signed by a licensed
physician or state health official.

Such alternatives to the above

qualifications as the Board may find
appropriate and acceptable.

Desirable Characteristics:

1.

4.

5.

Ability to meet the public in a pleasant,
cooperative, composed, and cordial manner.

. Ability to communicate appropriately

with all segments of the school and community.

. Ability to receive constructive criticism and

incorporate it into work assignments.

Strong work ethics, reliability, punctuality, and
integrity.

Loyalty to the goals and policies of the district.

Performance Responsibilities:

. Works an 8 hour workday.
. Has a 30 minute lunch break with two 15

minute breaks.

. Provides maintenance of the physical facilities

as assigned by the Maintenance Supervisor.

. Assists in loading and unloading of delivery

vehicles.

. Practices high standards of safety and good

housekeeping in all work connected areas.

. Completes tasks in a timely manner.
. Performs other duties as assigned by the

Principals or Superintendent.

Comments By Evaluator:

54321N/A
54321N/A

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A

54321N/A

54321N/A
54321N/A

54321N/A
54321N/A
54321N/A

54321N/A
54321N/A

78



Comments By Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents has been reviewed
with me. It does not necessarily indicate that | agree with the evaluation. | understand that | have the right
to respond in writing with ten (10) working days and my comments will be attached to the evaluation form
in my personal file.

Evaluator’s Signature Date

Evaluee’s Signature Date

Date Adopted: 4/19/04

8.87—JOB DESCRIPTION (CUSTODIAN)
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Position Title: Custodian
Reports To: Custodial Supervisor and Building Principal

Job Goal:
To provide a clean, safe, and suitable environment for learning.
Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.

2. Certificate of good health signed by a licensed physician or state health official.

3. Basic understanding of chemicals and processes used in routine cleaning and floor
care/maintenance.

4. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities: n/a

Work Environment:

Throughout the specified areas as assigned by the Principal and/or Custodial Supervisor.
Physical Demands:

1. Walking, standing, stooping, and bending on a regular basis.
2. Operating various electrical and air powered tools.

3. Frequent exposure to heat and cold.

4. Limited exposure to chemicals and environmental hazards.

Performance Responsibilities:
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. Works an 8 hour workday.

. Has a 30 minute lunch break with two 15 minute breaks.

. Cleans floors, walls, furniture, and other building furnishes.

. Cleans and sanitizes rest rooms.

. Maintains supplies in towel, tissue, and soap dispensers.

. Operates scrubbers, buffers, waxers, and vacuums in routine floor care, and helps keep

equipment in working condition.

7. Works with principals and other responsible officials in planning and completing cleaning
schedules for the areas assigned within the frequency requirements provided.

8. Watches for safety hazards and guards against fire, theft, and illegal entry, reporting to
Principal and/or Custodial Supervisor when necessary.

9. Lifts and moves tables, desks, and chairs up to 40 pounds, and over with assistance.

10. Ensures building security before leaving each day.

11. Completes reports and tasks in a timely manner.

12. Performs other duties as assigned by Principal and/or Custodial Supervisor.

AU WN -

Terms of Employment:
12 month contract renewable annually.
Evaluation:

Job performance and characteristics will be evaluated in accordance with the provisions of the
Board Policy for Non-Certified Personnel.

Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.87F—CUSTODIAN EVALUATION FORM
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Qualifications:

1. Demonstrated aptitude or competence in
assigned responsibilities.

2. Certificate of good health signed by a licensed
physician or state health official.

3. Such alternatives to the above qualifications as
the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant,
cooperative, composed, and cordial manner.

2. Ability to communicate appropriately
with all segments of the school and community

3. Ability to receive constructive criticism and
incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and
integrity.

5. Loyalty to the goals and policies of the district.

Performance Responsibilities:

1. Work an 8 hour workday.

2. Has a 30 minute lunch break with two 15
minute breaks.

3. Cleans floors, walls, furniture, and other
building furnishes.

4. Cleans and sanitizes rest rooms.

5. Maintains supplies in towel, tissue, and soap
dispensers.

6. Operates scrubbers, buffers, waxers, and
vacuums in routine floor care, and helps keep
equipment in working condition.

7. Works with principals and other responsible
officials in planning and completing cleaning
schedules for the areas assigned within the
frequency requirements provided.

8. Watches for safety hazards and guards against
fire, theft, and illegal entry, reporting to
Principal and/or Custodial Supervisor when
necessary

54321N/A
Yes No

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A

54321N/A

54321N/A
54321N/A

54321N/A

54321N/A
54321N/A
54321N/A

54321N/A

54321N/A
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9. Lifts and moves tables, desks, and chairs up to 54321N/A
40 lbs. (and over with assistance).

10. Ensures building security before leaving each 54321N/A
day.

11. Completes reports and tasks in a timely 54321N/A
manner.

12. Performs other duties as assigned by

Principal and/or Custodial Supervisor.
54321N/A

54321N/A

54321N/A

54321N/A
Comments By Evaluator:

Comments By Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents have
been reviewed with me. It does not necessarily indicate that | agree with the evaluation.

| understand that | have the right to respond in writing with ten (10) working days and my
comments will be attached to the evaluation form in my personal file.

Evaluator’s Signature Date

Evaluee’s Signature Date

Date Adopted: 4/19/04

8.88—JOB DESCRIPTION (FOOD SERVICE MANAGER)

Position Title: Food Service Manager
Reports To: Superintendent



Job Goal:
To provide a clean, safe, and suitable environment for the cafeteria.

Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.

2. Certificate of good health signed by a licensed physician or state health official.

3. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities:

. Opens and prepares the kitchen for morning activities.

. Orders all supplies/food items for cafeteria.

. Creates weekly lunch menu.

. Monthly reports of lunch status (F/R).

. Responsible for collecting breakfast monies from students.

. Responsible for keeping student lunch monies recorded.

. Responsible for recording any changes or additions in student lunch status. (Keep a list of this
information through principals.)

. Monitors and evaluates the cafeteria workers duties and responsibilities.

. Secures the cafeteria at the end of each day.

NoOu b wNPR
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Work Environment:
Throughout the specified areas as assigned by the Superintendent.

Physical Demands:

1. Lifting, walking, standing, stooping, and bending on a regular basis.
2. Frequent exposure to heat and cold systems.
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3. Limited exposure to chemicals and environmental hazards.
Performance Responsibilities:

1. Works an 8 hour workday.

2. Has a 30 minute lunch break with two 15 minute breaks.

3. Assists in food preparation.

4. Work with other staff members in creating an environment that promotes health education.
5. Any other duties that are assigned by the principals or superintendent.

Terms of Employment:
10 month contract renewable annually.

Evaluation:

Job performance and characteristics will be evaluated in accordance with the provisions of the
Board Policy for Non-Certified Personnel.

Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.88F—FOOD SERVICE MANAGER EVALUATION FORM

Qualifications: High------------- Low
1. Demonstrated aptitude or competence in 54321N/A
assigned
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responsibilities.

2. Certificate of good health signed by a
licensed physician or state health official.

3. Such alternatives to the above qualifications as

the
Board may find appropriate and acceptable.

Desirable Characteristics:
1. Ability to meet the public in a pleasant,

cooperative, composed, and cordial manner.

2. Ability to communicate appropriately

with all segments of the school and community.

3. Ability to receive constructive criticism and
incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and

integrity.

5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities:

1. Opens and prepares the kitchen for morning
activities.

. Orders all supplies/food items for cafeteria.

. Creates weekly lunch menu.

. Monthly reports of lunch status (F/R).

. Responsible for collecting breakfast monies
from students.

u b~ W N

6. Responsible for keeping student lunch monies

recorded.

7. Responsible for recording any changes or
additions in lunch status. (Keep a list of this
information through principals.)

8. Monitors and evaluates the cafeteria workers

duties and responsibilities.

9. Secures the cafeteria at the end of each day.

Performance Responsibilities:

1. Works an 8 hour workday.

54321N/A

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A

54321N/A

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

86



2. Has a 30 minute lunch break with two 15 54321N/A
minute breaks.

3. Assists in food preparation. 54321N/A

4. Work with other staff members in creating an 54321N/A
environment that promotes health education.

5. Any other duties that are assigned by the 54321N/A

Principals of superintendent.

Comments by Evaluator:

Comments by Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents has been reviewed
with me. It does not necessarily indicate that | agree with the evaluation. | understand that | have the right
to respond in writing with ten (10) working days and my comments will be attached to the evaluation form
in my personal file.

Evaluator’s Signature Date

Evaluee’s Signature Date

Date Adopted: 4/19/04

8.89—JOB DESCRIPTION (FOOD SERVICE)

Position Title: Food Service
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Reports To: Manager

Job Goal:
To assist in providing a clan, safe, and suitable environment for the cafeteria.

Qualifications:

1. Have sufficient education to meet the requirements of the job for which they are employed.

2. Demonstrated aptitude or competence in assigned responsibilities.

3. Certificate of good health signed by a licensed physician or state health official.

4. Adhere to Board policies, Health Department, and Food Service Department guidelines and
procedures.

5. Such alternatives to the above qualifications as the Board my find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Personal Appearance:

1. Work an 8 hour workday.

2. Has a 30 minute lunch break.

3. Employees should be clean and neat.

4. It is required that all food service workers adhere to the uniform policy set forth in the
cafeteria in which they are employed.

5. Sleeveless shirts are not allowed during the regular school term. Blouses must have, at

least,a capped sleeve. Undergarments must not be visible. In general, blouses  should
be conservative (no cleavage, etc.).

6. Blouses or tops should never allow the midriff to show. The bare midriff should not show
even when the arms are lifted above the head.

7. Short pants (shorts), skirts and skorts are permitted in warm weather provided that they

are no shorter that 3” from the top of the knee.

8. Shoes offer protection to feet when working in production areas. Shoes should be leather or
simulated leather. Duty shoes or athletic shoes are the best choice. They should be in good
repair and have no skid soles. The shoe should cover the entire foot. No open-toe or open-
heeled shoes are allowed. No floppy shoes or sandals are allowed.
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9. No jewelry that might fall into food or be caught in equipment is to be worn to work. Simple
rings, earrings, and watches are acceptable. Bracelets should not be worn on the wrist or
ankle. Nose rings, eyebrow rings, tongue rings, and lip rings are not permitted.

10. Employees involved in food production must wear a hair net.

11. Fingernail polish (clear or colored) is not allowed at work. “Press on” nails are not to be at
work. Semi-permanent gel nails are allowed if they are adequately adhered to the nail bed,
a reasonable length and clean. Discretion is left to the director and if requested the
employee must remove the nails.

Supervisory Responsibilities: n/a

Work Environment:
Throughout the specified areas as assigned by the cafeteria manager or administration.

Physical Demands:

1. Workers should be able to lift at least 25 Ibs. and up to 40 Ibs. On any day a worker may be
required to lift multiple cases of product weighing up to 40 Ibs. A worker should ask for
help lifting anything above 40 Ibs.

2. A worker should be able to stand on her feet for at least 4 hours without interruption.

3. Walking, standing, stooping, and bending on a regular basis.

4. Frequent exposure to heat and cold systems.

5. Limited exposure to chemicals and environmental hazards.

Performance Responsibilities:

1. At the time of employment, workers will be advised of required working hours. Worker will
be at assigned workstation at scheduled time.

2. The food service worker is under the direct supervision of the manager and is responsible for
contacting supervisor for absences/concerns. Not reporting to work and not notifying
the manager of your absence prior to the beginning of your workday is grounds for
dismissal.

3. Maintains proper personal appearance and hygiene practices.

4. Responsible for preparing and serving food according to the written menu of the day, using

acceptable food service techniques to give the highest quality food possible.

. Responsible for proper portion control to be used at all times to meet meal requirements.

. Responsible for proper preparation, storage, and service of foods to meet sanitation

requirements.

. Responsible for cleaning and sanitizing all equipment, serving pieces, dishes, utensils and

cooking items.

. Responsible for cleaning and sanitizing in the preparation, service, storage, employee

facilities and dining areas.
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Terms of Employment:
9 month contract renewable annually.
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Additional Information:

1. No employee may remove District property or equipment from campus without the prior
authorization of the director. Any violation of this policy will be viewed as a serious
offense and can lead to immediate suspension and may result in termination.

2. USDA regulations mandate that all food acquired with federal funds for the school meal
program be consumed on school premises. NO food, supplies, equipment, not even left
over food, is to be carried away from the premises by any person, including food service
employees. Carrying food away from the cafeteria can cause a rather serious public-
relations problem by casting doubt on the integrity of the program. USDA food may
never be sold, given away or traded. On a limited basis and to the discretion of the
manager, food items may be purchased from the food vendors.

Evaluation:
Job performance and characteristics will be evaluated in accordance with the provisions of the

Board Policy for Non-Certified Personnel.
Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.89F—FOOD SERVICE EVALUATION FORM
Qualifications: High------------- Low
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5.

. Sufficient education to meet job requirements.
. Demonstrated aptitude or competence in

assigned responsibilities.

. Certificate of good health signed by a licensed

physician or state health official.

. Adhere to Board policies, Health Department

and Food Service Department guidelines and
procedures.

Such alternatives to the above qualifications as
the Board may find appropriate and acceptable

Desirable Characteristics:

1.

Ability to meet the public in a pleasant,
cooperative, composed, and cordial manner.

. Ability to communicate appropriately

with all segments of the school and community

. Ability to receive constructive criticism and

incorporate it into work assignments.

. Strong work ethics, reliability, punctuality, and

integrity.

. Loyalty to the goals and policies of the district.

Performance Responsibilities:

. At the time of employment, workers will be

advised of required working hours. Worker
will be at assigned workstation at scheduled
time.

. The food service worker is under the direct

supervision of the manager and is responsible
for contacting supervisor for absences/concern
Not reporting to work and not notifying the
manager of your absence prior to the
beginning of your workday is grounds for
dismissal.

. Maintains proper personal appearance and

hygiene practices.

. Responsible for preparing and serving food

according to the written menu of the day, using
acceptable food service techniques to give the
highest quality food possible.

54321N/A
54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A
54321N/A
54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A
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5. Responsible for proper portion control to be 54321N/A
used at all times to meet meal requirements.

6. Responsible for proper preparation, storage, and 54321N/A
service of foods to meet sanitation requirements.

7. Responsible for cleaning and sanitizing all 54321N/A
equipment, serving pieces, dishes, utensils and
cooking items.

8. Responsible for cleaning and sanitizing in the 54321N/A
preparation, service, storage, employee
facilities and dining areas.

9. Adheres to dress code and other job 54321N/A
requirements.

Comments By Evaluator:

Comments By Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents has been reviewed
with me. It does not necessarily indicate that | agree with the evaluation. | understand that | have the right

to respond in writing with ten (10) working days and my comments will be attached to the evaluation form
in my personal file.

Evaluator’s Signature Date

Evaluee’s Signature Date

Date Adopted: 4/19/04

8.90—JOB DESCRIPTION (MECHANIC)

Position Title: Mechanic
Reports To: Transportation Supervisor
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Job Goal:
To provide transportation of students in a safe and suitable environment.

Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.

2. Certificate of good health signed by a licensed physician or state health official.

3. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities: n/a

Work Environment:
Throughout the specified areas as assigned by the Transportation Supervisor.

Physical Demands:

1. Walking, standing, stooping, and bending on a regular basis.
2. Operating mechanical equipment.
3. Exposure to heat and cold.

Performance Responsibilities:

1. Diagnose, repair, rebuild, and make necessary adjustments on district vehicles and
equipment.

2. Maintain and repair components of all systems, including shop equipment.

. Perform troubleshooting and related repairs on district vehicles and equipment.

. Maintains an efficient and effective system of routine vehicle maintenance and preventive
care.

. Assists in loading and unloading of delivery vehicles.

. Maintains efficient records of all maintenance performed and parts used.

. Promotes communication with administration and drivers.

. Promotes high standards of safety and good housekeeping methods in all work related areas.

. Completes reports and tasks in a timely manner.
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10. Performs other duties as assigned by the administration.

Terms of Employment:
12 month contract renewable annually.

Evaluation:
Job performance and characteristics will be evaluated in accordance with the provisions of the

Board Policy for Non-Certified Personnel.
Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.90F—MECHANIC EVALUATION FORM

Qualifications: High------------- Low

1. Demonstrated aptitude or competence for 54321N/A
assigned responsibilities.
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2. Certificate of good health signed by a licensed
physician or state health official.

3. Possession of current valid Commercial
Driver’s license (CDL) desirable.

4. Such alternatives to the above qualifications as
the Board may find appropriate and acceptable

Desirable Characteristics:

1. Ability to meet the public in a pleasant,
cooperative, composed, and cordial manner.

2. Ability to communicate appropriately
with all segments of the school and community

3. Ability to receive constructive criticism and
incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and
integrity.

5. Loyalty to the goals and policies of the district.

Performance Responsibilities:

1. Diagnose, repair, rebuild, and make necessary
adjustments on district vehicles and equipment

2. Maintain and repair components of all system,
including shop equipment.

3. Perform troubleshooting and related repairs on
district vehicles and equipment.

4. Maintains an efficient and effective system of
routine vehicle maintenance and preventive care

5. Assists in loading and unloading of delivery
vehicles.

6. Maintains efficient records of all maintenance
performed and parts used.

7. Promotes high standards of safety and good
housekeeping methods in all work related areas.

8. Promotes communication with administration
and drivers.

9. Completes reports and tasks in a timely
manner.

10. Performs other duties as assigned by the
administration.

Yes No
Yes No

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A

54321N/A
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Comments By Evaluator:

Comments By Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents

has been reviewed with me. It does not necessarily indicate that | agree with the evaluation.

| understand that | have the right to respond in writing with ten (10) working days and my
comments will be attached to the evaluation form in my personal file.

Evaluator’s Signature Date

Evaluee’s Signature Date

Date Adopted: 4/19/04

8.91—JOB DESCRIPTION (TRANSPORTATION SUPERVISOR)

Position Title: Transportation Supervisor
Reports To: Superintendent
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Job Goal:
To provide transportation of students in a safe and suitable environment.

Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.

2. Certificate of good health signed by a licensed physician or state health official.

3. Understanding of all aspects of the educational transportation community.

4. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities: See Superintendent

Work Environment:
Throughout the specified areas as assigned by the superintendent.

Physical Demands:

1. Walking, standing, stooping, and bending on a regular basis.

2. Operating mechanical equipment.

3. Exposure to heat and cold.

4. Exposure to cleaning chemicals and maintenance supplies to assist in bus operation.

Performance Responsibilities:

. Works an 8 hour workday.

. Has a 30 minute lunch break with two 15 minute breaks.

. Creates and maintains bus schedule.

. Assists in hiring drivers.

. Responsible for providing substitute drivers as needed.

. Responsible for overseeing drivers for field trips, outings, etc.

. Responsible for record keeping of drivers performance evaluations.

. Oversees safety procedures and drills concerning transportation.

. Promotes communication with administration and drivers in a positive and professional
manner.

O o0 NOULLS, WN R
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10. Performs other duties as assigned by the superintendent or the principals.

Terms of Employment:
12 month contract renewable annually.

Evaluation:
Job performance and characteristics will be evaluated in accordance with the provisions of the

Board Policy for Non-Certified Personnel.
Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.91F—TRANSPORTATION SUPERVISOR EVALUATION FORM

Qualifications: High------------- Low

1. Demonstrated aptitude or competence for 54321N/A
assigned responsibilities.
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2. Certificate of good health signed by a licensed
physician or state health official.

3. Understanding of all aspects of the educational
transportation community.

4. Such alternatives to the above qualifications as
the Board may find appropriate and acceptable

Desirable Characteristics:

1. Ability to meet the public in a pleasant,
cooperative, composed, and cordial manner.

2. Ability to communicate appropriately
with all segments of the school and community

3. Ability to receive constructive criticism and
incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and
integrity.

5. Loyalty to the goals and policies of the district.

Performance Responsibilities:

1. Works an 8 hour workday.

2. Has a 30 minute lunch break with two 15
minute breaks.
3. Creates and maintains bus schedule.

4. Assists in hiring drivers.

5. Responsible for providing substitute drivers as
needed.

6. Responsible for overseeing drivers for field
trips, outings, etc.

7. Responsible for record keeping of drivers
performance evaluations.

8. Oversees safety procedures and drills
concerning transportation.

9. Promotes communication with administration
and drivers in a positive and professional
manner.

10. Performs other duties as assigned by the
superintendent or the principals.

54321N/A
54321N/A

54321N/A

54321N/A

54321N/A
54321N/A
54321N/A

54321N/A

54321N/A

54321N/A

54321N/A
54321N/A

54321N/A
54321N/A
54321N/A
54321N/A

54321N/A

54321N/A
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Comments By Evaluator:

Comments By Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents

has been reviewed with me. It does not necessarily indicate that | agree with the evaluation.
| understand that | have the right to respond in writing with ten (10) working days and

my comments will be attached to the evaluation form in my personal file.

Evaluator’s Signature Date

Evaluee’s Signature Date

Date Adopted: 4/19/04

8.92—JOB DESCRIPTION (BUS DRIVER)

Position Title: Bus Driver
Reports To: Transportation Supervisor
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Job Goal:
To provide transportation of students in a safe and suitable environment.

Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.

2. Certificate of good health signed by a licensed physician or state health official.

3. Possession of current valid Commercial Driver’s license (CDL) desirable.

4. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Supervisory Responsibilities: n/a

Work Environment:
Throughout the specified areas as assigned by the Transportation Supervisor.

Physical Demands:

1. Walking, standing, stooping, and bending on a regular basis.
2. Operating mechanical equipment.
3. Exposure to heat and cold.

Performance Responsibilities:

. Workday as directed by transportation supervisor.

. Responsible for pickup and delivery of all students on assigned bus route at scheduled times.
. Maintain a safe and honorable driving record.

. Keep a list of bus needs and report them to the transportation supervisor.

. Responsible for cleanliness of assigned bus and other buses when needed.

. Notify any absence to transportation supervisor in a timely manner.

. Maintain student discipline in a positive and consistent manner.

. Report any excessive student misconduct to the appropriate personnel.

. No tobacco products permitted on the buses by driver or students.

10. No drinks/food items are permitted on the buses by students or drivers. (Special
circumstances may apply.)

O oo NOULL S WN R
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11. Notify transportation supervisor of any extenuating circumstances that may alter your
regular routine.

Terms of Employment:
9 month contract renewable annually.

Evaluation:
Job performance and characteristics will be evaluated in accordance with the provisions of the

Board Policy for Non-Certified Personnel.
Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.92F—BUS DRIVER EVALUATION FORM

Qualifications: High------------- Low

1. Demonstrated aptitude or competence for 54321N/A
assigned responsibilities.
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2. Certificate of good health signed by a licensed
physician or state health official.

3. Possession of current valid Commercial
Driver’s license (CDL) desirable.

4. Such alternatives to the above qualifications as
the Board may find appropriate and acceptable

Desirable Characteristics:

1. Ability to meet the public in a pleasant,
cooperative, composed, and cordial manner.

2. Ability to communicate appropriately
with all segments of the school and community

3. Ability to receive constructive criticism and
incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and
integrity.

5. Loyalty to the goals and policies of the district.

Performance Responsibilities:

1. Workday as directed by transportation
supervisor.

2. Responsible for pickup and delivery of all
students on assigned bus route at scheduled
times.

3. Maintain a safe and honorable driving record.

4. Keep a list of bus needs and report them to the
transportation supervisor.

5. Responsible for cleanliness of assigned bus
and other buses when used.

6. Notify any absence to transportation
supervisor in a timely manner.

7. Maintain student discipline in a positive and
consistent manner.

8. Report any excessive student misconduct to
the appropriate personnel.

9. No tobacco products permitted on the buses by
driver or students.

10. No drinks/food items are permitted on the
buses by students or drivers. (Special

circumstances may apply.)

Yes No
Yes No

54321N/A

54321N/A

54321N/A
54321N/A
54321N/A

54321N/A

54321N/A

54321N/A

54321N/A

54321N/A
54321N/A
54321N/A
54321N/A
54321N/A
54321N/A

54321N/A
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11. Notify transportation supervisor of any 54321N/A
extenuating circumstances that may alter your
regular routine.

Comments by Evaluator:

Comments by Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents

has been reviewed with me. It does not necessarily indicate that | agree with the evaluation.

| understand that | have the right to respond in writing with ten (10) working days and my
comments will be attached to the evaluation form in my personal file.

Evaluator’s Signature Date

Evaluee’s Signature Date

Date Adopted: 4/19/04

8.93—JOB DESCRIPTION (SECRETARY)

Position Title: Secretary
Reports To: Principal

Job Goal:
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To provide assistance to administration, staff, students, parents, and community members in a
positive learning environment.

Qualifications:

1. Demonstrated aptitude or competence in assigned responsibilities.

2. Basic understanding of office procedures.

3. Demonstrated technology/computer knowledge.

4. Such alternatives to the above qualifications as the Board may find appropriate and
acceptable.

Desirable Characteristics:

1. Ability to meet the public in a pleasant, cooperative, composed, and cordial manner.
2. Ability to communicate appropriately with all segments of the school and community.

3. Ability to receive constructive criticism and incorporate it into work assignments.
4. Strong work ethics, reliability, punctuality, and integrity.
5. Loyalty to the goals and policies of the district.

Performance Responsibilities:

1. Maintain a pleasant office climate with administration, staff, parents, students, and
community.

. Perform daily office routine tasks such as answering telephone, fax and intercom.

. Maintain office hours- 7:45 a.m. until 3:45 p.m./ 30 minute lunch with two 15 minute breaks.

. Responsible for delivering daily bulletin to staff.

. Maintain office records, student transfers, receipts, and account information.

. Present a quarterly report of expenses to administration.

. Clear all purchases with administration.

. Assist with Title 1 program responsibilities as directed by administration.

. Assist with scheduling substitutes.

10. Delivers a monthly newsletter to parents/community members.

11. Responsible for preparing bills to be paid and gathering supplies to be ordered after

inventoried.

O 0O NOULL B WN

12. Keeping record of absences of staff members.

13. Registers new students.

14. Notify administration when not on campus or in assigned work area.

15. Work with administration concerning other job duties/responsibilities as assigned.

Terms of Employment:
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10 month contract renewable annually(Elementary).
12 month contract renewable annually (High School).

Evaluation:
Job performance and characteristics will be evaluated in accordance with the provisions of the

Board Policy for Non-Certified Personnel.
Qualifier:

This job description complies with the American with Disabilities Act (A.D.A.) and is not an
exhaustive list of the duties performed for this position. The employee will perform other
duties as assigned by the immediate supervisor and/or the administration. Qualifications, work
environment, physical demands, job skill requirements, and other duties assigned are all
representative of those normally encountered while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. All job performance will be done in a timely and efficient
manner.

Date Adopted: 4/19/04

8.93F—SECRETARY EVALUATION FORM

Qualifications: High------------- Low

1. Demonstrated aptitude or competence for 54321N/A
assigned responsibilities.
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2. Certificate of good health signed by a licensed
physician or state health official.
3. Basic understanding of office procedures.

4. Such alternatives to the above qualifications as
the Board may find appropriate and acceptable

Desirable Characteristics:

1. Ability to meet the public in a pleasant,
cooperative, composed, and cordial manner.

2. Ability to communicate appropriately

with all segments of the school and community

3. Ability to receive constructive criticism and
incorporate it into work assignments.

4. Strong work ethics, reliability, punctuality, and
Integrity.

5. Loyalty to the goals and policies of the district.

Performance Responsibilities:

1. Maintain a pleasant office climate with
administration, staff, parents, and community
members.

2. Perform daily office routine tasks such as
answering telephone, fax, and intercom.

3. Maintain office hours- 7:45 a.m. until 3:45 p.m/

30 minute lunch with two 15 minute breaks.
4.Responsible for delivering daily bulletin to staff

5. Maintain office records, student transfers,
receipts, and account information.

6. Present a quarterly report of expenses to
administration.

7. Clear all purchases with administration.

8. Assist with scheduling substitutes.

9. Assist with Title 1 program responsibilities as
directed by administration.

10. Delivers a monthly newsletter to parent/
community members.

54321N/A

54321N/A
54321N/A

54321N/A

54321N/A
54321N/A
54321N/A

54321N/A

54321N/A

54321N/A
54321N/A

54321N/A

54321N/A
54321N/A

54321N/A
54321N/A

54321N/A

54321N/A
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11. Responsible for preparing bills to be paid and
gathering supplies to be ordered after
inventoried.

12. Keeping record of absences of staff members.

13. Registers new students.

14. Notify administration when not on campus or
in assigned work area.

15. Work with administration concerning other
job duties/responsibilities as assigned.

Comments By Evaluator:

Comments By Evaluee:

My signature on the evaluation signifies that | have seen this document and its contents

54321N/A

54321N/A
54321N/A

54321N/A

54321N/A

has been reviewed with me. It does not necessarily indicate that | agree with the evaluation.

| understand that | have the right to respond in writing with ten (10) working days and my

comments will be attached to the evaluation form in my personal file.

Evaluator’s Signature

Evaluee’s Signature

Date Adopted: 4/19/04

8.99—STAFF ACCESS TO NETWORKED TECHNOLOGY PROCEDURES

The Carlisle Public School District recognizes the need to effectively use computer technology
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to further enhance educational goals. However, protection and security of the various
information networks and computer systems is necessary. Staff is expected to employ
electronic mail on a daily basis at work as a primary tool for communications. The district relies
upon this medium to communicate information and all staff will be responsible for checking
and reading messages daily. Users are also expected to learn and to follow normal standards of
polite conduct and responsible behavior in their use of computer resources.

Electronic mail and telecommunications are not to be utilized by employees to share
confidential information about students or other employees because messages are not entirely
secure. Network administrators may review files and communications to maintain system
integrity and to ensure that staff members are using the system responsibly. Staff must
understand that there is no presumption of privacy for communications stored, sent, received,
or accessed through Carlisle District computers, network, e-mail system, and Internet
connection and that any such material may be monitored or spot-checked to ensure
compliance with District policies. The Carlisle District is providing access to computer networks
and the Internet for educational purposes only. If users have any doubt about the educational
value of any activity, they should consult a member of the Technology Administration. It is the
responsibility of each user to use the network and Internet access appropriately and to stay
away from offensive or harmful sties. Any inappropriate site accessed from a district computer
should be reported immediately to the Technology Administration. The Carlisle District, by itself
or in combination with the Internet access provider, will utilize active restriction methods to
filter software or other technologies to prevent students from accessing visuals that are (1)
obscene, (2) pornographic, (3) violent, or (4) otherwise harmful to minors. The district will also
monitor students through direct observation and/or other means, to ensure that students are
not accessing inappropriate materials. The term “harmful to minors” is defined by the
Communications Act of 1934 (47 USC Section 254 [h][7]) as meaning any picture, image,
graphic, or other visual that (1) taken as a whole and with respect to minors, appeals to a
prurient interest in nudity, sex, or excretion; (2) depicts, describes, or represents, in a patently
offensive way with respect to what is suitable for minors, and actual or simulated sexual act or
sexual contact, actual or simulated normal or perverted sexual acts, or a lewd exhibition of the
genitals; (3) taken as a whole, lacks serious literary, artistic, political, or scientific value as to
minors.

1. Use of Computer Hardware

a. Computer hardware is like any other school property and shall be treated
accordingly.

b. Only authorized individuals will install, service, and/or maintain district owned
computer hardware.

c. No hardware, including cables or peripherals, may be moved without
authorization from Technology Staff.

d. Itis the responsibility of the staff member to whom the computer is assigned to
be familiar with the most current directives issued by the Technology
Administration regarding proper procedure and care of equipment including
updating the operating system and anti-virus system.

e. Itisthe responsibility of the staff member to whom the computer is assigned to
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turn off and cover the computer and peripherals at the end of the day.

It is the responsibility of the staff member to whom the computer is assigned
and then students and users to keep the computer clean and away from smoke,
dust, magnets, food, liquid, and any other foreign material known to be harmful
to the hardware or functionality of the system.

Any password protection whether at the system level or the program level must
be registered with the Technology Administration. The District must have the
ability to access its own equipment.

Staff members must preserve the confidentiality of passwords and refrain from
allowing non-authorized access to district accounts or equipment.

It is the responsibility of the staff member to whom the computer is assigned to
report malfunctions of the hardware to the Technology Coordinator using the
form provided on the homepage or by email.

It is the responsibility of the staff member to whom the computer is assigned to
inform interns, substitute teachers, volunteers or other persons under their
supervision of pertinent district policies and procedures prior to their use of
district technology.

Staff members must supervise students during all on-line activities, allowing
students access only when they have a valid purpose, and avoid leaving
equipment accessible to unsupervised students.

2. Use of Computer Software

a.

Only software that is legally owned and/or authorized by the district may be
installed on district computer hardware.

The Technology Coordinator and/or Technology Staff have the right to remove
any software from district owned equipment where the user cannot provide
original copies of the software and/or appropriate license for the software.
The unlawful copying of any copyrighted software and/or its use on district
hardware is prohibited.

Modification or erasure of software without authorization is prohibited.

The intentional introduction of any viral agent is prohibited. Every diskette MUST
be checked for a virus each time it is put into the computer system.

Any individual who intentionally introduces a virus into the district system or
violates the copyright laws shall be subject to appropriate district discipline
policies and to the penalty provisions of the computer/network use policy.

3. Staff members must refrain from any of the following behaviors on district workstations,
computers, networks, or technology equipment:

a.
b.

Sending of “chain letters” or “broadcast” messages to lists or to individuals.
Sharing confidential information about students or employees.

Using the network, e-mail system or Internet connection for personal financial
gain.
Using technology for personal use during class time.
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o.

Using the network, e-mail system or Internet connection for political or religious
advocacy or on behalf of charitable organization.

Using inordinate amount of technology supplies or any significant use of supplies
for personal activities.

Using ANYONE’s email account other than your own.

Trespassing in other’s folders, documents, or files.

Violating copyright laws.

Engaging in practices that threaten the network (e.g. loading files that may
introduce a virus).

Violating any regulations prescribed by the network provider.

Sending, viewing, downloading, or displaying offensive materials or pictures.

. Using obscene language, harassing, insulting or attacking others.

Using district-connected technology to gain unauthorized access (hacking) into
other technology systems.
Using district-connected technology to perform any illegal activity.

The Technology Coordinator and/or Technology Staff will report inappropriate behaviors to the
employee’s supervisor who will take appropriate disciplinary action. Any other reports of
inappropriate behavior, violations, or complaints will be routed to the employee’s supervisor
for appropriate action. Violations may result in a loss of access and/or disciplinary action. When
applicable, law enforcement agencies may become involved.

Each employee will be given copies of this policy and procedures and will sign an acceptable use
agreement before establishing an account or continuing their use beyond August 20,2004.

| have read the procedures above and agree to adhere to them.

Print Name

Staff Member’s Signature

Date Adopted: 5/17/04
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