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Galena Park ISD

ABOUT OUR DISTRICT

The Galena Park Independent School District is proudly serving
over 21,000 students at twenty-four (24) campuses and five (5)
alternative settings.

The District has an operating budget of over $150 million. The Dis-
trict employs over 3,000 teachers, support staff and administrators,
making us one of the largest employers in east Harris County.
Thanks to the hard work and dedication of our highly qualified teach-
ers, Galena Park ISD continues to deliver effective instruction to our
diverse and growing student population in grades Pre-K through 12.

GPISD takes great pride in its academics. A variety of outstanding
instructional programs are designed to meet the ever-changing
needs of the students we serve. Galena Park ISD’s instructional
programs include bilingual education, English as a second lan-
guage, advanced placement classes, honors classes, dual credit,
gifted and talented, special education, career and technical educa-
tion (CTE), tutorials and alternative educational programs.

The District also takes great pride in outstanding fine arts, FFA,
athletic, and LOTC and AFJROTC programs. Several of our award-
winning programs have been recognized at the district, regional and
state levels.

The Galena Park ISD is committed to moving all students toward
‘Destination Graduation.”

PATHWAYS FOR SUCCESS

“Every Student Counts”
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Campus Information 3
Administration Building
14705 Woodforest Blvd. or P.O. Box 565
Houston, Texas 77015 Galena Park, Texas 77547
Phone: 832-386-1000
Elementary Schools Directory

Cimarron Elementary 832-386-3240 North Shore Elementary 832-386-4660
816 Cimarron, Houston, Texas 77015 14310 Duncannon, Houston, Texas 77015
Amy Cole, Principal Esmeralda Perez, Principal

Cloverleaf Elementary 832-386-3200 Purple Sage Elementary 832-386-3100
1035 Frankie, Houston, Texas 77015 6500 Purple Sage, Houston, Texas 77049

Lee Brown, Principal Robin Blount, Principal

Galena Park Elementary 832-386-1670 Pyburn Elementary 832-386-3150
401 N. Main, Galena Park, Texas 77547 12302 Coulson, Houston, Texas 77015

Lance Lyles, Principal Grace Devost, Principal

Green Valley Elementary 832-386-4390 Sam Houston Elementary 832-386-4430
13350 Woodforest Blvd, Houston, Texas 77015 4101 E. Sam Houston Pkwy N., Houston, Texas 77015

Cheri Dixon, Principal Ofelia Garza, Principal
James Havard Elementary 832-386-3710 Tice Elementary 832-386-4050
15150 Wallisville, Houston, Texas 77049 14120 Wallisville, Houston, Texas 77049

Fran Keal, Principal Judy Holbrook, Principal
Jacinto City Elementary 832-389-4600 Williamson Elementary 832-386-4000
10910 Wiggins, Houston, Texas 77029 9720 New Forest Parkway, Houston, Texas 77049

James Keal, Principal Terri Moore, Principal

MacArthur Elementary 832-386-4630 Woodland Acres Elementary 832-386-2220
1801 N. Main, Galena Park, Texas 77547 12936 Sarah’s Lane, Houston, Texas 77015

Lina Esquivel, Principal Gloria Vasquez, Principal

Normandy Crossing Elementary 832-386-1600

12500 Normandy Crossing Dr., Houston, Texas 77015
Travis Fanning, Principal

Secondary Schools Directory

Cobb Sixth Grade Campus 832-386-2100 Woodland Acres Middle 832-386-4700
6722 Uvalde, Houston, Texas 77049 12947 Myrtle Lane, Houston, Texas 77015
Aneka VanCourt, Principal Julissa Alcantar-Martinez, Principal
Cunningham Middle 832-386-4470 Galena Park High 832-386-2800
14110 Wallisville, Houston, Texas 77049 1000 Keene Street, Galena Park, Texas 77547
Billy Foster, Principal Jesus Gardea, Principal
Galena Park Middle 832-386-1700 North Shore High 832-386-3400
400 Keene Street, Galena Park, Texas 77547 13501 Holly Park, Houston, Texas 77015
Christopher Blake, Principal John Moore, Principal
North Shore Middle 832-386-2600 North Shore Senior High 832-386-4100
Castlegory, Houston, Texas 77015 353 N. Castlegory, Houston, Texas 77049
Paul Drexler, Principal Kenneth Wallace, Principal
Alternative Schools Directory

Joyce Zotz Education Center PEP Child Development Center 832-386-3760
Accelerated Center for Education 832-386-3670 1906 2nd Street, Galena Park, Texas 77547
13801 Holly Park, Houston, Texas 77015 Fran Ubranovsky, Coord. of Student Support Services
Mechelle Epps, Coordinator

Becker Early Childhood Head Start 832-386-2000
Success Academy 832-386-3703 1908 2nd Street, Galena Park, Texas 77547
13801 Holly Park, Houston, Texas 77015 Carmen Brown, Program Director of Early Headstart

Mechelle Epps, Coordinator

Center for Success 832-386-3630
13801 Holly Park, Houston, Texas 77015
Michael McKay, Principal
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Arnold Ramirez
Executive Director of Human
Resource Services

\ 4

Myra Long
Director of Elementary
Personnel

A 4

Henry Espinosa
Director of Recruitment
and Retention

A 4

Larry Helgesen
Director of Risk Management &
Non Exempt Services

A 4

Pat Galvan
Director of Compensation

A 4

W. Bourke Meagher
Associate
Superintendent of HR
& Communications
Services

Craig Eichhorn
Director of Communications

A 4

Johnnie Rountree
Education Foundation Director

A 4

Cathy Ethridge
> Foundation & Special Events
Coordinator

Dear GPISD Employee:

Our daily goal in HRCS is to provide you with the highest level of
customer service. If we ever fail to meet that goal, | ask you to please
(o0 ¢ 2= Lo o 11 1=
W. Bourke Meagher Associate Superintendent of Human Resources
and Communications Services
832-386-1241
bmeagher@galenaparkisd.com



10 HRCS Information

If you have any questions regarding the following, please call 832-386-1003 and use the
extensions listed below.

Complaints and GrIEVANCES ..........coiiiiiiiiiiiie e ext. 1206
DiStriCt POlICIES ..oeitie e 1241
Employee Contracts

Elementary oo ext.1207

SBCONUANY. ...t ext. 1206

AdMINISTratiVe. ... ext. 1241
Employee Benefits. ... ext. 1245 or ext. 1276
Job Placement and AdvanCements............ooiiiiiiii e ext. 1229
Job Vacancies (JODb liN€).........ooiiiii 832-386-1560
Leaves of ADSENCE........ccooiiiiiiii ext. 1233 or ext. 1518
New Employee Personnel ReCOrds. ... ext.1278
Payroll Deductions and Information.................... ext. 1270, ext. 1271, ext. 1273 or ext. 1274
Professional Growth Credit.............oooi e ext. 1279
RESIGNATIONS. ... e e ext. 1241
R M BNt ext. 1218
Safety CONCEINS. ... . e ext. 1233
SAlAMIES . ...ttt ext. 1243 or ext. 1275
SEIVICE RECOIAS. ... e ext. 1296
Substitutes/Sub Finder System.............coo ext. 1296 or ext. 1277
Teacher Certification Elementary............ooooiiiii e ext. 1207
Teacher Certification SE@CONAaAry..............cooiiiiiiiii e ext. 1206
AN S S . e ext. 1278
Workers’ COmMPENSAtION. ... ..ooouuiiii e ext. 1233
CommuUNICAtIONS SEIVICES .....ccoiiiiiiiiiiii e ext. 1231

Manual Trades/Non-Exempt Employees Clerk...........ccoooooviiiiiiiiiiiiiiiiiiiieee e ext. 1232



Alcohol And Drug Abuse Service Providers 11

UNITED WAY OF TEXAS HELP-LINE (713) 957-4357
2220 North Loop W.
Houston, Texas 77018-8005

Bilingual Information
and referral (Available 24 hours)
CRISIS HOTLINE

Hispanic Crisis Hotline (713) 526-8088
Teen Crisis Hotline Line
3015 Richmond Avenue
Houston, Texas 77098

(713) 529-8336
Crisis telephone counseling (Available 24 hours)
EMERGENCY 911
HPD DRUG

7726 Western Oak Lane
Houston, Texas 77040-2607

(713) 4-NO-DOPE

To provide police with drug
activity information (Available 24 hours)
DRUG AND ALCOHOL INFORMATION AND
REFERRAL

The Houston Council on
Alcohol and Drugs

303 Jackson Hill Street
Houston, Texas 77007

(713) 942-4100

Bay Area Council on
Drugs and Alcohol
1300-A Bay Area Blvd
Houston, Texas 77058

(281) 280-0800

Fort Bend Council on Family & (281) 342-8828
Community Development Incorporated

3926 Avenue H, Suite 15

Rosenberg, Texas 77471-2842

Community Family Centers
7524 Avenue E
Houston, Texas 77012-1200

(713) 923-2316

Association for the Advancement
of Mexican Americans (AAMA)
204 Clifton Street

Houston, Texas 77011-3314

(713) 926-9491

SUPPORT GROUPS

Alcoholics Anonymous
4140 Directors Row
Houston, Texas 77092-8741

(713) 686-6300

Al-Anon (713) 683-7227
10120 Northwest Freeway #242
Houston, Texas 77092

Cocaine Anonymous
P.O. Box 3000154
Houston, Texas 77230

(713) 668-6822

Narcotics Anonymous
4007 Bellaire Blvd, Suite C
Houston, Texas 77025-1165

(713) 661-4200

Parents Anonymous Depelchin
Children’s Center

100 Sandman Street

Houston, Texas 77007-7234

(713) 802-7701

TREATMENT RESOURCES

Cenikor Foundation of Texas, Inc
4525 Glenwood Avenue
Deer Park, Texas 77536-7901

(281) 476-0088

Recovery Foundation Incorporated  (713) 678-4443
4312 Crane Street
Houston, Texas 77026

Texas Clinic

8100

6311 Fulton Street
Houston, Texas 77022

(713-694-

Addiction Counseling Association  (713) 520-5492
2990 Richmond Avenue
Houston, Texas 77098
Mental Retardation Service (713) 970-7000
Class & Association

4600 Post Oak Place Drive Suite 307
Houston, Texas 77027

(713) 666-9811

Salvation Army
Harbor Light Center
2407 N. Main Street
Houston, Texas 77009

(713) 224-2875

Adult Psychiatric Clinic
109 Marshall Street
League City, Texas 77573

(281) 286-0000

Twelve Oaks Hospital
4200 Twelve Oaks Drive
Houston, Texas 77027

(713) 623-2500

West Oaks Hospital
6500 Hornwood Drive
Houston, Texas 77074-5095

(713) 995-0909

Intra Care Hospital
7601 Fannin Street
Houston, Texas 77054-1905

(713) 790-0949



12 The Code of Ethics and Standard Practices for Texas Educators

The Texas educator shall comply with standard
practices and ethical conduct toward students,
professional colleagues, school officials, parents,
and members of the community and shall safeguard
academic freedom. The Texas educator, in maintain-
ing the dignity of the profession, shall respect and
obey the law, demonstrate personal integrity, and
exemplify honesty. The Texas educator, in exemplify-
ing ethical relations with colleagues, shall extend just
and equitable treatment to all members of the
profession. The Texas educator, in accepting a
position of public trust, shall measure success by the
progress of each student toward realization of his or
her potential as an effective citizen. The Texas
educator, in fulfilling responsibilities in the commu-
nity, shall cooperate with parents and others to
improve the public schools of the community.

PRINCIPLE I: PROFESSIONAL ETHICAL
CONDUCT, PRACTICES,
AND PERFORMANCE

Standard 1.1. The educator shall not knowingly en-
gage in deceptive practices regarding
official policies of the school district
or educational institution.

Standard 1.2. The educator shall not knowingly mis-
appropriate, divert, or use monies,
personnel, property, or equipment
committed to his or her charge for
personal gain or advantage.

Standard 1.3. The educator shall not submit
fraudulent requests for reimburse-
ment, expenses, or pay.

Standard 1.4. The educator shall not use institu-
tional or professional privileges for
personal or partisan advantage.

Standard 1.5. The educator shall neither accept nor
offer gratuities, gifts, or favors that im-
pair professional judgement or to ob-
tain special advantage. This standard
shall not restrict the acceptance of
gifts or tokens offered and accepted
openly from students, parents, or other
persons or organizations in recogni-
tion or appreciation of service.

Standard 1.6. The educator shall not falsify records,
or direct or coerce others to do so.

Standard 1.7. The educator shall comply with state
regulations, written local school board
policies, and other applicable state
and federal laws.

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

PRINCIPLE II: ETHICAL CONDUCT
TOWARD PROFESSIONAL
COLLEAGUES

Standard 2.1. The educator shall not reveal
confidential health or personnel
information concerning colleagues
unless disclosure serves lawful
professional purposes or is re-
quired by law.

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

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

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

Standard 2.5. The educator shall not discriminate
against or coerce a colleague on the
basis of race, color, religion, national
origin, sex, disability, or family
status.

Standard 2.6. The educator shall not use coercive
means or promise of special
treatment in order to influence
professional decisions or colleagues.

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

PRINCIPLE Ili: ETHICAL CONDUCT
TOWARD STUDENTS

Standard 3.1. The educator shall not reveal
confidential information concerning
students unless disclosure serves
lawful professional purposes or is
required by law.

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

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

Standard 3.4. The educator shall not exclude a
student from participation in a
program, deny benefits to a student,
or grant an advantage to a student
on the basis of race, color, sex,
disability, national origin, religion, or
family status.
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Standard 3.5. The educator shall not engage in
physical mistreatment of a student.

Standard 3.6. The educator shall not solicit or
engage in sexual conduct or a
romantic relationship with a student.

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

HIRING AND PLACEMENT OF STAFF

ANNOUNCING VACANCIES

The employment policy must provide that not later
than the 10th school day before the date on which
the District fills a vacant position for which a certifi-
cate or license is required as provided by Section
21.003, other than a position that affects the safety
ad security of students as determined by the Board
of Trustees, the District must provide to each current
District employee:

1.) Notice of the position by posting the position on:
(A). a bulletin board at:

(i) a place convenient to the public in the
District’'s central administrative office; and

(i) the central administrative office of each
campus in the District during any time the
office is open; or

(B) the District’s Internet website, if the
District has a website; and

2.) a reasonable opportunity to apply for the position.

If, during the school year, the District must fill a
vacant position held by a teacher, as defined by
Section 21.201, in less than 10 school days, the
District:

(1) must provide notice of the position in the
manner described by Subsection (d)(1) as
soon as possible after the vacancy occurs;

(2) is not required to provide notice for 10
school days before fillling the position and

(3) is not required to comply with Subsection

()

SELECTION PROCEDURE-
CONTRACTUAL/CLASSIFIED STAFF

Applicants for contractual positions or auxiliary
noncontractual may be interviewed by the Superin-
tendent, Human Resources and Communications

Services, the division head, the building Principal
and members of the teaching team. The principal
has authority to approve all teacher and staff
appointments to his/her campus. When a selection
is made, the individual will be recommended by the
appropriate administrator to the Superintendent and/
or Board of Trustees.

PROBATIONARY
CONTRACTS- PROFESSIONAL

The first three years of continuous employment in
the District for full-time, professional, certified
employees is a probationary period. A probationary
period may be extended for a fourth year. A proba-
tionary contract may not exceed a term of one year.
The probationary period shall be one year for
teachers who transfer into the district and have
taught five of the prior eight years in public educa-
tion.

CONTRACTS-
PROFESSIONAL CONTRACT

Teachers and administrators are recommended for a
term contract by the Principals and/or Supervisors in
writing to the Superintendent if their services are
satisfactory at the end of the probationary period.
The Superintendent then presents recommendations
to the Board of Trustees for approval in February for
administrators, and in March for other professional
employees.

TERMINATION

If the Board decides to terminate the employment of
an employee serving a probationary period, it shall
give the employee notice of termination no later than
the 45th day before the last day of instruction.
Provisions for contract non renewal of a term
contract employee are outlined in Board

Policies DF series.

Note: An employee who fails to meet eligibility for
certification within the period provided by state law
and policy shall be subject to employment termina-
tion.

NON-CONTRACT

Auxiliary personnel are noncontractual employees.
As at-will employees, they are not employed for a
specified length of time. A Letter of Reasonable
Assurance as notification of continued employment
with the district will be offered to all at-will employees.

ASSIGNMENT/REASSIGNMENTS OF ALL
STAFF

All employed staff members are subject to assign
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ment and reassignment by the Superintendent at
any time.

TRANSFERS - ALL STAFF

All personnel may request reassignment to other
employment assignments within the District subject
to approval of the Superintendent. An on-line transfer
request form can be found on the District web site
under Human Resources during late February to
early April. Once completed and submitted by the
employee, the current supervisor and the supervisors
at the desired locations receive on-line notification of
this transfer request. The supervisor accepting the
new transfer request will initiate and have the proper
paper work signed by the “sending” supervisor in
order to move the employee to the new campus by
early June. Final approval is made by the Superin-
tendent and the Board of Trustees.

CERTIFICATION

The U.S. Congress passed a law titled “No Child Left
Behind Act”. This law requires teachers to have
certain professional qualifications by the end of the
2005-2006 school year.

Please read the qualification requirements below to
help determine what qualifications you need.

1. Minimum Qualifications.The NCLB
requires all teachers to have two minimum
qualifications:

* A bachelor's degree; and

» Full certification, with a license to
teach in Texas. If TEA waived your
certification requirement on an
emergency, temporary, or provisional
basis, you will not meet the mini-
mum qualification requirement.

2. Additional Qualifications. In addition to the
minimum qualifications listed in Section 1,
federal law requires you to have additional
qualifications depending on whether you are
new to the profession of teaching. You are
considered “new to the profession” if you
began teaching after the first day of the 2002-
2003 school year.

a. Ifyou are new to the profession,
you must meet the following
qualifications, according to the
grade level you teach:

* Elementary School: You must
pass a state test on knowledge
and teaching skills in reading,
writing, math and other areas of
basic elementary school curricu-
lum.

* Middle School or High
School: You must either:

1.) pass a state test in each of
the subjects you teach, or
2) have a college major

degree or advanced
certificates in the subjects
you teach. For example, if
you teach math and
science, you must have a
degree or certificate in both
math and science, or

pass state tests in both
math and science.

b. If you are not new to the profession,
you must either:

*  Meet the same grade-level
qualifications a new teacher
to the profession must meet
(see above); or

. Pass a state evaluation, which
TEA will describe to use when it
finalizes its regulations.

For additional information regarding “NCLB” visit
www.tea.state.tx.us/nclb. (Additional information on
page 33).

Personnel shall meet Texas certification require-
ments before contracts are issued, duties are
assigned, or payment is made from any source of
funds. Any person who desires to teach in the District
shall present his certificate for filing with the District
before a contract with the Board shall be binding.
Education Code Sec. 21. 003 (a) (b); 19 TAC 121.12
(a). Professional employees in positions requiring
certification shall hold one of the following certifi-
cates or permits.

CERTIFICATES

Provisional-Valid for Life

- These certificates are issued by the State Board
for Educator Certification upon completion of a
certified teacher education program from an
accredited college. (No longer issued after
September 1, 1999)

One Year Certificate- Valid for One Year

- Provided for teachers who hold valid standard
out-of-state certificates or out-of-state certificates
invalid solely because of expiration date.

- Valid for one year from date certificate is issued to
remove deficiencies and then is eligible for
standard certificate.
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Professional Certificate- Valid for Five Years

- Effective September 1, 1999 the principal
assessment and professional growth plan
requirements apply to all principals, whether
they have a lifetime certificate or the new standard

renewable certificate.

- Issued by the State Board for Educator Certifica-
tion upon completion of two years teaching
experience and 30 graduate-level hours beyond
bachelor’s degree in area of teaching specializa-
tion.

- The individual must complete 200 clock hours of
professional development training to meet
renewal.

Probationary Certificate - Valid for One Year

- Required of individuals completing the internship
requirement for Post-Baccalaureate or Alternative
Certification Programs. The content test must be
passed in order to qualify for this certification.

Standard Certificate - Valid for Five Years

- The State Board for Educator Certification (SBEC)
requires 150 hours of staff development for those
educators holding standard certificates. Refer to
SBEC web site at www.sbec.state.tx.us or our
GPISD home page link (click Human Resources,
and Communications Services, then Employee
Information), then certificate renewal for detailed
information. Teachers are required to keep their
credentials current.

PERMITS

In some instances a professional staff member may
be required to obtain an emergency/temporary
permit until he/she has completed course require-
ments for the appropriate certificate or endorsement
in the field assigned. The various permits issued by
the State Board for Educator Certification are
described below.

EMERGENCY PERMITS
- Dependant upon mitigating circumstances
provided for an individual who is not certified or
who is not certified at the level of assignment,
such as an elementary physical education
teacher who is secondary certified.

- Valid only for school year obtained (not calendar
year).

- A maximum of two renewals are possible
provided minimum requirements are met

Deficiency plan must be filed in the HRCS
Office.

A minimum of six hours must be removed from
deficiency plan annually.

Basic skills requirements must be passed if
required by the deficiency plan during the first
year.

NONRENEWABLE PERMIT

Provided for teachers who have not been em-
ployed in the Texas public schools since the
1985-1986 school year but were certified to teach
in Texas prior to February of 1986 and have not
performed successfully on the Texas Examination
of Current Administrators and Teachers (TECAT)
or appropriate EXCET/TEXES or the reading and
writing portion of the TASP. Valid only for six
months from first date of employment or until the
end of the school year (whichever is less).

Provided for teachers who have completed all
course and degree requirements for certification
except successful completion of the competency
examination of basic skills approved by the State
Board of Education or all portions of the appropri-
ate EXCET/TEXES tests. Valid for 12 months from
activation date.

TEMPORARY CLASSROOM
ASSIGNMENT PERMIT

Valid only for secondary content subjects.

Provided for teachers who are certified to teach in
grades 6-12 but will be assigned outside the
certified area at the secondary level.

Allowed assignment for a maximum of four class
periods in which not certified.

Must have 6 semester hours in the subject to be
taught.

No renewals are allowed unless TECAP is
used less than 90 days during the school year.

Persons appointed to the administrative and super-
visory staff are expected to meet appropriate certi-
fication requirements. Exceptions to this regula-
tion shall be brought to the attention of the Board
of Trustees and must be approved by the Texas
Education Agency.

REQUIRED CERTIFICATION TESTING

TEXAS ORAL PROFICIENCY TEST (TOPT)

The TOPT is designed to test the oral proficiency
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of persons seeking certification to teach Spanish
or French at the secondary level or to receive an
elementary certificate with a specialization in
either Spanish or French.

- The test is also designed to assess the language
proficiency of persons seeking certification in
bilingual education (teaching students whose first
language is Spanish).

EXAMINATION FOR THE CERTIFICATION OF
EDUCATION IN TEXAS (EXCET)/TEXES

All persons completing teacher training programs
who are candidates for initial Texas certification must
pass an EXCET professional development or TEXES
PPR test and an EXCET/TEXES test for each content
area for which a certificate is sought.

ADDITIONAL CERTIFICATION

All persons who are seeking additional content,
endorsement, delivery system, administrator or other
professional certificates and who currently hold a
valid Texas teacher or administrator certificate must
do one or more of the following:

1. Pass content specialization tests or their equiva-
lent in their additional field.

2. Complete necessary courses from a teacher
education preparation program for those fields
which currently do not have a certification exam.
(CIS, IPT, Vocational Home Economics, Voca-
tional Agriculture: Production, Vocational Agricul-
ture; Horticulture; Basic Business; Business
Composite; Business Administration; Secretarial
Business; and Marketing Education or for
professional level certification).

TEXAS CERTIFICATION BASED ON VALID
STANDARD OUT-OF-STATE CERTIFICATE

All persons from other states seeking Texas teacher
certification will need to apply for a one year teach-
ing certificate and submit their credentials to the
State Board of Educator Certification (SBEC) for
review.

SBEC will provide notification of all necessary
requirements needed to obtain a standard teaching
Texas certificate.

All requirements must be met during the
validity of the one-year certificate.

The Texas Education Agency requires that each staff
member have on file with the Human Resources and
Communications Services Office the documents
listed below. (Board Policy DBA). The personnel file
must be complete before a contract shall be issued.

PROFESSIONAL STAFF

Educators Must Update Their Mailing Address

Effective December 2, 2002, every educator certifi-
cate holder or applicant must maintain a current
mailing address with the State Board for Educator
Certification. You must do so by using the following
web site: https://secure.sbec.state.tx.us/sbeconline/
login.asp

For questions please contact the Information Support
Center at 1(888) 863-5880.

Each professional staff member is required to have
on file with the Human Resources, Communication
and Business Services Office the following docu-
ments:

- Completed application-name, current address
and telephone number shall be current at all
times.

- Change of information forms are available in the
school, Human Resources, Communication and
Business Services and payroll offices

- State Service Record listing the certified experi-
ence. (GPISD and/or prior districts)

- One of the following:

® Texas Teacher Certificate

* Texas Teacher application for certified out-
of-state teachers
* Emergency Permit

* Nonrenewable Permit
- Official or legible copies of transcripts from all
colleges attended showing all hours and degrees
and the institutions conferring the degrees.

1) Approved I-9 form

2) Appraisals

3) Waiver of Confidentiality

4) Contract

5) Statement of Commitment (Out of State Certifi-
cate)

6) Current H1B Visa if applicable.

No Child Left Behind Act

The U.S. Congress passed the No Child Left Behind
Act of 2001 (NCLB) for highly qualified teachers and
provides local education agencies with the definition of
alternative criteria by which experienced teachers may
demonstrate competency. This alternative approach is
based on the provisions of NCLB which allow states to
establish a “high, objective, uniform standard of
evaluation” (HOUSE) by which teachers who are not
new to the profession may demonstrate a sufficient
level of competency to achieve the status of “highly
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qualified.” “Highly Qualified” teachers applies to the
core content teaching assignments of English, reading
or language arts, mathematics, science, foreign
languages, civics and government, economics, arts,
history, and geography. The NCLB requires states and
local education agencies (LEAs) to have a

plan for all teachers in core academic subject areas
to become “highly qualified” by the end of the 2005-
2006 school year. For detailed information as to the
HOUSE options for experienced elementary and
secondary teachers, please visit the NCLB web site:
www.tea.state.tx.us/nclb/ (Additional information on
page 34).

All core teachers must meet the “highly qualified”
requirements when hired after the 2002-2003 school
year. Parents whose children are being taught by
teachers who do not meet the “highly qualified”
requirements for four or more consecutive weeks must
be notified. Elementary grade levels as defined by
NCLB are grades EC-6. Secondary are grades 7-12.

Minimum NCLB qualifications for experienced teachers
assigned to core areas:

* Abachelor’s degree; and

® Full Certification, with license to teach in
Texas; and
* Demonstrated competency in the core

academic subject area as signed (HOUSE
A or HOUSE B)

Personnel shall meet Texas certification requirements
before contracts are issued, duties are assigned, or
payment is made from any source of funds. Any
person who desires to teach in the District shall
present his certificate for filing with the District
before a contract with the Board shall be binding.
Education Code Sec. 21.003 (A) (b); 19 TAC
121.12(a) Professional employees in positions
requiring certification shall hold one of the follow-
ing certificates or permits. For more information
on NCLB, please refer to page 34 for web sites.

INSTRUCTIONAL AIDES

The U.S. Congress passed a new law titled “No Child
Left Behind Act of 2001 (NCLB)” that impacts the
requirements for instructional aides. This statute
stipulates that all paraprofessionals hired after
January 8, 2002, must meet one of the following
qualifications:
* Complete at least two (2) years of study at an
institution of higher education; or have at least
48 college hours from an accredited college or
university; or
® Obtain an associate’s degree (or higher); or

* Meet a rigorous standard of quality and can
demonstrate through a formal state or local
assessment:

* Knowledge of, and the ability to assist in

instructing, reading, writing, and writing readi-
ness, and mathematics readiness, as appropri-
ate.

All paraprofessionals who are assigned as instruc-
tional aides and in-school suspension monitors (ISS)
must meet NCLB requirements prior to being hired.

The State Board for Educator Certification requires
that all instructional aides must possess or apply for
the Standard Educational Aide Certificate.

CLERICAL/PARAPROFESSIONAL AND
INSTRUCTIONAL AIDES

Each paraprofessional and instructional aide staff
member is required to have on file with the Human
Resources and Communications Services Office the
following documents:

- Completed application

- State Service Record. (GPISD and/or prior
districts)

- High school diploma or G.E.D.

- College transcripts (if applicable)

- A current Texas Paraprofessional Certificate or
an application for a Standard Educational Aide
Certificate (aides only)

- Approved I-9 form

- Waiver of Confidentiality

- Signed Letter of Reasonable Assurance

- Appraisals

AUXILIARY STAFF

Each auxiliary staff member is required to have on
file with the Human Resource & Communication
Services Office the following documents:

- Completed application

- State Service Record (GPISD and/or prior dis-
tricts)

- High school diploma or G.E.D. (where applicable)
- Approved I-9 form

- Waiver of Confidentiality

- Signed Letter of Reasonable Assurance

- Appropriate License (where applicable)

- Certified bus drivers shall meet District
requirments

- Appraisals
Staff members who wish to review the contents of

their files may do so by calling Human Resources
and Communications Services and scheduling an
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appointment.
COMPENSATION INFORMATION

MANDATORY PAYROLL DEDUCTIONS

The federal and state mandated deductions taken
from each check are federal withholding tax, Medi-
care tax, and teacher retirement. The Comprehen-
sive Ominibus Budget Reconciliation Act of 1986
(COBRA) P.L. No. 99272 mandates that staff
members who begin their employment with the
District as of April 1, 1986, are required to contribute
1.45% of their taxable salary to the Medicare
program. Each employee of the District is required to
have on file in the Compensation Department a
completed form “W-4 Employee’s Withholding
Allowance Certificate” - A W-4 form is available from
the Compensation Department or from the Human
Resources and Communications Services Office.

ADDITIONAL MANDATORY DEDUCTIONS

® Child Support - Deductions from an employee’s
salary as per received court order.

® Federal Tax Levies - Deductions from an
employee’s salary as per notice of levy on salary
from the Internal Revenue Service.

® Student Loans - Deductions from an employee’s
salary as per order of withholding from earnings
notice.

OPTIONAL DEDUCTIONS

As a service to staff members, the District provides
the following automatic deductions. Be advised:
The Compensation Department will not process a
deduction unless the appropriate information has
been submitted and is correctly completed.

— Insurance - Deducted from all employees’
salaries participating in approved programs.

— Pre-Tax Benefit Plan - Premium payments for
medical and dental insurance may be deducted
from eligible staff members’ salaries BEFORE
federal income tax withholding is calculated.

— Credit Union (United Community Credit Union) -
Staff members must first complete a member-
ship form with the Credit Union. Staff members
process request for deduction “start” and “stops”
through the credit union.

— Direct Deposit - Staff members may elect to
have their paychecks deposited directly by
completing the necessary form. The staff
member will receive verification of deposit and
deductions each pay period. The staff member
must process a “cancellation of direct deposit”

before changing or closing the account given
in the original “direct deposit authorization”.

— All employees are eligible to participate in tax
sheltered annuities and deferred compensation
plans. Due to significant changes in 403 (b) plans
made by the Internal Revenue Services (IRS),
GPISD has chosen to have our plan administered
by JEM Resource Partners (JEM). All Salary
Reduction Agreements will now be processed
on-line through the website www.region10rams.org
JEM may also be contacted by email at
jemtpa@jemtpa.com or toll free 1-800-943-9179.

— Professional Dues - Contact building
representatives for information on various
organizations.

— ACP payroll deductions must be initiated through
Human Resources and Communications Services.

PAYDAY

Employees will receive paychecks on the 15th and
the last day of each month. If those dates fall on
Saturday, Sunday or Monday, then Friday becomes
payday. During the school year, checks and direct
deposit notices are delivered to each campus/
department. During holidays and the summer, checks
and direct deposit notices are mailed to the address
on file. It is necessary to keep a current address on
file with the Compensation Department.

When paychecks are mailed, allow the postal service
(5) workdays for delivery of your paycheck. In the
event that you do not receive your paycheck after the
five (5) workdays, contact the Compensation
Department. The Compensation Department will
reissue your paycheck after the bank verifies that the
check in question has not been cashed/deposited.

Payroll calendars are available on page 44. Ques-
tions concerning paychecks should be directed to the
campus/department secretary. If necessary, the
campus/department secretary will call the Compen-
sation Department.

NAME CHANGE

In order to complete a name change with Galena Park
ISD, the following information must be submitted to
the Compensation Department:

* A copy of the new Social Security Card or
receipt from the Social Security Office
°*  W-4Form

®*  Change/Correction of General Information form
BELL SCHEDULES

Staff members are expected to report to work
punctually according to their campus bell schedule

and to check in, whether by punching in on the time
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clock or signing in on the time sheets, at the assigned
time to begin work. Hourly staff members must not
check in early nor late without the express permission
of the supervisor.

PLANNING AND PREPARATION

Each classroom teacher is entitled to at least 450
minutes within each two-week period for instructional
preparation, including parent-teacher conferences,
evaluating students’ homework, and planning. A
planning and preparation period may not be less
than 45 minutes within the instructional day.

During this time, a teacher may not be required to
participate in any other activity. Education Code

21.404 19T ACT75(d), 75.173(c)(5)

DUTY FREE LUNCH

Each classroom teacher or full-time librarian is
entitled to at least a 30 - minute lunch period free
from all duties and responsibilities connected with
the instruction and supervision of students. Educa-
tion Code 21.405

BAD WEATHER CLOSINGS

Stations that are contacted for emergency school
closings are:

TV ion

KHOU - Channel 11
KPRC - Channel 2

KRIV - Channel 26
KHCW - Channel 39

KTMD - Channel 47
KTRK - Channel 13
KXLN - Channel 45

Radi ion

KTRH - AM  (740)
KHMX - FM (96.5)

KPRC -FM (950)
KRBE - FM (104.1)

On the Internet

The school closing website is www.galenaparkisd.com
or www.safeschoolalerts.org

EVALUATION

A written evaluation is prepared for each staff
member annually. (Board Policy DNA Local)

OUTSIDE EMPLOYMENT/USE OF
DISTRICT RESOURCES

Employment Outside School District While
Under Contract

Employees who wish to accept outside employment

or engage in other activities for profit during the term
of their employment shall file a written request for
permission to the administrator-in-charge, who
shall submit the request to the Superintendent.
(DBF Regulation) (Form located on page 44 of the
employee handbook.)

The Superintendent shall ascertain whether outside
employment might interfere with the employee’s
ability to carry out his/her regular assignment and
render a decision concerning the request. If the
request is approved, the conditions of approval shall
be filed in writing with the Superintendent and
appropriate supervisor.

Employees shall not use District resources (e.g.
computers, email, duty time etc.) for outside
employment purposes. (See Employee Agreement
page 37)

TUTORING

Teachers shall not privately tutor their own students
for pay, except during the summer months.

The Board reserves the right, at all times, to evaluate
any problem or question arising under this policy
and make such disposition of these questions and
problems as may be deemed proper and neces-
sary. DBD (Local)

SAFETY

Safety procedures are established and disseminated
by each principal/department head. It is the responsi-
bility of staff members to know and to follow all safety
rules and procedures as they perform their assigned
tasks.

All employees shall adhere to District safety rules
and regulations and shall report unsafe conditions
or practices to the appropriate supervisor. The
Hazardous Communication Act (Article 5182B) was
enacted by the 69th Texas Legislature in 1985 and
became effective on January 1, 1986. The act
requires many employers in the state to provide their
employees information and annual training on
hazardous chemicals to which they may be exposed
at work. This training will be completed early each
year with all new staff members to Galena Park
Independent School District. Refer questions to
Larry Helgesen, Director of Risk Management &
Non-Exempt Services (832) 386-1233.

Environmental Concerns

Asbestos: GPISD has facilities that contain asbes-
tos building materials. An Asbestos Management
Plan is located in the office of each facility. This plan
gives detailed information concerning building
asbestos found in the 1989 ISD statue of Environ-
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mental Assessment Inspection, and is available
during normal business hours.

Pesticides: GPISD periodically applies pesticides
inside buildings as part of an integrated pest
management program. All persons applying
pesticides are required to receive special training in
pesticide application and pest control. In addition,
policy requires the use of non-chemical pest control
tactics whenever possible. Information regarding
pesticide use, including the types and timing of
treatments, is available from Randy Taylor, IPM
Coordinator (713) 450-9114.

Recycling: GPISD encourages environmental
awareness and recycling in its schools. Information
about the recycling programs of individual cam-
puses are available from the principal.

Ozone Watch: GPISD subscribes to the Texas
Commission on Environment Quality (TCEQ)
Listserv Services for ozone warnings. The purpose
is to alert individuals when atmospheric conditions
are expected to be favorable for producing high
levels of ozone air pollution in the Houston-
Galveston Brazoria area. For more information on air
quality, contact:

1. Harris County Pollution Control (713) 920-2831

2. Houston Department of Health and Human
Services, Bureau of Air Quality Control (713) 640-
4200

3. TCEQ-Houston Office (713) 767-3700 or

4. Individual school nurse

PROFESSIONAL DEVELOPMENT
(District Requirement)

All certified employees shall earn at least six
semester hours or 90 clock hours of credit of
higher education course work, or the equivalency,
during each five-year period of employment. This
may be accomplished through college work,
approved workshops, meetings or conferences.

At the end of the five-year period, if the certified
employee has not completed the requirement of six
hours or 90 clock hours of professional improve-
ment, the employee’s annual salary will not be
increased until the employee has satisfied the
requirements for the deficit cycle. See state require-
ments for teacher holding standard certificate (refer
to page 15).

Those employees on Career Ladder Level Il or Il
who were not required to get Professional
Development Credit Hours due to their Career
Ladder status, will begin their Professional Devel-
opment growth cycle effective 9-1-93 (DMC Local).

TOBACCO USE

Use of tobacco products by District employees shall
be prohibited in all enclosed school facilities,

parking facilities, all school vehicles including buses,
and other enclosed property used for school-spon-
sored activities. Employees shall not use tobacco
products in the presence of students. Violation shall
result in reprimand, suspension, or fines as autho-
rized in Penal Code 48.01 [See also DH (LOCAL)].

ALCOHOL AND DRUGS

A copy of this policy, the purpose of which is to
eliminate drug abuse from the workplace, shall be
provided for each employee at the beginning of each
year or upon employment.

Employees shall not unlawfully manufacture, distrib-
ute, dispense, possess, use, or be under the influence
of any of the following substances during working
hours while at school or at school-related activities
during, or outside of, usual working hours:

1. Any controlled substance or dangerous drug as
defined by law, including, but not limited to,
marijuana, any narcotic drug, hallucinogen,
stimulant, depressant, amphetamine, or barbitu-
rate

. Alcohol or any alcoholic beverage

. Any abusable glue, aerosol paint, or any
other chemical substance for inhalation

4. Any other intoxicant, or mood-changing, mind-

altering, or behavior-altering drugs

w N

An employee need not be legally intoxicated to be
considered “under the influence” of a controlled
substance.

EXCEPTION

An employee who uses a drug authorized by a
licensed physician through a prescription specifi-
cally for that employee’s use shall not be considered
to have violated this policy.

DRUG-FREE SCHOOLS REQUIREMENTS

The District prohibits the unlawful distribution,
possession, or use of illicit drugs and alcohol on
school premises or as part of any of the District's
activities.

Employees who violate this prohibition shall be
subject to disciplinary sanctions. Such sanctions
may include referral to drug and alcohol counseling
or rehabilitation programs or employee assistance
programs, termination from employment with the
District, and referral to appropriate law enforcement
officials for prosecution. Information on available
rehabilitation or employee assistance programs and
contacts shall be posted throughout the workplace.
Compliance with these requirements and prohibitions
is mandatory and is a condition of employment.
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(This notice complies with notice requirements
imposed by the federal Drug-Free Schools and
Communities Act Amendments 1989) [20
U.S.C.3224a and 34 CFR 86.2201]

NOTICE TO EMPLOYEES

Each employee shall be given a copy of the District's
notice regarding drug-free schools. All employees
are prohibited from being in possession of or
bringing on to school property illegal substances or
weapons.

CRIMINAL HISTORY CHECKS

An employee’s failure to communicate a criminal
offense may lead to disciplinary action taken up to the
termination of their employment with the Galena Park
Independent School District.

The following individuals will be subject to yearly
criminal records check:

® Student teachers and Regular Volunteers
® Parent/Guardian or one-time volunteers

® University students requesting to observe
classes in the District.

FINGER PRINTING: SENATE BILL 9

The 80th Texas Legislature adopted Senate Bill 9
(SB9) effective January 1, 2008, implementing
sweeping changes to criminal history reviews for
persons who work, or have access to students at
public, private, and charter schools. Previously, the
State Board for Educator Certification (SBEC) was
required to obtain criminal history records only on
persons who applied for or held a certificate.

Senate Bill 9 will require a review of criminal history
record information of all school district employees and
other persons who have contact with students, this
includes:

. Certified and noncertified employees of
the District,

. Substitute teachers,

. Employees of shared services arrange-
ments whose duties are performed on
school property or another location where
students are regularly present,

. Employees of contractors who have
continuing duties related to contracted
services and direct contact with students.

The following District employees not subject to finger
printing at this time are:
. Student teachers and “regular volun
teers”,
. Parent/Guardian or “onetime” volunteers,

. Current “regular” contractors.

EMPLOYEE CELL PHONE USE

Employees use of personal cell phones should not
constitute a disruption of the learning, working
environment in the classroom, campus, or other
District work sites.

To ensure the highest standards of student safety
any District employee operating a motor vehicle in
the act of transporting student(s) are prohibited from
using cell phones while the vehicle is in motion.
This refers to employees using either District or
personal vehicles.

DRESS AND GROOMING

A professional standard of dress requires that staff
members should be readily distinguishable from
students. Role modeling is a part of the employee’s
professional responsibilities.

Supervising administrators shall be authorized to
inform employees of the standard of dress and
grooming required by the District and to appraise
any fashion or fad to determine if it is appropriate in
the employee’s setting. The supervising administra-
tor shall advise employees needing to modify their
dress and/or grooming to achieve high standards of
neatness, appropriateness, and good taste.
Employees must be appropriately dressed, well
groomed, and meet an acceptable level of personal
hygiene while on duty, or when representing the
District. Employees dress and grooming are
expected to be in line with those standards specified
for students outlined in the student handbook. (e.g.
visible tattoos or visible piercings are prohibited.)

SPECIFIC STANDARDS

Professional employees (Administrators, Supervi-
sors, Teachers, Counselors, Nurses, Librarians,
Speech Pathologists, Diagnosticians, etc.) shall be
expected to abide by the dress and grooming
standards specified for students in the student
handbook (see FNCA (Local)), with the following
special provisions:

1. Administrators (male/female) shall be profes-
sionally attired while performing their duties.
Suits, ties, dresses, sport coats, collared shirts
and ties are preferred. Dress slacks, dress
shirts, pantsuits, skirts and dress blouses are
all acceptable attire.

2. Male professional employees shall wear dress
shirts and slacks anytime they are on duty.
Dress shirts are considered those having
buttons down the front and a collar that would
accommodate the wearing of a necktie. Neckties
should be worn as appropriate for public meet-
ings, special events and as appropriate to
the work situation as determined by the super-
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vising administrator. Golf and pullover type (polo
or athletic) shirts and denim slacks are appropri-
ate only on specific days as designated by the
supervising administrator. The supervising
administrator will determine dress on in-service
days.

3. Female professional employees shall wear
suits, pantsuits, dresses, dress slacks, shirts,
blouses, and skirts. The supervising administra-
tor will determine dress on in-service days.

4. Male employees shall be allowed to wear a well
trimmed mustache and beard.

5. Western wear may be worn on designated days.

6. Only physical education personnel may wear
athletic shoes and shorts, and only in the perfor-
mance of physical education/coaching responsi-
bilities.

7. Flip flops or other potentially hazardous
footwear are prohibited.

Exceptions to the above requirements may be
granted by the supervising administrator for employ-
ees who work around mechanical equipment where a
tie might be a hazard or for employees involved in
outdoor activities.

Dress requirements may be relaxed by the supervis-
ing administrator on special designated days or
based on extenuating circumstances.

IDENTIFICATION CARDS (1.D.)

All employees will be issued an official district identifi-
cation. This identification must be worn in a visible
fashion on, or above, the waist. Employees are
required to have visible identification at all times while
on district property, to include after hours, weekends
and holidays.

NOTICE OF EMPLOYEE
RESPONSIBILITY FOR ENSURING
STUDENT WELFARE

Any person who has cause to believe that a child’s
physical or mental health or welfare has been
adversely affected by abuse or neglect by any person
shall immediately make a report as required by law.
Family Code 261.101(a)

Any professional who has cause to believe that a
child has been or may be abused or neglected shall
make a report as required by law. The report must be
made within 48 hours after the professional first
suspects abuse or neglect. [See FFG (Regulation)
for definitions of “neglect” and “abuse.”]

A professional may not delegate to or rely on another
person to make the report.

MEDIA PROCEDURES

Employees shall not give comments or interviews to
the media without the proper approval from the
Director of Communications. Employees shall
always wear the crisis notification/media proce-
dures badge along with the District ID badge. The
crisis notification/media procedures badge provides
instructions in the event that an employee is
contacted by the media.

If an employee is contacted by the media, the
employee is required to tell the media representative
they need to contact the Director of Communica-
tions. The employee is then required to contact their
supervisor. The supervisor is required to contact the
Director of Communications. The Director of Com-
munications will consider the story for approval.

SHELTER IN PLACE &
LOCKDOWN PROCEDURES

In the event of an emergency, all Galena Park ISD
employees will adhere to the following procedures
outlined in the District Crisis Procedures Manual.

Shelter in place and lockdown procedures apply to
all employees at all District facilities. Emergency
procedures are defined below.

SHELTER IN PLACE

» This procedure is used during chemical
releases, fires or other environmental
hazards.

* This means all windows and doors are
locked and the air conditioning system is
shut down.

e NO ONE is allowed to enter or leave a
building that has activated SHELTER IN
PLACE procedures. This means parents
WILL NOT be able to pick up children from
school. It is safer to keep the students
inside the building rather than expose them
to possible harm by allowing them to leave
the building.

¢ Once the “ALL CLEAR” is given, students,
teachers and other employees will return to
their regular activities.

* If you are near a school that is sheltering
in place, you should also shelter in place
at work.

LOCKDOWN

* This procedure is used when an intruder
invades the premises.

e All doors, windows, classrooms and
administrative offices are locked. Students,
teachers and employees remain in their
classroom/offices until the “ALL CLEAR”
signal is given.
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¢ Under lockdown procedures, NO ONE will
be allowed to enter or leave the building.

e The local law enforcement authorities will
provide assistance if needed.

VIOLATIONS

« There could be legal ramifications if an
individual violates SHELTER IN PLACE and
LOCKDOWN procedures.

CRIMINAL TRESPASSING - Texas Penal
Code section 30.05

DISRUPTION - Texas Education Code
section 37.124

CLASS B MISDEMEANORS

VIOLATIONS

Employees shall comply with the standards of
conduct set out in this policy and with any other
policies, regulations, and guidelines that impose
duties, requirements, or standards attendant to
their status as District employees. Violation of any
policies, regulations, and guidelines may result in
disciplinary action, including termination of employ-
ment. [See Policy DF series]

SEXUAL HARASSMENT
DEFINITION:

Sexual harassment is verbal or physical conduct that
denigrates or shows hostility or aversion toward an
employee because of his/her gender and that:

1. Has the purpose or effect of creating an intimi-
dating, hostile, or offensive working environ-
ment;

2. Has the purpose or effect of unreasonably
interfering with an individual’'s work performance;

3. Otherwise adversely affects an individual's
employment opportunities.

Harassing conduct includes (1) epithets, slurs,
negative stereotyping or threatening, intimidating, or
hostile acts that relate to gender and (2) written or
graphic material that denigrates or shows hostility or
aversion toward an individual or group because of
gender and that is placed on walls, bulletin boards,
or elsewhere on District premises, or is circulated in
the workplace.

PROHIBITED CONDUCT

Employees shall not engage in conduct constituting
sexual harassment toward co-workers or students.

District officials or their agents shall investigate all

allegations of sexual harassment and officials shall
take prompt and appropriate disciplinary action
against employees found to engage in conduct

constituting sexual harassment.

COMPLAINT PROCEDURE

An employee who believes he or she has been or is
being subjected to any form of sexual harassment
shall bring the matter to the attention of the principal
or immediate supervisor, in accordance with the
procedures in the District's employee complaints
policy [see DGBA (LOCAL)]. However, no procedure
or step in that policy shall have the effect of requiring
the employee alleging harassment to present the
matter to a person who is the subject of the com-
plaint. Nor shall a sexual harassment complaint be
dismissed because it is not filed within the time lines
set out in DGBA (LOCAL).

RESIGNATIONS

Contract employees may relinquish their positions
and leave the employment of the District at the end
of any school year without penalty, provided the
employee submits a written resignation to the
Superintendent no later than 45 days prior to the
first day of instruction of the following school year.
Resignations after this date are contingent upon the
approval of the Superintendent and finding a suitable
replacement. A prepaid certified or registered letter of
resignation shall be considered submitted upon
mailing. The employee shall give as much notice as
possible and shall include in the letter of resignation
a statement of the reasons for resigning.

On-Line Exit Interview

Exit Interview if possible, will be scheduled for
employees leaving the district upon receipt of an
employee’s resignation, exit data sheet, or termina-
tion notice information. Procedures for requesting
service records will be provided by Human Re-
sources and Communication Services. Separating
employees are to provide contact information and
complete a questionnaire that provides the District
with feedback on his/her employment experience.
Please visit our GPISD website, click on Human
Resources then on the On-line Exit Interview link.
This will get you to the Exit Interview form you must
complete. Please Note: All District keys, books, D
badges property and equipment must be returned
upon separation from employment. The District may
withhold the cost of any unreturned items from
employee’s last pay check.

RETIREMENT

Eligibility for Employees Hired Prior to Septem-
ber 1, 2007:
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—_

Age 65 with five or more years of service;

2. Age 50 with 30 or more years of service;

3. Age 55 with five or more years of service
(with reduced annuity);

4. Any age below 50 with 30 or more years of
service (with reduced standard annuity);

5. Disability retirement;

6. Meet the rule of 80 (age + service)

Eligibility for Employees Hired on or After Septem-
ber 1, 2007:

1. Age 65 with 5 or more years of service;

2. Age 60 with 5 or more years of service and
meets the rule of 80 (age + service);

3. Any age before 60 but meets rule of 80
with at least 5 years of service will have a
5% annuity reduction for each year under
age 60.

4. 30 years of service but do not meet the rule
of 80 at retirement will have a 5% reduction
for each year under age 60.

A TRS counselor should be contacted by the
employee when considering retirement (1-800-223-
8778).

REPORTING ROUTINE ABSENCES

When staff members are absent from school, they
must notify the supervisor to whom they directly
report no later than the time specified by the
campus or department. In addition, staff members
must also call their absence in to the substitute
finder system. Itinerant personnel must notify

their coordinating office.

STATE PERSONAL LEAVE-
(POLICY DEC LEGAL)

A state minimum personal leave program consisting
of five days per year personal leave, with no limit on
accumulation and no restrictions on transfer among
districts, shall be provided for all District staff
members. The District may provide additional
personal leave beyond this minimum. The Board
may adopt a policy governing an employee’s use of
personal leave granted under this subsection.
Education Code 22.003(a)

District employees retain any leave accumulated as
state minimum leave under former Section 13.904(a)
of the Education Code. Former Section 13.904(c),
Education Code, continues to govern the use of that
sick leave. Leave days shall be used only for the
following:

1. lliness of the employee;
2. lliness of a member of the employee’s immedi-
ate family;

3. Family emergency;

4. Death in the employee’s immediate family

Acts of the 74th Legislative Session, Senate Bill 1,
Sec. 66. For the purposes of state leave accrued
before May 30, 1995, and local leave, the term
“immediate family” shall include:

1.  Spouse;

2. Son or daughter, including a biological,
adopted, or foster child, a son-or daughter-in-
law, a stepchild, a legal ward, or a child for
whom the employee stands in loco parentis;

3. Parent, stepparent, parent-in-law, or other
individual who stands in loco parentis to the
employee;

4. Sibling, step-sibling, sibling-in-law;
5. Grandparent and grandchild;

6. Any person who may be residing in the
employee’s household at the time of illness or
death

MEDICAL CERTIFICATION

An employee absent more than five consecutive
workdays because of personal illness shall submit,
upon return to work, a medical certification of iliness
and of his/her fitness to return to work. An employee
absent more than five consecutive workdays
because of illness in the immediate family shall
present, upon return to work, medical

certification of the family member’s iliness.

Note: The District may require certification of
“fitness for duty” from employees as a result of
related conduct, attendance or other job perfor-

mance related concerns.

WORKDAY/WORK Schedules

An “equivalent workday” for purposes of accumula-
tion, use, or recording shall mean the number of
hours per day associated with the employee’s usual
work assignment.

Any District employee charged with supervising other
employees and establishing work schedules reserves
the right, in his or her sole discretion, to change or
alter the work schedule and/or duty days of any
employee in a manner which serves the best
interests of the supervisor’'s department and/or
District.
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STATE PERSONAL LEAVE-
RATE OF ACCRUAL

Each employee shall earn state personal leave, in
equivalent workdays, at the rate of one-half a
workday for each 18 workdays of employment, up to
the statutory maximum of five workdays per year.

TYPES OF STATE PERSONAL LEAVE

Under authority of Education Code 22.003 and to
preserve the employee’s leave entitlement while
minimizing disruption to the instructional program, the
Board requires employees to differentiate between
uses of personal leave:

NON-DISCRETIONARY

To be used for the same reasons and in the same
manner as state leave accumulated prior to May
30,1995. [See DEC (LEGAL)]

DISCRETIONARY

To be taken at the individual employee’s discretion,
subject to limitations outlined on the following
pages.

REQUEST FOR
DISCRETIONARY LEAVE

A notice of request for discretionary personal leave
shall be submitted to the principal or designee by
noon two days in advance of the anticipated absence
(The required form is available at your department/
campus). Discretionary personal leave shall be
granted on a first-come, first-served basis, with a
maximum of ten percent of the total staff of a
campus or department which exceeds ten people
permitted to be absent at the same time for discre-
tionary personal leave. If the campus or department
is within the ten percent limit, the supervisor may
use discretion in the event of requests received after
the deadline.

Use of discretionary personal leave shall be
considered granted unless the principal or desig-
nee notifies the employee to the contrary within 24
hours of receipt of the request.

DURATION OF LEAVE

Discretionary personal leave may not be taken for
more than three consecutive days, except in extenu-
ating circumstances as determined by the Superin-
tendent.

SCHEDULE LIMITATIONS

Discretionary leave shall not be allowed on the day
before or after a school holiday, days scheduled for
end-of-semester or end-of-year exams, days
scheduled for TAKS tests, professional or staff
development days, the first or last two weeks of the
school year, or the first or last day of a grading
period.

LOCAL LEAVE (POLICY DEC LOCAL)

All employees in positions normally requiring ten
months of service shall earn an additional five
equivalent workdays of local leave per school year.
Employees in positions normally requiring 11 months
of service shall earn an additional six equivalent
workdays of local leave per school year, and
employees in positions normally requiring 12 months
of service shall earn an additional seven equivalent
workdays of local leave per school year. This leave
shall be earned at the same rate as state personal
leave, shall be taken with no loss of pay,

and shall accumulate without limit.

EXTENDED SICK LEAVE

The District shall provide local extended sick leave
days for employees suffering from personal illness or
disability, including pregnancy-related disability,

as follows. After an employee has exhausted all
leave, his or her salary shall be reduced at full pay
for the first three extended sick leave days, and at
the current daily rate of pay for substitutes for
subsequent days. This shall be done in accordance
with the number of years an employee has worked
for the District as follows:

1. Employees, with fewer than six years of
service with the District shall be allowed a
maximum of 10 days of extended sick leave.
After the employee has exhausted all state
and local leave, the employee’s salary shall
be reduced at full pay for the first 3 days;
further, the employee’s salary shall be
reduced by the current daily rate of pay for
substitutes for the remaining 7 days of
extended leave. For any days over the
maximum of 10, the employee’s salary shall
be reduced at full pay.

2. Employees with six years or more service
with the District shall be allowed a maximum
of 30 days of extended leave. After the
employee has exhausted all state and local
leave, the employee’s salary shall be reduced
at full pay for the first 3 days; furthermore, the
employee’s salary shall be reduced by the
current rate of pay for substitutes for the
remaining 27 days extended leave. For any
days over the maximum of 30, the
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employee’s salary shall be reduced at full
pay.

Written verification from a doctor may be
required. Extended local sick leave days shall
not be subject to the worker's compensation
offset provision found in this policy.

IMPORTANT

GPISD HUMAN RESOURCES AND
COMMUNICATIONS SERVICES WANTS TO
HELP YOU UNDERSTAND YOUR OPTIONS

AND BENEFITS FOR LEAVE PURPOSES. IF
YOU KNOW IN ADVANCE THAT YOU ARE
GOING TO BE AWAY FROM YOUR JOB FOR
PERSONAL ILLNESS, FAMILY ILLNESS,
BIRTH/ADOPTION OF A BABY, ORANY
OTHER REASON INVOLVING AN ABSENCE
FOR MEDICAL REASONS OF MORE THAN
FIVE DAYS, PLEASE CALL
832-386-1233

MEDICAL LEAVES

FEDERAL FAMILY AND
MEDICAL LEAVE ACT (FMLA)

An employee of the District is eligible for FMLA when
all of the following requirements are fulfilled.

1. Employed by the District for at least 12
months.

2. Worked at least 1,250 hours of service with
the District during the previous 12 month
period.

FMLA allows eligible employees to take up to 12
work weeks of unpaid leave, without loss of any
employment benefit accrued prior to the beginning
of the leave. This leave may be taken during any 12-
month period for one or more of the following
reasons.

1. Birth or adoption, including placement for
foster care, of the employee’s child and in
order to care for the child, provided the leave
is taken within 12 months of the birth,
adoption, or placement of the child.

2. To care for the employees’ spouse, child, or
parent if the spouse, child, or parent has a
serious health condition.

3. Employee’s own serious health
condition that makes the employee unable to
perform functions of his/her position.

This 12-month period is defined as the fixed 12-
month period measured forward from the day the

employee’s first FMLA begins.

A FMLA may be taken on a intermittent or
reduced leave schedule or in blocks of time
when “medically necessary.” Intermittent
FMLA shall not be permitted for the care of a
newborn child or upon the adoption or
placement of a child with the employee.

B. If both spouses are employed by the District,
combined family and medical leave for the
birth, adoption, or placement of a child, or
care for a parent with a serious health
condition may be limited to a combined total
of 12 weeks as determined by the needs of
the District.

EMPLOYEE RIGHTS & RESPONSIBILITY
UNDER THE FAMILY & MEDICAL LEAVE
ACT

BASIC LEAVE ENTITLEMENT

FMLA requires covered employers to provide up to
12 weeks of unpaid, job protected leave to eligible
employees for the following reasons:

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

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

* To care for the employee’s spouse, son or
daughter, or parent, who has a serious health
condition; or

« For a serious health condition that makes the
employee unable to perform the employee’s
job.

MILITARY FAMILY
LEAVE ENTITLEMENTS

Eligible employees with a spouse, son, daughter, or
parent on active duty or call to active duty status in
the National Guard or Reserves in support of a
contingency operation may use their 12-week leave
entitlement to address certain qualifying exigencies.
Qualifying exigencies may include attending certain
military events, arranging for alternative childcare,
addressing certain financial and legal arrangements,
attending certain counseling sessions, and attending
post-deployment reintegration briefings.

FMLA also includes a special leave entitlement that
permits eligible employees to take up to 26 weeks of
leave to care for a covered service member during a
single 12-month period. A covered service member is
a current member of the Armed forces, including a
member of the National Guard of Reserves, who has
a serious injury or illness incurred in the line of duty
on active duty that may render the service member
medically unfit to perform his or her duties for which
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the service member is undergoing medical treat-
ment, recuperation, or therapy; or is in outpatient

status; or is on the temporary disability retired list.

BENEFITS AND PROTECTIONS

During FMLA, leave the employer must maintain the
employee’s health coverage under any “group health
plan” on the same terms as if the employee had
continued to work. Upon return from FMLA leave,
most employees must be restored to their original or
equivalent positions with equivalent pay, benefits,
and other employment terms.

Use of FMLA leave cannot result in the loss of any
employment benefit that accrued prior to the start of
an employee’s leave.

ELIGIBILITY REQUIREMENTS

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

DEFINITION OF SERIOUS
HEALTH CONDITION

A serious health condition is an illness, injury,
impairment, or physical or mental condition that
involves either an overnight stay in a medical care
facility, or continuing treatment by a health care
provider for a condition that either prevents the
employee from performing the functions of the
employee’s job, or prevents the qualified family
member from participating in school or other daily
activities. Subject to certain conditions, the continu-
ing treatment requirement may be met by a period of
incapacity of more than 3 consecutive calendar days
combined with at least two visits to a health care
provider or one visit and a regimen of continuing
treatment, or incapacity due to pregnancy, or
incapacity due to a chronic condition. Other condi-
tions may meet the definition of continuing treat-
ment.

USE OF LEAVE

An employee does not need to use this leave
entitlement in one block. Leave can be taken
intermittently or on a reduced leave schedule when
medically necessary. Employees must make
reasonable efforts to schedule leave for planned
medical treatment so as not to unduly disrupt the
employer’s operation. Leave due to qualifying
exigencies may also be taken on an intermittent
basis.

SUBSTITUTION OF PAID LEAVE
FOR UNPAID LEAVE

Employees may choose or employers may require
use of accrued paid leave while taking FMLA leave.
In order to use paid leave for FMLA leave, employees
must comply with the employer’'s normal paid

leave policies.

EMPLOYEE RESPONSIBILITIES

Employees must provide 30 days advance notice of
the need to take FMLA leave when the need is
foreseeable. When 30 days notice is not possible,
the employee must provide notice as soon as
practicable and generally must comply with an
employer’s normal call-in procedures.

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

EMPLOYER RESPONSIBILITIES

Covered employers must inform employees request-
ing leave whether they are eligible under FMLA. If
they are, the notice must specify any additional
information required as well as the employees’ rights
and responsibilities. If they are not eligible, the
employer must provide a reason for the ineligibility.

Covered employers must inform employees if leave
will be designed as FMLA-protected and the amount
of leave counted against the employee’s leave
entitlement. If the employer determines that the
leave is not FMLA-protected, the employer must
notify the employee.

UNLAWFUL ACTS BY EMPLOYER

FMLA makes it unlawful for any employer to:

* Interfere with, restrain, or deny the exercise of
any right provided under FMLA,;

* Discharge or discriminate against any person
for opposing any practice made unlawful by
FMLA or for involvement in any proceeding
under or relating to FMLA.
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ENFORCEMENT

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

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

FMLA section 109 (29 U.S.C. § 2619) requires
FMLA covered employers to post the text of this
notice. Regulation 29 C.F.R. § 825.300(a) may
require additional disclosures.

TEMPORARY DISABILITY LEAVE

All full-time employees are eligible for a maximum of
180 calendar days of Temporary Disability Leave
applied in 30 day increments upon medical certifica-
tion.

CERTIFICATION OF ILLNESS

Upon request for FMLA or, Temporary Disability day
Leave the employee shall provide medical certifica-
tion of the illness or disability. This certification shall
be at the request of the District and shall be at the
employee’s expense. If medical leave is required for
an unscheduled procedure or illness, medical
certification is required within 15 days after the first
of leave.

MEDICAL RELEASE

The employee’s request for reinstatement shall be
accompanied by medical certification of the
employee’s ability to perform essential job functions.

CONCURRENT USE OF LEAVE

Except for employees who are receiving workers’
compensation wage benefits, the District shall
require the use of all applicable accumulated sick
leave and personal leave in the order determined by
this policy, concurrently with family and medical
leave. [See WORKERS’ COMPENSATION, page 30]

PREGNANCY

The Pregnancy Discrimination Act of 1978 requires
that employees treat pregnancy the same as other
disabling illnesses or injuries for the purpose of
employment decisions. Therefore, medical leave for
this purpose is classified under FMLA and Temporary
Disability Leave.

ASSAULT LEAVE

In addition to all other days of leave, a District em-
ployee who is physically assaulted during the perfor-
mance of regular duties is entitled to the number of
days of leave necessary to recuperate from physical
injuries sustained as a result of the assault. At the
request of an employee, the District must immediately
assign the employee to assault leave. Days of
assault leave may not be deducted from accrued
personal leave. Assault leave may not extend more
than two years beyond the date of the assault.
Following an investigation of the claim, the District
may change the assault leave status and charge the
leave against the employee’s accrued personal leave
or against the employee’s pay if insufficient accrued
personal leave is available. Notwithstanding any other
law, assault leave benefits due to an employee shall
be coordinated with temporary income benefits due
from worker's compensation so the employee’s total
compensation from temporary income benefits and
assault leave policy benefits will equal 100 percent of
the employee’s weekly rate of pay.

LEAVE OF ABSENCES

BEREAVEMENT (FUNERAL) LEAVE

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

MILITARY LEAVE: SHORT TERM

All employees of the District who are members of the
military forces or of the reserve components of the
United States Armed Forces shall be granted a leave
of absence from their duties without loss of time,
efficiency rating, vacation time, or salary on all days
during which they are engaged in authorized training
or duty ordered or authorized by proper authority, not
to exceed 15 days in a federal fiscal year.

Such employees who are ordered to duty by proper
authority shall be restored, when relieved from duty,
to the position held by them when ordered to duty.
Govemment Code 431.005

MILITARY LEAVE: LONG TERM

Any employee, other than a temporary employee,
who leaves a position with the District to enter active
state military service is entitled to be reemployed by
the District in the same position held at the time of
the induction, enlistment, or order, or to a position of
similar seniority, status, and pay. To be entitled to
reemployment, the employee must be discharged,
separated, or released from active state military
service under honorable conditions not later than
the fifth anniversary after the date of induction,
enlistment, or call to active military service and must
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be physically and mentally qualified to perform the
duties of the military service.

An employee who cannot perform the duties of the
position because of a disability sustained during
state military service is entitled to reemployment in
the District in a position that the employee can
perform and that has like seniority, status, and pay
as the former position or the nearest possible
seniority, status, and pay. Govermment Code
613.003

To be reemployed, a veteran of the state military
must apply for reemployment not later than the

90th day after the date the veteran is discharged or
released from active state military service. Applica-
tion must be made in writing to the Superintendent
and have attached to it evidence of the

veteran’s discharge, separation, or release from state
military service under honorable conditions. Govern-
ment Code 613.004

A person reemployed after active state military
service shall not be discharged without cause
before the first anniversary of the date of the
reemployment. Government Code 613.005

“Military service” means service as a member of the
Texas National Guard or the Texas State

Guard. Govermnment Code 613.00](2) Employees
called into active military duty, the district will assure
that the combined pay from the military and the
district is not more than or less than his/her reqular
monthly pay. If the military pay is equal to or more
than his/her regular monthly wages, then the district
will not supplement the employees pay.

JURY DUTY

An employee shall be granted leave with pay and
without loss of accumulated leave for jury duty. The
employee shall be required to present docu-
mentation of the service and shall be allowed to
retain any compensation for this service.

OTHER COURT APPEARANCES

Absences for court appearances related to an
employee’s personal business shall be deducted
from the employee’s personal leave or shall be
taken by the employee as leave without pay.

RELIGIOUS OBSERVANCES

The District shall reasonably accommodate an
employee’s request to be absent from duty in

order to participate in religious observances and
absence shall be without pay unless applicable paid
local leave is available. 42 U.S.C. 2000 e (j), 2000e-
2(a); Ansonia Bd. of Education v. Philbrook, prac-
tices, so long as it does not cause undue hardship

on the conduct of District business. Such 107 S. Ct.
367 (1986); Pinsker v. Joint Dist. No. 2 f Adam
and Arapahoe Counties.735 F.2d 388 (10th Cir.
1984).

USE AND RECORDING

Employees shall have the option of charging their
absences related to personal leave to either their
state or local balances. This election shall be made
by the employee when completing the absence
report. Local personal leave shall be used under the
terms and conditions applicable to state personal
leave. Employees shall be charged leave as used
even if a substitute is not employed.

Leave shall be recorded in whole workdays and half
workdays only, except in accordance with provisions
for intermittent leave in the Family and Medical
Leave Act, or when coordinated with workers’
compensation benefits as provided in this policy.

WORKERS COMPENSATION

Report all on job injuries to the immediate supervisor
of that functional area. An employee receiving workers’
compensation wage benefits shall be assigned to
family and medical leave, if applicable. The employees
shall inform the appropriate administrator whether he
or she chooses to use available paid leave while
receiving workers’ compensation wage benefits

1. TRANSITIONAL DUTY - The District may provide
transitional duty for employees if available, for a
period not to exceed thirty days consecutively, or
nonconsecutively per injury.

2. SICK LEAVE OFFSET - An employee who
chooses to use paid leave shall have his or her
weekly workers compensation wage benefit supple-
mented up to the pre-injury regular weekly wage. The
District shall charge the employee’s accrued leave
proportionally until the available leave

is exhausted.

OTHER ABSENCES

Any other leaves granted or days of absence shall
result in a deduction of the daily rate of pay for each
day of absence, unless otherwise provided. [See
DMD(LOCAL)]

NEUTRAL ABSENCE POLICY

District employees who have exhausted all leave to
which they are entitled: state sick leave, personal
leave, local leave, extended sick leave, family and
medical leave, temporary disability leave, and
assault leave, shall have their employment with the
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District terminated. This termination is without
prejudice to the person seeking reemployment with
the District. This policy shall be applied regardless
of the reasons for the absence, i.e., state sick and
personal leave, local leave, extended sick leave,
family and medical leave, temporary disability leave,
assault leave, or work related injury. This policy shall
not apply to individuals on active military status and/
or on leave protected by veterans’ employment laws.

GRIEVANCE PROCEDURES

The purpose of this policy is to provide employees
an orderly process for the prompt and equitable
resolution of complaints. The Board intends that,
whenever feasible, complaints are found in DGBA
(LOCAL).

OTHER REVIEW PROCESSES

Complaints alleging certain forms of harassment
shall be processed in accordance with DHC.

Complaints arising from any of the following must be
addressed through the local and statutory processes
indicated below:

1. The proposed non-renewal of a term contract
issued under Chapter 21 of the Texas
Education Code, in accordance with DFBB.

2. The proposed termination or suspension
without pay of an employee on a probation-
ary, term, or continuing contract issued under
Chapter 21 of the Texas Education Code
during the contract term, in accordance with
DFAA, DFBA, or DFCA, respectively.

NON DISCRIMINATION

The names of District coordinators for compliance
with federal nondiscrimination laws are found in DAA
(LOCAL). Issues specific to sexual harassment

complaints are found in DHC (LOCAL).

The principal of each campus and other supervisory
personnel shall ensure that all employees under
their supervision are informed of these policies.
Employees shall be provided copies of these policies
at the time of employment and whenever revised. A
copy of these policies will be printed in the employee
handbook each year and also available on-line at
www.galenaparkisd.com.

DEFINITION

A complaint under this policy shall include griev-
ances concerning an employee’s wages, hours, or
conditions of work and specific allegations of

unlawful discrimination in employment on the basis
of sex (including allegations of sexual harassment),
race, religion, national origin, age or disability, or on
the basis of the employee’s exercise of constitu-
tional rights. [See also DHCI] A complaint must
specify the individual harm alleged.

CONSOLIDATION

When the Superintendent determines that two or
more individual complaints are sufficiently similar in
nature and remedy to permit their resolution through
one proceeding, he/she may consolidate the com-
plaints.

“WHISTLE BLOWER” COMPLAINTS

Employees who allege adverse employment action in
retaliation for reporting a violation of law to an
appropriate authority shall initiate a grievance under
this policy within 90 days after the date on which the
alleged suspension, termination, or other adverse
employment action occurred or was discovered by
the employee through reasonable diligence. (See DG
(Legal)

The complaint shall first be filed in accordance with
Level Two, below. Time lines for the employee and
the District set out in this policy may be shortened to
allow the Board to make a final decision within 60
days of the initiation of the complaint.

FREEDOM FROM RETALIATION

Neither the Board, nor the administration, shall
unlawfully retaliate against any employee for
bringing a complaint under this policy. [see DG].

GENERAL PROVISIONS

Complaints shall be heard in informal administrative
conferences. All complaints arising out of an event
or related series of events must be addressed in one
complaint. An employee is excluded from bringing
separate or serial complaints concerning events
about which the employee has previously com-
plained. Costs of any complaint shall be paid by the
party incurring them. All complaints shall be in
writing. In resolving complaints, time is of the
essence. All time limits shall be strictly complied
with, unless extended by mutual consent. All
references are to business days.

The appropriate administrator at each level shall
respond to the employee within ten days of a
complaint conference. Written complaints shall
receive a written response. The employee has ten
days after receiving a response to appeal to that
limit, and the employee waives any right to process
the complaint further. Employees shall be entitled to
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administrative review conferences as outlined in the
Level One and Level Two sections below and to a
written presentation of the complaint to the Board as
specified in the Level Three section. Announcing a
decision in the employee’s presence constitutes

communication of the decision.

REDRESS OF GRIEVANCES

Employees shall have the right, in a peaceable
manner, to assemble together for their common
good and to apply to those invested with the powers
of government for redress of grievances or other
purposes by petition, address, or remonstrance.

Tex. Const., Act. 1, Sec. 27

WAGES, HOURS
CONDITIONS OF WORK

The prohibition against collective bargaining shall
not impair employees’ rights to present grievances
concerning their wages, hours of employment, or
conditions of work, either individually or through a
representative that does not claim the right to strike.
Gov't Code 617.005

APPRAISALS

Employees may present grievances regarding the
appraisal process and shall receive a written
response. The Board has the authority to review the
educational judgment of an appraiser regarding
denial of credit and may award credit if the
appraiser’s educational judgment was clearly
erroneous or an abuse of discretion. Heredia v.
Central Education Agency No 91-5232, 261 St Dist.
Ct. Travis City. (TEA did not appeal the judgment,
which is binding on the commissioner, but not all
school districts. The case is pending before TEA;
the commissioner’s decision, which must be consis-
tent with this holding, will be binding on all districts.
When that decision is rendered, a new citation will be
included.)

RIGHT TO REPRESENTATION

An employee, or a group of employees, may be
represented in a grievance presentation at any

level through an attorney or through any other
person or organization that does not claim the right
to strike. Gov't Code 617.005; Corpus Christi Fed. of
Teach. Corpus Christi ISD, 572 S. W. 2d

663 (Tex. 1978); Sayre, Mullins 681 S.W. 2d 25 (Tex.
1984); Lubbock Professional Firefighters, City of
Lubbock, 742 S. W. 2d 413 (Tex. App. - Amairrillo,
writ ret'd n.r.e.)

PRESENTATION

An employee’s legal right to present a grievance is
satisfied at each level when someone in a position of
authority hears the employee’s concern; however,
that authority is under no legal compulsion to take
action to rectify the matter. Atty. Gen. Op. H-422
(1974); Cor| hristi ISD_ v. Padilla, 709 S.W. 2d

700 (Tex. App. Corpus Christi, 1986, no writ)

BOARD’S ROLE

The Board shall consider complaints or grievances
presented to it in writing only. The presentation of
evidence or oral argument is not permitted. The
Board shall consider the written record and may
render a decision on the complaint or grievance if it
so chooses. The decision, if any, by the Board shall
be in open session. The lack of official action by the
Board upholds the administrative decision at Level
Two. The employees shall be notified in writing of
any action or lack of action taken by the Board.

At its sole discretion, the Board reserves the right to
allow oral presentations by both the administration
and the employee, based on the record developed at
lower administrative levels. Any decision to allow
oral presentations shall be made by the Board at the
Level Three.

“Days” in this complaint/grievance procedures policy
shall mean district business days.

LEVEL ONE

Complaint forms must be filed:

1. Within 15 days of the date the employee first
knew, or with reasonable diligence should
have known, of the decision or action giving
rise to the complaint or grievance; and

2. with the lowest level administrator who has
the authority to remedy the alleged problem.
In most circumstances, employees on a
school campus shall file Level One com-
plaints with the campus principal; other
District employees shall file Level One
complaints with their immediate supervisor.
If the only administrator who has authority to
remedy the alleged problem is the Superin-
tendent or designee, the complaint may
begin at Level Two following the procedure,
including deadlines, for filing the complaint
form at Level One.

If the complaint is not filed with the appropriate
administrator, the receiving administrator must note
the date and time the complaint form was received
and immediately forward the complaint to the
appropriate administrator.
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The appropriate administrator shall hold a confer-
ence with the employee within ten days after receipt
of the written complaint.

The administrator shall have ten days following the
conference to provide the employee a written

response.

LEVEL TWO

If the employee did not receive the relief requested
at Level One or if the time for response has expired,
the employee may request a conference with the
Superintendent or designee to appeal the Level One
decision.

The appeal notice must be filed in writing, on a form
provided by the District, within ten days after receipt
of a response or, if no response was received,
within ten days of the response deadline at Level
One.

The Superintendent or designee shall hold a
conference within ten days after the appeal notice is
filed. At the conference, the Superintendent or
designee shall consider only the issues and
documents presented at Level One and identified in
the Level Two appeal notice. The Superintendent or
designee shall have ten days following the confer-
ence to provide the employee a written response.

LEVEL THREE

If the employee did not receive the relief requested
at Level Two or if the time for a response has
expired, the employee may appeal the decision to
the Board.

The appeal notice must be filed in writing, on a form
provided by the District, within ten days after receipt
of a response or, if no response was received,
within ten days of the response deadline at Level
Two.

The Superintendent or designee shall inform the
employee of the date, time, and place of the Board
meeting at which the complaint will be on the
agenda for consideration by the Board.

At the Level Three, the Level Two hearing officer
shall submit to the Board all written and oral
information (audiotape recordings) presented at
Level Two, along with the Level Two response. The
Board shall consider information provided by the
Level Two hearing officer at a meeting to be held not
later than 45 days from the date of the employee’s
appeal to Level Three. The presentation of evidence
or oral argument is not permitted. The Board shall
consider the written record and may render a
decision on the complaint or grievance if it so

chooses. The decision, if any, by the Board shall be
in open session. The lack of official action by the
Board upholds the administrative decision at Level
Two. The employee shall be notified in writing of any
action or lack of action taken by the Board.

At its sole discretion, the Board reserves the right to
allow oral presentations by both the administration
and the employee, based on the record developed
at lower administrative levels. Any decision to allow
oral presentations shall be made by the Board at the
meeting at which the Board reviews the record at
Level Three. If the Board allows oral presentations,
the Board shall schedule another meeting, for the
purpose of hearing oral presentations. These oral
presentations shall be subject to time limitations
established by the Board and shall be granted by the
Board only in unusual cases. If the Board allows oral
presentations, the Board shall consider the written
record and the oral presentations, and may render a
decision on the complaint or grievance if it so
chooses. The decision, if any by the Board shall be
made in open session. The lack of official action by
the Board upholds the administrative decision at
Level Two. The employees shall be notified in writing
of any action or lack of action taken by the Board.

The District shall determine whether the complaint
will be considered in open or closed meeting in
accordance with the Texas Open Meetings Act and
other applicable law. [See BE]

COMPENSATION

ALL PERSONNEL

The Superintendent shall develop and recommend to
the Board for adoption a pay system for all District
personnel. Any pay increases shall be approved by
the Board. Copies of the District’s pay system are
available from the Superintendent’s office.

Professional personnel employed for less than full
time or less than a full year shall be paid an amount
specified in the employment agreement.

EXEMPT/NONEXEMPT

The Superintendent or designee, within guidelines
set out in federal regulations, shall determine the
classification of positions or employees as “exempt”
or “nonexempt” for purposes of compliance with the
Fair Labor Standards Act.

SUPPLEMENTAL DUTIES

The Superintendent or designee may assign supple-
mental duties to personnel exempt under the Fair
Labor Standards Act, as needed. These
noncontractual duties may be modified or discontin-
ued at any time for any reason or no reason, at the
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sole discretion of the District. The assignment of
these duties shall not create any expectation of
continued assignment to that same duty or any other
duty. The employee shall be compensated for these
assignments according to the supplemental duty
payment schedule system established by the Board.

OVERTIME COMPENSATION

Supervisors of nonexempt employees shall ensure
an agreement or understanding with the employees
regarding the form of compensation for overtime
(cash or compensatory time off) prior to the
performance of the work causing the overtime
duty. These agreements or understandings need not
be in writing, but the supervisor shall maintain some
record of them, such as a calendar notation, a memo
to the file, or some similar indication that the
employee was notified of the type of compensation
to expect.

SALARIES

Set by the Board of Trustees annually

SUPPLEMENTAL PAY

* Grade Level Chairpersons
* Department Chairs
e Co-Curricular Positions, etc.

TEACHER RETIREMENT

*  6.4% Staff Member Contribution plus TRS insur-
ance contribution

ANNUAL LEAVE

» Sick Leave

FINANCIAL SERVICES

Automatic Check Deposit (optional)

Tax Sheltered Annuities (optional)

24 pay periods (not optional)

Credit Union (United Community Credit Union)

GALENA PARK ISD BENEFITS

STUDENT/TEACHER STAFFING RATIO

* Grades Pre-K - 4 = 22:1 (State mandated)

SUPPORT STAFF
» Librarians, Nurses, Counselors
» ESL, Bilingual Teachers, Truant Officers
» Clerical and Instructional Aides

VITAL PROFESSIONAL
GROWTH PROGRAM

e Curriculum Coordinators
* New Teacher Induction/Mentor Program

SUPPORTIVE COMMUNITY

* Active Support Organizations
» Parent Volunteers

SUPPORTIVE ADMINISTRATION

» Service Focused
* Team Approach
* Clear Policies/Procedures

*  Open Communication

DISTRICT COMMUNICATIONS

* Board Policy - on-line * Please know that all
current GPISD Board policies are on-line and
accessible through the District website:
www.galenaparkisd.com.

This on-line information is provided to communi-
cate District policy and related compliance
expectations to GPISD employees.

Please see complete acknowledgment of
electronic distribution of policies form on page 44
and complete / file as directed.

*  GPISD web site

¢ Five-Year Educational Plan

* Employee Handbook-District Calendar
e Various Brochures/Bulletins

* District Newsletter - Insight

*  Your schools newsletter

* Galena Park TV (GPTV)

STAFF DEVELOPMENT

« Vital in-service programs provide professional
growth opportunities in a variety of areas from
improving management skills and interpersonal
relationships to teaching techniques and subject
area information. Workshops are scheduled on
the state-required in-service days.

* New Teacher Mentor Facilitator

PROFESSIONAL INVOLVEMENT
OPPORTUNITIES

Staff members have both learning and input opportu-
nities through participation in several councils and
committees, some of which follow:
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Academic Advisory Council

Curriculum Implementation Workshops
Curriculum Development Committees
Textbook Selection Committees

Insurance Committee

Numerous Campus Committees

Technology Committees

DPAC

Clerical/Paraprofessional Advisory Committees

A staff member should contact the building principal
or appropriate department head to make known his/
her interest in serving on one of these committees.
Workshops on improving management skills,
interpersonal relationships, teaching techniques and
subject area information are scheduled on the state-
required in-service days.

SERVICE AWARDS

In recognition of the value of years of service with
GPISD, awards are given for 5, 10, 15, 20 and 25
years of service following the anniversary of employ-
ment. Additional awards for service are given for 30,
35 and 40 years of service.

EMPLOYEES LIVING
OUTSIDE THE DISTRICT

Employees living outside the District are permitted to
transfer their children into the District. They may
select the school that is the most convenient for their
family. Employees shall be responsible for providing
student transportation. Consideration shall be given
to ethnic ratio, student-teacher ratio, availability of
staff, and the general welfare of the District when
making such assignments.

A request for transfer shall be made at the time the
employee is hired. A request for transfer shall be
renewed annually during the month of March and
submitted to the board for approval.

NOTE: Attendance and conduct expectations
must be met by students on such transfers for
GPISD enroliment to be maintained.

GALENA PARK INDEPENDENT SCHOOL
DISTRICT EMPLOYEE
BENEFITS SUMMARY

The information provided is a summary of the group
insurance benefits available for all regular employees
of the Galena Park Independent School District. If
there is any conflict between any plan summary, its
contract, or the master policy, the contract or master
policy will prevail. The Galena Park Independent
School District is the plan sponsor and administra-
tion for all programs. Claim determinations are

made by the individual insurance companies.
Health benefit information may also be found at the
GPISD web site under HRCS/Employee Information/
Employee Benefits.

ELIGIBILITY

All regular employees are eligible to participate in
the following group plans:

* Medical and dental coverage

* Medical reimbursement

* Child care reimbursement (Dependents)
* Life insurance

* Vision insurance

 Long term disability insurance

As defined in Board Policy, "regular employees” are
employees working 20 hours per week on a regular
basis. All regular employees are eligible for coverage
on the first of the month following their date of hire
as explained in the section regarding effective dates

of coverage.

BENEFIT PLAN YEAR / EFFECTIVE
DATES OF COVERAGE

September 1, 2009 - August 31, 2010.

New hires may choose their actively-at-work date
(the date they start work) or the first of the month
following their actively-at-work dates as their
effective date of coverage. If choosing the actively-
at-work date, full premium for the month will be due:
Premiums are not prorated.

Employees may also enter into the health plan
during open enroliment, or a qualifying event period.

A qualifying event period is a thirty day event set
forth by the IRS/Section 125 that allows an employee
to make changes to their health plans for the
following reasons:

Open enroliment:

*  Marriage or divorce

*  Birth or adoption

+  Change in employment status for
employee or spouse

*  Unpaid leave of absence taken by
an employee or spouse

»  Death of spouse or dependent

»  Court order

+  Significant change in coverage

+ Loss of coverage from a state agency
(i.e.. medicaid, CHIP)

Section 125 is an IRS code that allows an em-
ployee to purchase qualified benefits on a pre-
taxed basis. This may lower your federal taxes
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taken in your paycheck to increase take home pay.
Because this is an IRS regulation Galena Park ISD
MUST abide by the rules.

Benefits housed under Section 125 for Galena Park
ISD are Medical, Dental, Vision, and Flexible
Spending Accounts. All deductions are paid current
and must be taken on the 30th and the 15th of the
month (example: to pay for April coverage, deduc-
tions will be take March 31st and April 15th.)

OPEN ENROLLMENT

GPISD offers a spring and summer enrollment
when employees may elect to change from one
medical or dental plan to another, add or drop
coverage, or opt for participation in the Flexible
Spending Account (FSA). No plan changes will be
accepted after August 31, 2009, unless the em-
ployee has a qualifying event. Summer enrollment:
August 1 - August 31, 2009. Spring enrollment: May 1
- May 15, 2010.

EMPLOYEE RIGHTS

The Galena Park ISD health plan exists for the
exclusive benefit of employees. Galena Park ISD
expects the benefit plans described to be permanent,
however, because future conditions affecting the
District cannot be anticipated or foreseen, the District
does reserve the right to amend, modify or termi-
nate any and all plans at any time. Employee rights
and appeal procedures in regard to denial of claims,
payment of benefits, limitations on coverage of
COBRA, are presented in the plan document for
each benefit plan. Your plan representative or your
Employee Benefits Department may be contacted for
more information.

PLAN SUMMARIES

A copy of our health plan documents for Galena Park
ISD is located at the central office, or on-line at
www.galenaparkisd.com. See HRS/Employee
benefits. Outlined below and on the next few pages

are summaries of the health plans.

MEDICAL COVERAGE

Galena Park ISD offers all regular employees
medical plans by TRS-ActiveCare, a statewide health
coverage program for public education employees
established by the 77th Texas Legislature. There are
four (4) PPO plan options administered by Blue
Cross and Blue Shield of Texas and Medco.

DENTAL COVERAGE

Galena Park ISD offers all regular employees an

opportunity to choose a dental plan from the two
options listed below:

United Health Care Dental - PPO
United Health Care Dental - DHMO

The District contributes $6 monthly towards the
premium.

LIFE INSURANCE

Term Life Insurance benefits is available to all
eligible employees. The amount of term life and the
premiums are determined by the employee’s salary.
All employees will receive 25K coverage paid by the
District.

VISION CARE

Employees may elect vision care coverage through
United Health Care Vision. All employees will receive
the district paid employee only coverage, however
the District does not contribute to dependent cover-
age. Enrollment information is available through the

Employee Benefit Office.

LONG TERM DISABILITY

An employee may elect disability coverage with
FORTIS/ASI. Participation is available through
payroll deduction. The District does not contribute to
the cost of this coverage. Brochures detailing the
plan offered are available through the Employee

Benefits Office.

COBRA

In compliance with federal law known as COBRA
(Consolidated Ominbus Budget Reconciliation Act of
1955), the Galena Park ISD offers employees and
family members the opportunity for a temporary
extension of medical and dental coverage (called
“continuation of coverage”) at group rates in certain
instances where coverage under group plan would
otherwise end. Cost to the COBRA participant would
be equal to the total of the employer and employee
contributions, plus 2% for the coverage selected.
Cobra will be notified by United Health Care.

QUESTIONS

General questions regarding your benefits may be
directed to the Employee Benefits staff in HRCS or
directly to the carrier.

Employee Benefits Specialists:

Diana Villasana 832-386-1245

dvillasana@galenaparkisd.com
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Gina Martinez
gmartinez@galenaparkisd.com

TRS-ActiveCare/Blue Cross
Blue Shield

Medco - PBM Pharmacy

United Health Care Dental PPO

United Health Care Dental DHMO
United Health Care Vision

Sheely Dean
ASI/Disability Insurance

Galena Park ISD Benefits

832-386-1276

1-866-355-5999
1-800-922-1557

1-877-816-3596

1-800-232-0990

1-800-638-2120

832-878-2605



Fraud and Ethics Reporting
LSV

Please ufilize the district policy online to vaildate and prepare any complaints dealing with violation of company policy,
or misuse of company property.
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Division of NCLB Program Coordination
http://www.tea.state.tx.us/nclb/
nclb@ftea.state.tx.us
(512) 463-9374

Information/Document Web Address
NCLB Hot Topics www.tea.state.tx.us/nclb/

New Postage to NCLB Web Site www.tea.state.tx.us/nclb/new.html

USDE Guidance www.tea.state.tx.us.nclb/usde.html

TEA Guidance www.tea.state.tx.us/nclb/stateltrs.html

Draft Policy Guidance www.tea.state.tx.us.nclb/stateltrs/QandADocument9-30-02.pdf
AYP Web Site www.tea.state.tx.us/ayp

2003 AYP Guide www.tea.state.tx.us/ayp/2003/guide.pdf

Sample Parents Right-to-Know
Notice in English www.tea.state.tx.us/nclb/sampleenglishparent-right-to-know.doc

Sample Parents Right-to-know
Notice in Spanish www.tea.state.tx.us/nclb/spanishnoticeteacherqual.doc

Sample Notice of Teacher not
Highly Qualified in English www.tea.state.tx.us/nclb/sampleenglish4weeks.doc

Sample Notice of Teacher not
Highly Qualified in Spanish www.tea.state.tx.us/nclb/spanishnotice4weeks.doc

Sample Principal Certification for
Section 1119 www.tea.state.tx.us/nclb/sampleprincipal.doc

Sample Private School www.tea.state.tx.us/nclb/sample-pri-cert.doc
Official Certification

NCLB Bulletin - Issue 1.1
Highly Qualified Teachers and
Paraprofessional Requirements www.tea.state.tx.us/nclb/bulletins/Bulletin1-1HQ. pdf

NCLB Bulletin 0 Issue 1.2 Highly Qualified
Teachers and HOUSE www.tea.state.tx.us/nclb/bulletins/Bulletin1-2HOUSE . pdf

Listserv for Program Information and Web
Updates www.tea.state.tx.us/list/
Select “NCLB” from the drop down menu.
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You must have access to a computer with internet capability. Once you have accessed the worldwide web
through the internet, access the SBEC web site at http:/www.sbec.tx.us.

1.

2.
3.
4

On the SBEC Main Web page, locate On-line Services for Educators and click on those
words with your mouse.

This directs you to Why you should create an account with SBEC?

Click on the blue button entitled New User? Create New account.

You will be directed to the Educator Account Search screen:

+ Enter your Last Name
¢ Social Security Number
« Date of Birth

Click the Search button. The system will search for your records. A search is done to
verify that you do not already have an on-line account set up.

Note: If you already have an account set up in the on-line system, you will receive a
message: “A record already exists in our system with that ssn”. If this happens, you
would click on the Home button, and it will take you back to the main web page. You will
need to repeat steps 1 & 2 then select Login to login as an existing user, using your estab-
lished user name and password. If you do not remember these, click on Forgot Password.

If you are not found in the search, or if you have not set up an account but do have data in the
system, such as prior certificates or tests, you will be directed to the Educator Profile Setup
screen.

You will then complete or update all required fields. Required fields are indicated by an asterisk
(*). They are First and Last Name, Gender, Date of Birth, Ethnicity, Your address, City,
State, Zip, County and Email address. Click the Continue button. If you have completed all
required fields, you will be directed to the Educator NEW Account Setup screen.

You will create your unique User Name and Password.

The user name and password must be at least eight (8) characters long and can be numbers or
letters. You will need to remember them as you will use them each time you login to the SBEC
On-line System.

Example:
User Name: ftester2
Password: ftester2

Once you have entered the user name and password, click Continue, and you will be directed
to the Educator Main Menu, where you will be able to apply for certification, view certification
records, view examination results, and find other useful information.

Im nt Note: Edu rs M d Their Mailing Addr

Effective December 2, 2002, every educator, certificate holder, or applicant must maintain a current mailing address
with the State Board for Educator Certification (SBEC). The address must be able to receive mail delivered by the
United States Postal Service. Failure to maintain a current mailing address with SBEC may result in the following:

failure to receive important information or notice of a proceeding regarding an individual’s certifica-
tion or application status, including renewal requirements for a Standard Educator Certificate;
failure to receive a certificate; or

certificate sanction or denial.

If you need further assistance, please contact SBEC toll free at 1-888-863-5880, Monday through Friday, 8 am to 6 pm CST
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2010-2011
EMPLOYEE AGREEMENT FOR ACCEPTABLE USE OF
THE ELECTRONIC COMMUNICATIONS SYSTEM

You are being given access to Galena Park ISD’s Network and the Internet. GPISD’s goal in providing this service
is to promote educational excellence by facilitating and providing communications for resource sharing, collabo-
rative work, databases, software, and access to other information sources such as libraries and museums.
Access to Internet resources also brings the possibility of encountering material that may not be considered to be
of educational value in the context of the school setting. The District has taken precautions to restrict access to
controversial materials; however, on a global network it is impossible to control all materials. Although an indus-
trious user may discover controversial information, the valuable information and interaction available on this
worldwide network far outweigh the possibility that users may discover material that is not consistent with District
educational goals.

The successful operation of the network relies upon the proper conduct of the users who must adhere to strict
guidelines. The following rules of acceptable use are provided so that users are aware of the ethical and legal
responsibilities associated with the use of network resources.

Rules of Acceptable Use:

A. General Use:

- Access to the District's electronic communication system is a privilege, not a right. Noncompliance with
applicable regulations may result in suspension or termination of privileges and other consequences listed
below.

System users shall keep all passwords confidential.

Students are not allowed to have access to any restricted, password-protected program, such as the
attendance program or the electronic grade book.

System users may not use another person’s system account or email account.

System users are prohibited from changing any computer settings or configurations. The district technology
department is responsible for making any changes to campus computer configurations.

System users may not install any software, including but not limited to commercial software, shareware,
freeware, original software and/or utilities onto computers or networks without specific authorization from the
Technology Department. All installed software must be licensed.

Personal computing devices (i.e. laptops, PCs, etc.) are not allowed to be connected to the district’s
network.

The District has the right to determine who will be given access to the GPISD electronic communication
system.

The use of proxy / anonymizer sites is strictly prohibited.

Connecting any device to the network that provides access to the Internet via a connection not provided by
the technology department is strictly prohibited. (i.e. access points, aircard, etc.)

B. Internet Usage:

- Access to the Internet shall be made available to employees primarily for instructional and administrative
purposes and in accordance with administrative regulations. Limited personal use is permitted, but such
use may not have a detrimental impact on the system.

Using the system for commercial activities or political lobbying is prohibited.

Using the network in such a way that would disrupt the use of the network by other users (such as chain
letters or accessing real audio for extended periods of time) is prohibited.

Students must be monitored and have a school/program related assignment when accessing the network
and Internet.

All staff members are responsible in the education of students regarding appropriate online behavior, copy
right and Internet Safety guidelines.

C. Electronic Communication Use:

GPISD electronic communications are not private. Network administrators may review electronic
communications and logs of Internet sites visited to verify appropriate use.

GPISD electronic communications are for district business. Limited personal use is permitted, but such
use may not have a detrimental impact on the system.

Users are required to Archive all business related transactions. Archive directions are located on the
district website, in addition training is offered on the campus and district level.
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D. Computer Ethics:

System users must abide by copyright laws.

System users are not allowed to copy or transmit copyrighted material, threatening or obscene material, or
pornography.

Any malicious attempts to harm, modify, or destroy District equipment or materials, another user’s data, or
any other networks that are connected to the Internet is prohibited as a violation of District Policy.

E. Consequences

Violation of any of the policies described above may result in disciplinary actions which could include:
loss of network privileges, written reprimand, suspension or termination of employment.

F. Disclaimer of Liability

The District shall not be liable for users’ inappropriate use of electronic communications resources or
violations of copyright restrictions, users’ mistakes or negligence, or costs incurred by users. The District
shall not be responsible for ensuring the accuracy or usability of any information found on the Internet.

2010-2011
Agreements

| understand and will abide by the Galena Park ISD Acceptable Use Policy for the Electronic
Communications System. | understand that it is my responsibility to obtain training and keep up
with archiving business email transactions. | further understand noncompliance with applicable
rules and regulations may result in suspension or termination of privileges and other disciplinary
actions consistent with District policies. Violations of law may result in criminal prosecution as
well as disciplinary action by the District.

Name:
(Please Print)

Signature: Date:

Campus / Location: Position:

Release Form for Display of Employee Photograph on the Internet
The purpose of displaying employee photographs on the District Web site or campus Web site is to inform
others of GPISD professional staffing, learning activities, and programs. Please indicate your preference by
checking the appropriate space below. (Employee names and E-mail address are considered directory
information and are available to the public.)

| give my permission for my photograph to be published on a campus or District Web page.

I do not give my permission for my photograph to be published on a campus or District Webpage.

Signature:
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GALENAPARKISD
EMPLOYEE HANDBOOK RECEIPT ACKNOWLEDGMENT

Employee

| hereby acknowledge receipt of the electronic access to and or receipt of the Galena Park
ISD 2010-2011 Employee Handbook. | agree to abide by the rules and instructions govern-
ing employment in Galena Park ISD. My signature verifies that | have read and understand
the aforementioned requirements.

The purpose of this handbook is to provide information that will help with questions and
pave the way for a successful year. Not all District policies and procedures are included.
The information in this handbook is subject to change as situations warrant, and | under-
stand that changes in the policies may supersede, modify, or eliminate District policies
summarized in this booklet. | accept responsibility for keeping informed of these changes. |
hereby acknowledge that | may access Board policies regarding employment as required
under the Educational Code 21.204(d) and the Board policies regarding student discipline
as required under Education Code 37.018 by visiting the District’s website.

This handbook is neither a contract nor a substitute for the official District policy manual.
Rather, it is a guide to, and a brief explanation of, District policies. District policies and
procedures can change at any time. For more information, employees may confer with their
supervisor, call the appropriate District office, or refer to District policy on-line.

| understand that | have an obligation to inform my supervisor or department head of any
changes in personal data, such as phone number, address, etc. | also accept responsibility
for contacting Human Resources Services if | have any questions or concerns and need
further explanation.

Employee Signature:

Date:

Please complete the above information and return to your supervisor.
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GALENAPARKISD
ACKNOWLEDGMENT OF ELECTRONIC
DISTRIBUTION OF POLICIES

| hereby acknowledge that | have been offered the option to receive a paper copy or to
electronically access at www.galenaparkisd.com the Board policies regarding employ-
ment as required under Education Code 21.204(d) and the Board policies regarding
student discipline as required under Education Code 37.018.

| have chosen to:

Receive a paper copy of the policies and will contact Human Resource
Services via Pam Grant at pgrant@galenaparkisd.com or 832-386-1241.

Accept responsibility for accessing the policies through an accessible
District computer and printer at galenaparkisd.com. The related link is
under ADMINISTRATION. Proceed to POLICY ON LINE link for access to
all GPISD policies.

I have been informed as to how to access these policies from the District's Web page
and understand that if | have any questions regarding these policies, | should direct
those questions to my immediate supervisor.

Employee Signature:

Date:

Campus/Work site:

Please complete the above information and return to your supervisor.



43  GALENAPARKINDEPENDENT SCHOOL DISTRICT
PERMISSION FOR NON-SCHOOL EMPLOYMENT

In accordance with Board policy DBF (Local) the following information should be completed by
employees working for profit outside of employment with Galena Park ISD.

Date: Name;

Campus:

| request permission to be employed during non-school hours.

Name of non-school district employer:

Days and hours employed (i.e. M & T from 6:00 p.m. - 8:00 p.m.):

Employee’s Signature Date

(PLEASE DO NOT WRITE BELOW THIS LINE)

PRINCIPAL'S / SUPERVISOR’'S RECOMMENDATION

Approved Disapprove

Principal’s / Supervisor’s Signature Date

SUPERINTENDENT’S / DESIGNEE RECOMMENDATION

Approved Disapprove

Superintendent’s / Designee’s Signature Date

Comments:




Frequently Asked Questions

How are staff development hours acquired?
Staff development may occur in the district as posted on Eduphoria Workshop, or out of
district by attending workshops, conferences, or taking college courses.

Where are my staff development hours counted and stored?
Staff development hours are accumulated and stored via the Eduphoria Waorkshop in
your portfolio. They will remain there indefinitely even after you leave the district.

How many hours of professional development or CPE hours am | required 1o
have?

Beginning August, 2008, GPISD requires that all professional staff complete 150 clock
hours of continued professional education (CPE) before September 1, 2012,

Whar about my previous hours?

The hours that are in your portfolio will remain there and may be used by those
teachers on a Standard Certificate who are required to have 150 hours prior to applying
for re-certification through SBEC. The re-cerification date is 5 years (on your hirthday)
from the issuance of your certificate and is different for everyone. You may reach the
SBEC link through the HRS site.

So now | have two cycles?

Yes, some teachers will have two cycles. Teachers on a Standard Cerificate will need
150 hours dependant on the date of certification and 150 hour for GRISD every five
years. Teachers on a Lifetime Cerificate will all have one, new cycle beginning next
year that requires 150 hours. As stated earlier, for teachers on the Standard
Certificate, vour hours will MOT disappear and may be used for SBEC cerification
pUIpOSEs.

Whar if  am a re-tired/re-hired reacher ar part time?
You are required to have ¥ (75 hours) every five years.

Whar if | take a college course?

Each college hour is equal to 15 clock hours. (One 3hr. course= 45 clock hours) You
will enter each course as an “Out of District” workshop and attach a copy of your
transcript as documentation.

How do | get credit for attending a session?

If the session was in Eduphoria, you have 48 hours fo take the survey to receive credit.
If the session was not in Eduphoria then you follow the directions for “Out of District
Cradit”

How do | know what kind of workshops 1o take?

Your principal or content area specialist maost likely is the best source for determining
appropriate fraining sessions. Another suggestion is to go the TEA Wehsite and look at
the Framework for Staff Development.

Can I arrive late? Can I leave early?

You are expected to he at a session at the ime of start. You are expectad to paricipate
for the entire tima of the session. During a session, GPISD Standards required that
cell-phones he turmed off, side-conversations not occur, and that you participate fully.

Whar if | forget 1o take the survey for credit?
You will need to submit the workshop as an Qut of District course, attach proof of
attendance with an explanation on Formspace.

44



GALENA PARK INDEPENDENT SCHOOL DISTRICT

(oo EEN (7))

14

15

20

21

16
22123

27

28

29H31

Checks Mailed for 8/14/09

NOVEMBER
2010

wW

T

F

3] 4

5

10 2

—
Slolw

17

18

19120

24

25

26|27

Checks Mailed for 11/27/09

FEBRUARY
2011

W

T

2

3

T
1
8

9

10

11112

-_—

13 |15

16

17

18119

20121122

23 |2l 25

26

27128

14

20121

27128

31

PAYROLL CALENDAR

2010-2011

SEPTEMBER

2010

M

T|W

1

T[F
2

6

71819

10

12

13

15] 16

17

19

20

2112223

24

26

27

28 30

DECEMBER
2010

M

T|W

F

1

3

6

[CIRNIES|

718

10

12

13

16

[EaIs

17

19

20

2112223

24

26

27

28

29H31

Checks Mailed for 12/31/09

MARCH
2011

S

M

WIT

I

6

7

T
1123
819110

11

12

OCTOBER
2010

T{(W|T

F
1

5167

8

((oJ1\S] (V)]

10| 1

1(12]13

15

1711

8|19

20| 21| 22

23

24

25

26|27

29

30

31

JANUARY
2011

T{(W| T

F

[ d I (0]

3|14(5]6

7

11112

14

N
(6}

16

17

18

19]20] 21

22

23

24

25]26

28

29

30

31

i i

5]16(17

-_

18

19

20

21

2212324

25

26

27

28

29H31

S

M

5

6|78

10

12

13

15

17

19

2

0]21[22{23

24

26

2

7128 30

Checks Mailed for Month of June

F
1

8

10

11 13

15

| (m

17

18

22

23

24

25126|2

19]20] 21}
7

29

30

M

T[F
1

415|678

10

11112113

15

[
>lo[dlm

17

18] 19

20| 21] 22

23

24

2512627

29

30

31

(e}

hecks Mailed for Month of July

H

DIRECT DEPOSIT - EFFECTIVE DATE

CHECK DATE - DELIVERY TO CAMPUS/DEPT




2010-11 School Calendar

July 2010

Sun Mon Tues Wed Thu Fri Sat

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
26 26 27 28 29 30 3

August 2010
Sun Mon Tues Wed Thu F Sat
1 2 3 4 5 6 7

g "8 "0 11 "2 113 14

15 (18 17 (8 @3 € 2

22{(23 24 25 26 27 28
29 30 A

September 2010

Sun Mon Tues Wed Thu Fri  Sat

1 2 3 4
s @ 7 &8 8 w0 1
12 13 14 15 16 17 18
19 20 21 22 23 24) 25
26(27 28 29 30

October 2010

Sun Men Tues Wed Thu  Fri

g

i 4 & 6 7 8
10 11 12 13 14 18} 1
17 {18 19 20 21 22 23
24 25 26 27 28 |28) 30
31

November 2010

Sun Mon Tues Wed Thu Fri  Sat

(1 2 3 4 & G
7 8 9 10 11 (12) 13
14 1% 16 17 18 19 20
N 22 23 24 25 26 7
28 29 30

o o P

December 2010
Sun Mon Tues 'Wed Thu Fn oat
1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 [17)118
(] 20 21 22 23 24
) 27 28 29 30 31

* MNew Teacher Inservice
¥ August 9-13

() Staff Days/Student Holiday

¥ August 16-20 ¥ November 12
¥ January 3 ¥ February 21
¥ April 16 ¢ June 3

B Holidays - Campuses & Administration Building
v September & (Labor Day)
v Novermnber 22-26 (Thanksgiving)
v December 20-31 (Winter Break)
v January 17 (Martin Luther King Day)
v April 22 (Good Friday)
v May 30 (Memaorial Day)

[l Additional Holidays - Campuses Only
¥ March 14-18 (Spring Break)

() Six Weeks

First Semester
1. August 23 - September 24 (24 days)
2. September 27 - October 29 (25 days)
3. Novernber 1 - December 17 (29 days)

Second Semester
4. January 4 - February 18 (33 days)
5. February 22 - April 15 (34 days)
6. April 18 - June 2 (32 days)

{ } Nine Weeks
First Semester
1. August 23 - Oclober 15 (39 days)
2. October 18 - Decernber 17 (39 days)
Second Semester
3. January 4 - March 11 {47 days)
4. March 21 - June 2 (52 days)

[ ] Early Dismissal Days (All students)
¥ October 29 v June 2
¥ December 17

Bad Weather Makeup Days
v May 30 ¥ June 3

State TEStiI‘Ig Da',rs {Subject io change if reqguired by TEA)
¥ October 19-22 (TAKS Exit Level Retest)

¥ March 1 (TAKS Testing)

¥ March 1-4 (TAKE Exit Level Retest)

¥ April 4-5 (TAKS Math - Grades 5 & 8)

¥ April 25-29 (TAKS Testing and TAKS Aetest)

¥ May 17 (TAKS Math - Grades 5 & 8 Retest)

January 2011
Sun Mon Tues Wed Thu Fr S?t
7 8
14 15
2 2
28 29

2 3){(4 5 s
9 10 11 12 13
16 [ 18 19 20
23 24 25 26 27
30 31

February 2011

Jun Mon Tues Wed Thu Fn Sat

1 2 3 4 5
6 7 & 9 10 11 12
13 14 15 16 17 18)19
ED[E_‘I_) (22 23 24 25 E26
27 28

March 2011

Sun Men Tues Wed Thu Fn Zat

1 2 3 4 &

6 7 & 9 10 11}12

IR 14 15 16 17 18 g

20 {21 22 23 24 25 26
27 28 29 30 3N

April 2011

Sun Mon Tues Wed Thu Fri Sat

1 2
3 4 &5 6 7 8 9
011 12 13 14 15}@
17 (18 19 20 21 E 23
24 26 26 27 28 29 30

May 2011
Tues Wed Thu Fri Sat
1 2 3 4 & 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

29 EJ o

June 2011

Sun Mon Tues Wed Thu Fri Sat

1 [23) 4
5 6 7 & 9 1W0MN
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 a0



