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INTRODUCTION

The purpose of this handbook is to provide infoiorathat will help with questions and pave the way

for a successful year. Not all district policieslgmocedures are included. Those that are have been
summarized. Suggestions for additions and improvesie this handbook are welcome and may be sent
to Nancy Lee, Director of Human Resources.

This handbook is neither a contract nor a substiiut the official district policy manual. It is ho
intended to alter the at-will status of employeeany way. Rather, it is a guide to and a brief
explanation of district policies and procedureatedd to employment. District policies and procedure
can change at any time; these changes shall sdpessg handbook provisions that are not compatible
with the change. For more information, employeey reéer to the policy codes that are associated wit
handbook topics, confer with their supervisor, @t the appropriate district office. A hard copytbé
policy manual is located at the Central Office @ndvailable for employee review during normal
working hours. The policy manual is also locatedioe at _http://www.jacksonvilleisd.org.




Employee handbook receipt

Name

Campus/worksite

Position

| hereby acknowledge receipt of a copy of the Jawckidle ISD Employee Handbook.
| agree to read the handbook and abide by the atdsdpolicies, and procedures defined or refeeice
this document.

Employees have the option of receiving the handboak electronic format or hard copy.
To access the handbook electronically, go to thkstaville ISD website at www.jacksonvilleisd.org

Click on “Employment” at the left of the screen.eficlick on “Employee Handbook.” Acrobat Reader
is required to open the document.

Please indicate your choice by checking the approte box below:

@ | choose to receive the employee handbook in @@mic format and accept responsibility for
accessing according to the instructions provided.

@ | choose to receive a hard copy of the employeardbook.

The information in this handbook is subject to an understand that changes in district polioiey
supersede, modify, or render obsolete the infomnaaummarized in this booklet. As the district
provides updated policy information, | accept regpbility for reading and abiding by the changes.

| understand that no modifications to contracteddtronships or alterations of at-will employment
relationships are intended by this handbook. lewstdind that | have an obligation to inform my
supervisor and the Human Resources Office of aap@bs in personal information, such as phone
number, address, etc. | also accept responsibalitgontacting my supervisor or the Human Resaurce
Office if | have questions or concerns or needhierrexplanation.

Signature Date

Note: You have been given two copies of this foRtease sign and date one and keep it. Sign and date
the other copy and submit it to your campus/depamtrsecretary.



Description of the district

Jacksonville Independent School District is locaabdut 30 miles south of Tyler, 100 miles southeést
Dallas, and approximately 200 miles northeast afiston. Jacksonville ISD encompasses 219 square
miles in Cherokee County with a student enrollnaedragpproximately 4800. All functional school
buildings are air-conditioned and well equipped.

District map
See Appendix, p. 98

Mission statement, goals and objectives

Policy AE
See Appendix, p. 40

The mission of the Jacksonville Independent Sdbstiict, as a community-wide partnership with a
shared sense of pride, shall be to ensure eactestutkvelops the educational capacity to reaclohis

her full potential and become a contributing citiza an ever-changing, competitive world. This kbal
accomplished through highly skilled, caring facultiverse community resources, advanced technology,
and facilities that provide a positive learning @oenment.

Board of Trustees
Policies BA, BB, BD and BE series

Texas law grants the board of trustees the powgovern and oversee the management of the district’
schools. The board is the policy-making body witthie district and has overall responsibility foe th
curriculum, school taxes, annual budget, employméttie superintendent and other professional,staff
facilities, and expansions. The board has comgletefinal control over school matters within limits
established by state and federal law and reguktion

The board of trustees is elected by the citizentb@flistrict to represent the community’s commititrte
a strong educational program for the district'ddrein. Trustees are elected by position or place,
accordance with Texas lavElections of Trustees are held annually for threaryerms in cycles keyed
off the years below.

Two Places 2005, 2008, 2011, and so forth
Three Places. 2006, 2009, 2012, and so forth
Two Places... 2007, 2010, 2013, and so forth
Trustees serve without compensation, must be srgistvoters, and must reside in the district.

Current Board Members

President, Mr. James Houser Mr. Jimmy Brown Dale Jamerson
Vice President, Mr. Jim Tarrant, Jr. Mr. Jos&a Mr. Pat McCown
Mr. Todd Travis



The Board usually meets in the Board Room locatéldeaAdministration Building, 1547 Pine St.

In the event that large attendance is anticipdtedboard may meet at an alternate site as pdspedtial
meetings may be called when necessary. A writtéilcaof regular and special meetings will be posted
near the front door of the Administration Buildiagleast 72 hours before the scheduled meeting time
The written notice will show the date, time, plaaed subjects of each meeting. In emergencies, a
meeting may be held with a two-hour notice.

All meetings are open to the public. Under certaioumstances, Texas law permits the board to o in
a closed session. Closed session may occur forteirgs as discussing prospective gifts or donation
real-property acquisition, certain personnel matiecluding employee complaints, security matters,
student discipline, or to consult with attorneygaring pending litigation.

Board meeting schedule for 2009-2010

Regular meetings of the Board shall be held orthilnd Monday of each month at 6:30 p.m. Should it
become necessary to change the date or time gareneeting, the notice for that meeting shdleot
the changed date or time. All board meeting notazesposted on the glass wall by the front doghef
Administration Building prior to each meeting.

Administration

Dr.Joe Wardell.............cooooiiii i, . ..Superinteadt
JUAY TeITY . i Asst Supt of Currlculum and Instruction
Lindy Finley ....... ..o Asst. Supt. of Finance afiperations
Troy Parker. .. ..o e Director of Purchasing
Tina SteWart.......o.vvviii i e e Director of Federal & State Programs
NANCY LB .. e e Human Resources Director
Leslie George..............................Director of Special EduoafStudent Services/504
Rita Rosales..........ccccev i, Director of Bilingual Ed./Special Languages
StEVE WEIIS... e Athletic Director

O = Y = T g (=] Food Service Director
Olen MOMON. ... e e e e Maintenance Director
MK POP . et e e Custodial Dactor
John Keller.... ... e Transportation Director
Hedda Alexander...........ooooe e e Director of Technology
Marvin ACKer ... ..o e ..Chief of Pate
Marc MCCIoUd........coooiiii e e Publlc Relatlons ©ddinator

School calendar
See Appendix, p. 99



Helpful contacts

From time to time, employees have questions ore@wmsc If those questions or concerns cannot be
answered by supervisors or at the campus or depattevel, the employee is encouraged to conta&ct th
appropriate department as listed above under “Adhtnation” or those listed below.

School directory

High School Tammy Jones, Principal 1210 Corkth 903-586-3661
Leanne Jamison, CTE Director 903-586-1021

Middle School Lisa Cox, Principal 1541 Pine St. 903-586-3686
Nichols Intermediate Laurie Greathouse, Princi@a8 SW Loop 456  903-541-0213
East Side Elementary Charles Lowery, Principal FtlWorth St. 903-586-5146
Fred Douglass Elementary  Amber Penn, Principal g St. 903-586-6519
Joe Wright Elementary Brad Stewart, Principal 21&HEpoo St. 903-586-5286
West Side Elementary Sandi Jones, Principal Rioset Ave. 903-586-5165
Compass Center Neta Clark, Principal 436 SW 46pH  903-589-3926
EMPLOYMENT

Equal employment opportunity
Policies DAA, DIA

Jacksonville ISD does not discriminate againstemployee or applicant for employment because of
race, color, religion, gender, age, national origisability, military status, genetic information on any
other basis prohibited by law. Employment decismiisbe made on the basis of each applicant’s job
gualifications, experience, and abilities.

Employees with questions or concerns about disoation on the basis of race, color, religion, gende
national origin, age, military status or genetimmmation should contact Dr. Joe Wardell, Supendant
and District Title IX Coordinator. Employees withi@gtions or concerns about discrimination on the
basis of a disability should contact Dr. Leslie @ 504 Coordinator.

Job vacancy announcements
Policy DC

To the extent possible, announcements of job vaeaiy position and location are distributed on a
regular basis and posted at the central adminmtrauilding and on the JISD website.

Employment after retirement

Individuals receiving retirement benefits from fheacher Retirement System (TRS) may be employed
in limited circumstances on a full- or part-timestsawithout affecting their benefits, accordingieS
rules and state law. Detailed information aboupleyyment after retirement is available in the TRS
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publication,Employment After RetiremenEmployees can contact TRS for additional informabgy
calling 800-223-8778 or 512-542-6400. Informatisraiso available on the TRS website
( www.trs.state.tx.us)

Contract and Noncontract employment
Policies DC, DCA, DCB, DCC, DCD, DCE

State law requires the district to employ all fuithe professional employees in positions requiang
certificate from State Board of Educator Certifioat(SBEC) and nurses under probationary, term, or
continuing contracts. Employees in all other posii are employed at-will or by a contract thatas n
subject to the procedures for nonrenewal or termmnainder Chapter 21 of the Texas Education Code.
The paragraphs that follow provide a general dpson of the employment arrangements used by the
district.

Probationary contracts. Nurses and full-time professional employees nethéadistrict and employed

in positions requiring SBEC certification must rieeeprobationary contracts during their first year
employment. Former employees who are hired aftieraat a two-year lapse in district employmeno als
may be employed by probationary contract (HB 538,1394). Probationary contracts are one-year
contracts. The probationary period for those wheeHaeen employed as a teacher in public education f
at least five of the eight years preceding emplayrmath the district may not exceed one school year
For those with less experience, the probationarpg@evill be three school years (i.e. three oneryea
contracts), with an optional fourth school yeahi board determines it is doubtful whether a term
contract should be given.

Term Contracts. Full-time professionals employed in positions reimgj certification and nurses will

be employed by term contracts after they have sstaky completed the probationary period. Campus
principals and central office administrators argkyed under two-year term contracts. The terms and
conditions of employment are detailed in the cartteend employment policies. All employees will
receive copies of their contracts. (Employmenidres are available atww.jacksonvilleisd.orgclick

on “Policy;” see specific policies in the D seriappn request, employees will receive hard copiies o
employment policies. Contact Nancy Lee, Directofoman Resources to request copies.)

Noncertified professional and administrative emploges.Employees in professional and
administrative positions that do not require SBE@ification (such as noncertified administratonsl a
directors of maintenance, custodial and food sejvace employed by either a one or two-year contrac
that is not subject to the procedures for nonrehewgermination under the Texas Education Code.

Paraprofessional and auxiliary employeesAll paraprofessional and auxiliary employees, rdtgss of

certification, are employed at-will and not by a@aet. Employment is not for any specified term amaly
be terminated at any time by either the employeb®district.

Searches and alcohol and drug testing
Policy DHE

Non-investigatory searches in the workplace, iniclg@ccessing an employee’s desk, file cabinets, or
work area to obtain information needed for usualitess purposes may occur when an employee is
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unavailable. Therefore, employees are hereby edtifiat they have no legitimate expectation ofgoyw

in those places. In addition, the district resemhesright to conduct searches when there is redsen
cause to believe a search will uncover evidenagark-related misconduct. Such an investigatorydear
may include drug and alcohol testing if the susgeetolation relates to drug or alcohol use. Thedrotit
may search the employee, the employee’s pers@masjtwork areas including district-owned computers,
lockers, and private vehicles parked on distriehpises or work sites or used in district business.

Employees required to have a commercial driver’s tiense Any employee whose duties require a
commercial driver’s license (CDL) is subject to glland alcohol testing. This includes all driversowh
operate a motor vehicle designed to transport X6ae people, counting the driver; drivers of large
vehicles; or drivers of vehicles used in the tramgdion of hazardous materials. Teachers, coadnes,
other employees who primarily perform duties otthen driving are subject to testing requirements
when their duties include driving.

Drug testing will be conducted before an individassumes driving responsibilities. Alcohol and drug

tests will be conducted when reasonable suspicitsg at random, when an employee returns to duty
after engaging in prohibited conduct, and as aWollup measure. Testing may be conducted following
accidents. Return-to-duty and follow-up testingl \wé conducted if an employee who has violated the

prohibited alcohol conduct standards or testedtipedior alcohol or drugs is allowed to return tatyl

All employees required to have a CDL or who otheeaare subject to alcohol and drug testing will
receive a copy of the district’s policy, the tegtiequirements, and detailed information on alcamal
drug abuse and the availability of assistance amgr Employees with questions or concerns relating
alcohol and drug policies and related educatioratknml should contact John Keller, Director of
Transportation, at 903-541-2398.

Health safety training
Policies DBA, DMA

Certain employees who are involved in physicah@ads for students must maintain and submit to the
district proof of current certification or training first aid, cardiopulmonary resuscitation (CPREg use
of an automated external defibrillator (AED), andiracurricular athletic activity safety. Certiftoan or
documentation of training must be issued by the Acaa Red Cross, the American Heart Association,
University Interscholastic League, or another orzgtion that provides equivalent training and
certification. Employees subject to this requiratmaust submit their certifications or documentatio
Stephanie Wofford, Health Services Coordinatortheyr expiration dates.

Reassignments and transfers

Policy DK
See Appendix, p. 43

All personnel are subject to assignment and reasggt by the superintendent or designee when the
superintendent determines that the assignmentgsignment is in the best interest of the district.
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Reassignment is a transfer to another positiorardeygnt, or facility that does not necessitateange

in the employment contract. Campus reassignmeuoss$ be approved by the principal at the receiving
campus except when reassignments are due to eertlbhifts or program changes. When
reassignments are due to enrollment shifts or pragrhanges, the superintendent has final placement
authority. Extracurricular or supplemental dutyigssients may be reassigned at any time. Employees
who object to a reassignment may follow the disprocess for employee complaints as outlinedis th
handbook and district policy DGBA (Local).

An employee with the required qualifications fgp@sition may request a transfer to another campus o
department. A written request for transfer mustdmmpleted and signed by the employee and the
employee’s supervisor. A teacher requesting a fieats another campus before the school year begins
must submit his/her request by June 1. Requestsafusfer during the school year will be considere
only when the change will not adversely affect etitd and after a replacement has been found. All
transfer requests will be coordinated by the HuiRasources office and must be approved by the
receiving supervisor.

Workload and work schedules
Policies DEA, DL

Professional employeef?rofessional employees and academic administraterexempt from overtime
pay and are employed on a 10-, 11-, or 12-montls pascording to the work schedules set by the
district. A school calendar is adopted each yeaigtating the work schedule for teachers and albstc
holidays. Notice of work schedules including regdidays of service and scheduled holidays will be
distributed each school year.

Classroom teachers will have planning periodsrstructional preparation, including conferencese Th
schedule of planning periods is set at the camgeed but must provide at least 450 minutes witlaiohe
two-week period in blocks not less than 45 minwghin the instructional day. Teachers and libaas
are entitled to a duty-free lunch period of at i€ minutes. The district may require teachersujoer-
vise students one day a week when no other persaravailable.

Paraprofessional and auxiliary employeesSupport employees are employed at will and will be
notified of the required duty days, holidays, andis of work for their position on an annual basis.
Paraprofessional and auxiliary employees are naeingx from overtime and are not authorized to work
in excess of their assigned schedule without @jpmroval from their supervisor.

Notification to parents regarding qualifications
Policies DK, DBA

In schools receiving Title | funds, the districrexqjuired by the No Child Left Behind Act (NCLB) to
notify parents at the beginning of each school yeatr they may request information regarding
professional qualifications of their child’s teach& CLB also requires that parents be notifiethdir
child has been assigned or taught for four or nsoresecutive weeks by a teacher who is not highly
qualified.



Texas law requires that parents be notified ifrtbhild is assigned for more than 30 consecutiyes da
a teacher who does not hold an appropriate teadairigicate. This notice is not required if paint
notification under NCLB is sent. Inappropriatebriified or uncertified teachers include individsiah
an emergency permit (including individuals waitbogake a certification exam) or individuals who do
not hold any certificate or permit. Informationathg to teacher certification will be made avaiato
the public upon request.

Employees who have questions about their certifinagtatus can call Nancy Lee, Director of Human
Resources at 903-586-6511 x 34.

Outside employment and tutoring
Policy DBD

Employees are required to disclose in writing ®itimmediate supervisor any outside employmertt tha
may create a potential conflict of interest witkithassigned duties and responsibilities or thé bes
interest of the district. Supervisors will consideitside employment on a case-by-case basis and
determine whether it should be prohibited becafiseconflict of interest.

Performance evaluation
Policies DN, DNA, DNB
See Appendix, pp. 44-48

Evaluation of an employee’s job performance ism@tiooous process that focuses on improvement.
Performance evaluation is based on an employesigressl job duties and other job-related criterith. A
employees will participate in the evaluation pracesth their assigned supervisor at least annually.
Written evaluations will be completed on forms apyad by the district. Reports, correspondence, and
memoranda also can be used to document perfornvaiocmation. All employees will receive a copy of
their written evaluation, have a performance carfee with their supervisor, and get the opportutaty
respond to the evaluation.

Employee involvement
Policies BQA, BQB

At both the campus and district levels, JacksoaViD offers opportunities for involvement in maste
that affect employees and influence the instrueli@ffectiveness of the district. As part of thetdct's
planning and decision-making process, employeesaithgr be asked or elected to serve on district- o
campus-level advisory committees. Plans and detaifermation about the shared decision-making
process are available in each campus office or ftenpolicy manual.

Staff development

Policy DMA
Staff development activities are organized to nieemneeds of employees and the district. Staff
development for instructional personnel is pred@ntty campus-based, related to achieving campus
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performance objectives, addressed in the campusirement plan and approved by a campus-level
advisory committee. Staff development for nonindianal personnel is designed to meet specific
licensing requirements (e.g., bus drivers) andinaetl employee skill development.

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

COMPENSATION AND BENEFITS

Salaries, wages, and stipends
Policy DEA, DEAA

Employees are paid in accordance with adminiseajividelines and a pay structure established fdr ea
position. The district’s pay plans are reviewedhw administration each year and adjusted as needed
All district positions are classified as exemphonexempt according to federal law. Professional
employees and academic administrators are genetaligified as exempt and are paid monthly salaries
They are not entitled to overtime compensatione®émployees are generally classified as nhonexempt
and are paid based on an hourly wage or salaryemm@ilve compensatory time or overtime pay for each
hour worked beyond 40 in a workweek. (S2&ertime page 11.)

All employees will receive written notice of thgiay each year. Classroom teachers, full-time lianas:;
full-time nurses, and full-time counselors will paid no less than the minimum state salary schedule
Contract employees who perform extracurricularuppemental duties may be paid a stipend in
addition to their salary according to the distgatXtra-duty pay schedule.

Employees should contact Debra Reid, Payroll Supervat 903-586-6511 x 27 for more information
about the district’s pay schedules or their own. pay

Annualized compensation
Policy DEA

The district pays all salaried employees over 1atmoregardless of the number of months employed
during the school year. Salaried employees wilbaie in equal monthly payments, beginning with the
first pay period of the school year. Employees Heparate after the last day of instruction wolthitnue
to receive paychecks through the end of the summer.

Paychecks

All employees are paid monthly. Paychecks will betreleased to any person other than the district
employee named on the check without the employeetsen authorization. During summer breaks,
paychecks will be mailed.
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An employee’s payroll statement contains detaitgddrmation including deductions, withholding
information, and the amount of leave accumulateycRecks are distributed on thé"a each month.

The schedule of pay dates for the 2009-2010 scfeavl follows:

September 25, 2009 December 17, 2009 March 28) 20 June 25, 2010
October 23, 2009 January 25, 2010 April 23, 2010 July 23, 2010
November 23, 2009 February 25, 2010 May 25, 2010 August 25, 2010

Automatic payroll deposit

Employees can have their paychecks electronicalbodited into a designated account. A notification
period of seven days prior to the next payroll dateecessary in order to activate this service.

Payroll deductions
Policy CFEA

The district is r