
(LOCAL) Policy Comparison Packet 

Each marked-up (LOCAL) policy in this collection reflects an automated comparison of 
the updated policy with its precursor, as found in the TASB Policy Service records. 

The comparison is generated by an automated process that shows changes as follows. 

 Deletions are shown in a red strike-through font:  deleted text. 

 Additions are shown in a blue, bold font:  new text. 

 Blocks of text that have been moved without alteration are shown in green, with 
double underline and double strike-through formatting to distinguish the text’s 

destination from its origin:  moved text becomes moved text. 

 Revision bars appear in the right margin, as above. 

While the annotation software competently identifies simple changes, large or 
complicated changes—as in an extensive rewrite—may be more difficult to follow. 

For further assistance in understanding changes, please refer to the explanatory notes in 
your Localized Policy Manual update packet or contact your policy consultant. 
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The Board has final authority to determine and interpret the poli-
cies that govern the schools and, subject to the mandates and lim-
its imposed by state and federal authorities, has complete and full 
control of the District.  Board action shall be taken only in meetings 
that comply with the Open Meetings Act.  [See BE(LEGAL)] 

When a proposal is presented to the Board, the Board shall hold 
a discussion shall be held and reach a decision reached.  Although 
there may be dissenting votes, which are a matter of public record, 
each Board decision shall be an action by the whole Board binding 
upon each member.   

Board members as individuals shall not exercise authority over the 
District, its property, or its employees.  Except for appropriate du-
ties and functions of the Board President, an individual member 
may act on behalf of the Board only with the express authorization 
of the Board.  Without such authorization, no individual member 
may commit the Board on any issue.  [See BDAA]BDAB]   

An individual Board member, acting in his or her official capacity, 
shall have the right to seek information pertaining to District fiscal 
affairs, business transactions, governance, and personnel matters, 
including information that properly may be withheld from members 
of the general public in accordance with the Public Information 
Chapter of the Government Code.  [See GBA] 

If a Board member is not acting in his or her official capacity, 
the Board member has no greater right to District records 
than a member of the public. 

An individual Board memberIndividual members shall not have 
access to confidential student records unless the member is acting 
in his or her official capacity and has a legitimate educational inter-
est in the records in accordance with policy FL.policies 
FL(LEGAL) and (LOCAL). 

In order to ensure a reasonable and orderly access of records by 
individual Board membersTrustees, each Board memberTrustee 
seeking access to personnel records and information concerning 
the District or its employees shall submitpresent a written request 
for the designated information sought to the Board President at 
least 72 hours in advance of the Board’s next called or regularly 

scheduled monthly meeting.  The Board President shall process 
each such request and ensure that the matter is timely placed on 
the meeting agenda.   

In the event that the request is for compilation or evaluation of in-
formation concerning the District, the Board as a whole shall dis-
cuss the merits of the request and shall vote on whether the re-
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quest should be granted, to whom the task should be assigned, 
and a projected completion date.   

If the request is for access to personnel records or other records of 
the District, the Board shall review the requested materials collec-
tively during the closed session of the next called or regularly 
scheduled meeting unless the records are not exempt from disclo-
sure under the Open Meetings Act, in which case the review shall 
be held in open session. 

In accordance with law, the District shall track and report any 
requests under this provision, including the cost of respond-
ing to one or more requests by any individual Board member 
for 200 or more pages of material in a 90-day period. 

At the time a Board member ismembers are provided access to 
confidential records or to reports compiled from such records, the 
Superintendent or other District employee shall advise the Board 
memberthem of thetheir responsibility to comply with confidentiali-
ty requirements.   

If employees, parents, students, or other members of the public 
bring concerns or complaints to an individual Board member, he or 
she shall refer them to the Superintendent or another appropriate 
administrator, who shall proceed according to the applicable com-
plaint policy.  [See (LOCAL) policies at DGBA, FNG, and GF]   

When the concern or complaint directly pertains to the Board’s own 

actions or policy, for which there is no administrative remedy, the 
Board memberTrustee may request that the issue be placed on 
the agenda. 
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The District shall notify parents of students in classrooms in which 
the regular teacher is not “highly qualified,” as required by law. 

Notification shall not be required, however, when:: 

1. The home campus teacher of a secondary school student as-
signed to a DAEP is considered the teacher-of-record; and 

2. The home campus teacher: 

a. Is highly qualified, 

b. Assigns and evaluates the student’s coursework, 

c. Provides substantially the same coursework and uses 
the same grading standards as in the regular classroom, 

d. Has final authority on the coursework grades and the fi-
nal grade for the course, and 

e. Is regularly available for face-to-face consultation with 
the student and the DAEP teacher; and 

3. The DAEP teacher meets all applicable SBEC certification 
requirements. 

All employees who have earned certificates, endorsements, or de-
grees of higher rank since the previous school year shallmust file 
with the Superintendent:: 

1. An official college transcript showing the highest degree 
earned and date conferred. 

2. Proof of the certificate or endorsement. 

The Superintendent or designee shall ensure that contract person-
nel possess valid credentials before issuing contracts. 

The District shall not use an employee’s social security num-
ber as an employee identifier, except for tax purposes [see 
DC].  In accordance with law, the District shall keep an em-
ployee’s social security number confidential.    

PARENT 
NOTIFICATION 

UPDATING 
CREDENTIALS 

CONTRACT 
PERSONNEL 

SOCIAL SECURITY 
NUMBER 



West Orange-Cove CISD  
181906  
  
REDUCTION IN FORCE DFFA 
FINANCIAL EXIGENCY (LOCAL) 

 

DATE ISSUED: 11/21/20137/2011    1 of 5 
UPDATE 9892  
DFFA(LOCAL)-A  

 

If the Superintendent determines that there is a need to reduce 
personnel costs, the Superintendent shall develop, in consultation 
with the Board as necessary, a plan for reducing costs that may 
include one or more of the following: 

 Salary reductions [see DEAB] 

 Furloughs, if the District has received certification from the 
Commissioner of a reduction in funding under Education 
Code 42.009 [see CBA and DEAB] 

 Reductions in force of contract personnel due to financial exi-
gency, if the District meets the standard for declaring a finan-
cial exigency as defined by the Commissioner [see CEA and 
provisions at REDUCTION IN FORCE DUE TO FINANCIAL 
EXIGENCY, below] 

 Reductions in force of contract personnel due to program 
change [see DFFB] 

 Other means of reducing personnel costs 

A plan to reduce personnel costs may include the reduction of per-
sonnel employed pursuant to employment arrangements not cov-
ered at APPLICABILITY, below. 

 See DCD for the termination at any time of at-will employ-
ment.  

 See DFAB for the termination of a probationary contract at the 
end of the contract period.  

 See DFCA for the termination of a continuing contract. 

 See DCE for the termination at the end of the contract period 
of a contract not governed by Chapter 21 of the Education 
Code. 

The following provisions shall apply when a reduction in force due 
to financial exigency requires: 

1. The nonrenewal or termination of a term contract;  

2. The termination of a probationary contract during the contract 
period; or  

3. The termination of a contract not governed by Chapter 21 of 
the Education Code during the contract period. 

Definitions used in this policy are as follows: 

1. “Nonrenewal” shall mean the termination of a term contract at 

the end of the contract period. 
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2. “Discharge” shall mean termination of a contract during the 

contract period. 

A reduction in force may take place when the Superintendent rec-
ommends and the Board adopts a resolution declaring a financial 
exigency.  [See CEA]  A determination of financial exigency consti-
tutes sufficient reason for nonrenewal or sufficient cause for dis-
charge.   

When a reduction in force is to be implemented, the Superinten-
dent shall recommend the employment areas to be affected. 

Employment areas may include, for example: 

1. Elementary grades, levels, subjects, departments, or pro-
grams. 

2. Secondary grades, levels, subjects, departments, or pro-
grams, including career and technical education subjects. 

3. Special programs, such as gifted and talented, bilingual/ESL 
programs, special education and related services, compensa-
tory education, or migrant education.   

4. Disciplinary alternative education programs (DAEPs) and oth-
er discipline management programs. 

5. Counseling programs. 

6. Library programs. 

7. Nursing and other health services programs. 

8. An educational support program that does not provide direct 
instruction to students. 

9. Other Districtwide programs. 

10. An individual campus. 

11. Any administrative position, unit, or department. 

12. Programs funded by state or federal grants or other dedicated 
funding. 

13. Other contractual positions. 

The Superintendent’s recommendation may address whether any 

employment areas should be: 

1. Combined or adjusted (e.g., “elementary programs” and 

“compensatory education programs” can be combined to 

identify an employment area of “elementary compensatory 

education programs”); and/or 

GENERAL GROUNDS 
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2. Applied on a Districtwide or campus-wide basis (e.g., “the 

counseling program at [named elementary campus]”). 

The Board shall determine the employment areas to be affected. 

The Superintendent or designee shall apply the following criteria to 
the employees within an affected employment area when a reduc-
tion in force will not result in the nonrenewal or discharge of all staff 
in the employment area.  The criteria are listed in the order of im-
portance and shall be applied sequentially to the extent necessary 
to identify the employees who least satisfy the criteria and there-
fore are subject to the reduction in force.  For example, if all nec-
essary reductions can be accomplished by applying the first criteri-
on, it is not necessary to apply the second criterion, and so forth. 

1. Qualifications for Current or Projected Assignment:  Certifica-
tion, multiple or composite certifications, bilingual certification, 
licensure, endorsement, highly qualified status, and/or spe-
cialized or advanced content-specific training or skills for the 
current or projected assignment. 

2. Performance:  Effectiveness, as reflected by: 

a. The most recent formal appraisal and, if available, 
consecutive formal appraisals from more than one 
year [see DNA];, whether completed by the District or 
by a previous district; and 

b. Any other written evaluative information, including disci-
plinary information, from the last 36 months. 

If the Superintendent or designee at his or her discretion de-
cides that the documented performance differences between 
two or more employees are too insubstantial to rely upon, he 
or she may proceed to apply the remaining criteria in the or-
der listed below.  

3. Extra Duties:  Currently performing an extra-duty assignment, 
such as department or grade-level chair, band director, athlet-
ic coach, or activity sponsor. 

4. Professional Background:  Professional education and work 
experience related to the current or projected assignment. 

5. Seniority:  Length of service in the District, as measured from 
the employee’s most recent date of hire. 

The Superintendent shall recommend to the Board the nonrenewal 
or discharge of the identified employees within the affected em-
ployment areas.   
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After considering the Superintendent’s recommendations, the 
Board shall determine the employees to be proposed for nonre-
newal or discharge, as appropriate.   

If the Board votes to propose nonrenewal of one or more employ-
ees, the Board shall specify the manner of hearing in accordance 
with DFBB(LOCAL).   

If the Board votes to propose discharge of one or more employees, 
the Board shall determine whether the hearing will be conducted 
by a TEA-appointed hearing examiner [see DFD] or will be a local 
hearing under Education Code 21.207 [see DFBB].   

The Superintendent or designee shall provide each employee writ-
ten notice of the proposed nonrenewal or discharge, as applicable.  
The notice shall include: 

1. The proposed action, as applicable; 

2. A statement of the reason for the proposed action; and 

3. Notice that the employee is entitled to a hearing of the type 
determined by the Board. 

An employee who has received notice of proposed nonrenewal or 
discharge may apply for available positions for which he or she 
wishes to be considered.  The employee is responsible for review-
ing posted vacancies, submitting an application, and otherwise 
complying with District procedures. 

If the employee meets the District’s objective criteria for the posi-
tion and is the most qualified internal applicant, the District shall 
offer the employee the position until:  

1. Final action by the Board to end the employee’s contract, if 

the employee does not request a hearing.   

2. The evidentiary hearing by the independent hearing examiner, 
the Board, or other person designated in DFBB(LOCAL), if 
the employee requests a hearing. 

An employee receiving notice of proposed nonrenewal of a term 
contract may request a hearing in accordance with DFBB. 

An employee receiving notice of proposed discharge from a con-
tract governed by Chapter 21 of the Education Code may request a 
hearing.  The hearing shall be conducted in accordance with DFD 
or the nonrenewal hearing process in DFBB, as determined by the 
Board and specified in the notice of proposed discharge.  
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An employee receiving notice of proposed discharge during the 
period of an employment contract not governed by Chapter 21 of 
the Education Code may request a hearing before the Board or its 
designee in accordance with DCE. 

If the employee requests a hearing, the Board shall take final ac-
tion after the hearing in accordance with DCE, DFBB, or DFD, as 
applicable, and shall notify the employee in writing. 

If the employee does not request a hearing, the Board shall take 
final action in accordance with DCE, DFBB, or DFD, as applicable, 
and shall notify the employee in writing. 
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This policy shall apply when a reduction in force due to a program 
change requires the nonrenewal of a term contract.  A program 
change may be due to, for example, a redirection of resources; ef-
forts to improve efficiency; a change in enrollment; a lack of stu-
dent response to particular course offerings; legislative revisions to 
programs; or a reorganization or consolidation of two or more indi-
vidual schools, departments, or school districts.   

Definitions used in this policy are as follows: 

1. “Program change” shall mean any elimination, curtailment, or 

reorganization of a program, department, school operation, or 
curriculum offering, including, for example, a change in cur-
riculum objectives; a modification of the master schedule; the 
restructuring of an instructional delivery method; or a modifi-
cation or reorganization of staffing patterns in a department, 
on a particular campus, or Districtwide.  

2. “Nonrenewal” shall mean the termination of a term contract at 
the end of the contract period. 

A reduction in force may take place when the Superintendent rec-
ommends and the Board approves a program change.  A determi-
nation of a program change constitutes sufficient reason for nonre-
newal.   

When a reduction in force is to be implemented, the Superinten-
dent shall recommend the employment areas to be affected.   

Employment areas may include, for example: 

1. Elementary grades, levels, subjects, departments, or pro-
grams. 

2. Secondary grades, levels, subjects, departments, or pro-
grams, including career and technical education subjects. 

3. Special programs, such as gifted and talented, bilingual/ESL 
programs, special education and related services, compensa-
tory education, or migrant education.   

4. Disciplinary alternative education programs (DAEPs) and oth-
er discipline management programs. 

5. Counseling programs. 

6. Library programs. 

7. Nursing and other health services programs. 

8. An educational support program that does not provide direct 
instruction to students. 
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9. Other Districtwide programs. 

10. An individual campus. 

11. Any administrative position, unit, or department. 

12. Programs funded by state or federal grants or other dedicated 
funding. 

13. Other contractual positions. 

The Superintendent’s recommendation may address whether any 
employment areas should be: 

1. Combined or adjusted (e.g., “elementary programs” and 

“compensatory education programs” can be combined to 

identify an employment area of “elementary compensatory 

education programs”); and/or 

2. Applied on a Districtwide or campus-wide basis (e.g., “the 

counseling program at [named elementary campus]”). 

The Board shall determine the employment areas to be affected. 

The Superintendent or designee shall apply the following criteria to 
the employees within an affected employment area when a pro-
gram change will not result in the nonrenewal of all staff in the em-
ployment area.  The criteria are listed in the order of importance 
and shall be applied sequentially to the extent necessary to identify 
the employees who least satisfy the criteria and therefore are sub-
ject to the reduction in force.  For example, if all necessary reduc-
tions can be accomplished by applying the first criterion, it is not 
necessary to apply the second criterion, and so forth. 

1. Qualifications for Current or Projected Assignment:  Certifica-
tion, multiple or composite certifications, bilingual certification, 
licensure, endorsement, highly qualified status, and/or spe-
cialized or advanced content-specific training or skills for the 
current or projected assignment. 

2. Performance:  Effectiveness, as reflected by: 

a. The most recent formal appraisal and, if available, 
consecutive formal appraisals from more than one 
year [see DNA];, whether completed by the District or 
by a previous district; and 

b. Any other written evaluative information, including disci-
plinary information, from the last 36 months. 

If the Superintendent or designee at his or her discretion de-
cides that the documented performance differences between 

CRITERIA FOR 
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two or more employees are too insubstantial to rely upon, he 
or she may proceed to apply the remaining criteria in the or-
der listed below.  

3. Extra Duties:  Currently performing an extra-duty assignment, 
such as department or grade-level chair, band director, athlet-
ic coach, or activity sponsor. 

4. Professional Background:  Professional education and work 
experience related to the current or projected assignment. 

5. Seniority:  Length of service in the District, as measured from 
the employee’s most recent date of hire. 

The Superintendent shall recommend to the Board the nonrenewal 
of the identified employees within the affected employment areas.   

After considering the Superintendent’s recommendations, the 
Board shall determine the employees to be proposed for nonre-
newal, as appropriate.  If the Board votes to propose nonrenewal 
of one or more employees, the Board shall specify the manner of 
hearing in accordance with DFBB(LOCAL).   

The Superintendent or designee shall provide each employee writ-
ten notice of the proposed nonrenewal.  The notice shall include a 
statement of the reason for the proposed action and notice that the 
employee is entitled to a hearing of the type determined by the 
Board. 

An employee who has received notice of proposed nonrenewal 
may apply for available positions for which he or she wishes to be 
considered.  The employee is responsible for reviewing posted va-
cancies, submitting an application, and otherwise complying with 
District procedures. 

If the employee meets the District’s objective criteria for the posi-
tion and is the most qualified internal applicant, the District shall 
offer the employee the position until:  

1. Final action by the Board to end the employee’s contract, if 

the employee does not request a hearing. 

2. The evidentiary hearing by the independent hearing examin-
er, the Board, or other person designated in DFBB(LOCAL), if 
the employee requests a hearing.   

An employee receiving notice of proposed nonrenewal of a term 
contract may request a hearing in accordance with DFBB. 
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If the employee requests a hearing, the Board shall take final ac-
tion after the hearing in accordance with DFBB and shall notify the 
employee in writing. 

If the employee does not request a hearing, the Board shall take 
final action in accordance with DFBB and shall notify the employee 
in writing. 
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In this policy, the terms “complaint” and “grievance” shall have the 

same meaning. 

Employee complaints shall be filed in accordance with this policy, 
except as provided below: 

1. Complaints alleging discrimination, including violations of Title 
IX (gender), Title VII (sex, race, color, religion, national origin), 
ADEA (age), or Section 504 (disability), shall be submitted in 
accordance with DIA. 

2. Complaints alleging certain forms of harassment, including 
harassment by a supervisor and violation of Title VII, shall be 
submitted in accordance with DIA. 

3. Complaints concerning retaliation relating to discrimination 
and harassment shall be submitted in accordance with DIA. 

4. Complaints concerning instructional materials shall be submit-
ted in accordance with EFA. 

5. Complaints concerning a commissioned peace officer who is 
an employee of the District shall be submitted in accordance 
with CKE. 

6. Complaints concerning the proposed nonrenewal of a term 
contract issued under Chapter 21 of the Education Code shall 
be submitted in accordance with DFBB. 

7. Complaints concerning the proposed termination or suspen-
sion without pay of an employee on a probationary, term, or 
continuing contract issued under Chapter 21 of the Education 
Code during the contract term shall be submitted in accord-
ance with DFAA, DFBA, or DFCA. 

The District shall inform employees of this policy. 

The Board encourages employees to discuss their concerns and 
complaints through informal conferences with their supervisor, 
principal, or other appropriate administrator. 

Concerns should be expressed as soon as possible to allow early 
resolution at the lowest possible administrative level.  

Employees shall not be prohibited from communicating with a 
member of the Board regarding District operations except when 
communication between an employee and a Board member would 
be inappropriate because of a pending hearing or appeal related to 
the employee. 
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If an informal conference regarding a complaint fails to reach the 
outcome requested by the employee, he or she may initiate the 
formal process described below by timely filing a written complaint 
form. 

Even after initiating the formal complaint process, employees are 
encouraged to seek informal resolution of their concerns.  An em-
ployee whose concerns are resolved may withdraw a formal com-
plaint at any time. 

The process described in this policy shall not be construed to cre-
ate new or additional rights beyond those granted by law or Board 
policy, nor to require a full evidentiary hearing or “mini-trial” at any 

level. 

Neither the Board nor any District employee shall unlawfully retali-
ate against an employee for bringing a concern or complaint. 

Whistleblower complaints shall be filed within the time specified by 
law and may be made to the Superintendent or designee beginning 
at Level Three.  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 calendar days of the initiation of the complaint.  
[See DG] 

Complaints alleging a violation of law by a supervisor may be made 
to the Superintendent or designee.  Complaints alleging a violation 
of law by the Superintendent may be made directly to the Board or 
designee. 

Complaint forms and appeal notices may be filed by hand-delivery, 
fax, or U.S. Mail.  Hand-delivered filings shall be timely filed if re-
ceived by the appropriate administrator or designee by the close of 
business on the deadline.  Fax filings shall be timely filed if they 
are received on or before the deadline, as indicated by the 
date/time shown on the fax copy.  Mail filings shall be timely filed if 
they are postmarked by U.S. Mail on or before the deadline and 
received by the appropriate administrator or designated repre-
sentative no more than three days after the deadline. 

At Levels One, Two, and Three, “response” shall mean a written 

communication to the employee from the appropriate administrator.  
Responses may be hand-delivered or sent by U.S. Mail to the em-
ployee’s mailing address of record.  Mailed responses shall be 
timely if they are postmarked by U.S. Mail on or before the dead-
line. 

“Days” shall mean District business days, unless otherwise noted.  

In calculating time lines under this policy, the day a document is 
filed is “day zero.”  The following business day is “day one.” 
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“Representative” shall mean any person who or an organization 

that does not claim the right to strike and is designated by the em-
ployee to represent him or her in the complaint process. 

The employee may designate a representative through written no-
tice to the District at any level of this process. The representative 
may participate in person or by telephone conference call.  If 
the employee designates a representative with fewer than three 
days’ notice to the District before a scheduled conference or hear-
ing, the District may reschedule the conference or hearing to a lat-
er date, if desired, in order to include the District’s counsel.  The 

District may be represented by counsel at any level of the process. 

Complaints arising out of an event or a series of related events 
shall be addressed in one complaint.  Employees shall not bring 
separate or serial complaints arising from any event or series of 
events that have been or could have been addressed in a previous 
complaint. 

When two or more complaints are sufficiently similar in nature and 
remedy sought to permit their resolution through one proceeding, 
the District may consolidate the complaints. 

All time limits shall be strictly followed unless modified by mutual 
written consent. 

If a complaint form or appeal notice is not timely filed, the com-
plaint may be dismissed, on written notice to the employee, at any 
point during the complaint process.  The employee may appeal the 
dismissal by seeking review in writing within ten days from the date 
of the written dismissal notice, starting at the level at which the 
complaint was dismissed.  Such appeal shall be limited to the issue 
of timeliness. 

Each party shall pay its own costs incurred in the course of the 
complaint. 

Complaints under this policy shall be submitted in writing on a form 
provided by the District. 

Copies of any documents that support the complaint should be at-
tached to the complaint form.  If the employee does not have cop-
ies of these documents, they may be presented at the Level One 
conference.  After the Level One conference, no new documents 
may be submitted by the employee unless the employee did not 
know the documents existed before the Level One conference. 

A complaint form that is incomplete in any material aspect may be 
dismissed, but may be refiled with all the required information if the 
refiling is within the designated time for filing a complaint. 
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As provided by law, an employee shall be permitted to make an 
audio recording of a conference or hearing under this policy at 
which the substance of the employee’s complaint is discussed.  

The employee shall notify all attendees present that an audio re-
cording is taking place. 

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 complaints 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 al-
leged problem is the Superintendent or designee, the com-
plaint may begin at Level Three following the procedure, in-
cluding 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 form to 
the appropriate administrator. 

The appropriate administrator shall investigate as necessary and 
hold a conference with the employee within ten days after receipt 
of the written complaint.  The administrator may set reasonable 
time limits for the conference. 

The administrator shall provide the employee a written response 
within ten days following the conference.  The written response 
shall set forth the basis of the decision.  In reaching a decision, the 
administrator may consider information provided at the Level One 
conference and any other relevant documents or information the 
administrator believes will help resolve the complaint. 

If the employee did not receive the relief requested at Level One or 
if the time for a response has expired, the employee may request a 
conference with the executive director of human resources to ap-
peal the Level One decision. 

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

AUDIO RECORDING 

LEVEL ONE 

LEVEL TWO 
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After receiving notice of the appeal, the Level One administrator 
shall prepare and forward a record of the Level One complaint to 
the Level Two administrator.  The employee may request a copy of 
the Level One record. 

The Level One record shall include: 

1. The original complaint form and any attachments. 

2. All other documents submitted by the employee at Level One. 

3. The written response issued at Level One and any attach-
ments. 

4. All other documents relied upon by the Level One administra-
tor in reaching the Level One decision. 

The Level Two administrator shall hold a conference within ten 
days after the appeal notice is filed.  The conference shall be lim-
ited to the issues presented by the employee at Level One and 
identified in the Level Two appeal notice.  At the conference, the 
employee may provide information concerning any documents or 
information relied upon by the administration for the Level One de-
cision.  The Level Two administrator may set reasonable time limits 
for the conference. 

The Level Two administrator shall provide the employee a written 
response within ten days following the conference.  The written re-
sponse shall set forth the basis of the decision.  In reaching a deci-
sion, the Level Two administrator may consider the Level One rec-
ord, information provided at the Level Two conference, and any 
other relevant documents or information the Level Two administra-
tor believes will help resolve the complaint.  

Recordings of the Level One and Level Two conferences, if any, 
shall be maintained with the Level One and Level Two records. 

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

The appeal notice must be filed in writing, on a form provided by 
the District, within ten days of the date of the written Level Two re-
sponse or, if no response was received, within ten days of the Lev-
el Two response deadline. 

After receiving notice of the appeal, the Level Two administrator 
shall prepare and forward a record of the Level Two appeal to the 
Level Three administrator.  The employee may request a copy of 
the Level Two record. 

LEVEL THREE 
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The Level Two record shall include: 

1. The Level One record. 

2. The notice of appeal from Level One to Level Two. 

3. The written response issued at Level Two and any attach-
ments. 

4. All other documents relied upon by the Level Two administra-
tor in reaching the Level Two decision. 

The Level Three administrator shall hold a conference within ten 
days after the appeal notice is filed.  The conference shall be lim-
ited to the issues presented by the employee at Level One and 
identified in the Level Three appeal notice.  At the conference, the 
employee may provide information concerning any documents or 
information relied upon by the administration for the Level Two de-
cision.  The Level Three administrator may set reasonable time lim-
its for the conference. 

The Level Three administrator shall provide the employee a written 
response within ten days following the conference.  The written re-
sponse shall set forth the basis of the decision.  In reaching a deci-
sion, the Level Three administrator may consider the Level One 
and Level Two records, information provided at the Level Three 
conference, and any other relevant documents or information the 
Level Three administrator believes will help resolve the complaint.  

Recordings of the Level One, Level Two, and Level Three confer-
ences, if any, shall be maintained with the Level One, Level Two, 
and Level Three records. 

If the employee did not receive the relief requested at Level Three 
or if the time for a response has expired, the employee shall deliver 
the appeal notice to the Superintendent’s secretary for filing with 

the Board.  [See BE] 

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

Following receipt of the appeal notice and a determination that time 
lines have been met, the Board President shall furnish a copy of 
the appeal notice to each Trustee and grant the grievant a hearing 
at a future Board meeting.  

The Board President shall inform the grievant of the date, time, and 
place of such hearing. 

LEVEL FOUR 
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The Superintendent or designee shall provide the Board the record 
of the Level Three appeal.  The employee may request a copy of 
the Level Three record. 

The Level Three record shall include: 

1. The Level One record. 

2. The Level Two record. 

3. The notice of appeal from Level Two to Level Three. 

4. The written response issued at Level Three and any attach-
ments. 

5. All other documents relied upon by the administration in 
reaching the Level Three decision.  

If at the Level Four hearing the administration intends to rely on 
evidence not included in the Level Three record, the administration 
shall provide the employee notice of the nature of the evidence at 
least three days before the hearing. 

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

The presiding officer may set reasonable time limits and guidelines 
for the presentation, including an opportunity for the employee and 
administration to each make a presentation and provide rebuttal 
and an opportunity for questioning by the Board.  The Board shall 
hear the complaint and may request that the administration provide 
an explanation for the decisions at the preceding levels. 

In addition to any other record of the Board meeting required by 
law, the Board shall prepare a separate record of the Level Four 
presentation.  The Level Four presentation, including the presenta-
tion by the employee or the employee’s representative, any 

presentation from the administration, and questions from the Board 
with responses, shall be recorded by audio recording, video/audio 
recording, or court reporter. 

The Board shall then consider the complaint.  It may give notice of 
its decision orally or in writing at any time up to and including the 
next regularly scheduled Board meeting.  If the Board does not 
make a decision regarding the complaint by the end of the next 
regularly scheduled meeting, the lack of a response by the Board 
upholds the administrative decision at Level Three. 
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Each District employee shall perform his or her duties in accord-
ance with state and federal law, District policy, and ethical stand-
ards.  [See DH(EXHIBIT)] 

Each District employee shall recognize and respect the rights of 
students, parents, other employees, and members of the communi-
ty and shall work cooperatively with others to serve the best inter-
ests of the District. 

An employee wishing to express concern, complaints, or criticism 
shall do so through appropriate channels.  [See DGBA] 

Each employee shall comply with the standards of conduct set out 
in this policy and with any other policies, regulations, and guide-
lines that impose duties, requirements, or standards attendant to 
his or her status as a District employee.  Violation of any policies, 
regulations, or guidelines may result in disciplinary action, including 
termination of employment.  [See DCD and DF series] 

Electronic media includes all forms of social media, such as text 
messaging, instant messaging, electronic mail (e-mail), Web logs 
(blogs), electronic forums (chat rooms), video-sharing Web sites, 
editorial comments posted on the Internet, and social network 
sites.  Electronic media also includes all forms of telecommunica-
tion, such as landlines, cell phones, and Web-based applications. 

In accordance with administrative regulations, a certified or li-
censed employee, or any other employee designated in writing by 
the Superintendent or a campus principal, may use electronic me-
dia to communicate with currently enrolled students about matters 
within the scope of the employee’s professional responsibilities.  All 
other employees are prohibited from using electronic media to 
communicate directly with students who are currently enrolled in 
the District.  The regulations shall address: 

1. Exceptions for family and social relationships; 

2. The circumstances under which an employee may use text 
messaging to communicate with students; and  

3. Other matters deemed appropriate by the Superintendent or 
designee. 

Each employee shall comply with the District’s requirements for 

records retention and destruction to the extent those requirements 
apply to electronic media.  [See CPC] 

An employee shall be held to the same professional standards in 
his or her public use of electronic media as for any other public 
conduct.  If an employee’s use of electronic media violates state or 

VIOLATIONS OF 
STANDARDS OF 
CONDUCT 

ELECTRONIC MEDIA 

USE WITH 
STUDENTS 

PERSONAL USE 



West Orange-Cove CISD  
181906  
  
EMPLOYEE STANDARDS OF CONDUCT DH 
 (LOCAL) 

 

DATE ISSUED: 11/21/20133/22/2012    2 of 4 
UPDATE 9893  
DH(LOCAL)-A  

 

federal law or District policy, or interferes with the employee’s abil-
ity to effectively perform his or her job duties, the employee is sub-
ject to disciplinary action, up to and including termination of em-
ployment. 

Each employee shall adhere to District safety rules and regulations 
and shall report unsafe conditions or practices to the appropriate 
supervisor. 

An employee shall not engage in prohibited harassment, including 
sexual harassment, of: 

1. Other employees.  [See DIA] 

2. Students.  [See FFH; see FFG regarding child abuse and ne-
glect] 

While acting in the course of employment, an employee shall not 
engage in prohibited harassment, including sexual harassment, of 
other persons, including Board members, vendors, contractors, 
volunteers, or parents. 

An employee shall report child abuse or neglect as required 
by law.  [See FFG] 

An employee shall not form romantic or other inappropriate social 
relationships with students.  Any sexual relationship between a 
student and a District employee is always prohibited, even if con-
sensual.  [See FFH] 

An employee shall not use tobacco products on District premises, 
in District vehicles, or at school or school-related activities.  [See 
also GKA] 

An employee shall not manufacture, distribute, 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. 

2. Alcohol or any alcoholic beverage. 

3. Any abusable glue, aerosol paint, or any other chemical sub-
stance for inhalation. 

4. Any other intoxicant or mood-changing, mind-altering, or be-
havior-altering drug. 
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An employee need not be legally intoxicated to be considered “un-
der the influence” of a controlled substance. 

An employee who manufactures, possesses, or dispenses a sub-
stance listed above as part of the employee’s job responsibilities, 
or who uses a drug authorized by a licensed physician prescribed 
for the employee’s personal use shall not be considered to have 
violated this policy. 

Each employee shall be given a copy of the District’s notice regard-
ing drug-free schools.  [See DI(EXHIBIT)] 

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

An employee shall notify his or her principal or immediate supervi-
sor within three calendar days of any arrest, indictment, conviction, 
no contest or guilty plea, or other adjudication of the employee for 
any felony, any offense involving moral turpitude, and any of the 
other offenses as indicated below: 

1. Crimes involving school property or funds; 

2. Crimes involving attempt by fraudulent or unauthorized 
means to obtain or alter any certificate or permit that would 
entitle any person to hold or obtain a position as an educator; 

3. Crimes that occur wholly or in part on school property or at a 
school-sponsored activity; or 

4. Crimes involving moral turpitude, which include: 

 Dishonesty; fraud; deceit; theft; misrepresentation; 

 Deliberate violence; 

 Base, vile, or depraved acts that are intended to arouse 
or gratify the sexual desire of the actor; 

 Felony possession or conspiracy to possess, or any 
misdemeanor or felony transfer, sale, distribution, or 
conspiracy to transfer, sell, or distribute any controlled 
substance defined in Chapter 481 of the Health and 
Safety Code; 

 Felony driving while intoxicated (DWI); or 

 Acts constituting abuse or neglect under the Texas Fami-
ly Code. 
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An employee’s dress and grooming shall be clean, neat, in a man-
ner appropriate for his or her assignment, and in accordance with 
any additional standards established by his or her supervisor and 
approved by the Superintendent. 
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The formalannual appraisal of District teachers shall be in accord-
ance with the Professional Development and Appraisal System 
(PDAS). 

District teachers shall be appraised annually.  Components of 
the appraisal process, such as classroom observations and 
walk-throughs, shall be conducted more frequently as neces-
sary to ensure that teachers receive appropriate guidance. 

The District shall establish an appraisal calendar each year. 

In addition to those days on which observations are prohibited by 
law [see DNA(LEGAL)], the District shall not schedule observations 
on the day before a school holiday, days scheduled for end-of-
semester or end-of-year examinations, or days scheduled for state-
mandated assessments or other standardized tests. 

Observations shall be allowed on campuses otherwise excluded 
from observations on days scheduled for state-mandated assess-
ments. 

The formal observation for a teacher’s appraisalFirst classroom 
observations of teachers shall be scheduled by date and time. 

The list of qualified appraisers who may appraise a teacher in 
place of the teacher’s supervisor shall be approved by the Board. 

Upon a teacher’s request for a second appraiser, the Superinten-
dent or designee shall select the second appraiser from a pre-
established roster of trained appraisers. 

Second appraisals shall be scheduled by date and time. 

The Board shall ensure that the Superintendent or designee 
establishesestablish procedures regarding how domain scores 
from first and second appraisals will be used. 

Written evaluations and other evaluative information need not be 
considered prior to a decision to terminate a probationary contract 
at the end of the contract term.  [See DFAB(LEGAL)] 

When relevant to decisions regarding term contracts, written eval-
uations of a teacher’s performance, as documented to date, and 

any other information the administration deems appropriate, shall 
be considered in decisions affecting contract status. 

Complaints regarding teacher appraisal shall be addressed in ac-
cordance with DGBA(LOCAL). 
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The District shall establish instructional objectives that relate to the 
essential knowledge and skills for grade-level subjects or courses.  
These objectives shall address the skills needed for successful 
performance in the next grade or next course in a sequence of 
courses. 

Assignments, tests, projects, classroom activities, and other in-
structional activities shall be designed so that each student’s per-
formance indicates the level of mastery of the designated District 
objectives. 

The Superintendent or designee shall ensure that each campus or 
instructional level develops guidelines for teachers to follow in de-
termining grades for students.  These guidelines shall ensure that 
grading reflects a student’s relative mastery of an assignment and 

that a sufficient number of grades are taken to support the grade 
average assigned.  Guidelines for grading shall be clearly commu-
nicated to students and parents. 

The District shall permit a student who meets the criteria detailed in 
the grading guidelines a reasonable opportunity to redo an as-
signment or retake a test for which the student received a failing 
grade. 

When required by state law, a student’s score on the initial end-of-
course (EOC) assessment shall count for 15 percent of the stu-
dent’s final grade for the course as reported on the student’s tran-
script. 

If a student retakes an EOC assessment, the District will include 
the retake score as 15 percent of the final course grade only if the 
retake score allows a student to gain credit for the course.  After a 
student earns credit for the course, subsequent retakes will not be 
included in the calculation of the final course grade. 

A student’s ARD committee shall determine the type of assessment 

to be administered and how the score on an EOC assessment 
shall be used for final course grades, credit decisions, and gradua-
tion requirements. 

Calculation of grades with EOC assessment scores shall be in ac-
cordance with the District’s grading guidelines. 

[See EKB for further information regarding EOC assessments] 

Regular attendance is an academically related factor that can af-
fect the determination of a student’s grade.  Students shall be per-
mitted to make up assignments and tests after absences. 
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Waivers from the grading policy may be pursued with TEA or the 
Board so that schools may pilot alternative grading systems. 

Throughout the six weeks, students should know how well they are 
doing; there should be no surprises on the report card.  Evaluative 
feedback shall be as immediate as possible, ongoing through the 
grading period, and not delayed until the sixth week.  Some major 
grades shall be given in earlier weeks to minimize dramatic drops 
in the grading during the final weeks. 

Teachers shall have a conference with each student’s parents as 

needed and shall send out written notices to the parents every 
three weeks of the student’s performance in each class or subject.  
At the end of the third week of the grading period, the student’s 

parents shall be notified if the student’s grade is below 75 in regu-
lar courses, below 80 in kindergarten–grade 8 in GT/Pre-AP clas-
ses, or below 80 in grades 9–12 in Pre-AP and AP classes.  These 
reports shall be mailed to the student’s home, shall provide for the 

signature of the student’s parent, and shall be returned to the Dis-
trict. 

Principals should help parents understand that failure to receive an 
unsatisfactory report does not guarantee a passing grade since a 
teacher cannot always foresee failing work that might occur at the 
end of the reporting period. 

The District shall issue grade reports/report cards every six 
weeks on a form approved by the Superintendent or designee.  
Performance shall be measured in accordance with this policy 
and the standards established in EIE. 

Interim progress reports may be issued at the teacher’s dis-
cretion; however, notice of a student’s consistent unsatisfac-
tory performance shall be issued in accordance with law. 

In addition to conferences scheduled on the campus calendar, 
conferences may be requested by a teacher or parent as 
needed. 

A studentStudents found to have engaged in academic dishonesty 
shall be subject to disciplinary penalties and grade penalties on 
assignments or tests and disciplinary penalties in accordance 
with the Student Code of Conduct.  Academic dishonesty in-
cludes cheating or copying the work of another student, plagiarism, 
and unauthorized communication between students during an ex-
amination.  The determination that a student has engaged in aca-
demic dishonesty shall be based on the judgment of the classroom 
teacher or another supervisingthe professional employee, taking 
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into consideration written materials, observation, or information 
from students. 

The purpose of ongoing evaluation is to determine the student’s 

mastery of instructional objectives as they are taught or shortly af-
terwards.  If a student in the class fails to master the objective, the 
objective should be retaught in class using a different method. 

Reteaching is defined as another presentation of content, usually 
to provide an additional opportunity for a student to learn.  Imple-
mentation of the District’s procedure for reteaching does not have 

to be detailed or prescriptive.  Reteaching may vary from subject to 
subject or from class to class, even from student to student.  It may 
be as simple as repeating the concept.  If the student still does not 
understand the concept, the teacher might use different materials 
or modalities to present the concept again.  If the initial instruction 
was primarily visual, the reteaching activity might be manipulative; 
if the teacher used the deduction approach initially, the reteaching 
activity might use an inductive approach, therefore allowing the 
student to gain a new perspective on the task. 

Reteaching is an integral part of the lesson cycle and may occur in 
many different situations such as: 

 During direct teaching as a teacher checks for understanding;  

 During guided practice as a teacher monitors; or  

 During independent practice as students work individually or 
in cooperative learning groups. 

Teachers shall plan for reteaching at the same time they plan initial 
instruction, thereby ensuring that alternative instructional strategies 
are immediately available when needed.  Planning for reteaching 
may or may not be written and should not require excessive time or 
documentation.  If initial reteaching efforts are unsuccessful, the 
more complex process of remediation may be necessary.  Reme-
diation implies analysis of the learning task and further diagnosis of 
a student’s needs, including the identification of deficient prerequi-
site skills.  Remediation may occur in many different situations. 

Reteaching, to ensure that students master the material, may in-
clude but shall not be limited to the following: 

1. The student may be required to correct or rework unsatisfac-
tory assignments; the grade earned shall replace the original 
grade. 

2. The student may be required to retake a major examination; 
the grade earned shall replace the original grade. 

RETEACHING 
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3. The teacher may require the student to attend a tutorial pro-
gram or remedial classes.  Cocurricular or extracurricular ac-
tivities shall not interfere with the requirement to attend these 
activities. 

4. The teacher may assign additional work on a particular unit 
for the student to complete. 

5. The teacher may work with small groups during class time 
while other students work independently. 

Special education students shall be graded on the basis of the lev-
el specified in the individualized education program (IEP).  The re-
port card shall indicate the level on which the grade is based.  If a 
special education student working below grade level consistently 
receives a grade equivalent to an A or B, it is possible that the stu-
dent should be working on a higher level, and/or the pace of in-
struction should be increased. 

The grade conversion scale for all grade levels shall be as follows:  

90 – 100 = A 
80 – 89 = B 
75 – 79 = C 
70 – 74 = D 

 69 and below =   F 
90 – 100 = Excellent 
75 – 89 = Satisfactory 
70 – 74 = Needs Improvement 

 69 and below =  Unsatisfactory 

Transfer students with letter grades that have pluses and minuses 
shall be converted to District numerical grades using the following 
scale: 

A+ = 98  C+ = 79  F = 69 and below 
A = 95  C = 77     
A- = 92  C- =  75 (lowest “C” allowed) 
B+ = 88  D+ = 74     
B = 85  D = 72     
B- = 82  D- = 70     
           

Homework assignments shall be both meaningful and an extension 
of classroom instruction that should be taken seriously by the stu-
dent.  The teacher shall examine and correct the homework.  It 
shall be emphasized to students that homework is a contributing 
factor in learning. 
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It is the student’s responsibility to schedule a makeup test just as it 

is his or her responsibility to complete makeup work after absenc-
es.  Except for extenuating circumstances such as a prolonged ill-
ness, makeup work and tests shall be completed within the same 
number of school days as days absent after the student’s return to 

class.  Failure to do so shall result in a zero grade.  Extenuating 
circumstances must be approved by the principal. 

A student may make up work in essential knowledge and skills and 
other course requirements and earn a passing grade for the se-
mester under extenuating circumstances approved by the principal. 

Students shall receive credit for satisfactory makeup work after an 
absence, including absences as a result of suspension, but shall 
receive a zero for any assignment or test not made up within the 
allotted time. 

Teacher(s) may assign additional work to ensure that students who 
have been absent have a sufficient opportunity to master the es-
sential knowledge and skills to meet subject or course require-
ments.  The assignments shall be based on the instructional objec-
tives for the subject or course and may provide greater depth of 
subject matter than routine makeup work. 

Students shall receive credit for satisfactory makeup work after an 
unexcused absence.  However, the highest grade for satisfactory 
makeup work shall be a grade of 70. 

Incomplete grades must be removed as soon as possible, and it is 
the student’s responsibility to complete all requirements for a per-
manent grade.  With the exception of extenuating circumstances 
that have been approved in writing by the principal, incomplete 
grades shall be removed within five school days after the grading 
period. 

Students who have not completed required work prior to the end of 
the six weeks due to an excused absence shall not be given a fail-
ing grade.  Instead, they shall receive an “incomplete” (I) and shall 

be allowed a designated time to complete the work.  Students with 
an “incomplete” grade shall be ineligible to participate in extracur-
ricular activities until the “I” is replaced with a passing grade, but 

they shall be entitled to the seven-day pre-suspension period 
(popularly known as the “seven-day grace period”). 

The District shall use the grading designations of “excellent,” “satis-
factory,” “needs improvement,” or “unsatisfactory” for determining 

student progress and reporting to parents at the prekindergarten 
level. 
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Since many prekindergarten skills are of an observable nature, suf-
ficient observation should be indicated in the gradebook to warrant 
the grade given on the nine-week progress report. 

The District shall use the grading designations of a check mark for 
mastery, an “X” for nonmastery, or an “N/A” for not assessed at this 

time for determining student progress in the content areas and re-
porting to parents at the kindergarten level. 

The District shall use the grading designations of “excellent,” “satis-
factory,” “needs improvement,” or “unsatisfactory” for determining 

student progress in work habits, conduct, physical education, and 
fine arts and reporting to parents at the kindergarten level. 

Since many kindergarten skills are of an observable nature, suffi-
cient observation should be indicated in the gradebook to warrant 
the grade given on the report card. 

In grades 1–5, numerical grades shall be used to indicate student 
progress in reading, language arts, mathematics, science, and so-
cial studies.  The actual grades earned shall be recorded by the 
teacher. 

The following grading system shall be used by the teacher respon-
sible for enrichment classes, handwriting, conduct, and work hab-
its: 

 E = Excellent 

 S = Satisfactory 

 N = Needs Improvement 

 U = Unsatisfactory 

A minimum of nine grades per six-week period should be recorded 
in all subject areas. 

The actual grade earned on any work and daily or major test shall 
be recorded in the teacher grade book.  Students not demonstrat-
ing mastery shall go through the reteaching process.  The six-week 
grade shall be determined by the following: 

 75 percent ongoing evaluation; and 

 25 percent major tests (chapter, unit, cycle test, unit projects). 

Long-term projects, such as research papers, shall be graded at 
various stages of completion rather than only giving a grade for the 
final project. 

Each teacher shall develop a clearly defined grading procedure.  A 
copy shall be distributed to students at the beginning of each 

ELEMENTARY  
GRADE K 

GRADES 1–5 

NUMBER OF 
GRADES 

REPORTING 

SECONDARY GRADES 
6–12 



West Orange-Cove CISD  
181906  
  
ACADEMIC ACHIEVEMENT EIA 
GRADING/PROGRESS REPORTS TO PARENTS (LOCAL)  

DATE ISSUED: 11/217/15/2013    7 of 8 
UPDATE 98LDU 2013.02  
EIA(LOCAL)-AX   

course so they are aware of the way in which they will be evaluat-
ed. 

With grades on nonwritten work (project, speech, group work), the 
teacher shall share clearly defined evaluative criteria with students 
before the exercise.  These criteria shall serve as documentation, 
which is essential in a parent conference. 

The grade for each of the six grading periods shall be determined 
based on a minimum of two daily grades per week, per grading pe-
riod and a minimum of two major assessment grades per grading 
period.  The average of all major assessments shall be weighted 
60 percent.  The average of all daily grades shall be weighted 40 
percent. 

Major assessments shall be unit exams, projects, major papers, 
and the like. 

Ongoing evaluation shall represent homework, study guides, quiz-
zes, daily participation, and the like. 

The purpose of the semester examination is to determine, in a for-
mal way, the mastery and retention of instructional objectives.  
While all objectives are tested by ongoing evaluations, only the 
major ones, especially those basic to the future success of the stu-
dent, shall be included in the semester examination.  Teachers 
shall follow the semester examination schedule provided by the 
principal.  In courses in which an EOC assessment is required by 
the state (Algebra I, Algebra II, Geometry, Biology, Chemistry, 
Physics, English I, II, and III, World Geography, World History, and 
U.S. History), a semester project may be assigned in lieu of a se-
mester examination.  The semester examination or semester pro-
ject shall be counted as 15 percent of the semester grade. 

The actual grade earned on any work and daily or major test shall 
be recorded in the teacher grade book.  Students not demonstrat-
ing mastery shall go through the reteaching process. 

Schedule changes should be made the week prior to the beginning 
of each semester.  Necessary changes in courses may be made 
within the first five school days of a semester without the grade ap-
pearing on the transcript.  The staff may change achievement lev-
els in courses as needed.  Students shall be responsible for mak-
ing up work missed on essential knowledge and skills and 
objectives for the new course. 

In extenuating circumstances, the principal may allow a student to 
drop a course after five days.  Students dropping a course after the 
second week, however, shall receive a failing grade in the course 
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dropped and shall receive a failing grade for the new course for 
that semester. 

The only situations in which a student’s originally recorded failing 

grade may be changed to passing and the student’s extracurricular 

eligibility restored are as follows:  [See FNG(LEGAL)] 

1. There was a mechanical error in averaging or recording the 
original grade. 

2.1. The teacher’s grading procedure violated either local policy or 

state rule, and the student would have received a passing 
grade if the correct procedure had been followed. 
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Students in violation of the compulsory attendance law shall be re-
ported to the District attendance officer, who may institute court 
action as provided by law. 

A student who voluntarily attends school after the student’s 18th 
birthday shall be required to attend school until the end of the 
school year. 

The District shall excuse a student for up to two days during 
the student’s junior year and up to two days during the stu-
dent’s senior yearA student shall be excused for up to two days 
during the student's junior year and up to two days during the 
student's senior year to visit an accredited institution of higher edu-
cation.  A student shall be required to submit verification of such 
visits in accordance with administrative regulations. 

The District shall excuse a student for up to two days per 
school year to serve as an early voting or election clerk.  A 
student shall be required to submit verification of service in 
accordance with administrative regulations. 

The District may initiate withdrawal of a student under the age of 
18 for nonattendance under the following conditions: 

1. The student has been absent ten consecutive school days; 
and 

2. Repeated efforts by the attendance officer and/or principal to 
locate the student have been unsuccessful. 

For withdrawal of students 18 or older, see FEA(LEGAL). 

When the District becomes aware that a student is being or will be 
homeschooled, the Superintendent or designee may request in 
writing a letter of notification from the parents of their intention to 
homeschool using a curriculum designed to meet basic education 
goals of reading, spelling, grammar, mathematics, and a study of 
good citizenship. 

If the parents refuse to submit a letter of notification or if the District 
has evidence that the school-age child is not being homeschooled 
within legal requirements, the District may investigate further and, if 
warranted, shall pursue legal action to enforce the compulsory at-
tendance law. 
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The Board shall establish an attendance committee or as many 
committees as necessary for efficient implementation of Education 
Code 25.092. 

The Superintendent or designee shall make the specific appoint-
ments in accordance with legal requirements. 

A student and the student’s parent or guardian shall be given writ-
ten notice prior to and at such time when a student’s attendance in 
any class drops below 90 percent of the days the class is offered. 

When a student’s attendance drops below 90 percent but remains 

at least at 75 percent of the days the class is offered, the student 
may earn credit for the class or a final grade by completing a plan 
approved by the principal.  This plan must provide for the student 
to meet the instructional requirements of the class as determined 
by the principal. 

If the student fails to successfully complete the plan, or when a 
student’s attendance drops below 75 percent of the days the class 
is offered, the student, parent, or representative may request 
award of credit or a final grade by submitting a written petition to 
the appropriate attendance committee. 

Petitions for credit or a final grade may be filed at any time the 
student receives notice but, in any event, no later than 30 days af-
ter the last day of classes. 

The attendance committee shall review the student’s entire attend-
ance record and the reasons for absences and shall determine 
whether to award credit or a final grade..  The committee may al-
so, whether a petition is filed or not, review the records of all stu-
dents whose attendance drops below 90 percent of the days the 
class is offered. 

Students who have lost credit or have not received a final grade 
because of excessive absences may regain credit or be awarded 
a final grade by fulfilling the requirements established by the at-
tendance committee. 

When a student’s absence for personal illness exceeds five con-
secutive days, the principal or attendance committee may require 
that the student present a statement from a physician or health 
clinic verifying the illness or condition that caused the student’s ex-
tended absence from school as a condition of classifying the ab-
sence as one for which there are extenuating circumstances. 

If a student has established a questionable pattern of absences, 
the principal or attendance committee may require that a student 
present a physician’s or clinic’s statement of illness after a single 
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day’s absence as a condition of classifying the absence as one for 

which there are extenuating circumstances. 

The attendance committee shall adhere to the following guidelines 
to determine attendance for award of credit or a final grade: 

1. All absences shall be considered in determining whether a 
student has attended the required percentage of days.  If 
makeup work is completed satisfactorily, excused absences 
that are allowed under compulsory attendance 
requirementsfor the following reasons shall be considered 
days of attendance for this purpose.  [See FEA(LEGAL) at 
EXCUSED ABSENCES FOR COMPULSORY ATTENDANCE 
DETERMINATIONS]: 

a. Religious holy days;  

b. Required court appearances;  

c. Activities related to obtaining U.S. citizenship;  

d. Serving as an election clerk; 

e. Visiting an institution of higher education [see FEA]; and 

f. Health-care appointments. 

[See FEB] 

2. A transfer or migrant student incurs absences only after his or 
her enrollment in the District. 

3. In reaching consensus regarding a student’s absences, the 

committee shall attempt to ensure that its decision is in the 
best interest of the student.   

4.3. The Superintendent or designee shall develop administrative 
regulations addressing the committee’s documentation of the 

decision. 

5.4. The committee shall consider the acceptability and authentici-
ty of documented reasons for the student’s absences. 

6.5. The committee shall consider whether the absences were for 
reasons out of the student’s or parent’s control. 

7.6. The committee shall consider whether or not the student has 
completed assignments, mastered the essential knowledge 
and skills, and maintained passing grades in the course or 
subject. 
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8.7. The student or parent shall be given an opportunity to present 
any information to the committee about the absences and to 
discuss ways to earn or regain credit or be awarded a final 
grade. 

The committee may impose any of the following conditions for stu-
dents withreceiving credit lost because of excessive absences to 
regain credit or be awarded a final grade: 

1. Completing additional assignments, as specified by the com-
mittee or teacher. 

2. Attending tutorial sessions as scheduled, which may include 
Saturday classes or before- and after-school programs. 

3. Maintaining the attendance standards for the rest of the se-
mester. 

4. Taking an examination to earn credit.  [See EHDB] 

5. Attending a flexible school day program. 

6. Attending summer school. 

In all cases, the student must also earn a passing grade in order to 
receive credit. 

A parent or student may appeal the decision of the attendance 
committee in accordance with FNG(LOCAL) beginning at Level 
Three. 
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