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220907
BOARD MEMBERS BBD
TRAINING AND ORIENTATION (LOCAL)

Public Informatioh
Coordinator

After Election or
Appointment

After a Violation

Reporting
Continuing
Education Credit

The District’s in-house counsel or designee shall fulfill the responsi-
bilities of the public information coordinator and shall receive, on
behalf of Board members, the training specified by Government
Code 552.012. [See GBAA]

A Board member who receives written notice from the attorney
general that the member must complete Public Information Act
(PIA) training described by GBAA(LEGAL) following the District’s
failure to comply with a PIA requirement shall complete the training
within the timelines described in law. The completion of the training
in response to such a notice cannot be delegated.

The Board President shall announce the status of each Board
member’s continuing education credit. The announcement shall be
made annually at the last regular Board meeting before the Dis-
trict’'s uniform election date, whether or not an election is held. The
announcement shall be reflected in the meeting minutes and, when
necessary, posted on the District’s website in accordance with law.
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Keller ISD
220907

ETHICS BBFA
CONFLICT OF INTEREST DISCLOSURES (LOCAL)

In addition to disclosures required by law, a Board member shall
disclose to the Board any personal financial interest, business in-
terest, or obligation or relationship that in any way creates a poten-
tial conflict of interest with a vote on a pending matter.

A Board member shall not use coercive means or promise special
treatment in order to influence Board or District decisions, nor use
the member’s position to seek personal advantage. [See also

BBF(LOCAL)]

Annual Financial Each Board member shall provide to the District in a timely manner
Management Regort  information necessary for the District’s annual financial manage-
ment report. [See CFA]
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220907

PLANNING AND DECISION-MAKING PROCESS BQA

DISTRICT-LEVEL (LOCAL)

District Educational In compliance with Education Code 11.251, the District educational

Improvement improvement committee shall advise the Board or its designee in

Committee establishing and reviewing the District’s educational goals, objec-
tives, and major Districtwide classroom instructional programs
identified by the Board or its designee. The committee shall serve
exclusively in an advisory role except that the committee shall ap-
prove staff development of a Districtwide nature. The Board or its
designee shall meet periodically with the committee to review the
committee’s deliberations.

Chairperson The Superintendent or designee shall serve as chairperson of the
committee. The chairperson shall appoint a steering committee
from the committee’s members to assist in the preparation of the
agenda. Proposed items shall be sent to the committee’s chairper-
son at the administration building.

Meetings The chairperson of the committee shall set its agenda, and shall

schedule at least four meetings per year. Committee meetings
shall be held outside of the regular school day and shall be adver-
tised to the public.

Duties of Committee In addition to the statutorily mandated duties at BQA(LEGAL), the
committee shall consider any other task presented by the Superin-
tendent or designee.

Composition The committee shall be composed of 28-veting-members-who-shall
represent-campus-based-professional-staff, District and campus
level professional staff, parents, businesses; and the community. At
I hers T! e hird shall ] ‘

i i e - For purposes
of this policy, District-level professional staff shall be defined as
professionals who have responsibilities at more than one campus,
including, but not limited to, central office staff.

Communications The Superintendent or designee shall ensure that the District-level
committee obtains broad-based community, parent, and staff input.
The committee, in conjunction with District employees not serving
on the committee, shall be responsible for providing information in
a systematic manner to the District communications department,
which shall use appropriate resources to provide information to the
community. Communications may include, but not be limited to, the
following:

1. Periodic public meetings, as needed, to gather input and pro-
vide information to the community on the work of the commit-
tee. These meetings shall be advertised in District publica-
tions and through the media.
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220907
PLANNING AND DECISION-MAKING PROCESS BQA
DISTRICT-LEVEL (LOCAL)
2. Articles in District publications regarding work of the commit-
tee.
Parents |
brmicheme e ohellos e oe e
Community The committee shall include two community members, one of

Members whom shall be a member of the District Council of PTAs-elected-by
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220907

PLANNING AND DECISION-MAKING PROCESS BQA
DISTRICT-LEVEL (LOCAL)
Electicns

Terms

Vacancy

Other Advisory The existence of the District-level committee shall not affect the au-
Groups thority of the Board or its designee to appoint or establish other ad-

visory groups or task forces to assist it in matters pertaining to Dis-
trict instruction.
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220907

ANNUAL OPERATING BUDGET CE
(LOCAL)

Fiscal Year The District shall operate on a fiscal year beginning July 1 and
ending June 30.

Budget Planning Budget planning shall be an integral part of overall program plan-
ning so that the budget effectively reflects the District’'s programs
and activities and provides the resources to implement them. In the
budget planning process, general educational goals, specific pro-
gram goals, and alternatives for achieving program goals shall be
considered, as well as input from the District- and campus-level
planning and decision-making committees. Budget planning and
evaluation are continuous processes and shall be a part of each
month’s activities.

Should the District finish its fiscal year in a budget deficit, the Dis-
trict shall present to the Board a plan to reduce the budget deficit.
Such presentation shall be made to the Board no later than 90
days after the end of the fiscal year.

Budget Reporting The board will receive regular financial reports from the
Superintendent or Superintendent’s designee. Reports will be
standard in nature, keeping a consistent look and appearance to
allow board members to see changes in financial status over time.
The required reports are as follows:

1. Assumptions being used for budget and planning.

2. Financial forecast of 5 years with a 3-year lookback, which
will include but not limited to the General Budget and INS

Budget.

3. Building and maintenance report, which will include a 5-
year plan for repairs and replacement.

4. \Vehicle status and condition report with a 5-year replace-
ment plan.

5. Technology status and condition report with a 5-year re-
placement plan.
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220907

ANNUAL OPERATING BUDGET CE

Budget Committée

(LOCAL)

The District shall establish a budget committee comprised of the

Budget Meeting

Authorized
Expenditures

Budget Amendments

Financial Stability

Definitions
Fund Balance

DATE ISSUED: xxxx
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Chief Financial Officer, Board President, Vice President or Secre-
tary andiwe the primary TFrustee for the Community Budget and
Finance Committees.

The annual public meeting to discuss the proposed budget and tax
rate shall be conducted as follows:

1. The Board President shall request at the beginning of the
meeting that all persons who desire to speak on the proposed
budget and/or tax rate sign up on the sheet provided.

2. Prior to the beginning of the meeting, the Board may establish
time limits for speakers.

3. Speakers shall confine their remarks to the appropriation of
funds as contained in the proposed budget and/or the tax
rate.

4. No officer or employee of the District shall be required to re-
spond to questions from speakers at the meeting.

The adopted budget provides authority to expend funds for the pur-
poses indicated and in accordance with state law, Board policy,
and the District’s approved purchasing procedures. The expendi-
ture of funds shall be under the direction of the Superintendent or
designee who shall ensure that funds are expended in accordance
with the adopted budget.

The Board shall amend the budget when a change is made in-
creasing any one of the functional spending categories or increas-
ing revenue object accounts and other resources.

In seeking to fulfill its mission, the District shall maintain a high
level of financial stability and shall not compromise the long-term fi-
nancial integrity to achieve short-term benefits.

In an effort to provide adequate cash flow for its operations, main-
tain a strong credit rating, and plan for unanticipated extraordinary
costs, the District shall target an annual unassigned general fund
balance of a minimum of between two months (17 percent) and
three months (25 percent) of total operating expenditures.

“Fund balance” shall mean the difference between the assets and
liabilities reported in a governmental fund.

The fund balance of the general fund is of primary significance be-
cause the general fund is the primary governmental fund that fi-
nances most functions in the District.
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ANNUAL OPERATING BUDGET CE

Nonspendable Fund
Balance

Restricted Fund
Balance

Committed Fund
Balance

Assigned Fund
Balance
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(LOCAL)

In conformity with the Governmental Accounting Standards Board
Statement (GASB) No. 54, the five classifications of fund balance
of the general fund are:

“Nonspendable fund balance,” which shall mean that portion of the
fund balance that is not expendable (such as inventories) because
the assets will never convert to cash or the portion must be main-
tained intact pursuant to legal or contractual requirements (such as
the self-funded reserves program).

Examples of fund balance reserves that are not available for fi-
nancing general operating expenditures include:

Inventories;

Prepaid items;

5

6

7. Deferred expenditures;

8. Self-funded risk management programs;
9

Long-term receivables; and
10. Outstanding encumbrances.

“Restricted fund balance,” which shall mean the amount of the fund
balance subject to externally enforceable limitations on use, such
as limitations imposed by grantors, contributors or laws of other
governments, constitutional provisions, or enabling legislation. Ex-
amples include:

11. Child nutrition programs; and
12. Technology programs.

“Committed fund balance,” which shall mean the amount of the
fund balance on which limitations are placed by the Board and re-
mains binding until removed by the Board. Any action to commit or
remove the commitment of fund balance must be taken by the end
of the fiscal year for which the action is to be in effect. Examples in-
clude potential litigation, claims, and judgements.

“Assigned fund balance,” which shall mean that portion of the fund
balance that reflects the government’s intended use of resources.
Such intent could be established by the Board or can be delegated
to a committee (e.g., finance committee) or individual District offi-
cial. Formal action is not necessary to impose, remove, or modify
the assigned fund balance.

The assigned fund balance shall not exceed the total fund balance
less its nonspendable, restricted, and committed components. In
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220907

ANNUAL OPERATING BUDGET CE
(LOCAL)

addition, the assignment would need to be narrower than the pur-
pose of the fund itself. Examples of assigned fund balances in-
clude:

13. Capital replacement (expenditures for equipment, furniture,
and software);

14. Building construction, repair, and renovation;
15. Insurance deductibles;

16. Claims and judgments;

17. Employee retirement leave reserves;

18. Program start-up costs;

19. Debt service reduction;

20. Other legal uses; and

21. Amounts to cover budgetary deficits.

Unassigned Fund “Unassigned fund balance,” which shall mean the amount of fund

Balance balance that cannot properly be classified into one of the four cate-
gories described in this policy. The unassigned fund balance shall
be available for any legal purpose. This portion of the total fund
balance in the general fund shall be available to finance operating
expenditures. The Board expects that unassigned fund balance on
June 30 will approximate 17-25 percent of the subsequent year’s
adopted budget.
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220907

TECHNOLOGY RESOURCES CQC

EQUIPMENT (LOCAL)
With this policy, the Board adopts the model health and safety
guidelines for the effective integration of digital devices in schools
that have been developed by the Texas Education Agency and the
Health and Human Services Commission.
The Superintendent shall develop regulations that implement these
guidelines.
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220907

EMPLOYMENT PRACTICES DCE
OTHER TYPES OF CONTRACTS (LOCAL)

Non-Chapter 21 | The Board may employ by written contract personnel not eligible

Contracts for a contract under Chapter 21 of the Education Code. Such con-
tracts shall not be governed by the provisions of Chapter 21 of the
Education Code.

Appeal of In accordance with DCE(LEGAL), an employee may request a

hearing before the Board to appeal discharge during the contract

period in accordance with DCE(LEGAL).

An employee whose contract is not reissued at the end of the con-
tract period may appeal in accordance with DGBA(LOCAL).

AnTermination
During Contract
Term

UPDATE #1612
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220907
COMPENSATION AND BENEFITS DEC
LEAVES AND ABSENCES (LOCAL)
Leave The Superintendent shall develop administrative regulations ad-
Administration dressing employee leaves and absences to implement the provi-
sions of this policy.

Definitions The term “immediate family” is defined as:

Immediate Family 1. Spouse.

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

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

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

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

For purposes of the Family and Medical Leave Act (FMLA), the
definitions of spouse, parent, son or daughter, and next of kin are
found in DECA(LEGAL).

Family Emergency The term “family emergency” shall be limited to disasters and life-
threatening situations involving the employee or a member of the
employee’s immediate family.

Leave Day A “leave day” for purposes of earning, using, or recording leave
shall mean the number of hours per day equivalent to the em-
ployee’s usual assignment, whether full-time or part-time.

School Year A “school year” for purposes of earning, using, or recording leave
shall mean the term of the employee’s annual employment as set
by the District for the employee’s usual assignment, whether full-
time or part-time.

Catastrophic lliness A catastrophic illness or injury is a severe condition or combination

or Injury of conditions affecting the mental or physical health of the em-
ployee or an employee’s spouse, parent, son, or daughter that re-
quires the services of a licensed practitioner for a prolonged period
of time and that forces the employee to exhaust all leave time
earned by that employee and to lose compensation from the Dis-
trict. Such conditions typically require prolonged hospitalization or
recovery or are expected to result in disability or death. Conditions
relating to pregnancy or childbirth shall be considered catastrophic
if they meet the requirements of this paragraph.
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COMPENSATION AND BENEFITS DEC
LEAVES AND ABSENCES (LOCAL)

Availability

State Leave
Proration

Medical Certification

State Personal Leave

Nondiscretionary
Use

Note: For District contribution to employee insurance during
leave, see CRD(LOCAL).

The District shall make state personal leave and local leave for the
current year available for use at the beginning of the school year.

If an employee separates from employment with the District before
his or her last duty day of the school year or begins employment
after the first duty day of the school year, state personal leave shall
be prorated based on the actual time employed.

If an employee separates from employment before the last duty
day of the school year, the employee’s final paycheck shall be re-
duced for state personal leave the employee used beyond his or
her pro rata entitlement for the school year.

An employee shall submit medical certification of the need for
leave if:

1.  The employee is absent more than five consecutive workdays
because of personal iliness or iliness in the immediate family;

2. The District requires medical certification due to a questiona-
ble pattern of absences or when deemed necessary by the
supervisor or Superintendent; or

3. The employee requests FMLA leave for the employee’s seri-
ous health condition; a serious health condition of the em-
ployee’s spouse, parent, or child; or for military caregiver
leave.

In each case, medical certification shall be made by a health-care
provider as defined by the FMLA. [See DECA(LEGAL)]

A misrepresentation of an illness or injury shall result in a loss of
daily pay for the number of workdays the employee was absent
and may result in disciplinary action, including termination of em-
ployment.

The Board requires employees to differentiate the manner in which
state personal leave is used.

Nondiscretionary use of leave shall be for the same reasons and in
the same manner as state sick leave accumulated before May 30,
1995. [See DEC(LEGAL)]

Nondiscretionary use includes leave related to the birth or place-
ment of a child and taken within the first year after the child’s birth,
adoption, or foster placement.
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220907
COMPENSATION AND BENEFITS DEC
LEAVES AND ABSENCES (LOCAL)

Discretionary Use

Request for
Leave

Schedule
Limitations

Local Leave

Annual Limits on
Use of Leave

Sick Leave Bank

Discretionary use of leave is at the individual employee’s discre-
tion, subject to limitations set out below.

In deciding whether to approve or deny a request for discretionary
use of state personal leave, the supervisor shall not seek or con-
sider the reasons for which an employee requests to use leave.
The supervisor shall, however, consider the duration of the re-
quested absence in conjunction with the effect of the employee’s
absence on the educational program and District operations, as
well as the availability of substitutes.

Discretionary use of state personal leave shall not exceed three
consecutive workdays.

Discretionary use of leave shall not be allowed on days scheduled
for state-mandated assessments or during peak absentee periods
as determined by the Superintendent. Except as provided below,
an employee absent on one of these days shall have his or her
paycheck docked his or her daily rate for each day used.

If an employee is absent due to any iliness on days scheduled for
state-mandated assessment or during peak absentee periods, the
employee may be required to present a doctor’s certification.

In the event of a situation that has a widespread impact on a cam-
pus or the entire District, the Superintendent may waive the dock-
ing requirement.

Except as provided in this policy, each employee eligible for state
personal leave shall earn five paid local leave days per school year
in accordance with administrative regulations. Temporary, part-time
employees who submit weekly time sheets shall not be eligible for
local leave.

Local leave shall accumulate without limit.

Local leave shall be used according to the terms and conditions of
state sick leave accumulated before the 1995-96 school year, ex-
cept that an employee may contribute local leave to a sick leave
bank or to a District-employed family member [see Donated Leave
Days, below]. [See DEC(LEGAL)]

Unless the employee is in a local, state, and/or federal protected
leave status, the use of any combination of state personal leave
and local leave that exceeds ten-12 workdays within the academic
or fiscal year shall be considered excessive and serve as the basis
of disciplinary action, including termination of employment.

The District shall establish a sick leave bank that employees may
join through contribution of local leave.
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220907
COMPENSATION AND BENEFITS DEC
LEAVES AND ABSENCES (LOCAL)

Leave contributed to the bank shall be solely for the use of partici-

pating employees. An employee who is a member of the bank may

request leave from the bank if the employee or an employee’s
spouse, parent, son, or daughter experiences a catastrophic illness
or injury and the employee has exhausted all paid leave and any
applicable compensatory time. Sick leave bank days must be taken
consecutively.

The Superintendent shall develop regulations for the operation of

the sick leave bank that address the following:

1. Membership in the sick leave bank, including the number of
days an employee must contribute to become a member;

2.  Procedures to request leave from the sick leave bank;

3. The maximum number of days per school year a member em-
ployee may receive from the sick leave bank;

4. The committee or administrator authorized to consider re-
quests for leave from the sick leave bank and criteria for
granting requests; and

5.  Other procedures deemed necessary for the operation of the
sick leave bank.

Appeal An employee may appeal a decision regarding the sick leave bank

District Wellness
Leave

Donated Leave Days

in accordance with DGBA(LOCAL), beginning with the Superinten-
dent or appropriate administrator.

An employee shall earn two days of District wellness leave per
year. Wellness leave shall not accumulate. Temporary, part-time
employees who submit weekly time sheets shall not earn District
wellness leave.

An employee shall not be permitted to contribute District wellness
leave to the sick leave bank.

Discretionary use of District wellness leave shall not be allowed on
days scheduled for state-mandated assessments or during peak
absentee periods as determined by the Superintendent.

An employee shall be permitted to donate accumulated state and
local days to District-employed family members. For purposes of
this provision, “family members” shall be defined as those individu-
als within the first degree of consanguinity or first degree of affinity.

An employee may donate up to 25 days for each qualifying event.
A qualifying event must meet the definition of catastrophic illness or
injury.

The sick leave bank committee shall review and approve all re-
quests for donated leave days.
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220907
COMPENSATION AND BENEFITS DEC
LEAVES AND ABSENCES (LOCAL)

Leave of Absence for
Professional
Development

Leave of Absence for
Student Teaching

Emergency Closure
Leave

Family and Medical
Leave

An eligible employee may receive an unpaid leave of absence for
approved study and travel, aligned with the professional em-
ployee’s responsibilities. The leave of absence requires the recom-
mendation of the campus principal or supervisor, which is submit-
ted to the Superintendent and for the Board’s approval before it is
granted.

While the District shall not guarantee reemployment following an
approved leave of absence, every effort shall be made to return an
employee to his or her former job or a position of like status and
pay by the beginning of the following academic year. The employee
must advise the District of their intent to return no later than 45
days before the first day of instruction.

An eligible employee may receive an unpaid leave of absence to
complete required student teaching. The leave of absence for this
purpose shall not exceed a 14-week period. A paraprofessional
employee is eligible for a leave of absence for student teaching
upon the recommendation of the campus principal or supervisor,
which shall be submitted to the office of human resources.

The employee must be in the final semester of study and on track
for graduation at the end of that semester. The employee must be
recommended by his or her university for student teaching. The
employee must submit a request for the unpaid leave by the end of
the semester prior to student teaching indicating the dates of the
requested unpaid leave. The campus principal or supervisor must
submit the recommendation to the office of human resources prior
to the beginning of the following semester. The position shall be
filled with a substitute for the duration of the student teaching.

All eligible employees shall earn up to five leave days of
emergency closure leave per fiscal year. Emergency closure leave
shall not accumulate beyond the fiscal year in which it is earned.
Emergency closure leave shall only be used if:

1. The Superintendent has closed the District or individual cam-
pus(es) as a result of a local, regional, or national disaster,
epidemic, or other emergency condition resulting in the un-
planned closure of the District or individual campus(es); and

2.  The Superintendent has determined the employees will not be
required to make up missed workday(s).

FMLA leave shall run concurrently with applicable paid leave and
compensatory time, as applicable.

Note: See DECA(LEGAL) for provisions addressing FMLA.
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COMPENSATION AND BENEFITS DEC
LEAVES AND ABSENCES (LOCAL)

Twelve-Month
Period

Combined Leave for
Spouses

Intermittent or
Reduced Schedule
Leave

Certification of
Leave

Fitness-for-Duty
Certification

Leave at the End of
Semester

Temporary Disability
Leave

Certified Employees

Noncertified
Employees

Notification

Return to Work

Concurrent Use of
Leave

For purposes of an employee’s entitlement to FMLA leave, the 12-
month period shall be measured backward from the date an em-
ployee uses FMLA leave.

When both spouses are employed by the District, the District shall
limit FMLA leave for the birth, adoption, or placement of a child, or
to care for a parent with a serious health condition, to a combined
total of 12 weeks. The District shall limit military caregiver leave to
a combined total of 26 weeks.

The District shall not permit use of intermittent or reduced schedule
FMLA leave for the care of a newborn child or for the adoption or
placement of a child with the employee.

When an employee requests leave, the employee shall provide
certification, in accordance with FMLA regulations, of the need for
leave.

In accordance with administrative regulations, when an employee
takes FMLA leave due to the employee’s own serious health condi-
tion, the employee shall provide, before resuming work, a fitness-
for-duty certification.

When a teacher takes leave near the end of the semester, the Dis-
trict may require the teacher to continue leave until the end of the
semester.

Any full-time, exempt employee whose position requires educator
certification by the State Board for Educator Certification or by the
District shall be eligible for temporary disability leave. The maxi-
mum length of temporary disability leave shall be 180 calendar
days. [See DBB(LOCAL) for temporary disability leave placement
and DEC(LEGAL) for return to active duty.]

Any full-time, noncertified employee or nonexempt employee shall
be eligible for temporary disability leave. The maximum length of
temporary disability leave shall be 90 calendar days.

An employee’s notification of need for extended absence due to
the employee’s own medical condition shall be forwarded to the
Superintendent as a request for temporary disability leave.

If an employee is unable to return to work at the end of his or her
temporary disability leave period, either 180 or 90 days, the em-
ployee can be granted additional temporary disability leave with
Superintendent’s approval.

The District shall require the employee to use temporary disability
leave and paid leave, including any compensatory time, concur-
rently with FMLA leave.
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COMPENSATION AND BENEFITS DEC
LEAVES AND ABSENCES (LOCAL)
Workers’

Compensation

No Paid Leave
Offset

Court Appearances

Annual Payment for
Unused Leave

Note: Workers’ compensation is not a form of leave. The work-
ers’ compensation law does not require the continuation
of the District’s contribution to health insurance.

An absence due to a work-related injury or iliness shall be desig-
nated as FMLA leave, temporary disability leave, and/or assault
leave, as applicable.

The District shall not permit the option for paid leave offset in con-
junction with workers’ compensation income benefits. [See CRE]

Absences due to compliance with a valid subpoena issued in an
employee’s professional capacity or for jury duty shall be fully com-
pensated by the District and shall not be deducted from the em-
ployee’s pay or leave balance.

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

Upon completion of ten (10) continuous years of service in the Dis-
trict, all employees shall become eligible to receive pay for each
day of unused local leave at the rate of $35 per day upon retire-
ment or resignation. The amount shall be paid in December, Janu-
ary, June, or July as appropriate. The following options are availa-
ble for this benefit: Employees who retire with TRS in December
may request payment for unused local leave.

2. Employees who resign/retire at the completion of their em-
ployment agreement with the District or at the end of the
school year, as applicable, may request payment for unused
local leave.

An employee who terminates employment with the District must re-
quest payment for local leave, concurrent with written notification of
retirement or resignation. An individual terminating employment at
the end of the school year must make such notification before the
end of the fiscal year.

Official leaves of absences shall be honored as continuous service.

Days for which the employee received payment shall not be availa-
ble to that employee for use in the District in the event the em-
ployee later returns to employment with the District.

The rate established by the Board shall be in effect until a new rate
is adopted. Any changes to the rate shall apply beginning with the
school year following the adoption of the rate change.
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220907
PERSONNEL-MANAGEMENT RELATIONS DGBA
EMPLOYEE COMPLAINTS/GRIEVANCES (LOCAL)
Complaints In this policy, the terms “complaint” and “grievance” shall have the
same meaning.
Other Complaint Employee complaints shall be filed in accordance with this policy,
Processes except as required by the policies listed below. Some of these poli-

Notice to Employees

Guiding Principles
Informal Process

DGBA(LOCAL)-X

cies require appeals to be submitted in accordance with DGBA af-
ter the relevant complaint process:

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 the DIA series.

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

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

4. Complaints concerning instructional resources shall be sub-
mitted in accordance with the EF series.

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

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 through appropri-
ate District publications.

The Board encourages employees to discuss their concerns and
complaints through informal conferences with their supervisor, prin-
cipal, or other appropriate administrator who has the authority to
address the concerns. Concerns should be expressed as soon as
possible to allow early resolution at the lowest possible administra-
tive level.

Informal resolution shall be encouraged but shall not extend any
deadlines in this policy, except by mutual written consent or as oth-
erwise provided in this policy.
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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.

An employee 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. The Su-
perintendent or designee shall have the right to direct the com-
plainant to an informal conference with the appropriate school per-
sonnel. The complainant must comply with such directive before
the complaint proceeds. Such directive may be given at any level
of the proceedings and such directive shall suspend or extend any
applicable deadlines as determined by the Superintendent or de-
signee. An employee whose concerns are resolved may withdraw
a formal complaint 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 Two. Timelines for the employee and the District set out in
this policy may be shortened to allow the Board to make a final de-
cision within 60 calendar days of the initiation of the complaint.
[See DG]

Compilaints alleging a violation of law by a supervisor may be
made to the Superintendent or designee. Complaint forms alleging
a violation of law by the Superintendent may be submitted directly
to the Board or designee.

Complaint forms and appeal notices may be filed by hand-delivery,
by electronic communication, including email and fax, or by U.S.
Mail. Hand-delivered filings shall be timely filed if received by the
appropriate administrator or designee by the close of business on
the deadline. Filings submitted by electronic communication shall
be timely filed if they are received by the close of business on the
deadline, as indicated by the date/time shown on the electronic
communication. Mail filings shall be timely filed if they are post-
marked by U.S. Mail on or before the deadline and received by the
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appropriate administrator or designated representative no more
than three days after the deadline. The District shall communicate
regarding the complaint and related procedures in the same man-
ner—via hand-delivery, fax, email, or U.S. Mail.

The District shall make reasonable attempts to schedule confer-
ences at a mutually agreeable time. If an employee fails to appear
at a scheduled conference, the District may dismiss the complaint.
If the complaint is dismissed, it may be refiled, but only if within the
time period for filing a complaint.

At Levels One and Two, “response” shall mean a written communi-
cation to the employee from the appropriate administrator. Re-
sponses shall be hand-delivered, faxed, sent by electronic commu-
nication to the employee’s email address of record, or sent by U.S.
Mail to the employee’s mailing address of record. Mailed re-
sponses shall be timely if they are postmarked by U.S. Mail on or
before the deadline.

“‘Days” shall mean District business days, unless otherwise noted.
In calculating timelines under this policy, the day a document is
filed is “day zero.” The following business day is “day one.”

“‘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 one representative through written
notice 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 hearing, the
District may reschedule the conference or hearing to a later date, if
desired, in order to include the District’s counsel. The District may
be represented by counsel at any level of the process.

Compilaints arising out of an event or a series of related events
shall be addressed in one complaint. Employees shall not file sep-
arate or serial complaints arising from any event or series of events
that have been or could have been addressed in a previous com-
plaint.

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.
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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.

Fair and appropriate due process consideration shall be given to all
complaints or grievances. Honesty, candor, courtesy, professional-
ism, cooperation, and respect must occur throughout the process.
The Superintendent or designee shall have the right at any time af-
ter a complaint is filed to examine whether any complaint or griev-
ance is without merit. Consideration shall be given, but not be lim-
ited to, whether the relief requested has already been granted, the
substance of the claim, the diligence of the party asserting the
claim, the nature of the claim, whether the claim has been repeti-
tively asserted previously in the same or similar form or fashion,
and the current and prior conduct of the complainant including, but
not limited to, the complainant’s unwillingness to cooperate with
school personnel regarding the complaint.

The Superintendent or designee may request that the complainant
explain, correct, support, or substantiate any allegation asserted
and when doing so shall give the complainant a reasonable time in
which to respond. That reasonable time period shall extend the
written response deadline for a decision by the Superintendent or
designee by an equivalent period of time.

A finding by the Superintendent or designee that the complaint in
its entirety is without merit shall result in a dismissal of the com-
plaint. The Superintendent or designee may find only a portion of
the complaint to be without merit. In such event, the Superinten-
dent or designee shall dismiss the portion of the complaint found to
be without merit and rule upon the remainder of the complaint as
appropriate.

An appeal of a dismissal based on the complaint or portion thereof
being without merit shall be limited to the findings made by the Su-
perintendent or designee that such complaint or portion thereof is
without merit. Should the Board determine that the complaint or
any portion thereof is not without merit, then the Board shall return
the proceeding in its entirety to the Superintendent or designee for
further action.

Each party shall pay its own costs incurred in the course of the
complaint.
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Complaints and appeals 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 copies
of these documents, they may be presented at the Level One con-
ference. 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 or appeal form that is incomplete in any material as-
pect may be dismissed but may be refiled with all the required in-
formation if the refiling is within the designated time for filing.

As provided by law, an employee shall be permitted to make an au-
dio recording of a conference or hearing under this policy at which
the substance of the employee’s complaint is discussed. The em-
ployee shall notify all attendees present that an audio recording is
taking place.

Compilaint 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 Two following the procedure, includ-
ing 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
schedule a conference with the employee within ten days after re-
ceipt of the written complaint. The administrator may set reasona-
ble time limits for the conference.

Absent extenuating or necessary circumstances as determined by
the administrator, the administrator shall provide the employee a
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written response within ten days following the conference. The writ-
ten 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 in-
formation the administrator believes will help resolve the complaint.

Level Two If the employee did not receive the relief requested at Level One or

DGBA(LOCAL)-X

if the time for a response has expired, the employee may request a
conference with the Superintendent or designee to appeal the
Level One decision.

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

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 Superintendent or designee shall schedule a conference
within ten days after the appeal notice is filed. The conference shall
be strictly limited to the issues and documents considered at Level
One. At the conference, the employee may provide information
concerning any documents or information relied upon by the ad-
ministration for the Level One decision. The Superintendent or de-
signee may set reasonable time limits for the conference.

The Superintendent or designee shall provide the employee a writ-
ten response within ten days following the conference. The written
response shall set forth the basis of the decision. In reaching a de-
cision, the Superintendent or designee may consider the Level
One record, information provided at the Level Two conference, and
any other relevant documents or information the Superintendent or
designee 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.
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if the time for a response has expired, the employee may appeal
the decision to the Board.

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

The Superintendent-Board or its designee, including the Board
attorney, shall inform the employee of the date, time, and place of
the Board meeting at which the complaint will be on the agenda for
presentation to the Board.

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

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 administration in
reaching the Level Two decision.

The appeal shall be limited to the issues and documents consid-
ered at Level Two, except that if at the Level Three hearing the ad-
ministration intends to rely on evidence not included in the Level
Two record, the administration shall provide the employee notice of
the nature of the evidence at least three days before the hearing.
Additionally, if at the Level Three hearing the employee in-
tends to rely on evidence not included in the Level Two rec-
ord, the employee shall provide the administration and the
Board notice of the nature of the evidence at least three days
before the hearing.

The District shall determine whether the complaint will be pre-
sented 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.
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In addition to any other record of the Board meeting required by
law, the Board shall prepare a separate record of the Level Three
presentation. The Level Three 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 Two.
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Consistent with TEA'sthe Texas Education Agency (TEA) Student
Attendance Accounting Handbook (SAAH), a student may be eligi-
ble for general education homebound services if the student is to
be confined for a minimum of four weeks to a hospital or home-
bound setting for medical or psychological reasons specifically
documented by a physician licensed to practice in the United
States. The weeks of confinement need not be consecutive. The
parent’s request for services shall be submitted to the principal in
accordance with TEA's SAAH and administrative procedures.

The principal or designee shall convene a placement committee
composed of at least a campus administrator, a teacher of the stu-
dent, and the parent or guardian of the student to consider the ne-
cessity of providing general education homebound instruction to
the student. If the committee determines that such instruction is ap-
propriate, the committee shall determine the type and amount of in-
struction to be provided and, if applicable, the length of the transi-
tion period to the school-based setting based on current mediecal
information_regarding the medical or psychological condition.

Consistent with state rule and the SAAH, a student receiving spe-
cial education services may be eligible for special education home-
bound services if the student is to be confined for a minimum of
four weeks to a hospital or homebound setting for medical or psy-
chological reasons specifically documented by a physician licensed

to practice in the United States. H-a-studentischronically-ill-the

determine-whethertheThe \;veeks of confinementneed tenot be
consecutive.

H-the-ARDIf a student’s admission, review, and dismissal commit-
tee determines that homebound instruction is appropriate, the com-
mittee shall determine the type and amount of instruction to be pro-
vided in accordance with law, and, if applicable, the length of the
transition period to the school-based setting based on current med-
ieakinformation regarding the medical or psychological condition.

The District shall maintain full documentation about students re-
ceiving homebound services, in accordance with administrative
procedures, the SAAH, and a student’s individualized education

program-{{EP};, as applicable.
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Objectives

Selection

Note: For information related to the accounting of instructional
materials, as this term is defined by state law and rule,
see CMD.

For information related to the selection process of library

materials, see EFB(LOCAL)-.

The District shall provide instructional materials designed to teach
the Texas Essential Knowledge and Skills (TEKS) and further the
District’s educational mission. Although the Superintendent shall
ensure that professional staff select instructional materials in ac-
cordance with District policy and administrative regulations, the ulti-
mate authority for determining and approving the curriculum and
instructional program of the District lies with the Board.

In this policy, “instructional materials” may include textbooks, sup-
plementary resources for classroom use, and any other instruc-
tional resources, including electronic resources, used for formal or
informal teaching and learning purposes. The primary objectives of
instructional materials are to implement, enrich, and support the
District’s educational program.

Instructional materials that are textbooks and related supplemental

materials, which may include items from the list of resources
adopted by the State Board of Education, shall be chosen in ac-
cordance with administrative requlations and the objectives above.

In the selection of instructional resources, whether such selection
is recommended or performed by District professional staff, admin-
istrators, teachers, staff members, employees (full-time or part-
time), contractors, contract workers, supervisors, assistants, parent
volunteers, agents, trustees, vendors, or any individual or group
acting on behalf of the District, all listed individuals shall ensure
that the resources:

1. Enrich and support the curriculum consistent with the general
educational goals of the state and District, the aims and ob-
jectives of individual schools and specific courses, and the
District and campus improvement plans.

2. Are appropriate for the subject area and for the age, ability
level, learning styles, interests, and social and emotional de-
velopment of the students for whom they are selected.

DATE ISSUED: 9/6/202211/2024 ABOPTED:Adopted: 10f6
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10.

11.

Meet high standards for artistic quality, literary style, authen-
ticity, educational significance, factual content, physical for-
mat, presentation, readability, and technical quality.

Present various sides of controversial issues so that students
have an opportunity to develop, under guidance, skills in criti-
cal analysis and in making informed judgments in their daily
lives. [See also EMB regarding instruction about controversial
issues.]

Promote literacy.

Not be in violation of Texas Penal Code 43.24 or any other
applicable law, rule, or regulation.

Are designed to help students gain an awareness of our plu-
ralistic society.

Are designed to provide information that will motivate stu-
dents and staff to examine their own attitudes and behavior;
to understand their duties, responsibilities, rights, and privi-
leges as citizens participating in our society; and to make in-
formed choices in their daily lives.

Are viewed as a whole and are not excluded because of iso-
lated passages or illustrations, language, and the like being
taken out of context.

Provide a wide range of background information that will ena-
ble students to make intelligent judgments in their daily lives.

To the extent possible while ensuring instruction in the TEKS,
are designed to develop each student’s civil knowledge, in-
cluding:

¢  Anunderstanding of:

. The fundamental moral, political, and intellectual
foundations of the American experiment in self-gov-
ernment;

e  The history, qualities, traditions, and features of
civic engagement in the United States;

e  The structure, function, and processes of govern-
ment institutions at the federal, state, and local lev-
els; and

e  The founding documents of the United States.

. The ability to:

DATE ISSUED: 9/6/202211/2024 ABOPTED:Adopted: 20f6
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e  Analyze and determine the reliability of information
sources;

. Formulate and articulate reasoned positions;

. Understand the manner in which local, state, and
federal government works and operates through
the use of simulations and models of governmental
and democratic processes;

e Actively listen and engage in civil discourse, includ-
ing discourse with those with different viewpoints;
and

. Participate as a citizen in a constitutional democ-
racy by voting.

e An appreciation of:

. The importance and responsibility of participating in
civic life;

. A commitment to the United States and its form of
government; and

¢  Acommitment to free speech and civil discourse.

When providing instruction regarding the founding documents
of the United States, these shall be presented appropriately
for the grade level, and in an objective, neutral, comprehen-
sive, and unbiased manner that respects the entirety of the
document. The founding documents of the United States in-
clude the Declaration of Independence; the United States
Constitution; the Federalist Papers, including the Essays 10
and 51; excerpts from Alexis de Tocqueville’s Democracy in
America; the transcript of the first Lincoln-Douglas debate; the
writings of the founding fathers of the United States; Frederick
Douglass’s speeches “The Meaning of July Fourth for the Ne-
gro” and “What the Black Man Wants”; and Martin Luther King
Jr.’s speech “I Have a Dream,” all taken as a whole.

District professional staff may select additional instructional materi-
als in accordance with administrative regulations and the criteria
above.

Administrators, teachers, other District personnel, parents, and
community members, as appropriate, may recommend instruc-
tional materials for selection. Gifts of instructional materials shall
be evaluated according to these criteria and accepted or rejected
in accordance with CDC(LOCAL).
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Controversial Issues

Prohibited Materials

Selection of instructional materials is an ongoing process that in-
cludes the removal of materials no longer appropriate and the peri-
odic replacement or repair of materials that still have educational
value.

All instructional materials selected should at least meet the content
restrictions set out in policy EFB(LOCAL) on library materials.

District professional staff shall endeavor to maintain a balanced
collection representing various views when selecting instructional
resources on controversial issues. Resources shall be chosen to
clarify historical and contemporary forces by presenting and ana-
lyzing intergroup tension and conflict objectively, placing emphasis
on recognizing and understanding social and economic problems.
[See also EMB regarding instruction about controversial issues and
EHAA regarding human sexuality instruction.]

Prohibited materials are instructional materials that are pervasively
vulgar, obscene’, or that adopt, support, or promote subject matter
that has been prohibited by law or by the District, including any
such instructional resources described in EMB(LOCAL).

Prohibited materials shall not be used, introduced, or provided to
any students in any District school or otherwise.

For purposes of this policy, and in accordance with Texas Penal
Code 43.21, “obscene” means materials or a performance that:

1. The average person, applying contemporary community
standards, would find that taken as a whole appeals to the
prurient interest in sex;

2. Depicts or describes:

a. Patently offensive representations or description of ulti-
mate sexual acts, normal or perverted, actual or simu-
lated, including sexual intercourse, sodomy, and sexual
bestiality; or

b. Patently offensive representations or descriptions of
masturbation, excretory functions, sadism, masochism,
lewd exhibition of the genitals, the male or female geni-
tals in a state of sexual stimulation or arousal, covered
male genitals in a discernibly turgid state or a device de-
signed and marketed as useful primarily for stimulation
of the human genital organs; and

3. Taken as a whole, lacks serious literary, artistic, political, and
scientific value.
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Although the Board will rely on the District’s professional staff to
select and acquire instructional materials used in the District’'s edu-
cational program, the Board reserves the right to determine, in an
open meeting that complies with the Texas Open Meetings Act,
those instructional materials that are obscene or should otherwise
be classified as prohibited materials.

On an annual basis, or as otherwise necessary as determined by
the Board in its sole discretion, any and all instructional materials
that address or contain human sexuality and/or nudity, sexually ex-
plicit acts, or graphic presentations of sexual behavior and sexually
transmitted diseases arising out of such behavior, that the District
intends to use in any manner as instructional resources, shall first
be presented to the Board in an open meeting in accordance with
the Texas Open Meetings Act. During the open meeting, the admin-
istration shall inform parents, legal guardians, and the Board re-
garding the educational value of, and the reasoning behind, the
use and selection of the materials as instructional resources. The
Board shall vote on:

1. Whether to include or exclude the materials as instructional
resources; and

2. Whether to characterize such materials as prohibited materi-
als.

Any and all materials that the Board has specifically voted to in-
clude or exclude from the District’s available instructional materials
or resources shall be posted on the District's website and main-
tained in a searchable database that allows District personnel and
the public to review detailed information concerning the materials
including:

1. The identity of the included or excluded materials;

2. The administration’s position regarding the educational value
of, and reasoning behind, the proposed use and selection of
the materials;

3. How each of the materials is being utilized by the District and
at which campuses and classrooms the materials are availa-
ble to students; and

4. The vote of the Board.
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instructional material used in the District’'s educational program on
the basis that the instructional material fails to meet the standards
set forth in this policy.

The guiding principles, standards, and expectations in policy
EFB(LOCAL) relating to library materials also apply to instructional
materials.

The following principles shall guide the Board and staff in respond-
ing to ehallengesa request for reconsideration of instructional ma-
terials::

1. Acomplainant may raise an objection to an instructional ma-
terial used in a school’s educational program, despite the fact
that the professional staff selecting the materials were quali-
fied to make the selection, followed the proper procedure, and
adhered to the objectives for instructional materials set out in
this policy and comply with the content guidelines attached as
an exhibit to EFB(LOCAL).

2. Aparent’s ability to exercise control over instruction extends
only to his or her own child as set forth in Education Code
Chapter 26.

3. Access to a challenged material shall not be restricted during
the reconsideration process, except the District may deny ac-
cess to a child if requested by the child’s parent.

The major criterion for the final decision on challenged instructional
materials is the appropriateness of the material for its intended ed-
ucational use. No challenged instructional material shall be re-
moved solely because of the ideas expressed therein.

The challenge process set out in policy EFB(LOCAL) will be uti-
lized for all challenges to instructional material.

After an instructional material has been reviewed through formal
reconsideration, it shall not be reviewed again until it is evaluated
in the periodic local selection process.

The complainant may appeal the decision of the reconsideration
committee in accordance with appropriate complaint policies, start-
ing at the appropriate level. [See DGBA, FNG, and GF]

T As that term is used in Fexas-Penal Code 43.21.
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Complaints In this policy, the terms “complaint” and “grievance” shall have the
same meaning.
Other Complaint Student or parent complaints shall be filed in accordance with this
Processes policy, except as required by the policies listed below. Some of

these policies require appeals to be submitted in accordance with
FNG after the relevant complaint process:

1. Complaints alleging discrimination or harassment based on
race, color, religion, sex, gender, national origin, age, or disa-
bility shall be submitted in accordance with the FFH series.

2. Complaints concerning dating violence shall be submitted in
accordance with the FFH series.

3. Complaints concerning retaliation related to discrimination
and harassment shall be submitted in accordance with the
FFH series.

4. Complaints concerning bullying or retaliation related to bully-
ing shall be submitted in accordance with FFI.

5. Complaints concerning failure to award credit or a final grade
on the basis of attendance shall be submitted in accordance
with FEC.

6. Complaints concerning removal to a disciplinary alternative
education program shall be submitted in accordance with
FOC and the Student Code of Conduct.

7. Complaints concerning expulsion shall be submitted in ac-
cordance with FOD and the Student Code of Conduct.

8. Complaints concerning any final decisions of the gifted and
talented selection committee regarding selection for or exit
from the gifted program shall be submitted in accordance with
EHBB.

9. Complaints within the scope of Section 504, including com-
plaints concerning identification, evaluation, or educational
placement of a student with a disability, shall be submitted in
accordance with FB and the procedural safeguards hand-
book.

10. Complaints within the scope of the Individuals with Disabilities
Education Act, including complaints concerning identification,
evaluation, educational placement, or discipline of a student
with a disability, shall be submitted in accordance with
EHBAE, FOF, and the procedural safeguards handbook pro-
vided to parents of all students referred to special education.

10f8
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11. Complaints concerning instructional resources shall be sub-
mitted in accordance with the EF series.

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

13. Complaints concerning intradistrict transfers or campus as-
signment shall be submitted in accordance with FDB.

14. Complaints concerning admission, placement, or services
provided for a homeless student shall be submitted in accord-
ance with FDC.

15. Complaints concerning disputes regarding a student’s eligibil-
ity for free or reduced-priced meal programs shall be submit-
ted in accordance with COB.

Compilaints regarding refusal of entry to or ejection from District
property based on Education Code 37.105 shall be filed in accord-
ance with this policy. However, the timelines shall be adjusted as
necessary to permit the complainant to address the Board in per-
son within 90 calendar days of filing the initial complaint, unless the
complaint is resolved before the Board considers it. [See GKA(LE-
GAL)]

In accordance with Texas Education Code 26.001, the District is
not required to address a complaint concerning a student’s partici-
pation in an extracurricular activity that does not involve a violation
of Chapter 26 of the Education Code. Complaints regarding extra-
curricular activities shall be addressed by the appropriate campus
administrator and appealed to the campus principal. The campus
principal and the director of Fine Arts and/or the athletic director
shall collaboratively come to a decision. The decision of the princi-
pal and director shall be final.

The District shall inform students and parents of this policy through
appropriate District publications.

The Board encourages students and parents to discuss their con-
cerns and complaints through informal conferences with the appro-
priate teacher, principal, or other administrator who has the author-
ity to address the concerns. Concerns should be expressed as
soon as possible to allow early resolution at the lowest possible ad-
ministrative level.

Informal resolution shall be encouraged but shall not extend any
deadlines in this policy, except by mutual written consent or as oth-
erwise provided in this policy.
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A student or parent may initiate the formal process described be-
low by timely filing a written complaint form.

Even after initiating the formal complaint process, students and
parents are encouraged to seek informal resolution of their con-
cerns. The Superintendent or designee shall have the right to direct
the complainant to an informal conference with the appropriate
school personnel. The complainant must comply with such di-
rective before the complaint proceeds. Such directive may be given
at any level of the proceedings and such directive shall suspend or
extend any applicable deadlines as determined by the Superinten-
dent or designee. A student or parent whose concerns are resolved
may withdraw a formal complaint 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 any student or parent for bringing a concern or com-
plaint.

Complaint forms and appeal notices may be filed by hand-delivery,
by electronic communication, including email and fax, or by U.S.
Mail. Hand-delivered filings shall be timely filed if received by the
appropriate administrator or designee by the close of business on
the deadline. Filings submitted by electronic communication shall
be timely filed if they are received by the close of business on the
deadline, as indicated by the date/time shown on the electronic
communication. Mail filings shall be timely filed if they are post-
marked by U.S. Mail on or before the deadline and received by the
appropriate administrator or designated representative no more
than three days after the deadline. The District shall communicate
regarding the complaint and related procedures in the same man-
ner—via hand-delivery, fax, email, or U.S. Mail.

The District shall make reasonable attempts to schedule confer-
ences at a mutually agreeable time. If a student or parent fails to
appear at a scheduled conference, the District may dismiss the
complaint. If the complaint is dismissed, it may be refiled, but only
if within the time period for filing a complaint.

At Levels One and Two, “response” shall mean a written communi-
cation to the student or parent from the appropriate administrator.
Responses shall be hand-delivered, faxed, sent by electronic com-
munication to the student’s or parent’s email address of record, or
sent by U.S. Mail to the student’s or parent’s mailing address of
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record. Mailed responses shall be timely if they are postmarked by
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designated by the student or parent to represent the student or
parent in the complaint process. A student may be represented by
an adult at any level of the complaint.

The student or parent may designate one representative through
written notice to the District at any level of this process. If the stu-
dent or parent 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
later date, if desired, in order to include the District’'s counsel. The
District may be represented by counsel at any level of the process.

Compilaints arising out of an event or a series of related events
shall be addressed in one complaint. A student or parent shall not
file separate or serial complaints arising from any event or series of
events that have been or could have been addressed in a previous
complaint.

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 student or parent,
at any point during the complaint process. The student or parent
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.

Fair and appropriate due process consideration shall be given to all
complaints or grievances. Honesty, candor, courtesy, professional-
ism, cooperation, and respect must occur throughout the process.
The Superintendent or designee shall have the right at any time af-
ter a complaint is filed to examine whether any complaint or griev-
ance is without merit. Consideration shall be given, but not be lim-
ited to, whether the relief requested has already been granted, the
substance of the claim, the diligence of the party asserting the
claim, the nature of the claim, whether the claim has been repeti-
tively asserted previously in the same or similar form or fashion,
and the current and prior conduct of the complainant including, but
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not limited to, the complainant’s unwillingness to cooperate with
school personnel regarding the complaint.

The Superintendent or designee may request that the complainant
explain, correct, support, or substantiate any allegation asserted
and when doing so shall give the complainant a reasonable time in
which to respond. That reasonable time period shall extend the
written response deadline for a decision by the Superintendent or
designee by an equivalent period of time.

An appeal of a dismissal based on the complaint or portion thereof
being without merit shall be limited to the findings made by the Su-
perintendent or designee that such complaint or portion thereof is
without merit. Should the Board determine that the complaint or
any portion thereof is not without merit, then the Board shall return
the proceeding in its entirety to the Superintendent or designee for
further action.

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

Complaints and appeals 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 student or parent does not
have copies of these documents, copies may be presented at the
Level One conference. After the Level One conference, no new
documents may be submitted by the student or parent unless the
student or parent did not know the documents existed before the
Level One conference.

A complaint or appeal form that is incomplete in any material as-
pect may be dismissed but may be refiled with all the required in-
formation if the refiling is within the designated time for filing.

Compilaint forms must be filed:

1. Within 15 days of the date the student or parent 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, students and parents shall file Level
One complaints with the campus principal.
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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 Two following the procedure, includ-
ing 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
schedule a conference with the student or parent within ten days
after receipt of the written complaint. The administrator may set
reasonable time limits for the conference.

Absent extenuating or necessary circumstances as determined by
the administrator, the administrator shall provide the student or par-
ent 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 docu-
ments or information the administrator believes will help resolve
the complaint.

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

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

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 student or parent 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 student or parent 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.
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The Superintendent or designee shall schedule a conference
within ten days after the appeal notice is filed. The conference shall
be strictly limited to the issues and documents considered at Level
One. At the conference, the student or parent may provide infor-
mation concerning any documents or information relied upon by
the administration for the Level One decision. The Superintendent
or designee may set reasonable time limits for the conference.

The Superintendent or designee shall provide the student or parent
a written response within ten days following the conference. The
written response shall set forth the basis of the decision. In reach-
ing a decision, the Superintendent or designee may consider the
Level One record, information provided at the Level Two confer-
ence, and any other relevant documents or information the Super-
intendent or designee 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 student or parent did not receive the relief requested at Level
Two or if the time for a response has expired, the student or parent
may appeal the decision to the Board.

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

The Superintendent-Board or its designee, including the Board
attorney, shall inform the student or parent of the date, time, and
place of the Board meeting at which the complaint will be on the
agenda for presentation to the Board.

The Superintendent or designee shall provide the Board the record
of the Level Two appeal. The student or parent may request a copy
of the Level Two record.

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 administration in
reaching the Level Two decision.

5. The appeal shall be limited to the issues and documents con-
sidered at Level Two, except that if at the Level Three hearing
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the administration intends to rely on evidence not included in
the Level Two record, the administration shall provide the stu-
dent or parent notice of the nature of the evidence at least
three days before the hearing. Additionally, if at the Level
Three hearing the student or parent intends to rely on ev-
idence not included in the Level Two record, the student
or parent shall provide the administration and the Board
notice of the nature of the evidence at least three days
before the hearing.

Presentation to the The District shall determine whether the complaint will be pre-
Board sented 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 student or par-
ent and administration to each make a presentation and provide re-
buttal 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 Three
presentation. The Level Three presentation, including the presenta-
tion by the student or parent or the student’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 Two.
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In this policy, the terms “complaint” and “grievance” shall have the
same meaning.

Only members of the public who have a legitimate interest in the
District may utilize this public complaint process. Members of the
public who have a legitimate interest include, but are not limited to,
District residents, District taxpayers, District voters, District busi-
ness owners, and current and potential District vendors. The Su-
perintendent or designee may dismiss any grievance from an indi-
vidual who does not have a legitimate interest in the District.

An appeal of a dismissal based on the individual not having a legiti-
mate interest in the District shall be limited to the findings made by
the Superintendent or designee that there is no legitimate interest
in the District. Should the Board determine that the individual does
have a legitimate interest in the District, then the Board shall return
the proceeding in its entirety to the Superintendent or designee for
further action.

Complaints by members of the public shall be filed in accordance
with this policy, except as required by the policies listed below.
Some of these policies require appeals to be submitted in accord-
ance with GF after the relevant complaint process:

1. Complaints concerning instructional resources shall be filed in
accordance with the EF series.

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

Complaints regarding refusal of entry to or ejection from District
property based on Education Code 37.105 shall be filed in accord-
ance with this policy. However, the timelines shall be adjusted as
necessary to permit the complainant to address the Board in per-
son within 90 calendar days of filing the initial complaint, unless the
complaint is resolved before the Board considers it. [See GKA(LE-
GAL)]

The Board encourages the public to discuss concerns and com-
plaints through informal conferences with an appropriate adminis-
trator who has the authority to address the concerns. Concerns
should be expressed as soon as possible to allow early resolution
at the lowest possible administrative level.

Informal resolution shall be encouraged but shall not extend any
deadlines in this policy, except by mutual written consent or as oth-
erwise provided by this policy.
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An individual may initiate the formal process described below by
timely filing a written complaint form.

Even after initiating the formal complaint process, individuals are
encouraged to seek informal resolution of their concerns. The Su-
perintendent or designee shall have the right to direct the com-
plainant to an informal conference with the appropriate school per-
sonnel. The complainant must comply with such directive before
the complaint proceeds. Such directive may be given at any level
of the proceedings and such directive shall suspend or extend any
applicable deadlines as determined by the Superintendent or de-
signee. An individual whose concerns are resolved may withdraw
a formal complaint 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 any individual for bringing a concern or complaint.

Complaint forms and appeal notices may be filed by hand-delivery,
by electronic communication, including email and fax, or by U.S.
Mail. Hand-delivered filings shall be timely filed if received by the
appropriate administrator or designee by the close of business on
the deadline. Filings submitted by electronic communication shall
be timely filed if they are received by the close of business on the
deadline, as indicated by the date/time shown on the electronic
communication. Mail filings shall be timely filed if they are post-
marked by U.S. Mail on or before the deadline and received by the
appropriate administrator or designated representative no more
than three days after the deadline. The District shall communicate
regarding the complaint and related procedures in the same man-
ner—via hand-delivery, fax, email, or U.S. Mail.

The District shall make reasonable attempts to schedule confer-
ences at a mutually agreeable time. If a student or parent fails to
appear at a scheduled conference, the District may dismiss the
complaint. If the complaint is dismissed, it may be refiled, but only
if within the time period for filing a complaint.

At Levels One and Two, “response” shall mean a written communi-
cation to the individual from the appropriate administrator. Re-
sponses may be hand-delivered, faxed, sent by electronic commu-
nication to the individual’s email address of record, or sent by U.S.
Mail to the individual’s mailing address of record. Mailed responses
shall be timely if they are postmarked by U.S. Mail on or before the
deadline.
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“Days” shall mean District business days, unless otherwise noted.
In calculating timelines under this policy, the day a document is
filed is “day zero.” The following business day is “day one.”

“‘Representative” shall mean any person who or organization that is
designated by an individual to represent the individual in the com-
plaint process.

The individual may designate one representative through written
notice to the District at any level of this process. If the individual
designates a representative with fewer than three days’ notice to
the District before a scheduled conference or hearing, the District
may reschedule the conference or hearing to a later date, if de-
sired, in order to include the District’s counsel. The District may be
represented by counsel at any level of the process.

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

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 individual, at any
point during the complaint process. The individual 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.

Fair and appropriate due process consideration shall be given to all
complaints or grievances. Honesty, candor, courtesy, professional-
ism, cooperation, and respect must occur throughout the process.
The Superintendent or designee shall have the right at any time af-
ter a complaint is filed to examine whether any complaint or griev-
ance is without merit. Consideration shall be given, but not be lim-
ited to, whether the relief requested has already been granted, the
substance of the claim, the diligence of the party asserting the
claim, the nature of the claim, whether the claim has been repeti-
tively asserted previously in the same or similar form or fashion,
and the current and prior conduct of the complainant including, but
not limited to, the complainant’s unwillingness to cooperate with
school personnel regarding the complaint.

The Superintendent or designee may request that the complainant
explain, correct, support, or substantiate any allegation asserted
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and when doing so shall give the complainant a reasonable time in
which to respond. That reasonable time period shall extend the
written response deadline for a decision by the Superintendent or
designee by an equivalent period of time. A finding by the Superin-
tendent or designee that the complaint in its entirety is without
merit shall result in a dismissal of the complaint. The Superinten-
dent or designee may find only a portion of the complaint to be
without merit. In such event, the Superintendent or designee shall
dismiss the portion of the complaint found to be without merit and
rule upon the remainder of the complaint as appropriate.

An appeal of a dismissal based on the complaint or portion thereof
being without merit shall be limited to the findings made by the Su-
perintendent or designee that such complaint or portion thereof is
without merit. Should the Board determine that the complaint or
any portion thereof is not without merit, then the Board shall return
the proceeding in its entirety to the Superintendent or designee for
further action.

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

Complaints and appeals 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 individual does not have copies
of these documents, they may be presented at the Level One con-
ference. After the Level One conference, no new documents may
be submitted by the individual unless the individual did not know
the documents existed before the Level One conference.

A complaint or appeal form that is incomplete in any material as-
pect may be dismissed but may be refiled with all the required in-
formation if the refiling is within the designated time for filing.

Complaint forms must be filed:

1. Within 15 days of the date the individual 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.

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 Two following the procedure, includ-
ing deadlines, for filing the complaint form at Level One.
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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
schedule a conference with the individual within ten days after re-
ceipt of the written complaint. The administrator may set reasona-
ble time limits for the conference.

Absent extenuating or necessary circumstances as determined by
the administrator, the administrator shall provide the individual a
written response within ten days following the conference. The writ-
ten 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 in-
formation the administrator believes will help resolve the complaint.

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

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

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 individual 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 individual 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 Superintendent or designee shall schedule a conference
within ten days after the appeal notice is filed. The conference shall
be strictly limited to the issues and documents considered at Level
One. At the conference, the individual may provide information
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concerning any documents or information relied upon by the ad-
ministration for the Level One decision. The Superintendent or de-
signee may set reasonable time limits for the conference.

The Superintendent or designee shall provide the individual a writ-
ten response within ten days following the conference. The written
response shall set forth the basis of the decision. In reaching a de-
cision, the Superintendent or designee may consider the Level
One record, information provided at the Level Two conference, and
any other relevant documents or information the Superintendent or
designee 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 individual did not receive the relief requested at Level Two or
if the time for a response has expired, he or she may appeal the
decision to the Board.

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

The Superintendent-Board or its designee, including the Board
attorney, shall inform the individual of the date, time, and place of
the Board meeting at which the complaint will be on the agenda for
presentation to the Board

The Superintendent or designee shall provide the Board the record
of the Level Two appeal. The individual may request a copy of the
Level Two record.

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 administration in
reaching the Level Two decision.

The appeal shall be limited to the issues and documents consid-
ered at Level Two, except that if at the Level Three hearing the ad-
ministration intends to rely on evidence not included in the Level
Two record, the administration shall provide the individual notice of
the nature of the evidence at least three days before the hearing.
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Additionally, if at the Level Three hearing the individual in-
tends to rely on evidence not included in the Level Two rec-
ord, the individual shall provide the administration and the
Board notice of the nature of the evidence at least three days
before the hearing.

Presentation to the The District shall determine whether the complaint will be pre-
Board sented 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 individual 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 Three
presentation. The Level Three presentation, including the presenta-
tion by the individual or his or her representative, any presentation
from the administration, and questions from the Board with re-
sponses, shall be recorded by audio recording, video/audio record-
ing, 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 Two.
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