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Explanatory Notes
TASB Localized Policy Manual Update 120

SAFETY PROGRAM/RISK MANAGEMENT: EMERGENCY PLANS
Education Code 37.108(d) requires a district's multihazard emergency operations plan to include re­
sponding to a train derailment near a district school if a district facility is within 1,000 yards of a railroad
track. New recommended local policy text incorporates this requirement into the list of procedures that
must be addressed.

In addition, we recommend adjustments to provisions regarding the board's authorization of certain em­
ployees to possess firearms on district property. Key changes include the following:

• Establish the authority of both the superintendent and the board to revoke an employee's authoriza­
tion.

• Include firearms among the equipment that requires district approval.

• Clarify that the procedures to implement this security program are detailed in the district's emergency
operations plan.

Please contact your policy consultant with any questions about these recommended revisions.

For more information, see TASS Legal Services' article School Marshals and Other Personnel Carrying
Firearms. The Legal Issues in Update 120 memo also describes common legal concerns and best prac­
tices specific to this policy's topic.

STUDENT RIGHTS AND RESPONSIBILITIES: STUDENT AND PARENT
COMPLAINTS/GRIEVANCES

Revisions to this local policy are recommended at Other Complaint Processes to:

• Clarify how special education complaints are addressed.

• Encompass all instructional resources policies.

• Reference the required hearing procedure for eligibility disputes under school nutrition programs.

The Legal Issues in Update 120 memo describes common legal concerns and best practices specific to
this policy's topic.

FNG(LOCAL)

FO(LOCAL) STUDENT DISCIPLINE
Recommended revisions to this local policy are to clarify rimmstares when restraintmayh used gen­
erally and to more prominently address restraint of a student who receives special educationservices.
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SAFETY PROGRAM/RISK MANAGEMENT
EMERGENCY PLANS

CKC
(LOCAL)

Emergency
Operations Plan

Firearms
Purpose

Authorization

Revocation

The Superintendent shall ensure updating of the District's emer­
gency operations plan and ongoing staff training.

As required by law, the emergency operations plan shall include
the District's procedures addressing:

1. Reasonable security measures when District property is used
as a polling place;

2. Response to an active shooter emergency;and

3. Response to a nearby train derailment, as applicable; and

3.4. Access to campus buildings and materials necessary for a
substitute teacher to carry out the duties of a District em­
ployee during an emergency or an emergency drill.

The Board has adopted these provisions regarding firearms to ad­
dress concerns about effective and timely response to emergency
situations onata District propertyschook, including invasion of a
school by an armed outsider; a hostage situation; actions of a stu­
dent or employee who is armed and poses a direct threat of physi­
cal harm to himself, herself, or others; and similar circumstances.

Pursuant to its authority under state law, the Board may., from time
to time, authorize specific District employees to possess certain
firearms in schools, at Board meetings, at school and at school­
sponsored or school-related events on District property, to the ex­
tent allowed by law.

Each specifically authorized employee shall be approved by a sep
arate action of the Board. The Superintendent shall issue written
authorization to each approved employee.ny duties performed by
an employee under this policy shall be considered within-the
course and scope of his or her employment. The Superintendent
shall develop administrative regulations regarding firearms, includ
ing the storage of firearms, the-use of firearms- in an emergency sit
uation, and other guidelines related to the use and possession of
firearms on District property.

Participation in this safety program shall be strictly voluntary and
shall not be a requirement of any employee position.

The Superintendent, as well as the Board, shall have the authority
to revoke at any time a specific employee's authorization to pos­
sess a firearm under this policy.

However,The authorization for a specific employee to possess a
firearm under this policy shall be automatically revoked if the em­
ployee is placed on administrative leave or separates from employ-
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ment with the District, regardless of the reason. In aeldition, the Su
perintendent shall have the authority to revoke at any time a spe
eific employee's authorization to possessa firearm under-this sol
iGy.

Eemployee participation in this safety program shall be voluntary
and shall net be a requirement for any position of employment with
the District-

Handgun Licensees Only a District employee who maintains a current license to carry a
handgun; in accordance with Texas state law, shall be eligible for
authorization to possess a firearm on District property under this
policy and in accordance with the District's emergency operations
plan. -

A District employee who is a handgun license holder but who has
not been specifically authorized by Board action under this policy
shall not be permitted to possess a firearm on school property ex­
cept in accordance with the limited provisions of DH(LOCAL).

The District shall provide to eachach District employee who is au­
thorized to possess a firearm on District property shall be provided
specialized training in crisis intervention, management of hostage
situations, and other topics asthe Boardordesignee-may deter­
mine necessary or appropriate.

Training

Permitted Weapons
and Ammunition

Implementation

Only District-approved firearms and ammunition shall be permitted
in firearms authorized for possession and use under this policy and
the District's emergency operations procedures.

The Superintendent shall ensure that procedures to implement this
security programaredetailed in the District's emergency opera­
tions plan.
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Complaints

Other Complaint
Processes

In this policy, the terms "complaint" and "grievance" shall have the
same meaning.

Student or parent complaints 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 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 FFH.

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

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

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 expulsion shall be submitted in ac­
cordance with FOO and the Student Code of Conduct.

7. 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.

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

9. Complaints within the scope of the Individuals with Disabilities
Education Act, including complaintsComplaints concerning
identification, evaluation, educational placement, or discipline
of a student with a disability, within the scope of the-Individu
als with Disabilities Educationct shall be submitted in ac­
cordance with EHBAE, FOF, and the procedural safeguards
handbook provided to parents of all students referred to spe­
cial education.

10. Complaints concerning instructional resources shall be sub­
mitted in accordance with the EF series.
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Notice to Students
and Parents

Guiding Principles
Informal Process

Formal Process

Freedom from
Retaliation

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

12. Complaints concerning intradistrict transfers or campus as­
signment shall be submitted in accordance with FOB.

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

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

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

The Board encourages students and parents to discuss their con­
cerns with the appropriate teacher, principal, or other campus ad­
ministrator who has the authority to address the concerns. Con­
cerns should be expressed as soon as possible to allow early
resolution at the lowest possible administrative level.

Informal resolution shall be encourage but shall notextend any
deadlines in this policy, except by mutual written consent.

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. A student or parent whose concerns are resolved may with­
draw 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.
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General Provisions
Filing

Scheduling
Conferences

Response

Days

Representative

Consolidating
Complaints

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 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 hold the con­
ference and issue a decision in the student's or parent's absence.

At Levels One, Two, and Three, "response" shall mean a written
communication to the student or parent from the appropriate ad­
ministrator. Responses may be hand-delivered, sent by electronic
communication to the student's or parent's email address of rec­
ord, or sent by U.S. Mail to the student's or parent's mailing ad­
dress of record. Mailed responses shall be timely if they are post­
marked 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 organization that is
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 a representative through writ­
ten notice to the District at any level of this process. If the student
or parent 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.

Complaints 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.
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Untimely Filings

Costs Incurred

Complaint and
Appeal Forms

Level One

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.

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. lf the student or parent does not
have copies of these documents, copies may be presented at the
Level One conference. After the Lever 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.

Complaint forms must be filed:

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

2. With the lowest level administrator who has theauthority to
remedy the alleged problem.

In most circumstances, students and parents shall file Level
One complaints with the campus principal.

If the only administrator who has authority to remedy the al­
leged problem is the Superintendent or designee, the com­
plaint may begin at Level Three following the procedure, in­
cluding deadlines, for filing the complaint form at Level One.

If the complaint is not filed with the appropriate administrator, the
receiving administrator must note the date and time the complaint
form was received and immediately forward the complaint form to
the appropriate administrator.
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Level Two

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 circumstances, the administrator 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 reaching a decision, the administrator may consider in­
formation provided at the Level One conference and any other rel­
evant documents 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 -Level Two administrator to ap­
peal the Level One decision.

The appeal notice must be filed in writing, on a form provided by
the District, within ten days of the date of the written Level One 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.

The Level Two administrator shall schedule a conference within ten
days after the appeal notice is filed. The conference shall be limited
to the issues and documents considered at Level One. At the con­
ference, the student or parent may provide information concerning
any documents or information relied upon by the administration for
the Level One decision. The Level Two administrator may set rea­
sonable time limits for the conference.
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Level Three

The Level Two administrator shall provide the student or parent 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 Level Two administrator may consider the Level One
record, information provided at the Level Two conference, and any
other relevant documents or information the Level Two administra­
tor believes will help resolve the complaint.

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

If the 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 request a conference with the Superintendent or designee to
appeal the Level Two decision.

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

After receiving notice of the appeal, the Level Two administrator
shall prepare and forward a record of the Level Two appeal to the
Level Three administrator. The 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 respense issued at Level Two and any attach­
ments.

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

The Level Three administrator shall schedule a conference within
ten days after the appeal notice is filed. The conference shall be
limited to the issues and documents considered at Level Two. At
the conference, the student or parent may provide information con­
cerning any documents or information relied upon by the admin­
istration for the Level One and Level Two decisions. The Level
Three administrator may set reasonable time limits for the confer­
ence.

The Level Three administrator shall provide the student or parent 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 Level Three administrator may consider the Level
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Level Four

One and Level Two record, information provided at the Level Three
conference, and any other relevant documents or information the
Level Three administrator believes will help resolve the complaint.

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

If the student or parent did not receive the relief requested at Level
Three or if the time for a response has expired, the student or par­
ent 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 Three
response or, if no response was received, within ten days of the
Level Three response deadline.

The Superintendent or designee shall inform the student or parent
of the date, time, and place of the Board meeting at which the com­
plaint will be on the agenda for presentation to the Board.

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

The Level Three record shall include:

1. The Level One record.

2. The Level Two record.

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

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

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

The appeal shall be limited to the issues and documents consid­
ered at Level Three, except that if at the Level Four hearing the ad­
ministration intends to rely on evidence not included in the Level
Three record, the administration shall provide the student or parent
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]
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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 Four
presentation. The Level Four 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 Three.
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Student Code of
Conduct

Revisions

Extracurricular
Standards of
Behavior
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(LOCAL)

The District's rules of discipline are maintained in the Board­
adopted Student Code of Conduct and are established to support
an environment conducive to teaching and learning.

Rules of conduct and discipline shall not have the effect of discrim­
inating on the basis of gender, race, color, disability, religion, eth­
nicity, or national origin.

At the beginning of the school year and throughout the school year
as necessary, the Student Code of Conduct shall be:

1. Posted and prominently displayed at each campus or made
available for review in the principal's office, as required by
law; and

2. Made available on the District's website and/or as a hard copy
to students, parents, teachers, administrators, and others on
request.

Revisions to the Student Code of Conduct approved by the Board
during the year shall be made available promptly to students and
parents, teachers, administrators, and others.

With the approval of the principal and Superintendent, sponsors
and coaches of extracurricular activities may develop and enforce
standards of behavior that are higher than the District-developed
Student Code of Conduct and may condition membership or partic­
ipation in the activity on adherence to those standards. Extracur­
ricular standards of behavior may take into consideration conduct
that occurs at any time, on or off school property.

A student shall be informed of any extracurricular behavior stand­
ards at the beginning of each school year or when the student first
begins participation in the activity. A student and his or her parent
shall sign and return to the sponsor or coach a statement that they
have read the extracurricular behavior standards and consent to
them as a condition of participation in the activity.

Standards of behavior for an extracurricular activity are independ­
ent of the Student Code of Conduct. Violations of these standards
of behavior that are also violations of the Student Code of Conduct
may result in independent disciplinary actions.

A student may be removed from participation in extracurricular ac­
tivities or may be excluded from school honors for violation of ex­
tracurricular standards of behavior for an activity or for violation of
the Student Code of Conduct.
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"Parent" Defined

General Discipline
Guidelines

Corporal
Punishment

Physical Restraint
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Throughout the Student Code of Conduct and discipline policies,
the term "parent" includes a parent, legal guardian, or other person
having lawful control of the child.

A District employee shall adhere to the following general guidelines
when imposing discipline:

1. A student shall be disciplined when necessary to improve the
student's behavior, to maintain order, or to protect other stu­
dents, school employees, or property.

2. A student shall be treated fairly and equitably. Discipline shall
be based on an assessment of the circumstances of each
case. Factors to consider shall include:

a. The seriousness of the offense;

b. The student's age;

c. The frequency of misconduct;

d. The student's attitude;

e. The potential effect of the misconduct on the school en­
vironment;

f. Requirements of Chapter 37 of the Education Code; and

g. The Student Code of Conduct adopted by the Board.

3. Before a student under 18 is assigned to detention outside
regular school hours, notice shall be given to the student's
parent to inform him or her of the reason for the detention and
permit arrangements for necessary transportation.

The Board prohibits the use of corporal punishment in the District.
Students shall not be spanked, paddled, or subjected to other
physical force as a means of discipline for violations of the Student
Code of Conduct.

Note: A District employee may restrain a student with a disability
who receives special education services only in accordance with
law._[See FOF(LEGAL)]

Within the scope of an employee's duties, a District employee may
physically restrain a student if the employee reasonably believes
restraint is necessary in order to:

1. Protect a person, including the person using physical re­
straint, from physical injury.

2. Obtain possession of a weapon or other dangerous object.
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3, Protect property from serious damage.
3.4. Remove a student refusing a lawful command of a school

employee from a specific location, including a classroom or
other school property, in order to restore order or to impose
disciplinary measures.

4. Control an irrational student.

Video and Audio
Monitoring

Use of Recordings

Access to
Recordings

S.1, Pretepropertyfrom-serious damage

District employee=may Restrain=a student with a disabilitywhore
@eives Sela#educatinsevi6es only in accordance with law
[See FOF(LEGAL)]

Video and audio recording equipment shall be used for safety pur­
poses to monitor student behavior on District property.

The District shall post signs notifying students and parents about
the District's use of video and audio recording equipment. Students
shall not be notified when the equipment is turned on.

The principal or designee shall review recordings as needed, and
evidence of student misconduct shall be documented. A student
found to be in violation of the District's Student Code of Conduct
shall be subject to appropriate discipline.

Recordings shall remain in the custody of the District administra­
tion and shall be maintained as required by law. A parent or student
who wishes to view a recording in response to disciplinary action
taken against the student may request such access under the pro­
cedures set out by law. [See FL(LEGAL)]
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