Instruction Sheet

TASB Localized Policy Manual Update 75

District Keller ISD
Code Action To Be Taken Mote
BBB (LEGAL) Replace policy Revised policy
BBFA (LEGAL) Replace policy Revised policy
BDAE (LEGAL) Replace policy Revised policy
BDAE (LOCAL) ADD policy See explanatory note
BDD (LOCAL) Replace policy Revised policy
CHD (LOCAL) DELETE policy See explanatory note
CLA (LEGAL) Replace policy Revised policy
CLB (LOCAL) Replace policy Revised policy
CNA (LOCAL) No policy enclosed See explanatory note
CS (LEGAL) Replace policy Revised policy
D (LEGAL) Replace table of contents | Revised table of contents
DAA (LEGAL) Replace policy Revised policy
DAA (LOCAL) Replace policy Revised paolicy
DBA (LEGAL) Replace policy Revised policy
DC (LEGAL) Replace policy Revised policy
DH (LOCAL) Replace policy Revised policy
DHB (LOCAL) DELETE policy See explanatory note
DHC (LEGAL) DELETE policy See explanatory note
DHC (LOCAL) DELETE policy See explanatory note
DHC (EXHIBIT) DELETE exhibit See explanatory note
DIA (LEGAL) ADD policy See explanatory note
DIA (LOCAL) ADD policy See explanatory note
EC (LOCAL) DELETE policy See explanatory note
EHAA (LEGAL) Replace policy Revised policy
EHAB (LEGAL) Replace policy Revised policy
EHAC (LEGAL) Replace policy Revised policy
EHBA (LEGAL) No policy enclosed See explanatory note
EIE (LEGAL) Replace policy Revised policy
EIE (LOCAL) Replace policy Revised policy
EIF (LEGAL) Replace policy Revised policy
| EKB (LEGAL) Replace policy Revised policy




Instruction Sheet

TASB Localized Policy Manual Update 75

Code Action To Be Taken Note

F (LEGAL) Replace table of contents | Revised table of contents
FB (LEGAL) Replace policy Revised policy

FB (LOCAL) Replace policy Revised policy

FFD (LOCAL) DELETE policy See explanatory note
FFE (LEGAL) Replace policy Revised policy

FFE (LOCAL) DELETE policy See explanatory note
FFF (LOCAL) Replace policy Revised policy

FFG (LEGAL) Replace policy Revised policy

FFH (LEGAL) ADD policy See explanatory note
FFH (LOCAL) ADD policy See explanatory note
FNC (LOCAL) Replace policy Revised policy
FNCE (LOCAL) DELETE policy See explanatory note
FNCJ (LEGAL) DELETE policy See explanatory note
FNCJ (LOCAL) DELETE policy See explanatory note
FNCJ (EXHIBIT) DELETE exhibit See explanatory note
FNCL (LOCAL) DELETE policy See explanatory note
FND (LEGAL) Replace policy Revised policy

FNE (LEGAL) Replace policy Revised policy

FOF (LEGAL) No policy enclosed See explanatory note
G (LEGAL) Replace table of contents | Revised table of contents
GBA (LEGAL) Replace policy Revised policy

GBA (LOCAL) DELETE policy See explanatory note
GBA (EXHIBIT) DELETE exhibit See explanatory note
GBAA (LEGAL) ADD policy See explanatory note
GBAA (LOCAL) ADD paolicy See explanatory note
GBAA (EXHIBIT) ADD exhibit See explanatory note
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Keller |1SD

220907
OFFICERS AND OFFICIALS: BDAE
DUTIES AND REQUIREMENTS OF DEPOSITORY (LOCAL)
ALLOWABLE Eligible securities for collateralization of deposils are those defined
COLLATERAL as “eligible securities” by the Public Funds Collateral Act.
MONITORING The District shall require monthly reports with market valuas of
COLLATERAL pledged securities from all financlal Institutions with which the Dis-
ADEQUACY trict has collateralized deposits. The investment officers shail mon-
itor adequacy of collateralization levels to verify market values and
lotal collateral positions.
RELEASE OF The investment officer or designee shall approve in writing the re-
PLEDGED lease or substitution of any securities pledged to the District that
SECURITIES are being held by any organization.
DATE ISSUED: 04/01/2005 ADOPTELD: 1of1
UPDATE 75
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Keller 1ISD

220907
BOARD INTERNAL ORGANIZATION: BOD
ATTORNEY (LOCAL)
The Board shall retain an attorney or atforneys, as necessary, to
serve as lhe District’s legal counsel and representatives in matters
requiring legal services. Services to be performed and reasonable
compensalion to be paid by the Board shall be set forth in & written
contract between the Board and the attorney or attorneys,
ATTORNEY In addition to any services detalled in the contract between the Dis-
RESPONSIBILITIES trict and the District's lsgal counssl, the following areas shall be
considered responsibilities of the District’s attorneys. The District's
atlorneys shall review:

1. All real estate matters, including granting of easemants, right-
of-way dedications, contracts of sala, or other real estate-
related documents.

2.  All contracts, interlocal agreements, compromise sattlement
agreements, or other legal documents that may subject the
District to liability. ,

3. All construction contracts with architects, contractors, or other
professionals.

4. Board policy ravisions.

5. The Student Code of Conduct.

6. All grievances or appeals 1o the Board.

7. Employee contract nonrenewals or terminations.

8. Personnel and student disciplinary hearings at the Board
level,

ATTORNEY In accordance with the written(gontact) individual Trustees shall

COMMURNICATION

channel legal inquiries through the Superintendent or Board desig-
nee as appropriate, unless circumstances are such to make the

standard operating procedures impractical.

Except in the event of extenuating circumstances, staff requests for
legal advice from the District's legal counsel shall be submitted
thraugh the Superintendent or designee.

A report of legal advice received shall be presented to the Board
when deemed appropriate by the administration or upon request of
the Board.

DATE ISSUED: 04/01/2005 ADOPTED: 1of 1
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BOD (LOCAL}-X



Keller 150D

220907
BUILDINGS, GROUNDS, AND EQUIPMENT MANAGEMENT: CLB
MAINTENANCE (LOCAL)

INTEGRATED PEST
MAMAGEMENT
PROGRAM (IPMP)
STANDARDE

APPLICATION TIME
FRAME

NO UNAUTHORIZED

The District's integrated pest management program, developed in
accordance with the requirements of the Texas Structural Pest

Control Act and-with-theassistanceof amradvisorycommittesof
krewledgeable-persons; shall govern the District’s use of pesti-

cides, herbicides, and other chemical agents for the purpose of
controlling pests, radents, insecis, and weeds in and around Dis-
trict facilities,

The IPM coordinator(s), in addition to the responsibilities set out in
CLB(LEGAL), shall coordinate with appropriate District administra-
tors or other designated and trained employees pesticide or herbi-
cide applications in accordance with law. The IPM coordinator(s)
shall determine when an emergency situation exists and an excep-
fion to the 48-hour nolice requirement may be made.

Mo other employee or other person or entity shall be permitted to

APPLICATION apply a pesticide or herbicide at a school facility without the prior
approval of the IPM coordinater and other than in the manner pre-
scribed by law and the District’s integrated pest management pro-
gram.

DATE ISSUED: 04/01/2005 ADDPTED: 1 of 1
UPDATE 75

CLB (LOCAL}-A
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ELIFLOYMENMT CBUECTIVES:
Eiooal FRPLOYMENT OPPOSTUNITY

FTLEE
IO DI ATOR

ADA ; BECTION 504
COHIFOMMATCR

DAA
(LOTAL)

The Supenntendent shall serve as eoardinator tor purposes ol Lis-
et compliance with antidizcriminalion laws. excap! =s provided

balow

Tre District designates the following person 18 coorginats its atfene
to comply with Title I'X of the Educaticn Amerdments of 1972, as
amanded,

Name: Penny Benz
Fogition: Assistant Superintendent lor Hurran Hesources
Address: 350 Keller Parkway, Keller, TX 76248

Telephone.  (E17) 7441077

The District designates the following person to coordinats its eHoris
o comply with Title |l of the Americans with Disabilities Acs of
1980, which incorporates and expands upor the requiraments of
Section 504 of the Rehabilitation Act of 1973:

hame: Bill Stone

Fositian. Agsistant Superintendent lor Seest Business
Operations

Address: 350 Keller Parkway, Keller, 1X 76248

[elephore: (817) 7441000

COMPLATNTS Allegalicns ol uniewiul ciscriminaton snall be directed 10 the
apprapr 2iz coordinalor and shall be neard through JGBs
iLOCAL} Reports regarding prohitiited harassmem wcluding
sexugl harasgment, shall be marcle acoarding to DIALODALYL

RECOH S Cames ol reports alleging discrimination or prohitited harassment
PEENTHON inciuding sexua! harassment; investigation reparts: and relaled ra-
cords sha | be maintained by the Distnet fo- a period of 21 leasl
Ihree years,
[ATE 185 2i% Nd/'D1en0s ADCPTED © &
LPOEFE 7

ZAA LAl =ES



Kellar ISD
220807

EMPLOYEE STANDARDS OF CONDUCT DH

VIOLATIONS OF
STANDARDS OF
CONDUCT

SAFETY
REQUIREMENTS

HARASSMENT OR
ABUSE

AELATIONSHIPS
WITH STUDENTS

TOBACCQ USE

ALCOHOL AND
DRUGS

DATE ISSUED: 04/01/2005

UPDATE 75
DH (LOCAL)}-A

{LOCAL)

All District employees shall perform their duties in accordance with
state and federal law, District palicy, and ethical standards. [Ses
DH(EXHIBIT]]

All District employees shall recognize and respect the rights of stu-
dents, parents, other employees, and members of the community
and shall work cooperatively with others to serve the best intarests

of the District.

Employees wishing to express concem, complaints, or criticism
shall do so through eppropriata channels. [See DGBA]

Employees shall comply with the standards of conduct set out in
this palicy and with any other policies, regulations, and guidelines
that impose duties, requirements, or standards attendant to their
status as District employeas. Violation of any policies, regulations,
or guidelines may result in disciplinary action, Including termination
of employment. [See DCD and DF series]

All employees shall adhere to District safety rules and regulations
and shall report unsafe conditions or practices to the appropriate

supervisor.

Employees shall not engage in prohibited harassment, including
sexual harassment, of:

1. Other employees, as defined at DIA.

> Students, as defined al FFH. [See FFG regarding child abuse
and neglect]

While acting in the course of their employment, employees shall
not engage in prohibited harassment, including sexual harassment,
of other persons, including Board members, vendars, contractors,

volunteers, or parents.

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

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

Employees shall not manufacture, distribute, dispense, pOSsess,
usa, or be under the influence of any of the following substances
during working hours while at school or at schoot-related activities
during or outside of usual working hours:

1. Any controlled substance or dangerous drug as defined by
law, including but not limited to marijuana, any narcotic drug,

10t3




Keller ISD
220907

EMPLOYEE STANDARDS OF CONDUCT DH

EXCEPTIONS

NOTICE

ARARESTS AND
CONVICTIONS

See -?n“u..iin}

retuiSion

MORAL
TURPITUDE

(LOCAL)

hallucinogen, stimulant, depressant, amphetamine, or barbitu-
rate.

2. Alcohol or any alcoholic beverage.

3. Any abusable glue, aerosal paint, or any other chemical sub-
stance for inhelation.

4. Any other intoxicant, or moed-changing, mind-altering, or
behavior-altering drugs.

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

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

viclated this palicy.

Each employee shall be given a copy of the District's notica
regarding drug-free schools. [See DI(EXHIBIT))

A copy of this policy, a purpose of which is to eliminate drug abuse
from the workplacs, shall be provided to each employee at the be-

ginning of each year or upon employment.

An employee who is arrested for any felony or any offense involy-
ing moral turpitude shall report the arrest to the principal or imme-
diate supervisor within threa calendar days of the arrest. An
employee who is convicted of ar receives deferred adjudication for
such an offense shall also report that event 1o the principal or
immediate supervisor within three calendar days of the eveant.

Moral turpitude includes but is not limited to:
1. Dishonesty; fraud; decsit; theft: misrapresentation;

2. Dellberate viclencs;

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

4. Felony possession, transfer, sale, distribution, or conspiracy

to possess, transler, sell, or distribute any controlled sub-
stance defined in Chapter 481 of the Health and Safety Code;

3.  Acts constituting public intoxication, operating a motor vehicle
while under the influence of alcohol, or disorderly conduct, if
any two or maore acts are committed within any 12-manth

period; or
6.  Acls constituting abuse under the Texas Family Code.

DATE ISSUED: 04/01/2005 20f3

UPDATE 75
DH (LOCAL)-A




Keller ISD

220907
EMPLOYEE STANDARDS OF CONDUCT OH
(LOCAL)
DRESS AND The dress and grooming of District employees shall be clean, neat,
GROOMING in @ manner appropriate for their assignments, and in accordance
with any additional standards established by their supervisors and
approved by the Superintendent.
DATE ISSUED: 04/01/2005 ADOPTED: 3013
UPDATE 75

DH (LOCAL}-A




Keller ISD DH
220-807 (local)
EMPLOYEE STANDARDS OF CONDUCT

ARRESTS AND CONVICTIONS

An employee who is arrested for any felony or any offense involving moral
turpitude must report the arrest to the principal or immediate supervisor within
three calendar days of the arrest. An employee who is convicted of or receives
deferred adjudication for such an offense must also report that event to the
principal or immediate supervisor within three calendar days of the event. The
principal or immediate supervisor shall notify the Assistant Superintendent
for Human Resources promptly.

Proposed change 10-24-2005



Keller IS0
220807

EMPLOYEE WELFARE:

DIA

FREEDOM FROM HARASSMENT (LOCAL)

SEXUAL
HARASSMENT

EXAMPLES

OTHER PROHIBITED
HARASSMENT

EXAMPLES

Note:  This policy addresses harassment of District employees.
For harassment of students, see FFH. For reporting
requirements related to child abuse and neglect, see

FFG.

The District prohibits sexual harassment and harassment based on
a person's race, color, gender, nationel origin, disabillity, religion, or

age.

Employses shall not tolerate harassment of others and shall make
reports as required at REPORTING PROCEDURES, below.

Sexual harassment of an smployes is defined as unwelcoms
sexual advances; requests for sexual favors; sexually motivated
physical, verbal, or nonverbal conduct; or othar conduct or cormnmu-

nication of a sexual nature whan:

1. Submission to the conduct is either explicitly or implicitly a
condition of an employee's employment, or when submission
ta or rejection of the conduct is the basis for an employment
action affecting the employes; or

5 The conducl Is so severs, persistent, or pervasive that it has
the purpose or effect of unreasonably interfering with the
employee's work performance or creates an intimidating,
threatening, hostile, or oifensive work environment.

Examples of sexual harassment may include, but are not limited to,
sexual advances; touching intimate body paris; coercing or forcing
a sexual act on anather; jokes or conversations of a sexual nature;
and other sexually motivated conduct, communication, or contact.

Harassment of a District employee on the basis of the employee’s
race, color, gendar, national origin, disability, religion, or aga
includes physical, verbal, or nonverbal conduct related to these
characteristics when the conduct is so severe, persistent, or perva-
sive that the conduct:

1. Has the purposa or effect ol unreasonably interfering with the
employee's work performance;

2 (Creates an intimidating, threatening, hostile, or offensive work
anvironment; or

3. Otherwise adversely affects the employea’s employment
opportunities.

Examples of prohibited harassment may inciude, but are not lim-
ited 1o, offensive or derogatory language directed at another per-

DATE ISSUED: 04/01/2005 Tofd

UPDATE 75
DIA (LOCAL)-A



Keller 1ISD
220807

EMPLOYEE WELFARE:

DIA

FREEDOM FROM HARASSMENT (LOCAL)

REPORTING
PROCEDURES

TIMELY
REPORTING

DISTRICT
OFFICIALS

NOTIFICATION QF
REFOAT

CONFIDENTIALITY

INVESTIGATION OF

son's religious beliefs or practices, accent, skin color, or need for
workplace accommodation; threatening or intimidating conduct;
offensive jokes, name calling, slurs, or rumors; physical aggression
or assauft; display of grafiiti or printed material promoting racial,
ethnic, or other negative sterectypes; or other types of aggressive
conduct such as thefi or damage to property.

An employee who belleves that he or she has experienced prohib-
ited harassment should immedlately report the alleged acts to an
appropriate person designated below.

Any District employee with supervisory authority who recelives no-
tice that another employee has or may have experienced prohib-
ited harassment is required to iImmediately report the alleged acts
and take whatever other staps are required by this policy.

Any other person who knows or belleves that a District employes
has experienced harassment should immediately report the alleged
acts to the appropriate person designated by this policy.

Reports of harassment shall be made as soon as possible after the
alleged acts. A failure to promptly report alleged harassment may
impair the District's ability to investigate and address the harass-

ment.
A District employee may report harassment to his or her supervisor
or campus principal. A person shall not be required to report

harassment 1o the alleged harassar; nothing in this policy prevents
a person from reporting harassment directly to one of the District

officials below:

1. For sexual harassment, the Title IX coordinator. [See
DAA(LOCAL)]

2.  For all other prohibited harassment, the Superintendent.

A report against the Title IX coordinator may be made directly to
the Superintendent; a reporl against the Superintendent may be

made directly to the Board.

Upon receipt of a report of harassment, a supervisor or principal
shall immediately notify the appropriate Distnct official listed above.

To the greatest extent possible, the District shall respect the pri-
vacy of the complainant, persons against whom a report is filed,
and witnesses. Limiled disclosures may be necessary in order 10
conduct a thorough investigation and comply with applicable law.

The District may request, but shall not insist upon, a written report,

THE REPORT If & report is made orally, the District official shall reduce the report
to written form.

DATE ISSUED: 04/01/2005 2af 4

UPDATE 75

DIA (LOCAL)-A



Keller ISD

220807
EMPLOYEE WELFARE: DIA
FREEDOM FROM HARASSMENT (LOCAL)

CONCLUDING THE
INVESTIGATION

DISTRICT ACTION

APPEAL

DATE ISSUED: 04/01/2005

UPDATE 75
DIA (LOCAL)-A

Upon receipt or notification of a report, the District official shall
deterrnine whether the allegations, if proven, would constitute
sexual harassment or other prohibited harassment as defined by
District policy. If so, the District officlal shall immediately authorize
or undertake an Investigation.

if appropriate, the District shall promptly take interim action to pre-
vert harassmant during the course of an investigation.

The investigation may be conducted by the District official or a

designee, such as the campus principal, or by a third party desig-
nated by the District, such as an attorney. When appropriate, the
campus principal or supervisor shall be involved In or informed of

the Investigation.

The investigation may consist of personal interviews with the per-
son making the repor, the person against whom the report is filed,
and cthers with knowledge of the circumstances surrounding the
ellegations. The investigation may also include analysis of other
information or documents related to the allegations.

The District's obligation to conduct an investigation is not satisfied
by the fact that a criminal or regulatory investigetion ragarding the
sama or similar aflegations is pending.

Absent extenuating circumstances, the investigation should be

completed within ten business days from the date of the report;
however, the investigator shall take additional time if necessary to

complete a thorough investigation.

The investigator shall prepare a written report of the investigation.
The report shall be filed with the District official overseeing the
investigation.

If the results of an investigation indicate that prohibited harassment

occurred, the District shall promptly respond by \aking appropriate
disciplinary or corrective action reasonably calculated to address

the hammssment.

The District may take disciplinary action based on the results of an
investigaticn, even if the District concludes that the conduct did not

rise o the level of harassment prohibited by law or District policy.
A complainant who is dissatisfied with the oulcome of the inves-
tigation may appeal through DGBA(LOCAL), beginning at the
appropriata lavel.

The complainant shall be informed of his ar her right to file a com-
plaint with the Texas Commission on Human Rights, the Equal
Employment Opportunity Commission, or the United States
Department of Education Office for Civil Rights.

Jof4




Keller I1SD

220807

EMPLOYEE WELFARE: DIA

FREEDOM FROM HARASSMENT (LOCAL)

RETALIATION Retaliation against an employee alleged to have experienced

PROHIBITED harassment, a witness, or another person who makes a raport of
participates in an investigation is strictly prohibited. A person who
makes a good faith report of prohibited harassment shall not suffer
reteilation for making the report. A person who intentionally makes
a false claim, offers false statements, or refuses to cooperate with
a District investigation regarding prohibited harassment is subject
lo appropriate discipline.

RECORDS Retention of records shall be in accordance with DAA{LOCAL).

HETENTION

ACCESS TO POLICY

This policy shall be distributed annually to District employees.
Copies of the policy shall be readily available at each campus and
the District administrative offices.

DATE ISSUED: 04/01/2005 ADOPTED: sofd

UPDATE 75
DIA (LOCALY-A
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ACADELNC ACH FEVEMENT: C'E
1LOCAL)

[IETEN 1M AND PROMOTION

CURRICU. UM
MASTERY

STaNDaHLS FOR

MASIRHY
FADES 8
GRADES 3-12

CTUDENTS W TH
MISABILITIES

LINTED EMGLSH
SRGFHNENCY
STUDENTS

DATE 158570 240172005

LIPDATE 72
ElE (LOCAL) X

Promotion and course credil shall be based on mastery ol the cur-
culum. Expectations ard standards for prometion sha't be eslab-
ished lor each grade ‘eval, content area. and course and shall be

coordinated with compersalory/accelerated services. |See EHBC]

Maslery shall be determined as follows:

{. Course assignments and unit evaluation srall oe used to
Jetermine student grades in a subject. An average ol 70 or
nigher shall be considered a passing grade.

». Mastery of the skills necessary ‘or success at the next level
shall be validated by assessmerts that may either be incorpo-
rated ‘nto unit or linal exams or may be adminisiared sepa-
-utely. Mastery of at least 70 percent of the objeclivas shall

be required.

In grades 1-8, oromation ‘o the next grade level shall be based on
an overall average of 70 on a scale of 100 based on course-laval,
grade-level standards (essential knowledge and skills) tor all sub-
ject areas and a grade of 70 or apove in three of the ‘cllowing
sreas: language ars, mathematics, science. and social studies,
with an average grada of 70 or above required in language arts

and mathematica,

Grada-level advancement for students in grades 9-12 shall be
sarned by course credits. Classification shall be as follows:

Grade 9 5.5 cradits [prormotian from Bth gradel
Grade 10 6-11.5 credits

Grade 11 12-17.5 credits

Grade 12 18 or more credils

Students shall be reclassified ot the end of the schoo! year based
on cred:ifs =amad. Studerts within twao credits of promotion shall
be reclassilied at the end of the first nine weaks of t~e new schoal
year, Students graduating in the current schodl year srali be
soglassilied as a senior upon 2aming 18 credits. The prncizal may
make excepiions on a case by case basis. [See El

EromoLon sianderds and appropriale assessment and acceleration
options, 2s established by individualized education programs (IEP)
ar grade-level classification of siudents eligible ‘or special educa-
tion, snall be determined by the ARD cemmuttee.

In assessing students of limited English prot:ciency ‘or mastary of
the essential knowlgdge and skills, the District shall be fiexibie in

1nf4
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220907
ACADEMIC. ACHIEVEMENT: % CIE
(LOCAL)

RETENTION AND PROMOTION

S7TJDEN| SUCCLESE
HITIATIVS

DESIN T'ONOF
“ARLEN

ALTERNATE
ASSESSMENT
IMESTRUMENT

SIANGARUS FUH
PROMIZ " ION LEON
APPEAL

determining methods lo allow the studsnts 1o demcnstrate know-
edge or compelency indepandent of their English language skills in
the followirg ways:

1 Assessment in the primary 'anguage.
2. Assessment using ESL methodologies.
3. Assessmant with multiple varied instruments. [See EHBE)

In addition 1o local standards lor mastery and prometion, studants
in grudes 3, 5, and 8 rmust meet tne passing standard established
by the State Board on an apphcable assessmant instrument in the
subjects required under stale law in order lo be promroted to the

next grade.

For purposes of this policy ard dacisions related to the student
success initialive, a student’s *parent” shall be defined to include
either of the student's parents or guardiens; a person designated
by the parent, by means of a Power of Aftarney. ‘o have responsi-
bility for the student in all schoal-related matiers {see FD); a surro-
gate parent acting on behall of a student with a disability; a person
designated by the parent ar guardian to serve on the grads place-
menl committea (GPC) for all purposes: or in the avent that a par-
ert, guardian, or designee cannot be located, a person designated
Ly the Superintendent or dasignea to act an behall of the student,

[See EIE(LEGAL))

The Superintendent or designee shall select from the state-
approved list lor each applicable subject an alternate HS5EssMant
irstrument that may be used for the third lesling cpportunity. Each
sludent's GPC shall decide whether he or she shall be given the
slatewids assessment instrument or the applicable alternate instru-
ment for the third tesling opportunity. Tha committee’s decision
shall be based on a review of the student's perlormance in the pre-
vious lesting oppartunities, local assessmants, and any other cir-
cumslances it deemrs approprale.

Il & parent initiates an apoeal of his or her child's retention follow-
Ing the student’s faflure to dermonstrate proficiency aler the third
testing opportunity, the GPC shall review all lacts and circum-
stances in accordance with law and shall apply the lollowing stan-
dards in deciding to promete or retain the student:

1. Evidence of salisfactory student performance, including
gredes, portfolios, work samples, local assessments. pravious
slate assessments, or individual reading or rrathemarcs diag-
no4tic ‘ests or inventaries, as dppropriate:

2 Improvement in student 'est Ferformance cvar the Ihree test-

Ing cpporunities;

UATE [SSUCD: 04-01/2005 2014

UPDATE /5
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ACADEMIC ACHIEVEMENT. EIE
(LOCAL)

RETENTHIN AND PROMQOTION

[HANSI LR
LTUDENTS

ASSIGNMENT OF
RETAMF™ STUDLNIS

3. Exlenuatirg circumstances that may have adversely affected
e student's participation in instruclion, required aasess-
Tmeris, or accelerated instruction: and

4. Conaderation of whethar a student was not enrolled in a
Texas public school lor part of the school year.

I all members of the GPC agree that the student is likely to per-
forin un grade laval if given additional acceleratad instruction dur-
ing tne following school year, the student will be prormoied.

Whether ihe GPC decides to promota or to retain a studsnl in this
manner, the commitles shall determine an accalerated instruction
plan for the student for the following school year, providing for
in:enm reports to the student's parent and opportunitias for the par-
am to cansull with the leacher or principal as needed. The princl-
pal or Jasignee shall monitor the student's progress during tha fol-
lowing school year to ensure that he or she is progressirg in accor-

dance with the plan,

When a student transfers into the District having failed o demon-
strate proliciency on applicable assessment instruments after two
lesting opgortunities, a GPC shall convene for that student. The
(GFPC =hall review any available records of decisions regarding test-
ng and acceleraled instruction from the previous district and delar-
mine an accelgrated instruction plan for the student.

I & parent initiates an appeal for promotion when 8 student lrans-
fers into the District having failed to demonstrate proficiency affer
IFree testing oppartunities, the GPC shall review any available
records of decislons regarding testing, accslerated instruction,
retention, or promotion from the pravicus distnct and issue a deci-
s'on in accordance with the District's standards ‘or promotion.

In the évent a student is not promoted to the next grade lavel, the
District shall nevertheless assign the student 1o an age-appropriate
campus, unless:

1. The student's parent requests thal the student be uss.gred to
the =ama or a similar campus setting; or

2. Tha student's GPG determines that it would be in the sty-
dent's best intarest to be assigned ‘o the same or a similar
campus setting. Criteria Ic ke considered for this decision

may nclude;
4.  Hecommendations from he studert's teachers,

b.  Coseved social and emalional development ol the stu-
denl.

DATE IS51ED: 14°01/2005 a4

UPDATE
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ACADEMIC ACHIEVEMENT: EIE
RETENTION AND FROMOTION (LOCAL)

REDUCING STUDENT Tha District shal' estatlish prucedures designed to rad..nca retain-
RETENTION ing students at & grade level, with the utimate goal

Se&_ e hed ljmmwgmg [See EHBC]
MlViSion
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Keller ISD EIE
220-907 (local)
ACADEMIC ACHIEVEMENT

RETENTION AND PROMOTION

REDUCING STUDENT RETENTION
The District shall establish procedures designed to reduce retaining students at a

grade level with the ultimate goal being eliminating the prastice-of need for
retaining students.

Proposed change 10-24-2005
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EGULAL ECUCATIONAL CPPORTUNITY
{LOCAL)

The Supenntendent shail serve as coordinalur lur purpeses of Cis-
Irict compliance with antidiscriminalion laws, except as provided

below.

TOLLE X The Distnict designates lhe following employee to cogrdinate its

COOBLINATOR afforts 10 comply with Title IX of the Educaton Amendments of
1872, as emended:

) Name: Penny Benz

Pasition; Assistant Superintendent for Humar Resources
Address: 350 Keller Parkway, Keller, TX 75248
Telephone:  (817) 744-1077

SECTION s The District designates the loliowing employes to coordinate its

COORDINATON eftorts to comply with Section 504 of the Rehabilitation Act of "873,
as amended:
Name: Mahala Gardner
Posltion: Direclor of State ard Federal Programs
Address: 350 Keller Parkway, Keller, TX 75248
Telephcne:  (B17) 744-1056

COMPLAINLS Allegations of unlawful discrimination sha'l be directed 1o the

appropriate coordinator and shall be Feard through FNG(LGCAL)
Reporis regarding prohibited harassment, including sexual harass-
menl. shall be made according to FFHILOCAL).

RECURBLE Copies of repons alleging discrimination ar protubiled harassmen,

HETENTIDN including sexual haressment; ‘'nvestigation reports; and related re-
ccrds shall be malnteined by the District fer a peniod of al least
three years. If the person alleged to have sxperienved discriming-
tion or prohibited harassment wae a minor, the records shall be
maintained untll the person reaches the age of 21.

SECTION 504 The Section 504 coordinalar and members of the Secton 504

COMMITTES committes shall recewve lralning in the procedures and require-
ments for identifying and prowviding educational and related ser-
vices o those students who have disabilities, but who are nat in
reed of spacial education 'n accordance vilh the individuals with
Disabililies Education Act [IDEA). ‘Ses EHEA]

Tre Secton 504 commitiee shall be composed of al lsas) two per-
souns, incloding persons knaviledgaable about the swcsnt, e
meanmng of the evalualion data, the placemsnt options, and the
legai requirsments regarding i2ast restrictive gnvironmenlt and
comparabie faciilies for studenis wilh disabilites,

TATE GEUED Bl 0D 1of2
UPDATE TG
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FB

OPPCRTUNITY
(LOCCAL)

A student may be referred by parenls, teacners, counselors, ad-
ministrators. or any other District emgloyee for svaluation o deler-
mine i the student has disabilities and is in need of special
instructicn or services,

The Section 504 coordinator shall notify parents priar to any indi-
witlual eavaluation conducted 1o determing if their child has di=ahili-
lies or i¢ determine what educational or related services snou'd be
proviced lo the student. Parental consem shall be phiz ned hefors
Ihe initial student evelualicn procedures for the identification, J eg-
nosis, and prescription of specific education services,

Farents shall be given written notice ol the District’s relusal 1o eval-
vate a student or to provide specific aids and services the parents

Fave reguesied

The resulls of the evalustion shall be considered belore any action
is taken 1o place a student with disabilities or make a signiticant
change in placement in an instructional pregram. The evaluaucn
shall include consideration of adaptive behavior. Adaplive behay-
ior is the sffectivenass with which the indivicual msets the stur-
dards of personal independence and social responslibility axpectad
¢t his or her age and cultural group.

Pareris shall be given written notice of thew due process right to
an impantial hearing if they have a concern or complaint about the
District's actione regarding the identification, evaluation, or educa-
tonal plascement of a student with disabiliies., The mmpartial haar-
ing shall be conducted by a person wio is knowladgeable aboul
tre issues involved in Section 504 and who 15 rot empioyed by the
Districl or related to a member of the Board ina degree that would
be prohibiled under the nepctism statula [ses LURE. The impadial
hearing officer is not required to be an attornoy

FModifications in taking the state-mandated assessmenis rmay be
made lor a Section 504 student when the modifications nave been
deterrmined not lo destroy the validity of the test, are necesssry for
the sludent to take the test, are consistent with modifications pro-
vidad the studant in the classroom, and are approved oy TEA.
[See EKB]

ADOPTELD: F o 7
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Keller ISD

220907

STUDENT WELFARE: FED
STUDENT INSURANCE (LOCAL)
VOLUNTARY The District shall cooperate in a program to offer low-cost accident insurance for
PROGRAM students. Students or parents shall pay the premium for the coverage, if they choosc to

participate. By declining the insurance offer or failing 1o respond 1o it, the
parenis/guardians are accepting full responsibility for costs associated with o student's
injury or injuries.

The District is not responsible for cosis of treating injuries and cannot assume liahility
for any other costs associated with an injury.

DATE ISSUED: 08/26/1994
UPDATE 48
FFD(LOCAL)-A

This online presentation of your district's policy is an electronie representation of TASB's record of the district’s currently
adopted pulley manual. It does not reflect updating activitles in progress, The officinl, authoritative manual is available lor
inspection in the office of the Superintendent [See BF (LOCAL) for Turther [nformation. )

hitp: ‘www. lasb.org/policy pol/private 220907 .1 _high light.cfm?policy=FFD(LOCAL ). html 9/19:2003



Keller ISD
220907

STUDENT WELFARE:
STUDENT SAFETY

FFF
(LOCAL)

The District shall attempt to ensure student safety through supervi-
sion of students in all school buildings, at all school-sponsored
events or activities, and on all school grounds through special
attention to the following:

1.

Maintaining a reasonably safe school environment. [See CK,
CLB]

Observing safe practices in those areas of instruction or ex-
tracurricular activities that offer special hazards. [See CKB]

Developing age-appropriate safety programs and activities for
students at each grade level,

Emphasizing safety education to students enrolled in labora-
tory courses In science, industrial arts, health, and physical
education. [See CK]

Providing first aid for students in case of accident or sudden
fliness. [See FFAC])

Annually reviewing the adequacy of emergency procedures at
each campus In the District and providing for staff training in

such procedures. [See CKC]

Implementing appropriate crisis management procedures
when emergencies occur. [See CKC]

The Superintendent and the principals shall develop plans and pro-
cedures lor acquainting students with safe conduct and behavior in
a variety of conditions and circumstances, including play and recre-
ation, fire, severe weather, use of bicycles and automabiles, and
use of school transportation. Teachers and administrators shall
promote these procedures among students as appropriate.

DATE ISSUED: 08/14/2000

UPDATE 63
FFF (LOCAL}-A1

ADOPTED: 1of1



Keller |1SD

220907
STUDENT WELFARE: FFH
FREEDOM FROM HARASSMENT (LOCAL)
Note:  This policy addresses harassment of District students.
For provisions regarding harassment of District
employees, see DIA. For reporling requirements related
to child abusa and neglect, see FFG.
The District prohibits sexual harassment and harassment based on
a person's race, color, gender, natlonal origin, disability, or religion.
Employees shall not folerate harassment of students and shall
make reports as required at REPORTING PROCEDURES, below.
SEXUAL Sexual harassment of a student by a District employee includes
HARASSMENT beoth welcome and unwelcome sexual advances; requests for

BY AN EMPLOYEE

BY OTHERS

DATE ISSUED: 04/01/2005

UPDATE 75
FFH (LOCAL}-A

sexual favors; sexually motivated physical, verbal, or nonverbal
conduct: or othar conduct or communication of a sexual nature

whan;

1. A District employes causes the student to believe that the siu-
dent must submit to the conduct in order to participate in a
school program or activity, or that the employee will make an
educational decision based on whether or not the student

submits to the conduct; or

2. The conduct is so severe, persistent, or pervasive that it:

a. Afects the student's ability to participate in or benefit

from an educational program or activity, or otherwise
advarsely aflects the student's educational opportunities;

or

b. Creates an intimidating, threatening, hoslile, or abusive
educational environment.

Romantic or inappropriate social relationships between students
and District employees are prohibited. Any sexual relationship
between a student and a District employee is always prohibited,
even if consensual.

Sexual harassment of a studant, including harassment commitied
by another student, includes unwelcome sexual advances;
requests for sexual favors; or sexually motivated physical, verbal,
or nonverbal conduct when the conduct is sc severe, persistent, or

pervasive that it:

1. Afects a siudent’s ability to participate in or bensfit from an
educational program or activity, or creales an intimidating,
threatening, hostile, or offensive educational environment;

1of5



Keller ISD

220907
STUDENT WELFARE: FEH
FREEDOM FROM HARASSMENT (LOCAL)

EXAMPLES

OTHER PROHIBITED

HARASSMENT

EXAMPLES

REFORTING
FROCEDURES

2. Has the purpose or effect of substantially or unreasonably
interfering with the student's academic performance: or

3. Otherwise adversely aflects the student's educational oppor-
tunities.

Examples of sexual harassment of a studemt may includs, but are

not limited to, sexual advances: touching intimate body parts or

coercing physical contact that is sexual in nature; jokes or con-

versations of a sexual nature; and other sexually motiveted con-

duct, communications, or contact.

Necessary or permisslble physical contact such as assisting a child
by taking the child's hand, comforting a child with a hug, or other
physical contact not reasanably construed as sexual in nature is
not sexual harassment.

Prohibited harassment of a student is defined as physical, verbal,
or nonverbal conduct based on the student's race, color, gender,
national origin, disabillty, or religion that is so severe, persistent, or
pervasive that the conduct:

1. Affects a student's abillty to participate In or benefit from an

educational program or activity, or creates an intimidating,
threatening, hostile, or offensive educational environment:

2. Has the purpose or effect of substantially or unreasonably
interfering with the student's academic performance; or

3. Otherwise adversely affects the sludent's educational oppaor-
lunitiss,
Examples of prohibited harassment may include, but are not lim-
ited to, offensive or derogatory language directed at another per-
son's religious bellefs or practices, accent, skin color, or need for
accommodation; threatening or intimidating conduct: offensive
jokes, name calling, slurs, or rumars; physical aggression or
assault; display of graffiti or printed material promoting racial, eth-
nic, or other negative stereotypes; or other kinds of aggressive
conduct such as theft or damage to property.

Any student who believes that he or she has axperienced prohib-
ited harassment should immediately report the alleged acts 1o a
leacher, counselor, principal, or other District employes.

Any District employee who receives notice that a student has ar
may have experienced prohibited harassment is required to imme-
diately report the alleged acts to an appropriate person designated
below.

Any other person who knows or believes that a student has experi-

enced prohibited harassment should immediately report the
alleged acts fo the appropriate person designated below.

DATE ISSUED: 04/01/2005 20i5

UPDATE 75
FFH (LOCAL}-A




Keller 1ISD
220807

STUDENT WELFARE: FEH
FREEDOM FROM HARASSMENT (LOCAL)

The investigation may be conducted by the District official or a
designes, such as the campus principal, or by a third party desig-
nated by the District, such as an attorney. When appropriate, the
campus principal shall be involved In or informed of the investiga-
tion,

The investigation may consist of personal Interviews with the per-
son making the repon, the person against whom the report is filed,
and others with knowledge of the circumstances surrounding the
allegations. The Investigation may also include analysis of other
Infarmation or documents related to the allegations.

The District's obligation to conduct an investigation is not satisfied
by the fact that a criminal or regulatory investigation regarding the
same or similer allegations is pending.

CONCLUDING THE Absent extenuating clrcumstances, the investigation should be
INVESTIGATION completed within ten business days from the date of the report;
however, the Investigator shall take additional time it necessary ta

complete a thorough investigation,

The investigater shall prepara a written report of the investigation,
The report shall be filed with the District official overseaing the

investigation.

DISTRICT ACTION If the results of an investigation indicate that prohibited harassment
occurred, the District shall promptly respond by taking appropriate
disciplinary or corrective action reasonably calculated to address
the harassment,

The District may take disciplinary action based on the results of an
investigation, even if the District concludes that the conduct did not
rise to the level of harassment prohibited by law or District policy.

APPEAL A student, including a complainant, may appeal through FNG(LO-
CAL), beginning at the appropriate level. A complainant shall be
informed of his or her right to file a complaint with the United Stales

Department of Education Office for Civil Rights.
RETALIATION Retaliation against a student alleged to have experienced harass-

PROHIBITED ment, a witness, or another person who makes a repart or partici-
pates in an Investigation is strictly prohibited. A person who makes
a good faith report of prohibited harassment shall not sulfer retali-
ation for making the report. A person who intentionally makes a
false claim, offers false statements, or refuses to cooperate with a
District investigation regarding prohibited harassment is subject to
appropriate discipline.

RECORDS Retention of records shall be in accordance with FB(LOCAL).

RETENTION

DATE ISSUED: 04/01/2005 40f5

UPDATE 75
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Keller ISD

220807
STUDENT WELFARE: FEH
FREEDOM FROM HARASSMENT {LOCAL)
Reponts of known or suspected child abuse or neglect shall be
made as required by law. [See FFG)
TIMELY Reports of harassment shall be made as soon as possible after the
REPORTING alleged acts. A failure to promptly repont alleged harassment may
impair the District's ability to investigate and address the harass-
menl
Oral or written reports of prohibited harassment shail normally be
made to the campus principal. A person shall not be required to
report harassment to the alleged harasser; nothing in this policy
prevents a person from reporting harassment directly 1o one of the
District officlals below:
DISTRICT 1.  For sexual harassment, the Tille IX coardinator, [Sas
OFFICIALS FB(LOCAL)]

NOTIFICATION OF
REPORT

NOTICE TO PARENTS

CONFIDENTIALITY

INVESTIGATION OF
THE REFORT

DATE ISSUED: 04/01/2005

UPDATE 75
FFH (LOCAL}-A

2. For all other prohibited harasemant, the Superntendent.

A report against the Title IX coordinator may be made directly to
the Superintendent; a report against the Superintendent may be

made directly 1o the Board.

Upon receipt of a report of harassment, a principal shall immedi-
ately notify the appropriate District official Iisted above.

The principal or District official shall promptly notify the parents of
any student alleged to have experienced prohibited harassment by
a District emplayee or another adult associated with the District. In
cases of student-to-student harassment, the District shall promptly
notify the parents of any student alleged to have experienced
harassment when the allegations presented, if proven, wouid
constitute sexual harassment or other prohlbited harassment as

defined by District poilcy.

To the greatest extent possible, the District shall respect the priva-
cy of the complainant, persons against whom a repont is filed, and
witnesses. Limited disclosures may be necessary in ordar to con-
duct a thorough investigation and comply with applicable law.

The District may request, but shall not insist upon, a written report.
If a report is made orally, the District official shall reduce the report
lo writlen form.

Upon receipt or notification of a report, the District official shall
determine whether the allegations, if proven, would constitute
sexual harassment or other prohibited harassment as defined by
District palicy. H so, the District officlal shall immediately authorize

or undertake an investigation.

If appropriate, the District shall promptly take interim action 1o pre-
vent harassment during the course of an investigation.

30f5




Keller 1SD
220907

STUDENT WELFARE: FFH
FREEDOM FROM HARASSMENT (LOCAL)

ACCESS TO POLICY Information regarding this policy shall be distributed annually to
District employees and included in the student handbook. Copies
of the policy shall be readily available at each campus and the Dis-
trict’s administrative offices.

DATE ISSUED: 04/01/2005 ADOPTED: ot

UPDATE 75
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Keller ISD
220807

STUDENT RIGHTS AND RESPONSIBILITIES:
STUDENT CONDUCT

STUDENT
HANDBOOK —
STUDENT CODE OF
CONDUCT

EXTRACURRICULAR

ACTIVITIES:
STANDARDS OF
BEHAVIOR

FROHIBITED
HARASSMENT

BEHAVIORAL
STANDARDS

The District's rules of conduct and discipline,
student handbook and/or the
Conduct, are established to a
schools, and 1o teach respect toward others and res

behavior. [See FO series)

With the approval of the principal and
and coaches of extracurricular activiti

FNC
(LOCAL)

maintained in the
Beard-adopted Student Code of

chleve and maintain order in the

ponsibla

Superintendent, sponsors
es may develop and enforce

slandards of behavior that are higher than the District-developed

Student Code of Conduct and may cond
ipation in the activity on adherence to th

Students shall not enga

sexual harassment, of-

1.
2.

Other studente, as defined at FFH.
District employees, as defined at DIA.

fion membership or partic-
ose standerds. [See FOJ

ge in prohibited harassment, including

While subject to the disciplinary control of the District, students
shall not engage in prohibited harassment, including sexual

harassment, of other persons, includin

contractors, volunteers, or parents.

Students wha violate this prohibition are subj
cipline in accordance with the Student Code

g Board members, vendors,

ect io appropriate dis-
of Conduct,

The following specific policies address student conduct in the
areas of:

5

@ vosow N

g

o
¥

10.
11.

DATE ISSUED: 04/01/2005

UPDATE 75
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Attendance — FEC
School-sponsored publications — FMA
Apprapriate attire and grooming — FNCA
Damage to school property — FNCB
Prohibited organizations and hazing — FNCC
Tobacco use — FNCD
Telecommunications devices — FNCE
Drug and alcohol use — FNCF

Weapons — FNCG

Assault — FNCH

Disruptions — FNCI, GKA

ADOPTED:

10f1



Keller I1ISD
220807

GBAA

INFORMATION ACCESS:
REQUESTS FOR INFORMATION (LOCAL)

APPLICATICN FOR
ACCESS TO
DOCUMENTS

APPROVAL OF
APPLICATION TO
HEVIEW

Persons desiring 1o review documents maintained by the District
and classified as public information shall submit their request in
accardance with administrative regulations.

Applications to review public documents shall be approved by the
Superinlendent or designee. Documents may be accessed for
review anly during regular school hours in & designated Inspection

area.
The Superiniendant or designee may limit the number of pages

COPY LIMIT
that can be reproduced during a person's visit, based on the rea-
sonable capacity of the available personnel and machines. Any
copying In excess of this limit shall be completed as socn as pos-
sible and mailed to the applicant.
DATE ISSUED: 04/01/2005 ADOPTED: 1of1
UPDATE 75

GBAA (LOCAL)}-A



Keller ISD

220807
INFORMATION ACCESS: GBAA
AEQUESTS FOR INFORMATION (EXHIBIT)

GUIDELINES FOR COPY CHARGES

The charges in this exhibit, to recover costs associated with providing copies of public in-

formation, are based on estimated average costs to governmental bodies across the state,
When actual costs are 25 percent higher than those used In these rules, governmental bo-
dies other than agencies of the state may request an exemption in accordance with 1 TAC

111.64.
Copy charges are as follows:

1. Slandard-paper copy. The charge for standard-paper copies reproduced by means of
an office machine copier or a computer printer is $.10 per page or part of a page. Each
side that has recorded Information ls considered a page,

2. Nonstandard-size copy. The charges for nonstandard copies are:
a. Diskstte —$1.00
b. Magnetic tape — actual cost
c. Data cartridge — actual cost
d. Tape cartridge — actual cost
e. Rewritable CD (CD-RW) — $1.00
f.  Non-rewritable CD (CD-R) — $1.00
g. Diglal video disc (DVD) — $3.00
h. JAZ drive — actual cost
i.  Othar electronic media — actual cost
|- VHS video cassetts — $2.50

k. Audio cassatie — $1.00

I.  Oversize paper copy (8.g., 11" x 17", greenbar, bluebar, not Including maps and
photographs using specialty paper) — $.50

m. Specialty paper (e.g., Mylar, blueprint, blueline, map, photographic) — actual cost

Persannel charges are as foliows:

1. Ifa particular request requires the services of a programmer In order to execute an
existing program or to create a new program so that requested information may be
accessed and copied, the District may charge for the programmer’s time. The hourly
charge for a programmer is $28.50 an hour, which includes fringe benefits. Only pro-
gramming services will be charged at this hourly rate. Districts that do not have in-
house programming capabilities will comply with requests in accordance with Govern-

ment Code 552.231. [See CQ)]

DATE ISSUED: 04/01/2005
UPDATE 75
GBAA (EXHIBIT)-P
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Keller ISD

220807

INFORMATION ACCESS: GBAA
REQUESTS FOR INFORMATION (EXHIBIT)
2. The charge lor labor costs incurred in processing a request for public information is

$15.00 an hour, which includes fringe benefits. The labor charge includes the actual
time to locate, complle, and reproduce the requested information,

A labor charge will not be billed in connection with complying with requests that are for
S50 or fewer pages of paper records, unless the documents to be copied are located in
two or more separate buildings that are not physically connected to each other or a
remate storage facility. For purposes of this provision, two buildings connected by a
covered or cpen sidewalk, an elevated or underground passageway, or & similar facility,
are not considered 1o be separate buildings.

A labor charge should not be recavered for any time spent by an attorney, legal assjs-
tant, or any other person who reviews the requested information:

a. Todetermine whether the District will raise any exceptions to disclosure of the
requested information under Government Code, Subchaptar C, Chapter 552; or

b. To research or prepare a request for a ruling by the attorney general's office pur-
suant 1o section 552.301 of Government Code. [See CQ)]

When confidential Information pursuant to a mandatory exception of the Act le mixsd
with public information in the same page, a labor charge may be recovered for time
spent to redact, blackout, or otherwise obscure confidential information in order to
release the public information. A labar charge will not be made for redacting confiden-
tial information for requests of 50 or fewer pages, unless the request also qualifies as a
labor charge pursuant to Govemment Code 552.261(a)(1) or {2).

Overhead charges are as follows:

E

DATE ISSUED: 04/01/2005

Whenever any labor charge is applicable 1o a request, the District may include in the
charges direct and indirect costs, in addition to the specific labor charge. This overhead
charge would cover such costs as depreciation of capital assets, rent, maintenance and
repair, utiliies, and administrative overhead. If the District chooses to recover such
costs, a charge will be made in accordance with the methodology described in ftern 3
below. Aithough an exact calculation of costs will vary, the use of a standard charge will
avoid complication in caiculating such costs and will provide uniformity for charges

made stalewida.

An overhead charge will nat be made for requests for copies of 50 or fewer pages aof
standard paper records unless the request also qualifies for a labor charge pursuant to

Government Code 552.261(a)(1) or (2).

The averhead charge will be computed at 20 percent of the charge made to cover any
labor costs associaled with a particular request. For example, it one hour of labor is
used for & particular request, the formula would be as lollows: Labor charge for locat-
ing, compiling, and reproducing, $15.00 x .20 = §3.00; or programming labor charge,
$28.50 x .20 = $5.70. if a request requires one hour of labor charge for locating, com-
piling, and reproducing information ($15.00 per hour); and cne hour of programming
labor charge ($28.50 per hour), the combined overhead would be: $15.00 + $28.50 =

$43.50 x .20 = $8.70.
204

UPDATE 75
GBAA (EXHIBIT)-P



Keller ISD
220807

INFORMATION ACCESS:
REQUESTS FOR INFORMATION

Microfiche and microfilm charges are as follows:

GBAA
(EXHIBIT)

1. I the District already has information that exists on microfiche or microfilm and has co-
pies available for sale or distribution, the charge for a copy must not exceed the cost of
its reproduction. If no copies of the requested microfiche or microfilm are available and
the information on the fiche or film can be released in fts entirety, the District should
make a copy of the fiche or film. The charge for a copy must not exceed the cost of re-
preduction. Districts that do not have In-house capability to reproduce microfiche or M=
crofilm are encouraged to contact tha Texas State Library before having the reproduc-

tion made commercially,

2. It only a master copy of informatlon in microform Is maintained, the charge is $.10 per
page for standard-size papar copies plus any applicable labor and overhead charge for

mora than 50 copies.
Remote document retrieval charges are as follows:

1. Due fo limited on-site capacity of storage of documents, it is frequently necessary to
store information that Is not in current use In remote storage locations. Every effort
should be made by the District to store current records on-site. To the extent that the
retrieval of documents results in & charge to comply with a request, it is permissible to
recover costs of such services for requests that qualify for labor charges under current

law.

2. If the District has a contract with a commercial records storage company, whereby the
private company charges a fes to locale, retrieve, delfiver, and retumn to storage the
needed record(s), no additional labor charge will be factored in for time spent locating
documents at the storage location by the private company’s personnel. If after delivery
to the District, the boxes must still be searched for records that are responsive to the
request, a labor charge is allowed in accordance with item 2 undar personnel charges,

above,
Computer resource charges are as follows:

1. The compuler resource charge is a utilization charge for computers based on the amor-
tized cost of acquisition, lease, operation, and maintenancs of computer resources,
which might include, but is not limited to, some or all of the following: central procas-
sing units (CPUs), servers, disk drives, local area networks (LANSs), printers, tape
drives, other peripheral devices, communications devices, software, and system

utilities.

2,  These computer resource charges are not intended lo substitute for cost recovery
methodologles or charges made for purposes other than responding to public informa-

tion requests.

3. The charges in this section are averages based on a survey of governmental bodies
with a broad range of computer capabilities. Each district using this cost recovery
charge will determine which category(ies) of computer system(s) used to fulfill the public

fy:

DATE ISSUED: 04/01/2005
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information request most closely fits its existing system(s) and set its charge according-
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Keller ISD

220807
INFORMATION ACCESS: GEAA
REQUESTS FOR INFORMATION (EXHIBIT)
Type of System Rate
Mainframe $10.00 per CPU minute
Midsize ¥ 1.50 per CPU minute
Client/Server $ 2.20 per clock hour
PC or LAN $ 1.00 per clock hour

4. The charge made to recover the computer utilization cost is the actual time the com-
puter takes to execule a particular program times the applicable rate. The CPU charge
is not meant to apply lo programming or printing time; rather, it Is solely to recover
costs associated with the actual time required by the computer o execute a program,
This time, called CPU time, can be read directly from the CPU clock, and most fre-
quently will be a matter of seconds, If programming is required to comply with a partic-
ular request, the appropriate charge that may be recovered for programming time is
described above, at Personnel Charges. No charge should be made for computer print-
out time. For exampls, if a mainframe computer Is used, and the processing timae is 20
seconds, the charges would be as follows: $10.00/3 = $3.33; or $10.00/(60 / 20) =
§3.33.

A district that does not have in-house computer capabilities will comply with requests in
accordance with Governmant Code 552.231. [See CQ]

The actual cost of miscellaneous supplies, such as labels, boxes, and other supplies used to
produce the requested information may be added to the total charge for public information.

Govemmental bodies may add any related postal or shipping expenses that are necessary {o
transmit the raproduced information to the requesting party.

Pursuant to Offica of the Comptroller of Public Accounts’ rules, sales tax will not be added on
charges for public information. (34 TAC, Part 1, Chapter 3, Subchapter O, Sections 3.341

and 3.342).
1 TAC 111.63; 111.70
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