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Preface 
 

The DeKalb County Board of Education (also referred to as the Board) is a policy making 

body and is obligated to act in the best interest of all the people. To carry out its function of 

providing good schools for the students, the Board has the responsibility of prescribing rules and 

regulations for the conduct and management of the schools and for maintaining a uniform and 

effective system throughout the county. 

Most policies and regulations included are standard in Alabama and elsewhere and have 

been in effect for many years. The Board must adhere to laws and guidelines set forth by the state 

and federal courts, the Code of Alabama, the Legislature, the State Board and State Department of 

Education. 

Policies are developed in order to give continuity, stability, and consistency of Board 

action and to insure that fairness and justice are administered on an equitable basis. 

With new legislation taking place each year, handbooks will be revised and amended as 

necessary. Any policies previously approved by the Board and not amended or rescinded are still 

in effect. 
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Definitions 
 

Except as otherwise expressly provided in individual policies or required by the context, 

the following terms have the meanings given below: 
 

a. ñBoardò and ñBoard of Educationò means and refers to the DeKalb County 

Board of Education. 
 

b. ñStateò means and refers to the State of Alabama. 
 

c. ñSystemò or ñschool systemò means and refers to all schools, facilities, and 

operations of the DeKalb County Board of Education. 
 

d. ñState Board of Educationò means and refers to the Board that exercises general 

control and supervision over the public schools of the State of Alabama as 

constituted and authorized by ALA . CODE § 16-3-1, et seq. (1975). 
 

e. ñAlabama (State) Department of Educationò means and refers to the state agency 

that is charged with implementing the policies, procedures, and regulations of the 

State Board of Education as provided in ALA. CODE § 16-2-1, et seq. (1975). 
 

f. ñHe,ò ñhis,ò or ñhimò means and includes all genders. 
 

g. ñLawò includes local, state, and federal statutes, regulations, ordinances, court 

decisions, and binding administrative orders or directives. 
 

h. ñCertifi edò or ñcertifi cated,ò when used to modify the words ñteacher,ò 

ñpersonnel,ò ñemployee,ò ñstaff,ò or similar terms, means and refers to Board 

employees who hold certificated or comparable forms of li censure issued by the 

State Superintendent of Education under authority of ALA. CODE §16-23-1 

(1975). 
 

i. ñClassifiedò or ñsupport,ò when used to modify the words ñpersonnel,ò 

ñemployee,ò ñstaff,ò or similar terms, means and refers to Board employees who 

do not hold certifi cates issued by the State Superintendent of Education under 

authority of ALA. CODE §16-23-1 (1975) and who, in general, hold employment 

positions of the type identifi ed in ALA . CODE §16-24C-3(2)(1975), of the Code of 

Alabama (1975). 
 

Citations to the United States Code, the Code of Alabama, and the Alabama 

Administrative Code are all intended to refer the reader to sources that either serve as legal 

authority for the policy provisions or that provides additional or more detailed information 

regarding the subject matter of the policy.  The citations are not exhaustive and are subject to 

repeal, amendment, or invalidation by court rulings.  Such changes may not be reflected in the 

policy. 
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I. Mission and Vision Statements 
 

 

Expecting more Todayé 

Educating for Tomorrowé 

DeKalb County Schoolsô Mission 

 

 

DCS, in partnership with the greater community, is driven to empower all students in becoming citizens 

who are responsible, productive, and continuously engaged in a life that is both meaningful and 

successful. 

DeKalb County Schoolsô Vision 
 

II.  School Board Operations 
 
2.1 Board Composition and Organization 

2.1.1 Composition ï The DeKalb County Board of Education is composed of five (5) members 

who are elected to six (6) year terms by qualifi ed electors of DeKalb County, Alabama.  

Members may not be employees of the Board. 
[Reference: ALA. CODE §§16-8-1, 2 (1975)] 

 
2.1.2 Resignation ï Prior to the completion of a term of office, a Board member may submit a 

written resignation for approval by the Board.  Additionally, a Board member is considered 

resigned when his permanent residence is no longer in DeKalb County.  Any resulting 

vacancy shall be filled pursuant to state law. 
[Reference: ALA. CODE §16-8-6] 

 
2.1.3 Officers ï The Board will elect from its members a chairman and vice-chairman at the annual 

meeting of the Board held in November of each year. The Superintendent will serve as both 

the Boardôs chief executive officer and secretary.  If the Superintendentôs position is vacant, 

the Board may appoint one of its members to act as secretary until such time as the 

Superintendentôs position is filled. 
[Reference: ALA. CODE §§16-8-4 (1975)] 

 
2.1.4 Committees ï The Board may divide itself into standing or special committees for the purpose 

of more efficiently conducting Board business, but no recommendation or action of any 

committee will bind the Board without the affirmative vote of a majority of the whole Board. 
 
2.2 Authority and Duties of Board Members 

2.2.1 Authority ï The Alabama State Legislature and State Board of Education has granted the 

DeKalb County Board of Education authority for the proper administration and management of 

the free public schools within DeKalb County with the exception of the City of Fort Payne.  The 

Board shall also have authority to determine and establish written educational policy for the 

school district and shall prescribe such rules and regulations for the conduct and management of 

the schools as deemed necessary. Board authority will only be exercised collectively through 

action taken in accordance with applicable statutory and parliamentary procedures.  Individual 

Board members have no authority to bind the Board or to act on behalf of the Board except 

when authorized to do so by official action of the Board. 
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2.2.2 Mission and Goals for Improvement ï The Board shall provide the school system with a 

mission statement and goals, subject to periodic review and revision, as necessary, and shall 

set goals for improvement in the system for each school year. 

 It is the goal of the DeKalb County Board of Education for all schools to meet and maintain 

standards for accreditation with the Southern Association of Colleges and Secondary Schools, 

or as required by the State Department of Education. All High Schools are required to hold 

membership in SACS.  

 The DeKalb County Board of Education believes that strategic planning is the process by 

which the guiding members of an organization envision its future and develop the necessary 

procedures and operations to achieve that future.  It is the process of self-examination, the 

confrontation of difficult choices, and the establishment of priorities.  It requires an agreement 

on the beliefs and mission of the system and the establishment and attainment of clear goals 

and objectives to achieve the desired results within specified time frames. 

 

2.2.3 The DeKalb Board of Education desires to operate with the highest standards of stewardship 

and principles of public service possible and to that end the board adopts this Code of Conduct 

to provide that members of this public governing board will:  

  

I.  CONDUCT OF INDIVIDUAL  

  
1.     Attend and participate in regularly scheduled and called board meetings. 

2.     Read and prepare in advance to discuss issues to be considered on the board agenda. 

3.     Recognize that the authority of the board rests only with the board as a whole and not 

with individual board members. 

4.     Uphold and enforce applicable laws, rules and regulations of the local board and the State 

Board of Education, and court orders pertaining specifically to the school system.  

5.     Render all decisions based on available facts by exercising independent judgment instead 

of the opinion of individuals or special interest groups. 

6.     Work with other board members and the superintendent to establish effective policies to 

further the educational goals of the school system. 

7.     Make decisions on policy matters only after full consideration at public board meetings. 

8.     Comply with the requirements of the School Board Governance Improvement Act. 

9.     Communicate in a respectful, professional manner with and about fellow board members 

and the superintendent. 

10. Take no action that will compromise the board or school system administration. 

11. Refrain from using the position of school board member for personal or partisan gain or to 

benefit any person or entity over the interests of the school system. 

12. Inform the superintendent and fellow board members of business relationships or personal 

relationships for any matter that will come before the board. 

13. Abstain from voting on or seeking to influence personnel or other actions involving family 

members or close associates or private interests. 

14. Communicate to the board and the superintendent public reaction to board policies and 

school programs. 

15. Advocate for the needs, resources, and interests of the public school students and the 

school system. 

16. Safeguard the confidentiality of nonpublic information. 

17. Show respect and courtesy to staff members. 
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II.  CONDUCT OF INDIVIDUALS AT BOARD MEETINGS  

  
1.     Work with other board members in a spirit of harmony and cooperation in spite of 

differences of opinion that may arise during the discussion and resolution of issues at board 

meetings. 

2.     Take actions that reflect that the first and foremost concern is for the educational welfare 

of all students attending system schools. 

3.     Make decisions in accordance with the interests of the school system as a whole based on 

system finances available to accomplish educational goals and comply with the School Fiscal 

Accountability Act. 

4.     Abide by and support all majority decisions of the board. 

5.     Act on personnel recommendations of the superintendent in a timely manner, particularly 

when there are financial implications of such decisions. 

6.     Approve operating budgets and budget amendments that are aligned with system goals 

and objectives and are fiscally responsible. 

7.     Honor and protect the confidentiality of all discussions during executive session of the 

board. 

  

III.  CONDUCT OF THE BOARD AS A WHOLE  

  
1.     Recognize that the superintendent serves as the chief executive officer and secretary to 

the board and should be present at all meetings of the board except when his or her contract, 

salary or performance is under consideration. 

2.     Honor the superintendentôs authority for the day-to-day administration of the school 

system. 

3.     In concert with the superintendent, regularly and systematically communicate board 

actions and decisions to students, staff and the community. 

4.     Review and evaluate the effectiveness of policies and programs to improve system 

performance. 

5.     Develop, in concert with the superintendent, the vision and goals for the school system to 

address student needs, advance student performance, and monitor the implementation of 

policies and programs. 

6.     Provide opportunities for all members to express opinions prior to board action. 

 
 
2.3 Board Member Training and Compensation 

2.3.1 Compensation ï Board members may be compensated for their services and reimbursed for 

expenses incurred in the performance of their official duties as authorized by law. 
[Reference: ALA. CODE §16-8-5 (1975)] 

 

2.3.2 Board Member Training ï Board members will pursue ongoing training to develop and 

enhance their knowledge and effectiveness as board members and to improve board 

governance and operations. Training will include participation in: 
 

a. Orientation for newly elected or appointed school board members; 
 

b. Training or consulting workshop for the local Board as a whole. Board members should 

attend the Alabama Association of School Boards (AASB) District 6 meeting each year and 

provide a report to the Board about the experiences/information received at the district 

meeting; 
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c. State or national school board association event addressing Board governance or operation, 

or other Board member development opportunities relating to leadership development, 

Board governance, or Board operations. A delegate and an alternate delegate will be 

selected by the Board for voting purposes at the state meeting. 
 
 

2.3.3 Source of Training and Report ï The Board recommends the requirements of this policy be 

satisfied by participation in training provided by the Alabama Association of School Boards or 

other sources considered knowledgeable in school board governance and leadership and 

approved by the Board. 
 

2.3.4 Board Self Evaluation ï The Board will conduct an annual evaluation that includes 
development of a list of recommended improvements in knowledge and skills of Board 
members. 
[Reference: ALA CODE §16-1-41 (1975)] 

 

2.4 Board Meetings 
2.4.1 General Provisions ï The Board will hold at least five regular meetings per year, an annual 

meeting in November, and specially called meetings in accordance with applicable statutory 

requirements and as dictated by the needs of the school system. All meetings of the Board will  

be open to the public except as may otherwise be required or permitted by law. 
[Reference: ALA. CODE §36-25A-1, et seq. (1975)] 

 
2.4.2 Time and Place ï All meetings, including special meetings, may be held at such place and 

time as the duties and business of the Board may require. Public notice of the dates, times, and 

places of meetings of the Board will be given in the manner prescribed by law.  Board 

members will be given such advance notice of specially called meetings as is practicable 

under the circumstances. 
[Reference: ALA. CODE §§16-8-4, 36-25A-1, et seq. (1975)] 

 
2.4.3 Agenda Preparation and Dissemination ï The Board Chairman shall direct the Superintendent 

to prepare, or cause to be prepared, an agenda for all Board meetings.  
 

2.4.4 Rules of Order ï Board meetings will be conducted in accordance with the rules generally 

adopted by deliberated bodies for their governance (usually Roberts Rules of Order Newly 

Revised) shall be observed by the DeKalb County Board of Education. A majority of the 

whole Board will constitute a quorum for purposes of transacting Board business except as 

may otherwise be provided by law. 
 

2.4.5 Public Participation ï It shall be the policy of the Board of Education to conduct all meetings 

in full view of and with welcomed participation by the public.  The Board encourages citizens 

of the community to appear and bring before the Board any matter deemed important to the 

improvement of the school district. 

All delegations or individuals who wish to appear before the DeKalb County Board of 

Education shall submit such requests in writing to the Superintendent at least five (5) working 

days prior to the meeting date, stating what matters are to be presented to the Board and the 

approximate time such matters should consume at the meeting. The Superintendent shall have 

the authority and time to investigate and determine whether items requested are significant 

enough to warrant Board action and inclusion on the agenda. A place on the agenda has been 

designated by the Board for hearing requests from individuals or groups. Each delegation 

appearing before the Board shall select one person in advance as its spokesperson and provide 
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their name to the Superintendent. Only person(s) or group(s) properly requesting an 

appearance before the Board shall be allowed to speak at Board meetings. The Board, at its 

discretion, may address questions to persons who address the Board after the presentation is 

completed. The Board shall have authority to terminate the remarks or remove any person 

when such remarks become personal in nature or such person disrupts, becomes boisterous, or 

interferes in any manner with the orderly process of the meeting. All delegations appearing 

before the Board shall make their presentations as brief and concise as possible. The Board 

shall be guided by its previously adopted policies in arriving at a decision on matters brought 

up by any such delegation. 
[Reference: ALA. CODE §16-8-9 (1975)] 

 

2.4.6 Petitions and Anonymous Letters ï Petitions, as a rule, present only one side. The DeKalb 

County Board of Education will consider all evidence and facts for both sides. Anonymous 

letters, either for or against a particular issue or person, are not considered by the Board of 

Education.  

 
2.5 Superintendentôs Responsibilities, Qualifications and Term 

 

2.5.1 Role, Responsibilities, Qualifications, and Term ï The Superintendent serves as the chief 

executive officer of and secretary to the Board.  The Superintendent may exercise such 

prerogatives and duties as are prescribed by statute, as are delegated or specified in an 

employment agreement, or as are otherwise lawfully assigned by the Board.  The 

Superintendent must possess the minimum qualifi cations for the position that are established by 

law.  The Superintendentôs term will be as established by law. 
[Reference: ALA. CODE §16-8-7 (1975)], 16-9-1, et. seq. 

 

2.5.2 Scope of Executive and Administrative Authority ï In addition to specific  grants of authority set 

forth in particular Board policies, the Superintendent is authorized to develop and implement 

such lawful and reasonable rules, regulations, operating procedures, administrative directives, or 

like measures as are directed to compliance with legal requirements or attainment of the 

objectives of Board policy. 

 

2.5.3 Superintendentôs Duties ï The Superintendent shall act as the chief executive officer of the 

Board.  He shall have, under the direction and policies of the Board and in accordance with state 

law and regulations of the State Board of Education, responsibility for the management of the 

school system and the supervision of all personnel in the system. The Superintendent shall be 

authorized to delegate to other employees of the Board such responsibilities imposed on him by 

the Board as he may deem necessary. Delegation of responsibili ty to other personnel of the 

system shall not relieve the Superintendent of his responsibility for the total operation of the 

schools. The general scope of duties of the Superintendent shall include, but not be limited to, 

the following: 

 

a. To exercise, pursuant to state statutes and under the direction of the Board, 

general supervision of all  the public schools in the school district. 

b. To enforce all provisions of law and all regulations relating to the management 

of the schools, and other educational, social, and recreational activities under 

the direction of the Board of Education. 

c. To attend all meetings of and as Chief Executive Officer of the Board of 

Education; to have the right to speak on all matters but not the right to vote; 

and to bring such matters before the Board as seem to him necessary for the 
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general welfare of the schools. 

d. To keep abreast of and to keep the Board of Education informed 

concerning acceptable, modern school practices, and to make such 

recommendations to the Board as shall lead to the establishment of 

standards which will assure growth and progress of the school district. 

e. To carry out the policies adopted by the Board under such powers as may be 

delegated by the Board. 

f. To initiate those matters required of the Superintendent under Alabama law as 

set forth in ALA . CODE §16-8-1, et. seq., §16-9-1, et. seq. and other applicable 

areas respecting the duties and responsibiliti es of the county superintendent. 

g. To exercise general supervision over all employees, and have the right to 

nominate, assign, place on administrative leave with pay, and transfer all 

employees.  All appointments and transfers are subject to a written 

recommendation from the Superintendent and the approval of the Board. All 

of these actions must follow state law. 

h. To suspend any pupil from the schools whenever, in his judgment, the best 

interests of the schools are served. 

i. To assure the proper maintenance of all school district records. 

j. To plan, prepare, and administer the budget as enacted by the Board, 

acting at all times within legal requirements and in accordance with 

policies of the Board. 

k. To represent the School System in community affairs. 

l. To perform such official duties as may be prescribed by law or the Board. 

m. To collaborate and consult with the Board to maintain a continuing strategic 

planning process that results in focusing the system's human and financial 

resources on a strategic plan which defines the system's shared vision and 

values. 

n. The Superintendent shall promptly notify Board Members of any 

emergency which occurs in the schools. 
  [Ref: ALA. CODE §16-8-7, §16-9-12 to 33 (1975).] 

 
2.6 Recordkeeping and Retention of Board Records 

Board records will be maintained by the Superintendent in the manner and for the length of time 

required by law.  Otherwise, records will be retained and disposed of in accordance with procedures 

that will include a records retention and destruction schedule to be prepared and promulgated by the 

Superintendent and approved by the Board. 
[Reference: ALA. CODE §§16-1-3 through 5; 16-8-34; 36-12-1, et seq. (1975)] 

 
2.7 Association Membership 

The Board will maintain membership in the Alabama Association of School Boards. 
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III.  Fiscal Management 
 

3.1 Chief School Financial Officer 
The Board will appoint a Chief School Financial Officer to oversee the financial operations of the 

Board and to perform the duties of the position that are set forth in state law and regulations.  The Chief 

School Financial Officer may also be referred to as the Chief School Finance Offi cer or Chief Financial 

Officer. 
[Reference: ALA. CODE §16-13A-4 (1975); ALA. ADMIN. CODE 290-2-5-.01, et seq.] 

 

3.2 Budget 
A system-wide budget will be developed and approved for each fiscal year, which extends from 

October 1
st 

to September 30
th 

of the following year. Preparation, presentation, submission, and 

approval of the budget will be undertaken and completed as provided for in state law and regulations.   

Each school year the Superintendent will have the annual system-wide operating budget prepared and 

presented to the public at two open public meetings, prior to September 15, submitted for adoption by 

the local Board of Education, and forwarded to the State Superintendent of Education. 

The development of local school budgets shall be conducted in accordance with all pertinent local, 

state, and federal laws and timelines. Principals will seek input from their respective school's faculty, 

staff, parents, and committees, as applicable, when preparing the local school budget. Faculties and 

staff shall have an opportunity to vote by secret ballot on specific portions of the local school budget as 

required by existing state law. 
[Reference: ALA. CODE §16-13-140, et seq. (1975)] 

 

3.3 Accounting 
Generally accepted accounting standards as prescribed by the Government Accounting Standards Board 

(GASB) or other governing authority will be applicable in the administration of all Board and school 

finances.  All Board and school accounts will be recorded and reconciled in the financial records in a 

timely manner. All reports required by the State Department of Education will be completed in a 

timely manner with copies provided to Board members. 
 

3.4 Accounting & Fiscal Operations Manual Authorized 
Financial transactions will be administered in accordance with an accounting and fiscal operations 

manual that will be developed by the Superintendent or the Chief School Financial Officer and 

approved by the Board.  The accounting and fiscal operations manual will establish and describe 

specific practices and procedures that are to be followed in connection with all phases of financial 

administration, including, but not limited to such matters as accounting, bookkeeping, inventory 

maintenance, payroll, reconciliation, fund security, receipting, disbursement, fundraisers, fees, record 

retention, purchasing, disposal of property, banking, and investments.  The practices, procedures, and 

requirements set forth in the manual will be disseminated or made available to employees with 

administrative responsibilities involving the receipt, handling, or expenditure of school or school 

system funds, and training will be provided by the Superintendent and/or the Chief School Financial 

Officer regarding the contents of the manual. 

3.5 Audits 
Business and financial transactions of the Board and the records of the Board financial accounts will be 

audited in accordance with auditing standards generally accepted in the United States of America and in 

accordance with Alabama state law. The DeKalb County Board of Education shall require all general 

financial records and accounts, including business transactions and other records of the school district 

and each school, such as attendance, to be maintained in an "audit ready" condition. All records are 

subject to audit by the Department of State Examiners of Public Accounts and from other agencies as 
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prescribed by law. Said audits, upon completion, shall be presented to the Board for examination. A 

financial audit shall also be made of appropriate accounts whenever, in the opinion of the Board, a 

financial audit is deemed advisable. Internal auditors as well as a certified public or reputable 

accounting firm may be contracted for such audits as necessary. All audits shall be conducted and filed 

in accordance with statutory provisions. Should any errors or discrepancies be found as a result of any 

audit, those personnel found responsible for such shall be subject to disciplinary action. Teacher 

Receipt books must be retained at the local school unless required for audit purposes. 
[Reference: ALA. CODE §16-13A-7 (1975)] 

 

3.6 Inventories 
The DeKalb County Board of Education directs that all fixed assets of the school district be 

inventoried, and a perpetual inventory record be maintained in the Central Office and each building 

Principal's office. An inventory audit shall be made as required by the Board of Education and shall be 

as comprehensive as deemed necessary to assure that all fixed assets are property accounted for as 

required. All equipment with a unit cost of $5,000 or more is considered a fixed asset and must be 

included in the fixed assets accounting and inventory system as required by GASB Statement No. 34. 

Equipment items not classified as fixed assets due to the unit cost criteria must be controlled through a 

supplemental inventory, recording the type of equipment, the quantity of item by location and a cost 

(average, actual or replacement) for item. A copy of this supplemental inventory shall be on file in the 

Central Office and in the Principal's office. Any items determined locally to be worn out, damaged, 

defective, or obsolete in any way, are to be identified as such on the inventory report and remain until 

the next year and/or until permission is granted by the Superintendent for the sale or disposal of said 

items.  
[Reference: ALA. CODE §§16-13A-1, 6 (1975)] 

 
3.7 Purchasing 

3.7.1 Purchase Orders ï Teachers, as well as all other school system personnel, are required to 

obtain approval from the Principal (local school level) or Principal and Superintendent 

(county level), as applicable, and secure his/her approval in writing in the form of a purchase 

order (P.O.) or requisition, using a P.O. number and dating system, before obligating the 

school to any payment for merchandise or services. These procedures must be followed before 

payments for purchases will be processed.  Invoices dated before the approval process will not 

be paid by the DeKalb County Board of Education or any school/department in our 

organization. Supervisors/Administrators must ensure that a source of funds is listed on each 

purchase order prior to submitting to the purchasing department.   
 

3.7.2 Adherence to Ethics Law ï Employees shall adhere at all times to the provisions of the 

Alabama Ethics Law in all matters related to purchasing. 

 

3.7.3 Bids and Quotes ï The DeKalb County Board of Education directs that expenditures of 

public school monies in excess of $15,000 made by the Board of Education for labor, 

services, work, or the purchase or lease of materials, equipment, supplies or any other 

personal property, with limited exception, shall be contracted by free and open competitive 

bidding with sealed bids and shall be awarded to the lowest responsible bidder meeting 

specifications as required by State law. The Board of Education shall request quotes from an 

adequate number (minimum of 3 when possible) of known suppliers in order to obtain the 

lowest possible price for school money. The Board of Education encourages the purchase of 

all materials, equipment, and supplies through the quotation process, even though the 

amount may not be required by the bid law, in order to obtain the best possible price for 

school money. 
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3.7.4 Instructional Supply Funds ï Instructional supply funds when allocated from the State to 

teachers units are intended to provide teachers with adequate supplies for the instructional 

program. Funds shall be spent in accordance with state and local policies. Funding for each 

school year is made available by October 1 (no later than December 1) and purchase orders 

must be submitted during that scholastic school year, no later than ten (10) days following 

the return of students to the classroom of the following scholastic year.  Any remaining 

instructional supply funds will be used by the local school.  Each teacher must sign beside 

their remaining balance in agreement that the principal may use those funds to purchase 

supplies on the schoolôs behalf.  Purchase orders listing these funds must be submitted to the 

purchasing department no later than August 31st.  A copy of the signed release of funds 

should be submitted to the purchasing department.  Purchase order procedures are required 

for all purchases unless a debit card program has been adopted for any fiscal year. Annual 

allocations must be spent during the fiscal year in which they were granted.     
 

3.7.5 Debit Card ï The DeKalb County Board of Education may authorize the use of debit cards 

for purchasing, effective when debit cards are available and authorized by the 

Superintendent.  The deadline for using and turning in cards is April 1. Cardholders are 

required to sign an agreement that outlines the purchasing procedures with the DeKalb 

County Board of Education prior to being issued a debit card. Debit Card privileges may be 

suspended by the principal or superintendent for failure to follow the agreed upon 

procedures. 

 

Debit Card Procedures include but are not limited to: 

a. The cardholder agrees to use the card exclusively for classroom instructional 

support. 

b. The cardholder agrees to obtain a legible receipt with an itemized listing for each 

purchase made with the card. 

c. The cardholder agrees to inform the merchant that purchases with the debit card are 

exempt from Alabama sales tax. 

d. The cardholder agrees to reimburse the Board or to obtain other funds for the 

expenditure for purchases that are determined to be an unallowable expenditure, 

purchases that do not have a legible or itemized receipt, Alabama sales tax added to 

the purchase, or purchases that exceed the limit of the allocated funds. 

e. The cardholder agrees to turn in the card and receipts by April 1. 
 
 
3.8 Deposit and Expenditure of Funds 

 
3.8.1 Deposits ï All funds of the Board will be deposited with qualified depositories, as defined by 

law, in the manner prescribed by the Chief School Financial Officer and the accounting and 

fiscal operations manual.  The Board requires that school funds be deposited on a daily basis, 

whenever possible. 
 

3.8.2 Investments ï The Board authorizes the investment of surplus funds in the manner prescribed 

by law and approved administrative guidelines. 
 

3.8.3 Competitive Bid Law ï All purchases will be made in compliance with the competitive 

bid law, when applicable, and with such corresponding rules, regulations, and procedures 

as may be set forth in the Boardôs accounting and fiscal operations manual.  The 
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Superintendent is authorized to enter into cooperative purchasing agreements with other 

school systems or local governments as may be permitted by law. 
[Reference: ALA. CODE §41-16-50, et seq. (1975)] 

 
3.8.4 Authorized Signatures ï Checks drawn on the general fund or any special fund, with the 

exception of school accounts, require the signature of the Superintendent and the Chief School 

Financial Officer or their alternates as designated by the Board.  Checks drawn on school 

accounts require the signature of the principal, or their alternates as approved by the 

Superintendent.  All checks used will be pre-numbered.  Checks drawn on Board funds may be 

signed and processed by electronic means, under the direction of the Chief School Financial 

Officer or alternate approved by the Board. 

 

3.8.5 Acceptance of Debit/Credit Card Payments ï It is at a principalôs discretion to accept 

debit/credit card payments thru the ñSquareò.  All payments should be receipted in the 

accounting software system thru the receipt module procedure.  It will be at the principalôs 

discretion, along with the chief financial officer and accounting department of the central 

office, to establish a fee charged with each ñSquareò transaction in addition to the amount 

charged. 
 
3.9 Uniform Guidance for Federal Programs 

 

3.9.1 Cash Management for Federal Funds ï The Board will minimize the time between the receipt 

of federal funds from the United States Treasury, the Alabama Department of Education, or 

other pass-through entity, and the disbursement of those federal funds. Federal funds will only 

be requested to meet immediate cash needs for reimbursement not covered by prior receipts 

and anticipated disbursements that are generally fixed, such as monthly program salaries and 

benefits. Disbursements will be made within twenty business days after receipt of funds.  

 

The Chief School Financial Officer will maintain financial records that account for the receipt, 

obligation, and expenditure of each federal program fund. Cash balances for each federal 

program fund and for the aggregate of all federal program funds will be monitored daily bu the 

Chief School Financial Officer or designee. 

 

Board procedures to minimize the cash balances in federal program funds are expected to 

prevent the aggregate cash balances of federal program funds from earning $500 or more for 

the fiscal year if maintained in interest-bearing accounts. The federal program funds, with the 

exception of Child Nutrition Program funds, will not be maintained in an interest-bearing bank 

account if the Chief School Financial Officer determines that banking requirements for 

minimum or average balances are so high that an interest-bearing account would not be 

feasible. Federal program funds will be maintained in insured checking accounts that are 

subject to the state requirements for public deposits under the SAFE program. 

 

3.9.2 Determination of Allowable Costs ï Before instituting a financial transaction that will require 

the expenditure of federal funds the federal program director and the Chief School Financial 

Officer or designee will determine that the proposed transaction meets the requirements for 

allowable costs for the federal program. Actions to determine allowable costs will assure that: 

 

 

¶ The proposed expenditure is included in the federal program; 

¶ The proposed expenditure is reasonable and necessary for the federal program; 
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¶ The proposed expenditure is consistent with procedures for financial transactions of the 

board including: 

o Purchase order approval procedures; 

o Contract review and approval procedures; 

o Applicable competitive purchasing procedures and; 

o Documentation supports allowability of transaction. 

 

Before payments are made from federal funds the federal program director and the Chief 

School Financial Officer or designee will determine that the federal program expenditure 

complies with generally accepted accounting principles and complies with state, local, and 

federal laws, rules and regulations. 

 

3.9.3 Travel Policy ï Travel costs are the expenses for transportation, lodging, subsistence, and 

related items incurred by board employees who are in travel status on official business of the 

board. The boardôs travel policy provides for reimbursement and payments for travel costs of 

employees paid from federal funds that is consistent with the travel costs for board employees 

paid from state or local funds. 

 

3.9.4 Conflict of Interest Policy ï Generally, a conflict of interest exists when a board member, 

board employee, or agent of the board participates in a matter that is likely to have a direct 

effect on his or her personal and financial interests. A financial interest may include, but is not 

limited to, stock ownership, partnership, trustee relationship, employments, potential 

employment, or a business relationship with an applicant, vendor, or entity. A board member, 

board employee, or agent of the board may not participate in his or her official capacity in a 

matter that is likely to have direct predictable effects on his or her financial interests. 

 

A board member, board employee, or agent of the board will abide by the Federal and state 

laws and regulations that address conflict of interest standards. In general, the Federal rules 

provide that: 

 

 No employee, officer, or agent of the board shall participate in selection, or in the award 

or administration of a contract supported by Federal funds if he or she has a real or apparent 

conflict of interest. Such a conflict would arise when the employee, officer, or agent, any 

member of his or her immediate family, his or her partner, or an organization which employs, 

or is about to employ any of the parties indicated herein, has a financial or other interest in or 

a tangible personal benefit from the firm considered for a contract. The boardôs officers, 

employees, or agents will neither solicit nor accept gratuities, favors or anything of monetary 

value from contractors, potential contractors, or parties to subcontracts. 

 

The boardôs conflict of interest policies include adherence to the Alabama Ethics Law, which 

defines conflict of interest as: 

 

 A conflict on the part of a public official or public employee between his or her private 

interests and the official responsibilities inherent in an office of public trust. A conflict of 

interest involves any action, inaction, or decision by a public official or public employee in the 

discharge of his or her official duties which would materially affect his or her financial interest 

or those of his or her family members or any business with which the person is associated in a 

manner different from te manner it affects the other members of the class to which he or she 

belongs. 
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A board member, board employee, or agent of the board may not review applications, 

proposals, or participate in the evaluation or selection process where his or her participation in 

the review process would create the appearance that he or she is: (a) giving preferential 

treatment; (b) losing independence and impartiality; (c) making decisions outside official and 

appropriate channels; or (d) harming the publicôs confidence in the integrity of the board. 

 

Situations and circumstances presenting an actual conflict of interest or the appearance of a 

conflict of interest should be brought to the immediate attention of the superintendent. A board 

employee, board member, or agent of the board who has knowledge of a possible conflict of 

interest should identify the conflict and notify the superintendent. The superintendent will 

document his or her actions related to the reported conflict of interest. Resolution can consist 

of disqualification, recusal, waiver, or other appropriate measures. Appropriate measures may 

include reporting a conflict of interest to the State Ethics Commission, the Alabama State 

Board of Education, or the appropriate federal agency. 

 

3.9.5 Procurement Policy ï The board will follow state laws for the procurement of property and 

services. The primary state procurement laws for Alabama school boards are: 

¶ Alabama Competitive Bid Laws (Chapter 13B of Title 16, Code of Alabama 1975); 

¶ Joint Information Technology Purchasing Agreement (Chapter 13B of Title 16, Code 

of Alabama 1975); and, 

¶ Public Works Law (Title 39, Code of Alabama 1975). 

 

To the extent allowed by state laws, the board will utilize state, local, regional, and national 

purchasing agreements where appropriate for the procurement or use of goods and services. All 

procurement transactions are subject to the boardôs Conflict of Interest Policy and the 

procurement decisions of the board will: 

 

¶ Avoid acquisition of unnecessary or duplicative goods and services; 

¶ Use the most economical and efficient approach for acquisitions; 

¶ Award acquisition contracts only to responsible contractors possessing the ability to 

perform successfully under the terms and conditions of the proposed procurement; 

¶ Consider contractor integrity, compliance with public policy, record of past 

performance, and financial and technical resources prior to awarding procurement 

contracts; 

¶ Maintain records sufficient to document the history of the procurement; and, 

¶ Conduct procurement transactions in a manner that provides full and open competition. 

 

Procurement transactions for Federal programs and child nutrition programs that are not 

subject to the state procurement laws, but exceed the aggregate amount of the federal micro-

purchase threshold, will be obtained by utilizing price or rate quotes from two or more 

qualified sources. State procurement laws include requirements that comply with the other 

Uniform Administrative Requirements for procurement of property and services. 

 

The board will request proposals for those professional service contracts (excluding 

architectural and engineering services) that are exempt under state procurement laws if the 

contracts exceed $150,000 and will be paid from federal or child nutrition program funds. The 

board will utilize a team of three or more qualified individuals to conduct a technical 

evaluation of proposals received and for selecting recipients. As a part of the evaluation, the 
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individuals on the evaluation team will sign an assurance that each of the individuals is in 

compliance with the boardôs conflict of interest policy. 

 

3.10 Employee Compensation 
 

3.10.1 Salaries and Pay Rates ï The DeKalb County Board of Education shall enter into contracts 

of employment with teachers and other personnel as needed. The salary of a Principal, 

classroom teacher and all other employees shall be in accordance with the Board of 

Educationôs salary schedule, appropriate for the position, as determined by certification, 

training, experience, and/or any other criteria approved by the Board of Education in 

keeping with the laws of Alabama. Professional personnel shall be required to notify the 

Superintendent or his designee whenever an employee receives a higher certificate or 

additional training that would result in an increase in salary. (See 3.9.2 Payroll Procedures 

aa.) Any individual or group exceptions must have Board of Educationôs approval and be 

specified in the minutes. The Board of Education, at its discretion, may approve salary 

supplements to certain instructional personnel who assume special duties, i.e. coaches, band 

directors, and cheerleader sponsors.  
[Reference: ALA. CODE §16-13-231.1 (1975)] 

 
All teaching/administrative experience gained in all public elementary and secondary schools 

and/or state or regionally accredited public institutions of higher learning shall be approved as 

credit for placement on the salary schedule.  No teaching/administrative experience gained in 

private elementary and secondary schools shall be considered for credit for placement on the 

salary schedule.   
 

3.10.2 Payroll Procedures ï The DeKalb County Board of Education has established the following 

procedures for the purposes of payroll preparation and payment of employee salaries. 

 

a. The DeKalb County Board of Education delegates payroll preparation for the 

payment of employee salaries to the Superintendent or his designee. The payroll 

shall be in accordance with the salary schedules/guidelines approved by the Board 

of Education and any rules or regulations promulgated by the State Superintendent 

of Education. 

b. The Board of Education authorizes the payment of all employee salaries of the 

school district on the first day of each month. If the first day falls on Sunday or a 

legal holiday, the checks will be released the following day. 

c. No regular or regular part-time employee shall be paid on any payroll unless 

approved by the Board of Education. Contracts will reflect Board action as to 

placement on a salary schedule. Principals shall certify and submit a payroll each 

month containing the names of all employees, days worked, and absences. 

d. All employees including substitutes must provide a copy of their social security 

card, along with withholding and other required forms. 

e. Each new employee must furnish a satisfactorily completed I-9 (immigrant form) 

and be E-Verified within the first three days of employment, in keeping with federal 

regulations. 

f. Substitute bus drivers must be licensed, trained and medically fit in keeping with 

transportation policies. Substitute lunchroom workers must provide a medical 

statement and be approved by the Principal, with application to CNP Director. 

g. Substitute teachers shall have a valid substitute certificate on file. 

h. All employees who work four hours per day or more on a regular basis are required 
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to make application to the Teachers' Retirement System, and are considered full-

time for insurance and retirement purposes. The TRS determines the amount of 

retirement credit an employee receives each year. 

i. All new employees (full-time, part-time or substitute) must have a background 

review meeting suitability criteria by the Alabama Bureau of Investigation before 

beginning any assignment unless they have a background review cleared through the 

State Certification Department within the last two years. In extreme emergencies, 

application may be made for a temporary waiver.  

j. All teachers will be paid in accordance with their employment contract, and the 

approved salary schedule, taking into consideration their highest level of degree, 

certificate, tenure status, and years of experience. 

k. No changes in salary, titles, nor hours/days worked, shall be made without first 

advertising and obtaining recommendation of Superintendent and approval of the 

Board of Education. 

l. Payrolls must reflect an accurate report of days/hours worked during the month. All 

leave/vacation time or other absences must be shown. 

m. Assistant Principals in K-12 schools - A portion of contract days may be worked 

during the summer, when the Principal is away on vacation or attending a meeting, 

and reported accurately on the payrolls. 

n. K-12 secretaries, who are on a 10 months contract (approved as a 9 months' contract 

plus 40 half days) may work a combination of full days and half days during the 

summer if requested by the Principal as long as the full number of days are worked 

and reported accurately on the payroll. 

o. Employees are encouraged to report any discrepancies in salary or deductions at the 

earliest possible time, whether over paid or under paid, in order for corrections to be 

made. Overpayments shall be deducted from monthly salary. 

p. Principals will submit a payroll each month of the school year including summer 

months verifying that employees have completed their contract days. 

q. All regular and regular part-time employees will be paid in twelve monthly 

payments, regardless of whether they work 9, 10, 11 or 12 months. 

r. Cuts or Reductions in Salary: If an employee uses all accumulated leave time or it is 

necessary to reduce salary due to termination or other reasons, the employee will be 

cut based on his daily earned rate of pay. 

s. A nine months' employee's daily earned rate is calculated by dividing the annual 

salary by 187, with the exception of bus drivers.  

t. Other employees with 9 1/2, 10, 11 and 12 month's contracts will have their daily 

rate determined by dividing the annual salary by the appropriate number of days. 

The scholastic work days are exclusive of holidays. 

u. Calendar month employees (12 months) will have their daily rate determined by 

dividing annual salary by 242. Annual leave days are earned at the rate of one day 

per month. No more than 15 days may be carried forward after June 30. 

v. Contracts or payroll checks, issued in error, may be corrected, by law, and by Board 

policy whether the error is an overpayment or underpayment of gross pay or an error 

in a deduction. 

w. Coordinators, Supervisors, Administrators, and Central Office employees, work 

from 8 a.m. to 4 p.m. with time out for lunch unless the Superintendent gives 

approval to a different time schedule. Placement on the Salary Schedule is set at 

time of employment by the Superintendent or designee. 

x. Salary supplements will be considered by the Board at the same time as all other 
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salary increases. The Board is not responsible for commitments made by other 

groups, individuals, or organizations. 

y. Regular bus driver's pay for extra bus trips/field trips will be paid by the school and 

sent to the Central Office for disbursement. 

z. Substitute bus drivers (who are not regular drivers) who must drive an excessive 

distance to get to their bus for the day will be paid the current state mileage rate for 

every mile over 12 miles en-route to and from the bus. Substitutes must complete a 

mileage claim form to receive this payment. 

aa. Salary increase for a new, higher rank of certificate or degree will be paid upon 

certification by the Alabama State Department of Education. 

bb. The local school Principal or his/her secretary shall place payroll checks in 

individual employee envelopes prior to placing in mail boxes. Employees should 

keep payroll information confidential.  

cc. The approved SNA Certification Bonus will be paid on a yearly base in November 

of each year.  Completed certification certificates will be turned into the Central 

Office no later than October 31st to receive payment for the year. 

dd. All DeKalb County Employees will be required to participate in Direct Deposit. 

 

3.10.3 Local Supplements ï School-related booster or support organizations may fund local 

supplements for individual Board employees. Such payments may be approved by the 

Superintendent and/or his designee only if the following conditions are satisfied: 
 

a. The payment is voted on and approved by the membership of the booster or support 

organization that proposes to fund the supplement at a regular meeting of the 

organization; 

b. Funding for the payment must be sufficient to cover benefits, expenses, and other 

payroll costs, contributions, and liabilit ies, if any; 

c. The Board of Education accepts no responsibility for the funding source of local 

supplements. A check and letter of authorization for the payment is sent to the Board 

no later than the payroll cutoff date for the month in which the payment is to be made; 

d. The payments are accepted by the employee with the understanding that they do not 

constitute a part of any employment contract, salary schedule, or legal obligation that is 

enforceable against the Board, and that the Board has no continuing obligation to 

maintain supplemental payments to any employee that are provided, funded, or 

underwritten by a booster club, support organization, or similar third party; and 

e. The payments are subject to any payroll deductions that are required by law. 
 

3.10.4 Salary Administration ï Employees are expected to fulfill the work requirements of the 

position held for the full term of their appointment.  Compensation will be prorated to reflect 

the number of days actually worked, subject to appropriate adjustments, credits, and 

allowances for available leave.  Salaries for full time employees will be paid over twelve 

months regardless of the contract term, with the exception of eligible fi rst year teachers who 

may be paid over thirteen (13) months upon the recommendation of the Superintendent. 

Personnel will be paid in accordance with customary payroll procedures, which may be 

modified from time to time as the needs of the system require.  No employee is entitled to 

compensation except for work performed by the employee in accordance with an approved 

contract or the applicable terms of appointment.  Compensation may be withheld pending the 

employeeôs timely, accurate, and complete submission of all required records, data, and 

reports. 
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3.10.5 Salary Deductions  

a. The DeKalb County Board of Education maintains that salary deductions which are 

statutory (Social Security, federal income tax, state income tax, retirement, etc.) or 

legislated or approved by the local Board of Education will be deducted in accordance 

with applicable laws and regulations. Any voluntary deductions desired by an 

employee must be authorized by the Board of Education and said request must be 

submitted in writing by the employee. 

b. The employee shall also sign a form authorizing said salary deduction and verifying 

knowledge of all Board regulations governing salary deductions. 

c. The Board shall only be, responsible for making approved salary deductions as 

requested in writing by any employee of the Board. Under no circumstances will 

special arrangements be made as to the commencement or transaction of salary 

deductions. 

d. No new deductions will be approved (except those legislated or mandated by the State 

Board or by state or federal regulatory agencies) unless at least 10% of employees 

make application. 

e. All changes in employee deductions, except those due to marital status, death or birth, 

shall take place during the first month of the school term or during the first two weeks 

of the second semester. 

f. Payroll errors are to be corrected as soon as possible. 

g. Regarding errors that involve federal and state tax deductions through mistake, the 

Board will be responsible and abide by legal requirements and guidelines. However, 

the Board shall not be liable for any damages over and above the actual cost of the 

error. 

h. The payroll department shall not assist in preparation of an employee's withholding 

forms except to offer general information. It shall be the employeeôs responsibility to 

determine the number of exemptions to be claimed. Regarding insurance and tax-

sheltered annuities, when amounts have been correctly deducted and remitted by the 

Board, said Board shall bear no further responsibility or liability for subsequent 

transactions. 

i. A Cafeteria Plan or "fringe benefits' plan will be available to employees subject to their 

review and approval of changes on an annual basis. 
[Reference: ALA. CODE §16-22-6 (1975)] 

 

3.10.6 Minimum Wage and Overtime ï In compliance with the Fair Labor Standards Act (ñFLSAò), 

the Board will pay required minimum hourly wages and approved overtime to all employees 

who are non-exempt employees under the FLSA.  For purposes of determining overtime, the 

workweek begins at 4:30 p.m. on Friday and ends at 4:29 p.m. on the succeeding Friday.  All 

non-exempt employees who are approved to work more than forty (40) hours in a work week 

will be paid overtime.  Employees must accurately report all time worked for the Board in the 

manner prescribed by the Superintendent.  Non-exempt employees are not authorized to work 

more than forty (40) hours in a workweek without specific direction or authorization to do so 

by the Superintendent, or his designee. 

 

3.10.7 Compensatory Time - Permission to work extra time must be obtained from a supervisor. 

Support/non-exempt employees may not accumulate more than one hundred sixty (160) actual 

hours worked (240 hours compensatory) in compliance with Wage and Hour regulations. 

Superintendent's approval is required for a support employee to work above eighty (80) hours. 
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Overtime hours do not start until a support employee has worked over 40 hours in one week 

exclusive of lunch, sick leave, personal leave, annual leave, and taking accrued compensatory 

time. Example, to be eligible for overtime, a support employee would have to be on the job 

eight (8) hours per day for five (5) days in any one week. All time above this for the week 

would be overtime. Time off may be given in lieu of overtime pay, at a rate of not less than 

one and one-half hours for each hour of overtime worked, but only in keeping with an 

agreement arrived at between the employer and employee before performance of the work. A 

support employee shall be permitted to use accrued compensatory time within a reasonable 

period after it is requested if to do so would not unduly disrupt the operations of the employing 

agency. Number of hours to be worked, dates for compensatory time off, and other details 

must be agreed upon prior to overtime worked. (Note: Waiver by support employee to claim 

overtime is prohibited.) Compensatory time is to be discouraged except in an emergency. 

Office and Shop Personnel may be required to work overtime (compensatory time) with prior 

approval of supervisor/Superintendent. Records are to reflect accurate accounting. 

 

3.10.8 Wage and Hour Regulations 

Support/Non-Exempt employees are not permitted to work more than forty (40) hours per 

week, either in one or a combination of positions, unless prior approval is obtained from the 

Superintendent due to overtime compensation. To exceed forty hours involves overtime salary, 

which the Superintendent has to approve, or compensatory time, which requires prior approval 

from the Superintendent. Time must be documented using the VeriTime/AESOP systems 

provided. 

 

3.10.9 Payroll Direct Deposit 

All  employees shall be required to participate in the direct deposit of the employees payroll 

check.  The appropriate direct deposit forms shall  be made available through the Payroll 

Department.  In the event that the payroll payment cannot be directly deposited into the 

employees account, then a check will be issued to the payroll address of record or delivered by 

other means as directed by the Chief School Financial Officer.  The employee will be 

responsible for notifying the payroll department in writing of any change in banks, bank 

account numbers, or account closing concerning the direct deposit account. 

 

3.10.10 Maintenance and Transportation Certification 

Certifications for the maintenance and transportation departments should be completed and 

applicable paperwork submitted to the payroll department by December 1 of the current year 

for payment to be issued on the monthly bonus payroll.  Paperwork for certification received 

after the first working Friday in January will be issued in December of that calendar year. 

Employees hired during the course of the calendar year may have an exemption to this time 

line upon submission of certification from their supervisor to the chief financial officer.  

 
3.11 Expense Reimbursement 

The DeKalb County Board of Education shall authorize the Superintendent to establish procedures 

for reimbursement of expenses incurred by personnel while on official Board business. All travel 

must be related to position and duties and have approval of Superintendent. If not on an approved 

annual expense allowance, reimbursement for any expense incurred by an employee in service to the 

system shall require the prior approval of the Superintendent. All time away from anyone's duties for 

travel outside the county shall have prior approval of the Superintendent. Notification shall be given 

to and approval obtained from the Superintendent when travel is for more than one day's duration 
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and/or when travel is out of state. The rate of reimbursement for mileage shall be at the state rate. 

Expense incurred for lodging, meals, registration, plane or other commercial carrier fares, parking, 

and miscellaneous expense, will be paid in line with guidelines provided by the Chief Financial 

Officer and the Alabama State Department of Education. Receipts are to be furnished for all 

expenses. All receipts must be itemized. Credit card receipts need to indicate service, e.g., food, 

room, etc. 

Under no circumstances shall any employee of the Board of Education claim payment or be paid 

from another source for daily attendance at an event while on the payroll of the Board of Education. 

In addition, no employee shall in any way claim reimbursement or be paid for travel from more than 

one source, if such is a duplication. The Board of Education recommends that travelers car pool if 

attending the same event. 
[Reference: ALA. CODE §16-8-5 (1975), §16-8-7] 

 
 

3.12 Fees, Payments, and Rentals 
3.12.1 Rent of School Facilities ï The Superintendent is authorized to develop a schedule of 

reasonable fees for use of Board facilities and property by individuals, groups, or 

organizations. Any individual or group, operating for profit, who wishes to use school 

facilities, will be charged a reasonable fee of no less than $30 per night for a classroom or 

smaller area and no less than $50 for a large area such as the gymnasium or lunchroom. A 

larger fee may be required if the facility is needed longer than 4 hours. (See Child Nutrition 

policies regarding use of the cafeteria). Rent is to be receipted by the Principal. Payment must 

be made for any damages to facilities and premises must be kept clean. Schools shall have an 

employee in attendance for large groups. Employees are to be paid by the organization using 

the facility, profit, or non-profit, if after school hours. This payment is in addition to rent. All 

schools must charge rent when applicable. A Hold Harmless agreement shall be completed by 

the individual or a representative of the group. The Board of Education Facilities Building in 

Rainsville is not for public use. 
 

3.12.2 Copying and Other Charges ï The Superintendent is authorized to establish a schedule of 

reasonable charges which, will be applied uniformly in response to requests for copies of 

documents and records. Nothing in this policy or in any schedule of charges authorized 

hereunder creates or expands any entitlement to copies of records or access thereto beyond 

that which is established by law or specific  Board policy. 
 
3.13 School Accounts 

3.13.1 School Funds Management ï Funds held in school accounts, regardless of the funding source,  

will be maintained and accounted for in accordance with the Boardôs accounting and fiscal 

operations manual, and such procedures, rules, and regulations as may be developed by the 

Chief School Financial Officer or the Superintendent.  The principal is ultimately responsible 

for all school funds and for ensuring that such funds are properly accounted for and secured. The 

DeKalb County Board of Education delegates to the Superintendent the responsibility for 

managing all funds under the control of individual schools. The Superintendent shall develop 

procedures to assure the proper accounting for and expenditure of such funds. School accounts 

shall be subject to regular audit by the Central Office Administration or by other means. 

Implementation of the procedures as developed by the Superintendent or his designated 

representative shall be the responsibility of each school Principal or his designee. The 

procedures shall assure: 

a. The proper identification of monies belonging to various groups and organizations or 

monies raised and designated for various purposes. Receipt shall be issued for all 

collected monies. All monies collected shall be spent for the specified purposes for 
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which collection was made. 

b. Proper crediting of deposits, with receipts issued depositors. 

c. Safeguarding of cash and daily deposits of all monies received. 

d. Proper authorization before payment of invoices. 

e. Payment of bills by check, following recommendation by group sponsors and 

authorization by the Principal. 

f. Prompt payment of bills. 

 

 

3.13.2 Cash in School Buildings ï It shall be the policy of the DeKalb County Board of Education that 

all funds collected at the local building level shall be deposited in a bank on a daily basis 

whenever feasible. No more than $100 should be kept on the premises overnight. Receipts 

should be secured in a separate location. When it is impossible to deposit funds daily due to 

unforeseen or emergency situations, it shall be the responsibility of the local school Principal to 

provide for the security of said funds until such time that the funds may be deposited in a bank. 

Teachers or anyone collecting money from students or others must use numbered receipt books 

and turn in money on a daily basis for Principal to receipt and deposit. 

 

3.13.3 School Stores ï The DeKalb County Board of Education authorizes the Superintendent to grant 

permission for the operation of stores selling merchandise that is needed by pupils to facilitate 

classroom instruction. School stores shall operate as a convenience to the students, and shall not 

in any way interfere with the educational process or cause any student to be in class less than 

the minimum number of hours in the Board of Educationôs approved school day. Separate 

records shall be kept for school stores, subject to audit, and profits derived from sales shall be 

used for general items supporting the school as a whole. The sale of items by the school store 

must clearly take place outside the Child Nutrition Program area or at times other than during 

regular meal service and then there must be no cost to the CNP. 

 

3.14 Authority to Execute Contracts 
3.14.1 General Authorityï The president of the Board, or, in the absence of the president, the vice-

president, will have authority to execute contracts on behalf of the Board upon approval of the 

contract by the Board. The Board may also authorize the Superintendent to execute contracts on 

behalf of the Board upon approval of the contract by the Board as its chief executive officer. 

 

3.14.2 Limitation on Authority to Bind the Boardï Principals and other administrators will have 

authority to enter into agreements only when such agreements are made in accordance with 

Board policy and accounting and fiscal operations manual created under authority of Board 

policy, or with the express authorization of the Board. 

 

3.15 Affiliated Organizations 

3.15.1 School Sponsored Organizationsï School-sponsored student organizations will be subject to 

Board policies and procedures concerning fiscal management and will maintain organization 

funds in school accounts.  All books, records, and official documents pertaining to the 

management of such organizations will be maintained at the local school and will be subject to 

examination and audit by the Examiners of Public Accounts, Internal Auditors under the Chief 

School Financial Officerôs direction, or the Board. The use of funds collected, generated, or 

held by such organizations will be determined in accordance with the constitution, charter, or 

by-laws of the organization, with oversight by the sponsor of the organization, and subject to 

approval of the principal. 
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3.15.2 Other Affiliated Organizationsï Other organizations that are affiliated with local schools are 

permitted to operate or raise funds on Board property or at Board sanctioned events only in 

conformity with Board and State Department of Education policies, procedures, and standards 

concerning the fiscal management of such organizations.  An affiliated organization must 

conduct an annual audit of its financial operations and make its books and financial records 

available to the Board for review or audit. 

 

 

3.15.3 Outside 501-C Boosters, Parent Organizations, Other School Related Organizations- The Board 

of Education requires Parent, Booster and related school  501-c organizations that maintain 

financial operations outside the control of the school to, at a minimum, comply with the State 

Department of Education guidelines for financial operations of school related organizations.  

The outside legal entities authorized under I.R.S. Code section 501-c may provide funds to 

provide an additional supplement including employer matching benefits for salaries agreed to by 

the employee and the related organization unless such payments are in violation of Title IX, 

other federal, state, or local laws and regulations.  The additional supplement agreed to by the 

outside legal entities and employees does not obligate in any way the DeKalb County Board of 

Education or related school resources or fund balances. All supplement payments to employees 

shall be processed through the DeKalb County Board of Education Central Office payroll 

department with appropriate payroll withholdings. 

 

3.16 Fundraising 

Fundraising activities will be permitted on school or Board property only if  the following 

criteria are satisfied: 
 

a. The activi ty has been pre-approved by the local school principal or the 

Superintendent 
b. The activi ty will be held at a time and in a manner that will not be disruptive to the 

instructional program or to any other school or school system activi ty or function 
c. The activi ty is designed and intended to support a bona fide school or school system 

program or activi ty, or an activi ty that is consistent with the mission and purposes of 

the school system 

d. Adequate provision has been made for the security and proper accounting of funds 

collected; 

e. Other information regarding the nature, scope, and purpose of the activi ty is provided 

to school officials upon request; and 

Appropriate arrangements have been made for any special activi ties to be held in conjunction 

with the fundraising event. 

 

3.17 School Properties Disposal 

The Board of Education shall be advised by the Superintendent in the event that certain real or 

personal property is no longer needed for public school purposes. 
 

The Board, upon receipt of such report, may at such time as it deems proper and at its discretion 

declare that such property is no longer needed for public school purposes. 
 

Once real property is declared as surplus by the Board, the Superintendent or his designee shall 

be authorized to take appropriate action in disposing of such property as outlined below: 
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a. Obtain an appraisal(s) reflecting the fair market value. 
 

b. Notify local governmental authorities that such property is no longer needed for school 

purposes and invite a proposal if there is need for such property. 
 

c. Follow the procedures in the manner prescribed by state law for the sale of real property. 
 [Reference: ALA. CODE §16-8-40; Attôy Gen Rept. V. 91 at 49 (1948). V. 142 at 18 through 21 (1971)] 

 

3.18 Child Nutrition Procurements 

The Superintendent may enter into a written agreement with the Child Nutrition Program at the State 

Department of Education in order to procure food and other food related products and services.  The 

Board will comply with applicable state and federal laws and regulations governing participation in 

such child nutrition program. 
 [Reference: ALA. ADMIN. CODE  290-8-3-.01, et seq.] 

 

3.19 Bonding 

The Superintendent and the designated Chief School Finance Officer will be bonded in an amount 

fixed by the State Superintendent of Education.  A certifi ed copy of such bond shall be placed on file 

with the State Department of Education.  School principals will be bonded for not less than one 

thousand dollars ($1,000.00). Other Board employees may be bonded in an amount approved by the 

Board.  All bonds will be obtained from a reputable surety company authorized to do business in 

Alabama. 
[Reference: ALA. CODE §§16-13-8, 9, 12] 
 

3.20 Employee Self Service (ESS) System 
The Employee Self Service (ESS) program allows full time and substitute employees to view and/or 

make an applicable changes to their personal payroll information  (address, check stubs, W-2 forms, 

tax withholding information, leave balances [where applicable] and more).  As of September 1, 2017, 

check stubs are no longer printed to be mailed or sent to the school for employees/substitutes.   

Registration for this system is mandatory.  Newly employed full time and substitute employees will 

be issued their employee number to complete the registration process.  

 

Registration for individual ESS accounts will be completed via the following link: https://ess-

dekalbco.asc.edu/EmployeeSelfService/Account/Login?ReturnUrl=%2femployeeselfservice.    Once 

employees have ñclickedò the link, they will select the "register" option on the upper right side of the 

screen.  Once the registration process has been completed an email will be sent to the email address 

provided by the employee with a confirmation link.  Employees must follow the directions in that 

email to confirm the registration process prior to using the ESS system.  Any questions regarding this 

process should be directed to the payroll department. 
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IV.  General Administrat ion 
 
 
4.1 General Schedule 

4.1.1 School Year - The DeKalb County Board of Education has established that the calendar year 

within the school district shall begin on July first of each year and end on June thirtieth of the 

following year. 

 

Each school year within the school district shall meet all minimum standards. Each school year 

shall consist of 187 days, of which the Board authorizes a minimum of seven (7) days for 

professional development, in-service, and teacher work-day activities or the hourly equivalent 

of 1,080 instructional hours plus the seven (7) professional development days per scholastic 

year. A total of 180 teaching days, with each day having at least six (6) hours of instruction or 

the hourly equivalent of 1,080 instructional hours shall be included in each year's adopted 

school calendar for the ensuing scholastic year. The Board will adhere to all regulations 

regarding the length of the school day and year in keeping with Code of Alabama, Title 16-1-1. 

 

4.1.2 School Calendar - The DeKalb County Board of Education shall approve a school calendar as 

prepared by the Superintendent to be released to the various schools in the district prescribing or 

announcing the opening and closing dates of all schools, pre-school in-service, legal holidays, 

reporting periods, etc.  

A tentative school calendar should be announced from the Superintendent's office prior to the 

end of the preceding scholastic year. Any deviations must have approval of the Board. 

Graduation plans shall not be made with regard to setting graduation dates, ordering diplomas 

or invitations, until after November 20, each year. 

 

4.1.3 Holidays - The DeKalb County Board of Education has discretionary power to establish the 

holidays which will be observed during the school year, except those holidays specified and 

required by law. Veterans Day must be observed November 11 according to legislation. A 

Monday cannot be taken in lieu of the 11th. National Memorial Day must be observed on the 

last Monday in May. 
[Reference: ALA. CODE §§1-3-8] 

 

4.1.4 Extended School Year - The DeKalb County Board of Education shall extend the school year 

when necessary to meet the minimum requirements as set forth in the Alabama School Code 

and State Board of Education rules and regulations governing the number of days schools shall 

be in session. Days lost due to weather or other emergency closing will be made up unless 

forgiveness of days is granted by the Alabama State Superintendent due to a State of 

Emergency. 

 

4.1.5 School Day - The length of the school day shall be established by the DeKalb County Board of 

Education in keeping with all applicable laws. Each school day shall consist of a minimum of 

six (6) hours of instruction, exclusive of lunch, recess, breaks, intermissions, homeroom 

activities devoted in whole or in part to administrative functions, time necessary for changing 

classes, or extracurricular activities. The school day shall consist of a modified block schedule 

as prepared by the Principal. All deviations shall require approval of the Superintendent. 

Students are required to be in attendance 180 school days for a full six-hour day, with 360 
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minutes of instruction or the hourly equivalent of 1,080 instructional hours per scholastic year, 

regardless of the number of units already earned toward graduation. Students are encouraged to 

take electives to enhance their educational background. Interruptions to the school day shall be 

kept to a minimum or avoided in keeping with State Department of Education guidelines.  

 

4.1.6 Opening of School ï All DeKalb County School will open doors for students and begin 

unloading buses at least 25 minutes before the starting time of the school day. 

 

4.1.7 Classroom Guidelines - Teacher discretion is permitted regarding food or drinks in classroom 

areas. No food or drinks are allowed in computer labs, business labs or around classroom 

computers. Principal may deny food or drinks in any area of the school where clean-up, etc... is 

or has been a problem except the cafeteria. 

 

4.1.8 Class Size- The DeKalb County Board of Education shall allocate teacher units in line with the 

State Department of Education's allocation, based on average daily membership determined by 

the enrollment data pulled on the twentieth school day after Labor Day. Funding units earned 

from this attendance are then provided for the next school term. In the event of unexpected 

larger or smaller classes, reductions or increases in personnel may be made for the next year. 

Pupil-teacher ratios will meet the Foundation Program requirements and Southern Association 

standards as determined by legislative act and state school Board regulations. 

 

4.1.9 Scheduling - Registration for the Ninth Grade shall take place no later than April 1. Pre-

registration for grades K-1 shall take place no later than April 30. Principals shall submit a 

preliminary schedule and a list of staffing, textbook, and other needs to the Superintendent by 

May 31. When preparing class schedules in late spring or during the summer months, Principals 

shall  give required courses first priority, followed by courses necessary to meet all diploma 

requirements, including the Advanced Diploma. Class Schedules are due in the Superintendent's 

Office no later than August 31 or during the third week of the term. Every effort shall be made 

to evenly distribute teacher loads. Individual class size and daily teacher load must meet 

accreditation requirements. No teachers shall be placed out of field without approval of the 

Superintendent and Board of Education. Planning periods/duty free time shall be scheduled for 

classroom teachers, counselors and librarians. No teacher shall be assigned more than one 

planning period. A planning period is not required for teacher aides. Only teachers are permitted 

to instruct or have charge of a class. Teachers must accompany students to labs regardless of 

whether or not the aide is certified.  

 

4.2 Policies (Development, Review, and Revision) 
The policies of the DeKalb County Board of Education shall be subject to review and revision at least 

once annually, with additional policies developed and others deleted as necessary. On policies 

concerning personnel, the representatives of the majority of the employee organizations will have input 

along with a committee selected by the Superintendent and approved by the Board. 

 

4.3 Dissemination of Information 
The DeKalb County Board of Education shall, through its Superintendent, provide the public with 

information concerning the progress of the schools and financial reports. Copies will be made available 

as required by the State Board of Education. Other methods of dissemination will be through public 

Board meetings, the media, and Board Website. 
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4.4 Security /Access to Schools 
4.4.1 Security Measures Authorized ï The Superintendent, principals, and facility administrators 

are authorized to take reasonable and lawful measures to protect against personal injury, 

trespass, vandalism, theft, and like threats to personal safety, property damage, and 

financial loss to or on Board property or at school functions and activities.  The 

Superintendent should be made aware of any extraordinary or special measures that may be 

proposed in anticipation of or in response to any unusual security threat or risk (e.g., 

unusual surveillance, assignment of additional security personnel). 
 

4.4.2 Access Restrictions Authorized ï The Superintendent, principals, and facility administrators 

are authorized to regulate and restrict access to Board schools, buildings, and facilities in order 

to maintain appropriate security, minimize disruption and distraction within the learning 

environment, or to avoid a potential risk of harm to a student or employee.  To that end, the 

Superintendent, principals, and facili ty administrators are authorized to implement building-

level requirements and procedures governing access to Board owned or controlled buildings, 

grounds, property, events, and activities by school and non-school personnel, including family 

members and relatives, vendors, attorneys, and other visitors, and to adopt ñcheck-inò and 

ñcheck-outò requirements and procedures for students and employees. 
 

4.4.3 Visitors To Schools 

The DeKalb County Board of Education welcomes and encourages parents and other school 

patrons to visit the schools at appropriate times. Principals shall be responsible for assuring 

that the proper protection of instructional time and the welfare of the students are maintained. 

School personnel shall be aware of the purpose of any visit. Whenever possible, all visits 

should be pre-arranged. Students from other schools will not be allowed to visit on campus 

during the school day. Visitors who come to school for business or any reason, shall first 

report to the Principal's Office and sign in. To ensure protection for students and employees, 

visitors shall obtain a Visitor's Pass from the Principal's office before being permitted to visit 

in any other areas of the school. Badges are to be returned within the designated time period. 

Principals shall be authorized to take necessary steps in dealing with any unauthorized visitors. 

Friends and relatives are asked not to call on personnel during working hours except in an 

emergency. 
 

4.4.4 Mailing Lists 

 Addresses of personnel or students shall not be released without permission. 

 

4.4.5    Visitors to the school systemôs facilities with adult sex offender status 

No adult sex offender, after having been convicted of a sex offer& involving a minor, shall enter 

onto the property of a PreK-12 school while school is in session or attend any PreK-12 school 

activity at any location unless the adult sex offender does all of the following:  
 

1.  Notifies the principal of the school, or his or her designee, a minimum of one regularly 

scheduled school day in advance of any event or activity in order to facilitate their 

presence on the property or attendance at thePreK-12 school activity.  

2.  Immediately reports to the principal of the school, or his or her designee, upon entering 

the property or arriving at the PreK-12 school activity.  

3. Complies with any procedures established by the school to monitor the whereabouts of 

the sex offender for the duration of his or her presence on the school property or 

attendance at the PreK-12 school activity.  
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No adult sex offender, after having been convicted of a sex offense involving a minor, shall 

loiter on or within 500 feet of the property on which there is a school, playground, athletic field, 

athletic facility or school bus stop.  
[LEGAL REF: The Code of Alabama 15-20A-17]  

 

4.5 Safe Schools Policy (Drugs, Alcohol, Tobacco, and Weapons) 
4.5.1    Prohibition on the Possession of Firearms ï The DeKalb County Board of Education shall 

comply with the Federal Gun-Free School Act of 1994 and the Code of Alabama, § 13A-11-

72(d) (1975). The possession of a firearm in a school building, on school grounds, on Board 

property, on school buses, or at school-sponsored functions is prohibited except for authorized 

law enforcement personnel and as provided by law.  For purposes of this policy, the term 

ñfi rearmò has the same definition as is found in 18 U.S.C §921. 

a. Penalties for violations ï In addition to any criminal penalties that may be imposed, 

the following penalties will be imposed for unauthorized possession of firearms: 

1. Students ï Students will be expelled for a period of one year. The 

expulsion requirement may be modified by the Superintendent on a case-

by-case basis. Students who are expelled for firearm possession may not 

attend regular school classes, but may be permitted to attend alternative 

schools or education programs established by the Board.  Discipline of 

students with disabilities who violate the firearm possession policy will be 

determined on a case-by-case basis in accordance with federal and state 

law.  Parents of students who violate this policy will also be notified by the 

principal of violations. 
 

2. Employees ï Employees will be subject to adverse personnel action, 

which may include termination. 
 

3. Other Persons ï Other persons may be denied re-entry to school property. 
 

b. Notification of Law Enforcement ï The appropriate law enforcement authority, which 

may include the city police, county sheriff, and the local district attorney, will be 

notified by the principal of violations of this policy. 
 [Reference: ALA. CODE §16-1-24.1, 24.3 (1975); Ala. Admin. Code 290-3-1-.02; Federal Gun Free Schools Act, 20 

 U.S.C. 7151; Federal Gun Free School Zone Act of 1995 (20 U.S.C. §922(q)] 

 
4.5.2 Prohibition on the Possession of Weapons ï The possession of a deadly weapon or dangerous 

instrument in a school building, on school grounds, on school property, on school buses, or at 

school-sponsored functions is prohibited except for authorized law enforcement personnel.  

For purposes of this policy, the terms ñdeadly weaponò and ñdangerous instrumentsò include 

but are not limited to explosives, incendiary devices, projectiles, knives with a blade length of 

more than two (2) inches, archery equipment, devices designed to expel projectiles at a high 

rate of speed, any device so classified under state or federal law, and any device either used or 

intended to be used in such manner as to infli ct bodily harm, provided that the terms ñdeadly 

weaponò and ñdangerous instrumentsò will exclude, to the extent permitted by law, devices 

and equipment that are used for the purpose of and in connection with school or Board 

sanctioned educational, team, or competitive activities. 

 

a. Penalties for Violations ï In addition to any criminal penalties that may be imposed, 

the following penalties will be imposed for unauthorized possession of deadly weapons 

or dangerous instruments: 
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1. Students ï Students will be disciplined in accordance with the Boardôs 

Code of Conduct. 
 

2. Employees ï Employees will be subject to adverse personnel action, 

which may include termination. 
 

3. Other Persons ï Other persons may be denied re-entry to school property. 

b. Notification of Law Enforcement ï The appropriate law enforcement authority, which 

may include the city police, county sheriff, and the local district attorney, will be 

notified by the principal of violations of this policy. 
 [Reference: ALA. CODE §16-1-24.1 (1975); ALA. ADMIN. CODE 290-3-1-.02(1)(b)] 

 

4.5.3 Gun Free School Policy for Adults 

The DeKalb County Board of Education prohibits the possession of a gun by an adult on any 

school property under the control of the DeKalb County Board of Education. This includes a 

public school building, bus, campus, recreational area, athletic field, or other area under the 

control of the DeKalb County Board of Education, and any area within 1000 feet of a school 

campus. Under this policy, the DeKalb County Board of Education seeks to implement the 

Gun-Free School Zones Act of 1990 and applicable sections of the Gun-Free Schools Act of 

1994. All school personnel are under the mandatory requirement to report to their immediate 

superior the presence or suspected presence of a gun in the possession of an adult. All reports 

made under this policy shall be referred in writing to law enforcement and subject to review as 

possible state or federal criminal law violations. For the specific purpose of this policy, a gun 

is defined as a firearm, shotgun, pistol, rifle, BB gun, air rifle, air pistol, stun gun, etc. Under 

the provisions of the Gun-Free School Zones Act of 1990 and Gun-Free Schools Act of 1994, 

violators are punishable by a fine of not more than $5,000 and imprisonment for not more than 

five (5) years, or both. Due Process will be followed. DeKalb County School employees found 

in violation of this policy are subject to disciplinary action, including termination of 

employment. 

 

4.5.4 Illegal Drugs, Alcohol, and Other Related Products ï The use, possession, distribution, and 

sale of alcohol and the illegal use, possession, distribution, and sale of drugs or other related 

products in a school building, on school grounds, on Board property, on school buses, or at 

school-sponsored functions is prohibited.  

a. Penalties for Violations ï In addition to any criminal penalties that may be 

imposed, the following penalties will be imposed for unauthorized possession 

of illegal drugs or alcohol: 
 

1. Students ï Students will be disciplined in accordance with the 

Boardôs Code of Conduct. 
 

2. Employees ï Employees will be subject to adverse personnel 

action, which may include termination. 
 

3. Other Persons ï Other persons may be denied re-entry to school 

property. 
 

b. Notification of Law Enforcement ï The appropriate law enforcement authority, 

which may include the city police, county sheriff, and the local district 

attorney, will be notified by the principal of violations of this policy. 
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4.5.5 Tobacco and Related Products ï No smoking or use of tobacco, vapor, E-Cigarettes or other 

related products of any kind, is permitted in school buildings, offices, buses, on campus, or at 

any school functions, athletic or other, whether on or off school property. School gymnasiums 

and lobbies are included in this prohibition, and signs are to be posted for visitors. This policy 

is to be enforced uniformly, on a county-wide basis, at all school events, regardless of the time 

of day. This tobacco ban applies to all students, employees, visitors, and volunteer assistants. 

a. Penalties for Violations 

1. Students ï Students who violate the tobacco prohibition will be disciplined 

in accordance with the Boardôs Code of Conduct. 

 

 2.         Employees ï Failure to adhere to this policy will result in the employee receiving 

the following: 

A. First Offense: Verbal Warning; 

B. Second Offense: Written Warning; 

C. Third Offense: Referral to the DeKalb County Board of Education for possible 

termination based on insubordination. 

 

3.  Other Persons ï Other persons who violate the tobacco prohibition may be 

denied re-entry to school property. 

 

b. Parental Notification ï Parents and guardians may be notified of actual or suspect 

violations of the tobacco prohibition whether or not the student is charged with a 

violation of Board policy, which includes the Code of Conduct. 

Reference: ALA. CODE §16-1-24.1 (1975); ALA. ADMIN. CODE 290-3-1-.02(1)(b)] 

 

4.5.6 Searches ï Law enforcement agencies are permitted to make periodic visits to all schools to 

detect the presence of illegal drugs or weapons and may use any lawful means at their disposal 

to detect the presence of such substances.  The visits will be unannounced to anyone except 

the Superintendent and principal. 
[Reference: ALA. CODE §16-1-24.1 (1975); Ala. Admin. Code 290-3-1-.02(1)(b)] 
 

4.5.7 Drug and Alcohol Free Environment ï All students, employees, volunteers, parents, visitors, 

and other persons are prohibited from possessing, using, consuming, manufacturing, or 

distributing illegal controlled substances and alcohol while on Board property or while 

attending any Board sponsored or sanctioned event, program, activity, or function.  Persons 

who are intoxicated or impaired by the use, consumption, or ingestion of any illegal controlled 

substance or alcohol are not permitted to be on school property, or to attend or participate in 

any Board sponsored or sanctioned event, program, activity, or function. 
[Reference: ALA. CODE §16-1-24.1, 25-5-330 (1975)] 

 

4.5.8 Adoption of Statutory Penalties and Consequences ï Persons who violate the Boardôs 

prohibition of firearms, weapons, illegal drugs, or alcohol will be subject to all notification, 

referral, suspension, placement, re-admission, and other provisions set forth in ALA. CODE 

§16-1-24.1 and 24.3 (1975). 

 

4.5.9 Accident ï The Board of Education shall require all accidents occurring on school grounds or 

in school facilities to be reported immediately to the principal's office. The principal shall 

contact the parents or legal guardian in case of accident or injury, whenever possible.  Any 

student suffering an accident or injury shall not be left unattended.  The teacher or other staff 
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member to whom a child is responsible at the time of the accident or injury shall provide a 

written report of all circumstances surrounding the accident to the principal and 

Superintendent. 

 

4.5.10 Drug Dogs - To assist the schools in providing a safe, drug-free environment, the Board of 

Education will permit law enforcement agencies to make periodic, unannounced visits to any 

local school for the purpose of detecting the presence of illegal drugs and to use means such as 

search dogs or other state approved methods. 

 

4.5.11 Career Tech Safety Policy 

a. DeKalb County Students participating/enrolled in a Career/Technical Education program 

will be given instructions in safety. Each student is required to practice safety in every 

activity in which he/she may engage. Safety is included in each course of study as an 

important phase of training. Disregarding appropriate safety requirements and/or procedures 

may be grounds for dismissal from the CTE program. 

b. It is recommended that all DeKalb County Student s who participate/enrolled in CTE 

courses, which include lab/shop activities, be encouraged to maintain an accident insurance 

policy for his/her protection. 

c. DeKalb County School Districtôs safe building, grounds, and equipment shall be maintained 

to minimize accidents or injury to students, employees and other citizens. Protection from 

such dangers as fire, natural disasters, mechanical, electrical malfunction, and other hazards 

shall be provided. The director/administrator will make periodic evaluative reports 

concerning their adequacy in terms of student care and safety. 

d. The DeKalb County School Districtôs safety and fire-prevention procedures that address and 

coordinate the requirements of the fire marshal and all state codes with school and 

community entities will be applied as they relate to safety in the career and technical 

educational work places and other procedures as may be developed by the superintendent 

and/or his designee. 

[Reference: Ala. Admin. Code 290-6-1-.04] 

 

4.5.12 Career Tech Equipment Policy 

To ensure that skills taught in career/technical education courses are consistent with prevailing 

business and industrial standards, the DeKalb County Board of Education does hereby adopt 

the following procedures for maintenance, repair, updating, and replacement of equipment. 

a. Equipment Maintenance and Report 

Each instructor shall, as needed, submit an equipment maintenance or repair request 

form stating the item and an estimate of cost for parts and service, if known, to the 

director. The career/technical administrator shall determine who will make the repairs 

and shall proceed to get the repairs completed.  

 

If applicable, each instructor shall develop a periodic maintenance performance 

schedule for cleaning, greasing and oiling equipment, changing filters, draining water 

from air compressors, etc. and follow it.  

 

The director or director's designee shall periodically inspect labs and classrooms to 

determine if tools and supplies arc properly stored, equipment is kept in good repair 

and properly used, safety requirements met, etc. It is the responsibility of the 

career/technical administrator and each instructor to work to see that facilities, 

equipment, and instructional materials are kept in good working order and in safe, 
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operable condition 

b. Equipment Updating and Replacement Procedures 

The DeKalb County Career/Technical Administrator and instructor shall for each 

department, cooperatively develop, complete, and utilize annually, a needs assessment 

survey to determine when instructional supplies, textbooks, or equipment should be 

replaced or updated. Instructors shall utilize their state equipment list, curriculum 

guides, advisory committee recommendations, and state career/technica1 education 

specialist, and Business/Industry requirements to help determine their current and 

future equipment, textbook, and instructional supplies needs.  

 

The DeKalb County career/technical administrator and the instructor shall jointly 

prepare an annual budget for each instructional program. All local, state, and federal 

career/technical education funds allocated for each department shall be reflected in the 

budget. When possible, consideration should be given to setting aside a portion of 

funds for large, long-range expenditures that may be needed to update equipment.  

 

Purchase orders shall be prepared for all goods and/or services purchased in the name 

of DeKalb County Schools Career/Technical departments. A separate purchase order 

shall be prepared for each vendor and shall be signed by the appropriate person. The 

superintendent has the final responsibility for approving or disapproving all purchases 

and/or services. However, approval or disapproval must be made in terms of budgetary 

allocation, needs, desirability, and contribution to the program.  

 

Instructors shall report facility maintenance needs on a building maintenance request 

form to the building principal. The principal will forward the request to the Board of 

Education maintenance supervisor who shall implement the repairs as expeditiously as 

possible. Requests for major repairs, building modification, or additions shall be 

submitted by the director to the superintendent and/or Board. The superintendent must 

approve minor alterations, which involve changing the original building plans. 

 

c. DeKalb County Care of Facilities and Equipment 

Each instructor and the building supervisor must ensure care and protection of the 

school property. Abuse and misuse of school furniture and property is not to be 

tolerated and should be reported to the administration. 

 

d. DeKalb County Willful Damage to School and Personal Property 

Each student enrolled in the DeKalb County Career/Technical departments shall be 

responsible for respecting school and live work production property at all times. When 

school or live work property is damaged, destroyed, or defaced by a student, the student 

and/or his parent or guardian shall be required to make full restitution for the willful 

damage to the school or personal live work property. The student shall also be subject to 

probation, temporary suspension, expulsion, or other disciplinary action that may be 

deemed necessary and advisable by school officials. 

 

4.6 Safety Plan and Emergency Drills 

 All schools shall develop and disseminate a plan for school safety, updating each year as required by 

legislation and/or the State Department of Education. 

 The DeKalb County Board of Education shall require that special drill activities be planned by the 

Principal and faculty of each school to assure orderly movement and evacuation of students to the 
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safest area in the event of an emergency. Such activities will be covered in each school's Safety Plan. 

Teachers and students shall be informed of escape routes, and a map shall be placed in each room 

specifying the routes and procedures for evacuating the buildings. All schools shall conduct a minimum 

of one lockdown drill for an armed intruder per year. The time of the drills will be coordinated by the 

Superintendent so that all appropriate emergency officials are notified in advance of the scheduled drill.  

 At request of the fire marshal, a minimum of two fire drills shall be held the first week of the school 

term and one fire and disaster/tornado drill held each month of the school term by all schools. All exits 

shall be open to the outside when schools are in session or when after school activities are taking place. 

A report concerning all disaster drills and evacuations shall be filed with the Superintendent and 

District Safety Supervisor by the Principal on each semester. Principals shall cooperate with 

Emergency Management authorities in the development of emergency and disaster plans. 

 

4.7 Accreditation 
It is the goal of the DeKalb County Board of Education for all schools to meet and maintain standards 
for accreditation with the Southern Association of Colleges and Secondary Schools, or as required by 
the State Department of Education. All high schools are required to hold membership in SACS. 

 

4.8 Board Property 
4.8.1 Buildings and Grounds Management ï It shall be the policy of the DeKalb County Board of 

Education to require that school properties be maintained in good physical condition. Safe, clean, 

sanitary, comfortable and adequately maintained facilities are considered basic indications of 

efficient management. The school principal shall conduct periodic inspections to assure that 

school plants and grounds are clean, safe and otherwise maintained properly. Notification shall 

be made in writing to the Superintendent or Maintenance Supervisor if improvements are 

required. The Board of Education, therefore, shall instruct the Superintendent to assure that all 

normal building and grounds maintenance, repairs and improvement functions are an integral 

part of the school district educational program, including the elimination of any safety hazards. 

The Superintendent shall be delegated a broad range of administrative and supervisory authority 

relative to the school district's buildings and grounds program. 

A written job assignment and schedule of duties shall be given to each custodial employee. This 

information shall include specific daily, weekly, monthly, and annual tasks. Adequate 

supervision shall be given and inspections of work performance made periodically. Principals 

shall consider scheduling some janitorial cleaning after regular school hours. The cleaning of 

facilities may be contracted, when possible, and as necessary. No teacher or student shall be 

expected to clean the classrooms or other areas of the school plant. 

 

4.8.2 Facilities and Grounds Safety Program ï The DeKalb County Board of Education shall require 

that each school and the district develop and maintain a safety plan in order to render the 

school environment as hazard-free as is possible. Provisions of the safety program shall be in 

compliance with all state and federal guidelines. All available information and assistance shall 

be utilized to enhance the safety of the school district. As part of the safety program, the Board 

of Education shall require regular inspections of the buildings and grounds of each school and 

the submission of periodic evaluative reports concerning the adequacy of school buildings in 

terms of student and employee care and safety. Notices must be posted in all schools regarding 

friable and non-friable asbestos-containing materials. Management of asbestos materials is 

provided by the County Maintenance Department and local personnel participate in training 

programs. Periodic inspections are made in accordance with federal laws. Stadium bleachers 

and other areas of the school plant or grounds are to be inspected and declared safe prior to 

ball games, or other performances, to insure the protection and safety of students, employees, 

and spectators. Safety precautions shall include inspections of all bus loading, unloading, 
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fueling procedures, and vehicle control procedures for students and visitors on campus. Any 

hazards are to be corrected locally or reported, as speedily as possible. 

 

4.8.3 Equipment, Supplies, Materials, Vehicles Management ïThe DeKalb County Board of 

Education requires that all maintenance and other equipment, tools, etc., be inventoried and a 

periodic check made to assure proper accounting of such equipment. Board owned 

equipment shall not be loaned to private individuals or used for private purposes. All office 

and janitorial supplies provided by the Board of Education shall be requested in writing, and 

accurate records of their distribution shall be maintained. 
 

4.8.4 Use of Board Facilities ï The DeKalb County Board of Education believes the functions of 

school buildings and grounds shall be to accommodate approved school programs for students 

and to assist in meeting the educational, cultural, civic, social and recreational needs of 

communities. Use of school buildings by the community shall be considered a secondary 

function and shall be scheduled at times which do not interfere with regular school activities. 

The use of school facilities by individuals or groups shall be based on a properly documented 

application and governed by a signed lease agreement (forms to be furnished by 

Superintendent) between the individual or group and the Principal, acting as an agent of the 

Board. The lease agreement shall contain, but not be limited to, the following: 

   

  A. A 'HOLD HARMLESSô statement having the effect of holding the Board free from 

any liability that may arise while the facilities are in use. 

 

  B. A statement requiring, with limited exception, any person or group leasing the school 

facilities to purchase liability insurance identifying the Board as an additional insured. A 

certificate verifying the purchase of such insurance should be presented to the Board 

along with the signed lease agreement prior to use of the facilities. 

 

  C. A statement that the individual or group lessee shall assume all responsibility for 

damages and/or maintenance expenses invested in the building, directly or indirectly 

resulting from lessee's use. 

 

 The Board shall direct the Superintendent to develop administrative rules and regulations 

governing the use of school facilities, including setting the fees to be charged and appropriate 

amounts of liability insurance coverage. 

 

 The Board reserves the right to refuse any request to use facilities which: 

 1. Involve any activities prohibited by state and/or Board policy 

  

 2. Is made by any persons or organizations which have failed to follow procedures developed 

by the Superintendent of his designee 

  

 3. Is considered in any way contrary to the best interest of the school system 

See section 3.11.1 for more information. 
 

4.8.5 Advertising ï Board property will not be used for commercial advertising except upon such 

terms and conditions as may be expressly approved by the Board. 
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4.8.6 Disposal of School Property ï The DeKalb County Board of Education shall be advised by 

the Superintendent in the event that certain real or personal property is no longer needed for 

public school purposes. Principals and supervisors report to the Superintendent regarding 

school property. The Board of Education, upon receipt of such report, may at such time as it 

deems proper and at its discretion declare that such property is no longer needed, damaged, 

or beyond repair, for public school purposes and may post notice and arrange for a public 

auction to be held at a central location. 

Once real property is declared as surplus by the Board of Education, the Superintendent or 

his designee shall be authorized to take appropriate action in disposing of such property as 

outlined below: 

 

a. Obtain an appraisal(s) reflecting the fair market value. 

b. If the property stores any data, the data governance policy must be followed. 

c. Notify local governmental authorities that such property is no longer needed 

for school purposes and invite a proposal if there is need for such property. 

d. Follow the procedures in the manner prescribed by state law for the sale of real 

property. 

e. Upon receipt of final bid at public auction, a recommendation will be made to 

the Superintendent for Board action. The Board may reject all bids and re-

advertise if appropriate. 

f. Fair market value should be obtained if possible. 

 

4.8.7 Construction or Alterations ï The following must be adhered to by local school officials and  

principals regarding alterations or construction on school property: 

 

a. No alterations or construction may take place on school property without 

authorization from the Board of Education. 

b. All construction must meet state and local safety standards, including the size of 

concrete blocks used, for example, as specified in the Alabama Building Code for 

Schools. 

c. Contractors must be licensed with regard to the size and cost of construction, and as 

required by the State Department. 

d. All construction is subject to inspection before occupancy. 

e. The Principal shall be responsible for the aesthetic quality, if so specked. 

f. No alterations/demolition or other changes may be made to school property, 

buildings, playgrounds, grounds, or utilities, without prior approval of the Board of 

Education. 

g. The Board of Education will consider approval of changes when Superintendent and 

Principal are in agreement. 

 

4.8.8 Controversial Activities/Issues 

No illegal or questionable activities by students or adults, shall take place on campus. 

 

4.8.9 Display of Flags/Pledge 

 Schools shall properly display the United States flag and the Alabama State flag.  Students 

shall receive instruction as part of the curriculum in the uses, purposes and methods of 

displaying the flags and other patriotic emblems. School Principals shall be responsible for 

seeing that no flag is displayed improperly. Code of Alabama 16-43-1 & 3. Schools shall 

allow time for students to voluntarily recite the Pledge of Allegiance. Act. No. 360, 1976. 
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4.9 Naming Board Facil ities 
 

When naming schools, school facilities, buildings on school ground and/or any structure on 

property belonging to the DeKalb Board of Education, the decision wil l be left to the 

discretion of the Board of Education. Requests to name or rename any board property, 

including buildings, portions of a building, and other district facilities should be submitted 

to the superintendent with a justification giving the rationale for the name to be selected. 

Under most circumstances, the board will name schools in order to reflect their location 

and relationship to the communities served by the school system. 

 

4.10 Complaints and Grievances 

4.10.1 General Complaints (Grievances) ï Subject to the limitations set forth below, any employee 

or member of the public may present to the Board a concern, complaint, grievance, or request 

for corrective action regarding any aspect of school system operations.  Before requesting 

corrective action or relief from the Superintendent or the Board, persons with such 

complaints, grievances, or requests should present them for resolution to the employee, 

supervisor, or administrator at the lowest administrative level who has the authority and 

ability to address the problem or to implement the requested action.  The Superintendent is 

authorized to develop specific procedures that will provide for fair consideration and orderly 

review of complaints and grievances. Such procedures may not unreasonably burden or delay 

the presentation or processing of such matters, and will be subject to Board review, 

modification, and approval. 
 

4.10.2 Grievance Procedures  

The DeKalb County Board of Education recognizes that harmonious relations with its 

employees can be maintained and improved through effective communications. The interests of 

all parties can best be served by sincere efforts of all concerned to promote understanding and 

cooperation. The Board of Education, therefore, has adopted the following grievance 

procedures as a means to examine and resolve possible problems which relate to the 

administration of personnel policies of the school district. The same procedures shall be utilized 

for resolution of any student grievance or concern. 

 
Definitions: 

A. Grievance - Grievance shall mean a claim submitted by an employee of violation, 

misinterpretation or inequitable application of Board of Education policy, rules, 

and regulations, existing laws, or local administrative procedures, including 

physical and/or psychological abuse. 

B. Grievant - Grievant shall mean any regular employee hired by the Board of Education to 

perform services, either on a full  or part-time basis, or the Association (DEA/ESPO) filing 

a grievance. 

C. Immediate Supervisor - Immediate supervisor is that employee possessing the 

position of administrative authority next in rank above any grievant. 

D. Days - Days shall mean working days exclusive of Saturday, Sunday, or official holidays, 

as established by the school calendar. 

E. Parties In Interest - Any persons involved in the processing of 

the grievance.  

F. Procedure: All  grievances shall be handled in accordance with 

the following procedure: 
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A.    Level One (Informal Procedures). 
 

The aggrieved person shall first present the grievance to the employee's immediate 

supervisor with the objective of resolving the matter informally. (It is acknowledged 

that the teacher/Principal or assistant Principal shall be the student's immediate 

supervisor - see Student Handbook regarding student grievances). The aggrieved person 

and his supervisor/Principal shall confer on the grievance with a view toward arriving at 

a mutually satisfactory resolution of the complaint. At the conference, the aggrieved 

person may appear alone or may be accompanied by a mutually accepted professional 

staff member. Supervisors/Principals shall be accorded the same privilege. 
 

B. Level Two (Formal Procedures) 

 

1. If, as a result of the discussion between the grievant and supervisor or Principal, the 

matter is not resolved to the satisfaction of the grievant, he/she shall set forth said 

grievance in writing to the supervisor/Principal within five (5) days following the 

informal conference specifying: 

 
a. The nature of the grievance. 
b. The nature or extent of the injury, loss or inconvenience. 
c. The results of previous discussions, and 
d. Dissatisfaction with decisions previously rendered. 

 

The immediate supervisor/Principal shall communicate his decision to the aggrieved in 
writing within three (3) days of receipt of the written grievance. 
 

2. Within five days after receipt of the decision at level one, the aggrieved party may 

appeal to the next administrative level. The Superintendent shall set a time within 10 

working days for the parties in interest to discuss the grievance. He shall provide his 

written decision together with the reasons for the decision, to all parties within the 

same 10 day period. 

 

3. Within five (5) days after receipt of the decision at level two, the aggrieved party may 

appeal to the Board of Education. All  hearings and appeals shall be conducted according 

to the following procedures: 

The aggrieved party shall file a written request with the Superintendent for a hearing 

before the Board of Education. The request shall contain a detailed description of the 

grievance as well as previous action or inaction relative to the grievance. After receipt of 

the written request, the Board of Education shall set a time, date, and place for the 

hearing within (10) days from receipt of the request or the next Board meeting, 

whichever comes first. The hearing shall be scheduled no later than 30 days from date of 

request. All  parties in interest shall be given ten (10) days written notice of the time, 

date, and place for a hearing. The aggrieved person may be accompanied by a 

representative of his choosing at this hearing and have a complete transcript of the 

proceedings and decisions. The Board of Education shall reach a decision concerning 

the grievance within (10) days after the hearing and shall convey the decision in writing 

to all parties in interest. 

 

4. In the event the aggrieved person is not satisfied with the disposition of the grievance by 

the Board of Education, he may appeal such decision to the appropriate authorities as 
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provided by the law or seek recourse through a state or federal court system. Unless the 

grievance is appealed within the appropriate time given in each step, it shall be deemed 

to have been settled and the employee shall have no further right with respect to said 

grievance. In the event of a mutually agreed upon postponement, at any level, the 

grievance procedure shall begin again at that level within five (5) days of postponement 

and, in no case, later than 30 days.  
 

4.10.3 Student Complaints and Grievances ï Complaints, grievances, and requests for corrective 

action may be brought to the attention of the Board by or on behalf of students with respect to 

academic, athletic, extracurricular, or other non- disciplinary matters, issues, and concerns only 

after reasonable efforts to resolve the matter at the school and administrative levels have been 

exhausted and in accordance specif ied in the Code of Conduct. The Superintendent is 

authorized to develop specif ic procedures that will provide for fair consideration and orderly 

review of such complaints and grievances.  Such procedures will not unreasonably burden or 

delay the presentation or processing of the complaint or grievance and will be subject to review 

and approval by the Board.  Administrative judgments concerning academic or curricular 

matters or participation in extracurricular activities may be set aside by the Board only upon a 

showing that the action or decision in question is arbitrary and capricious, fundamentally 

unfair, or that it violates Board policy or the studentôs legal rights. 

 

4.10.4 Student Disciplinary Matters ï In the event the student is not satisfied with the disciplinary 

action, the student may appeal to the principal. If the student is not satisfied with the action 

taken by the principal, he/she may appeal to the Superintendent of Education. If the student is 

not satisfied with the action taken by the Superintendent he/she may appeal to the County 

Board of Education. The decision of the Board will be final. 
 

4.11 Risk Management 
The Board may obtain such liabili ty and other forms of insurance or enter into such risk management 

agreements, pools, cooperatives, and like arrangements, agreements, or undertakings as it deems 

necessary and appropriate to meet legal requirements or to protect the Board, its employees, or its 

property from risk of loss. 
 
4.12 Emergency Closing of Schools 

The Superintendent is authorized to close schools if such action is warranted by weather conditions 

or other circumstances that pose a risk to the safety and welfare of students and employees, or that 

render meaningful instruction impossible (e.g., loss of power or other utili ty services). If practical, 

the Superintendent shall make the decision to close schools after consulting with appropriate 

community agencies, including the Board of Education, EMA, and staff. Public announcement and 

releases to news media shall be made by the Superintendent. In case of severe weather the official 

announcement for school closings may be heard over area radio and television stations. Households 

and staff with correct phone numbers in Chalkable will be contacted through school messenger. 
 
4.13 Technology Use and Internet Safety 

4.13.1 Educational Technology ï DeKalb County schools will develop and follow a SDE approved, 

written plan for utilization of educational technology developed annually with committee input. 

The System Plan will be a composite of the school plans. Plans must show how technology is to 

be integrated into the curriculum, school technology needs, utilization of equipment and 

supplies, budgeting process, community involvement, personnel training, and anticipated 

impact for teachers and students. An assessment of effectiveness will be made toward the end of 

the school year. Each school will prepare a local technology budget for expenditure of 
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technology allocations no later than September 1 each year. This budget should be in line with 

the school's technology plan. Technology funds should be spent in line with quotes/bids no later 

than six weeks after the allocation is made even though accounting guidelines allow for a later 

date. This is to ensure that funds will benefit the current year's students, especially seniors. 

 

4.13.2  Access to Technology Resources ï The Board permits restricted and conditional access to and 

use of its technology. Such access and use is restricted to employees, students, and other persons 

who are engaged in bona fide educational and administrative activities that serve and are 

consistent with identified educational objectives or authorized support functions.  The Board 

also reserves the right to place conditions on, restrict, or prohibit the use of personally-owned 

technology resources on its property. The term technology refers to all forms of digital 

hardware, devices, software, or accounts. Although cell phones and smart phones can be used 

for many of the same activities as other forms of technology, additional rules apply to the 

possession and use of these devices. This policy applies to all technology, regardless of 

ownership, used on school property during school hours or during other school-related 

activities. It also applies to the use of Board-owned technology regardless of location or time of 

day. The Superintendent is authorized to develop Acceptable Use Practices (AUP) for 

employees, students, and other persons, as well as other rules and regulations having to do with 

technology use. Employees, students and other persons using the Boardôs technology resources, 

using personally-owned devices or accounts on Board property, or using personally-owned 

accounts in connection with their role as an employee or student are expected to read and agree 

to these rules and regulations prior to their technology use, whether or not a signed agreement is 

required. 

 

4.13.3 Legal and Ethical Use of Technology Policy ï To ensure that students receive a quality 

education and employees are able to work in a professional and intellectually stimulating 

environment, DeKalb County Schools will provide all students and employees with the 

opportunities to access a variety of technology resources. The creation of a large and varied 

technology environment demands that technology usage be conducted in legally and ethically 

appropriate ways, consistent with the instructional goals of DeKalb County Schools. Thus, it is 

the intention of DeKalb County Schools that all technology resources will be used in 

accordance with any and all school system policies and procedures, as well as local, state and 

federal laws and/or guidelines governing the usage of technology and its component parts. 

Additionally, it is implied that all students and employees of DeKalb County Schools will use 

the provided technology resources so as not to waste them, abuse them, interfere with or cause 

harm to other individuals, institutions or companies. DeKalb County Schools' technologies may 

not be utilized for personal gain. 

 

4.13.4 Restrictions or Loss of Privileges-Persons who violate any Board policy, rule, or regulation 

regarding technology use may be denied the use of the Boardôs technology     

resources, may be prohibited from bringing personally-owned technology onto Board  

property, and may be subject to additional disciplinary action. Persons are responsible for their 

behavior as it relates to technology, and should therefore, keep their login and passwords secure 

at all times. Every employee is responsible for reporting any suspected violations of DeKalb 

County Schoolsô policy to the Technology Coordinator/Manager. Example, if you are on the 

receiving end or know of an inappropriate email, it is your responsibility to report the email. 

 

4.13.5 Ownership of Resources and Expectations of Privacy ï All technology resources, including but 

not limited to, network and Internet resources, accounts, electronic systems, computers or other 
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devices owned, leased, or maintained by the Board are the sole property of the Board. 

Authorized Board personnel may, at any time and without prior notice, access, search, examine, 

inspect, collect, or retrieve information of any kind from the Boardôs technology resources, 

including computer or related equipment, files, and data to determine if a user is in violation of 

any of the Boardôs policies, rules, and regulations regarding access to and use of technology 

resources, for or in connection with any other matter or reason related to the safe and efficient 

operation, maintenance, or administration of the school system, or for any other reason not 

prohibited by law. Users of school system technology resources have no personal right of 

privacy or confidentiali ty with respect to the use or content of such resources.  In addition, 

school officials may read, examine, or inspect the contents of any personally-owned technology 

devices upon reasonable suspicion that the contents or recent utilization of the device contains 

evidence of a violation of Board Policy, the Code of Conduct, Acceptable Use Practices, or 

other school or system rules or regulations. The Board of Education will cooperate with any 

properly executed request from any local, State, or Federal law enforcement agency or civil 

court. 

 

4.13.6 Internet Safety- Students are not to access inappropriate material. Students are not to 

electronically communicate with individuals for non-instructional purposes. This includes e-

mail correspondence, chat rooms, instant/real time messenger services or any other form of 

electronic direct communication (Snapchat, Twitter, Facebook, Instagramé). Such contacts 

may only be made with the approval and supervision of school system personnel and be 

conducted solely for instructional purposes. Students/Staff are prohibited from participating in 

any unauthorized access ('hacking') of computer systems or any other unlawful technological 

activities. For personal safety, students should never meet anyone they have met only on the 

Internet. Students and school system employees are prohibited from the unauthorized electronic 

disclosure of personal student information such as name, home address, phone number, age, 

race, grades, etc... The DeKalb County Schools have taken filtering and supervisory precautions 

to restrict intentional or accidental access to inappropriate sites on the Internet. Students must 

abide by all laws and policies of DeKalb County Schools. Ref: TITLE XVII--Children's Internet 

Protection Act. 

The Superintendent is authorized to develop additional and more specific rules, procedures, and 

protections regarding Internet safety in order to comply with the Childrenôs Internet Protection 

Act. Such rules, procedures, and protections will address or provide: 

a. Education for students about appropriate online behavior, including interacting 

with other individuals on social networking sites and in chatrooms, cyber 

bullying awareness and response 

b. Measures to block or filter Internet access to pictures that are obscene, that 

constitute child pornography, or that are harmful to minors 

c. Restrictions of access by minors to harmful or inappropriate material on the 

Internet 

d. The safety and security of minors when they are using electronic mail, chat 

rooms, other forms of direct electronic communications 

e. Prevention of óhackingô and other forms of unauthorized use of or access to 

computer or Internet files, sites, databases or equipment 

f. Unauthorized disclosure, use, and dissemination of personal information 

regarding minors 
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4.13.7 Limitations of Liability ï The Board makes no warranties of any kind, either expressed or 

implied, that the functions or the services provided by or through the Boardôs technology 

resources will be error-free or without defect. The Board will not be responsible for any damage 

users may suffer, including but not limited to loss of data, interruption of services, or due to a 

failure to block or filter inappropriate Internet sites or electronic communications. Although the 

Board claims ownership of its various technology resources, all user-generated data, including 

email content and digital images, is implicitly understood to be representative of the authorôs 

individual point of view and not that of the school or school system.  Students and their parents 

must also be aware that the Board cannot assume any liabili ty arising out of the illegal or 

inappropriate use of technology resources. 
[References: Pub. L. No. 106-554 and 47 USC §254(h) and (l)]. [Reference: 47 U.S.C. §254(h) and (l)] 

 

4.13.8 Adoption of Rules and Regulations ï The Superintendent is authorized to develop additional or 

more specific rules and regulations regarding access to and use of technology resources and to 

require adherence to such rules and regulations through such means as ñAcceptable Use 

Practicesò, which may be published independently or as part other publications such as the 

ñStudent Code of Conduct and Attendanceò or employee handbooks, and application of 

appropriate disciplinary policies and procedures. Such publications may or may not require 

students, their parents, or employees to sign an associated agreement form. Failure of the Board 

to request or obtain signed agreement forms or of the student, parent or employee to sign and 

return any such agreement form does not alleviate the individual of their responsibility to 

comply with these rules and regulations. 

 

4.13.9 Software and Copyright Regulations ï The primary goal of the technology environment is to 

support the educational and instructional endeavors of the students and employees of DeKalb 

County Schools. Individuals may only use accounts, files, software and  computer resources 

that are assigned to those individuals under their username. Individuals must take all reasonable 

precautions to prevent unauthorized access to accounts and data and any other unauthorized 

usage within and outside DeKalb County Schools.  

Duplication of any copyrighted software is prohibited. If a single copy of a software program is 

purchased, it may only be used in one computer at a time. Multiple loading or down-loading 

programs into multiple computers, (1987 Statement on Software Copyright) is NOT allowed. 

Individuals are not authorized to make copies of any software or data without the knowledge of 

the Technology Manager. Any questions about copyright provisions should be directed to the 

Technology Manager.  

Any use of technology resources that reduce the efficiency of use for others will be considered 

a violation of this policy. Students and employees of DeKalb County Schools must not attempt 

to modify technology resources, utilities and/or configurations or change the restrictions 

associated with their accounts, or attempt to breach any technology resources security system, 

including internet content filtering, either with or without malicious intent. 

Network access shall not be used to affect individual computers or the network in any of the 

above ways.  All DeKalb County Schools technology resources, regardless of purchase date or 

location, are subject to this policy. Any questions about this policy, its interpretation or specific 

circumstances shall be directed to the Technology Manager. Violations of this policy will be 

handled in a manner consistent with comparable situations requiring disciplinary action, 

including, but not limited to: (1) loss of access; (2) additional disciplinary action to be 

determined at the individual school in line with the Code of Student Conduct for the DeKalb 

County Schools or other Board policy; and (3) legal action, when applicable. 

 

4.13.10 Purchasing Regulations - All Technology purchases that go through the DCBE network must 
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be approved by the Technology Manager prior to the purchase. This includes but not limited to: 

software, hardware, web pages... The technology department sends out bids/quotes of basic 

items such as computers and printers. Items needed but not listed on quotes should be e-mailed 

to the Technology Manager to obtain a bid. 

 

4.13.11 E-Mail Provision -The DeKalb County Schools System provides access to electronic mail for 

all of its employees. That access is for their use in any educational and instructional business 

that they may conduct. Staff personal use of electronic mail is permitted as long as it does not 

violate DeKalb County School policy or adversely affect others. All contents and usage of 

electronic mail shall be the property of the DeKalb County Schools System. 

 

4.13.12 Internet Security -Information from electronic sources alters the educational environment by 

opening unlimited resources. The intent of DeKalb County Schools is to provide access to 

resources available via the Internet with the understanding that faculty, staff and students will 

access and use information that is appropriate for their various curricula. DeKalb County 

Schools have taken precautions to restrict access to controversial materials. However, on a 

global network it is impossible to control all materials. We believe that the valuable 

information and interaction available on this world-wide network far outweighs the possibility 

that users may procure material that is not consistent with the educational goals of the District. 

Parents, who wish for their student(s) not to have access to the Internet, are responsible for 

signing and returning the ñOPT OUT Internet Use Policyò form. This policy does not include 

state mandated testing.  Because communications on the Internet are public in nature, all users 

should be careful to maintain appropriate and responsible communications. To maintain system 

integrity and to insure that the system is being used responsibly, DeKalb County Schools 

reserve the right to review files and network communications. Users should not expect that files 

stored on DeKalb County Schoolsô servers will always be private. 

Internet access is a privilege, not a right. All Internet users are expected to act in a considerate 

and responsible manner. 

The following are not permitted on any DeKalb County Schools Network: 

a. Sending, displaying or downloading offensive messages or pictures 

b. Using obscene language 

c. Harassing, insulting or attacking others  

d. Damaging computers, computer systems or computer networks (this includes changing 

workstation and printer configurations) 

e. Violating copyright laws 

f. Using other userôs accounts 

g. Trespassing in other user files, folders or work 

h. Intentionally wasting limited resources 

i. Plagiarizing 

j. File sharing websites such as Kaaza and Torrent 

k. Proxies - use of e-mail or IP addresses to access unauthorized websites 

 

4.13.13 Teacherôs Technology Responsibilities -Employees should have no expectation of privacy with 

respect to the system's computers, mail system or Internet access. Although it does not 

regularly do so, the system reserves the right, on a regular or random basis, to access and 

monitor all equipment, files, Internet access and e-mail use. The school system will cooperate 

fully with local, state or federal officials in any investigation concerning or relating to any 

unacceptable activities conducted through the system's technology resources. Anyone 

committing unacceptable acts will face disciplinary action by the school system as well as any 
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legal action deemed necessary by law enforcement officials. 

Social media can be a valuable tool for both personal and professional use. However, as with 

any tool, it must be used with skill and care. The guidelines below have been developed to help 

protect our students and employees from charges of inappropriate use. The guidelines and 

cautions apply to all social networking venues. 

It is advised that teachers do not friend students or students' parents. Not all parents use social 

media, and it may appear unfair if some parents are "friends," while others are not. District 

sponsored and approved teacher websites along with the INow parent portal and 

DeKalbk12.org email should be the primary means for electronic parent contact.  

Never forget that, once you post something on the internet, it may be available forever, even if 

you choose to remove it from your page. Post only what you want the world to see.  

Employees should not update any personal social media statuses or post content on personal 

social media during school hours. The public expects employees to be working during the 

school day. Posting on personal social media during this time may give the impression that 

teachers are not fulfilling their responsibilities to students. Student work or pictures of students 

may be posted unless an Opt-Out for Pictures form is on file at the local school. Opt-Out for 

Pictures form covers all pictures regardless of type of publishing (newspapers, magazines, 

social mediaé) this form is available online at www.dekalbk12.org. 

Do not use social media as your sole means of classroom communication. Remember, not all 

parents use social media, social media is blocked by our district, and parents may not have 

given consent for students to have pictures posted on social media.  

All email communication between staff, teachers and parents should be conducted through the 

DeKalbk12.org mail (not social media messages).  

Never use DeKalbk12.org e-mail as a login (point of reference) on any Social Networking 

sites. Some people may see this as improper use of email.  

Do not say or do anything (or post pictures) on social media that you would not share in the 

classroom with parents, your school Principal and your school Board. Posts of provocative 

photographs, sexually explicit messages or the use of alcohol or drugs which are allowed to be 

viewed by the public (social media ñfriendsò) would be considered quite inappropriate and 

could certainly jeopardize oneôs employment. 

 

4.13.14 Disclaimer -DeKalb County Schools make no warranties of any kind, whether expressed or 

implied, for the service provided. The school system shall not be responsible for any damages 

suffered while the user is on the system. Such damages could include, but are not limited to, 

loss of data, non-deliveries, missed deliveries or service interruptions caused by the user or 

others. Use of any information obtained through DeKalb County School's network is at the 

user's own risk. The school system specifically disclaims any responsibility for the accuracy of 

the information obtained through its services. 

If you do not want your child to use the Internet, parent and student must sign and return the 

Opt-Out Internet Use Policy form below: This does not cover State Mandated testing 

 

4.13.15 OPT OUT Internet Use Policy -The DeKalb County Schools System provides access to 

electronic mail for employees and some student classes. That access is for their use in any 

educational and instructional business that they may conduct. All contents and usage of 

electronic mail shall be the property of the DeKalb County Schools System. 

 

 

 

 

http://www.dekalbk12.org/
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Internet OPT OUT FORM                                                                          DATE:  _______________ 

 

 

I DO NOT want my child using the internet. 

 

I understand that by signing below that my child WILL NOT use the internet except for state mandated testing. 

 

This form must be signed and returned to the studentôs school to be kept in the studentôs file. 

 

Parent/Guardian 

 

 

Name: __________________________________________    ________________________________ 

Please Print Name        Signature 

 

 

Student Name: ____________________________________    ________________________________ 

  Please Print Name        Signature 
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4.14 Data Governance  
4.14.1 Purpose  

a. It is the policy of DeKalb County Schools that data or information in all its forms--
written, electronic, oral, or printed--is protected from accidental or intentional 
unauthorized modification, destruction or disclosure throughout its life cycle.  This 
protection includes an appropriate level of security over the equipment, software and 
practices used to process, store, and transmit data or information.  
 

b. The data governance policies and procedures are documented and reviewed annually by 
the Data Governance Committee.  
 

c. DeKalb County Schools conducts annual training on their data governance policy and 
documents that training.  
 

d. The terms data and information are used separately, together, and interchangeably 
throughout the policy.  The intent is the same.  
 

4.14.2 Scope - Superintendent is authorized to establish, implement, and maintain data and information 
security measures.  The policy, standards, processes, and procedures apply to all students and 
employees of the district, contractual third parties and agents of the district, and volunteers who 
have access to district data systems or data.  
 
This policy applies to all forms of DeKalb County Schoolsô data and information, including but 
not limited to: 
a. Speech, spoken face to face, any form of sign language, or communicated by phone or 

any current and future technologies,  
 

b. Hard copy data printed or written,  
 

c. Communications sent by post/courier, fax, electronic mail, text, chat and or any form of 
social media, etc.,  
 

d. Data stored and/or processed by servers, PCôs, laptops, tablets, mobile devices, etcé, 
and  
 

e. Data stored on any type of internal, external or removable media or cloud based 
services.  
 

4.14.3 Regulatory Compliance ï The district will abide by any law, statutory, regulatory, or contractual 
obligations affecting its data systems.  DeKalb County Schools complies with all applicable 
regulatory acts including but not limited to the following: 
a. Childrenôs Internet Protection Act (CIPA)  
b. Childrenôs Online Privacy Protection Act (COPPA)  
c. Family Educational Rights and Privacy Act (FERPA)  
d. Health Insurance Portability and Accountability Act (HIPAA)  
e. Payment Card Industry Data Security Standard (PCI DSS)  
f. Protection of Pupil Rights Amendment (PPRA)  

 
4.14.4 Risk Management ï  

a. A thorough risk analysis of all DeKalb County Schoolsô data networks, systems, policies 
and procedures shall be conducted on an annual basis or as requested by the 
Superintendent or Technology Manager.  The risk assessment shall be used as a basis for 
a plan to mitigate identified threats and risk to an acceptable level.  
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b. The Superintendent or designee administers periodic risk assessments to identify, 

quantify, and prioritize risks.  Based on the periodic assessment, measures are 
implemented that mitigate the threats by reducing the amount and scope of the 
vulnerabilities.   
 

4.14.5 Data Classification - Classification is used to promote proper controls for safeguarding the 
confidentiality of data. Regardless of classification the integrity and accuracy of all 
classifications of data are protected. The classification assigned and the related controls applied 
are dependent on the sensitivity of the data. Data are classified according to the most sensitive 
detail they include. Data recorded in several formats (e.g., source document, electronic record, 
report) have the same classification regardless of format.   
 

4.14.6 Systems and Information Control - Any computer, laptop, mobile device, printing and/or 
scanning device, network appliance/equipment, AV equipment, server, internal or external 
storage, communication device or any other current or future electronic or technological device 
may be referred to as devices.  All involved systems and information are assets of DeKalb 
County Schools and shall be protected to the best of DCS ability from misuse, unauthorized 
manipulation and/or destruction. These protection measures may be physical and/or software 
based.  
a. Ownership of Software: All computer software developed by DeKalb County Schools 

employees or contract personnel on behalf of DeKalb County Schools, licensed or 
purchased for DeKalb County Schools use is the property of DeKalb County Schools 
and shall not be copied or distributed for use at home or any other location, unless 
otherwise specified by the license agreement.  

b. Software Installation and Use: All software packages that reside on technological 
systems within or used by DeKalb County Schools shall comply with applicable 
licensing agreements and restrictions and shall comply with DeKalb County Schoolsô 
acquisition of software procedures.   

c. Virus, Malware, Spyware, Phishing and SPAM Protection:  Virus checking systems 

approved by the District Technology Department are deployed using a multi-layered 

approach (computers, servers, gateways, firewalls, filters, etcé) that ensures all 

electronic files are appropriately scanned for viruses, malware, spyware, phishing and 

SPAM. Users shall not turn off or disable DeKalb County Schoolsô protection systems 

or to install other systems.  
d. Access Controls: Physical and electronic access to information systems that contain 

Personally Identifiable Information (PII), confidential information, internal information 
and computing resources is controlled.  To ensure appropriate levels of access by 
internal workers, a variety of security measures are instituted as recommended by the 
Data Governance Committee and approved by DeKalb County Schools.  In particular, 
the Data Governance Committee shall document roles and rights to the student 
information system and other like systems.  Mechanisms to control access to PII, 
confidential information, internal information and computing resources include, but are 
not limited to, the following methods:   
 
1. Authorization: Access will be granted on a ñneed to knowò basis and shall be 

authorized by the Superintendent, Principal, immediate supervisor, or Data 
Governance Committee with the assistance of the Technology Manager.  
Specifically, on a case-by-case basis, permissions may be added to those already 
held by individual users in the student management system, again on a ñneed-to-
knowò basis and only in order to fulfill specific job responsibilities, with the 
approval of the Technology Manager.  
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2. Identification/Authentication : Unique user identification (user ID) and 
authentication are required for all systems that maintain or access PII, 
confidential information, and/or internal information. Users will be held 
accountable for all actions performed on the system with their User ID.  User 
accounts and passwords shall be kept secure and NOT shared.  
 

3. Data Integrity : DeKalb County Schools provides safeguards so that PII, 
confidential, and internal information is not altered or destroyed in an 
unauthorized manner. Core data are backed up to a private device for disaster 
recovery.  In addition, listed below are methods that are used for data integrity in 
various circumstances:  
Å transaction audit  
Å off site backups 
Å disk redundancy (RAID)  
Å checksums (file integrity)  
Å data encryption  
Å data wipes  

 
4. Transmission Security: Technical security mechanisms are in place to guard 

against unauthorized access to data that are transmitted over a communications 
network, including wireless networks. The following features are implemented:   
Å integrity controls and  
Å encryption, where deemed appropriate  

 
Note: Only DCS district-supported email accounts shall be used for communications to and 
from school employees, to and from parents or other community members, to and from other 
educational agencies, to and from vendors or other associations, and to and from students for 
school business.  
 

5. Remote Access: Access into DeKalb County Schoolsô network from outside is 

allowed using the DCS Portal.  All other network access options are strictly 

prohibited without explicit authorization from the Technology Director, ISO, or 

Data Governance Committee.  Further, PII, confidential information and/or 

internal information that is stored or accessed remotely shall maintain the same 

level of protections as information stored and accessed within the DeKalb 

County Schoolsô network.  PII shall only be stored in cloud storage if said 

storage has been approved by the Data Governance Committee or its designees.  

 
6. Physical and Electronic Access and Security: Access to areas in which 

information processing is carried out shall be restricted to only appropriately 
authorized individuals.  At a minimum, staff passwords shall be changed 
annually.   
Å No PII, confidential and/or internal information shall be stored on a 

device itself such as a hard drive, mobile device of any kind, or external 
storage device that is not located within a secure area.   

Å No technological systems that may contain information as defined above 
shall be disposed of or moved without adhering to the appropriate 
Purchasing and Disposal of Electronic Equipment procedures.    

Å Formatting of Hard Drives or the removal of information is only 
permitted by the Technology Department on any devices. 

Å It is the responsibility of the user to not leave these devices logged in, 
unattended, and/or open to unauthorized use.  
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e. Data Transfer/Exchange/Printing:  
1. Electronic Mass Data Transfers: Downloading, uploading or transferring PII, 

confidential information and internal information between systems shall be 
strictly controlled. Requests for mass download of, or individual requests for 
information for research or any other purposes that include PII shall be in 
accordance with this policy and be approved by the ISO. All other mass 
downloads of information shall be approved by the committee and/or ISO and 
include only the minimum amount of information necessary to fulfill the request. 
A Memorandum of Agreement (MOA) shall be in place when transferring PII to 
external entities such as software or application vendors, textbook companies, 
testing companies, or any other web based application, etcé unless the 
exception is approved by the Data Governance Committee and/or Technology 
Manager.  
 

2. Other Electronic Data Transfers and Printing: PII, confidential information, 

and internal information shall be stored in a manner inaccessible to unauthorized 

individuals. PII and confidential information shall not be downloaded, copied or 

printed indiscriminately or left unattended and open to compromise. PII that is 

downloaded for educational purposes where possible shall be de-identified 

before use.  

 

f. Oral Communications:  DeKalb County Schoolsô staff shall be aware of their 

surroundings when discussing PII and confidential information.  This includes but is not 

limited to the use of cellular telephones in public areas.  DeKalb County Schoolsô staff 

shall not discuss PII or confidential information in public areas if the information can be 

overheard.  Caution shall be used when conducting conversations in:  semi-private 

rooms, waiting rooms, corridors, elevators, stairwells, cafeterias, restaurants, or on 

public transportation, etc....  

 
g. Audit Controls : Hardware, software, services and/or procedural mechanisms that 

record and examine activity in information systems that contain or use PII are reviewed 
by the Technology Department annually.  Further, the committee also regularly reviews 
records of information system activity, such as audit logs, access reports, and security 
incident tracking reports.   
 

h. Evaluation:  DeKalb County Schools requires that periodic technical and non-technical 
evaluations of access controls, storage, and other systems be performed in response to 
environmental or operational changes affecting the security of electronic PII to ensure its 
continued protection.   
 

i. IT Disaster Recovery:  Controls shall ensure that DeKalb County Schools can recover 
from any damage to critical systems, data, or information within a reasonable period of 
time. Each school, department, or individual is required to report any instances 
immediately to the Superintendent and/or Technology Manager, Risk Management 
Officer,  Technology Director and/or ISO for response to a system emergency or other 
occurrence (for example, fire, vandalism, system failure and natural disaster) that 
damages data or systems. 
 
The IT Disaster Plan shall include the following:    

1. A prioritized list of critical services, data, and contacts.  
2. A process enabling DeKalb County Schools to restore any loss of data in the event of 

fire, vandalism, natural disaster, or system failure.  
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3. A process enabling DeKalb County Schools to continue to operate in the event of fire, 
vandalism, natural disaster, or system failure.  

4. Procedures for periodic testing of written contingency plans to discover weaknesses and 
the subsequent process of revising the documentation, if necessary.  

 
4.14.7 Compliance  

a. The Data Governance Policy applies to all users of DeKalb County Schoolsô information 

including: employees, staff, students, volunteers, and outside affiliates. Failure to 

comply with this policy by employees, staff, volunteers, and outside affiliates may result 

in disciplinary action up to and including dismissal in accordance with applicable 

DeKalb County Schoolsô procedures, or, in the case of outside affiliates, termination of 

the affiliation. Failure to comply with this policy by students may constitute grounds for 

corrective action in accordance with DeKalb County Schoolsô policies.  Further, 

penalties associated with state and federal laws may apply.  
b. Possible disciplinary/corrective action may be instituted for, but is not limited to, the 

following:  
1. Unauthorized disclosure of PII or confidential information.   
2. Unauthorized disclosure of a log-in code (User ID and password).  
3. An attempt to obtain a log-in code or password that belongs to another person.  
4. An attempt to use another person's log-in code or password.  
5. Unauthorized use of an authorized password to invade student or employee 

privacy by examining records or information for which there has been no request 
for review.  

6. Installation or use of unlicensed software on DeKalb County School 
technological systems.  

7. The intentional unauthorized altering, destruction, or disposal of DeKalb County 
Schoolsô information, data and/or systems.  This includes the unauthorized 
removal from DCS of technological systems such as but not limited to laptops, 
internal or external storage, computers, servers, backups or other media, copiers, 
etcé that contain PII or confidential information.  

8. An attempt to gain access to log-in codes for purposes other than for support by 
authorized technology staff, including the completion of fraudulent 
documentation to gain access.  

 
4.15 Vendors 
 Salesmen for insurance and other sales companies may ask to meet with employees to promote their 

program or product. The Principal may notify staff that a salesman/vendor would like to meet with the 

faculty when available and employees may choose to attend. However, such meeting cannot be part of 

a called faculty or staff meeting. 

 

4.16 Volunteers and Non-Board Employees ï Background Check 

 

4.16.1 Volunteers ï Volunteers are to be supervised by a board employee. General volunteers approved 

by the principal do not have to have a background check. 

 

4.16.2 Special Contracts - Anyone having unsupervised contact with students shall have a 

background check. 

 

4.16.3 Student Teachers - Student teachers should have a background check completed by the college 

or university. Student teachers must be supervised by the cooperating teacher and school 

administrator. 
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4.16.4 Volunteer Coaches ï Volunteer coaches are required to have a current background check 

completed every 2 years. Volunteer Coaches may not serve as the sole representative of the 

DeKalb County Board of Education. A certified employee must always supervise a volunteer 

coach. 

 

4.17 Community Education 

4.17.1 Adopt-A-School 

The DeKalb County Board of Education encourages schools to develop and participate in a 

community education program whereby business and industry are invited to "adopt" schools. 

Schools shall develop and implement systematic procedures to enhance community 

involvement and support through joint planning and collaborative efforts. Assistance will be 

provided by the Community Education Coordinator. 

 

4.17.2 After School and Evening Classes 

The Community Education Coordinator will assist in arranging for extended day and evening 

classes to be offered at several locations during the year. Surveys will be conducted to 

determine interest and need. 

 

4.17.3 Community Technology 

Schools are encouraged to provide multiple opportunities for parents and citizens of the 

community to participate in various trainings and social programs utilizing computer 

technology in the labs, classrooms and libraries. 

 

4.17.4 Community Involvement 

Community involvement is requirement for participation in federal and state grant programs and 

for approval of district and school technology plans. Assistance may be obtained from the 

Technology Coordinator. 

 

4.18 Relations with Police Authorities 

It shall be the policy of the DeKalb County Board of Education to fully cooperate with law 

enforcement agencies in the interest of the welfare of all citizens. At the same time, schools have the 

responsibility to parents for the welfare of the students while they are in the care of the school. To carry 

out this responsibility, school officials shall observe the following: 

 

a. A student in school may not be interrogated by any law enforcement authority without the 

knowledge of the school officials. Parents or guardians shall be present if such can be arranged 

within a reasonable period of time. 

b. Any such interrogation must be done in private with an official school representative present. 

c. A student may not be released into the custody of persons other than parent or legal guardian, 

unless placed under arrest by legal authority. 

d. If a student is removed from the school by legal authority, parents shall be notified of this action 

by school officials as soon as possible. 

e. When questioning a student regarding possible child abuse, either a DHR representative, 

Principal or Assistant Principal must be present OR a faculty member of the student's choice. 

However, parents or guardians do not have to be notified if police indicate they may, allegedly, 

be involved in the abuse. 
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4.19 School and Community Organizations Relations 

a. Parent-Teacher Associations/Organizations 

The DeKalb County Board of Education considers parent-teachers associations as auxiliaries to 

the public schools, and not as "outside" groups. Whenever a local parent-teacher association is 

formed, it shall be permitted to hold its regular meetings in the school building, and it shall be 

the duty of the Principal and the teachers of the school to further the work of the association in 

every way practicable. Meetings of these associations may be held in the school building with 

the permission of the school Principal without the necessity of the lease required of "outside" 

groups. 

b. School/Community  

The DeKalb County Board of Education requires that goals for the school be developed with the 

assistance of the individual school communities and that progress toward meeting stated goals be 

communicated to the public on a regular basis through newsletters, school meetings and other 

means. 

c. Booster Clubs  

It shall be the policy of DeKalb County Board of Education to work with, and encourage the 

support of band and athletic booster clubs. All booster club activities shall be authorized by, and 

coordinated with, the school Principal. All decisions concerning personnel employed by the 

Board shall be strictly reserved as a Board matter and shall not be the prerogative of booster 

clubs. Any person paid solely by a citizen group must be approved by the Board prior to being 

permitted to work with students in the local schools. The Board is not responsible for 

commitments made by other groups, individuals or organizations. 

d. The Alabama Department of Education has provided Guidelines for School-Related 

Organizations.  

Each Principal and school related organization must follow these guidelines when determining if 

a club or organization is a school related activity. The purpose of these Guidelines for School-

Related Organizations is to assist these organizations, school officials, school bookkeepers, 

auditors and other agencies in determining the proper accounting for school-related 

organizations. 

 

4.20 Inter-district Relations 

The DeKalb County Board of Education shall participate in shared services with other Boards as 

required by federal and state laws as they relate to federal projects in which the local schools are 

involved. The Board endorses the idea of cooperative undertakings with other School Districts when 

such endeavors create a more effective learning environment for students. 

 

4.21 School Resource Officers 

School Resource Officers operate under the direction of the Sheriff/SRO Supervisor. 

 

4.22 Service Animals 

4.22.1 Americans with Disabilities Act - The DeKalb County Board of Education acknowledges its 

responsibility to permit individuals with disabilities, to include employees, students, and other 

individuals, to be accompanied by a ñservice animalò in school buildings/properties, in 

classrooms, and at school functions, as required by the Americans with Disabilities Act (ADA). 

 

A service animal is any guide dog, signal dog or other animal individually trained to do work or 

perform tasks for the benefit of the individual with a disability, including but not limited to 

guiding individuals with impaired vision, alerting individuals with impaired hearing, providing 
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minimal rescue or protection work, pulling a wheelchair or fetching dropped items. The service, 

the service animal is providing must be directly related to the functional limitations of the 

personôs disability, Service animals are working animals, not pets. 

 

Therapy or companion animals, including pets, are not service animals, are not covered under 

the Americans with Disabilities Act, therefore, are not permitted on Board facilities or at Board-

sponsored activities pursuant to the provisions of this policy. 

 

Service animals whose behavior poses a direct threat to the health or safety of others or is 

disruptive to the campus community may be excluded at the time of the threat/disruption, 

regardless of training or certification. 

 

4.22.2 Employee Requests for Service Animal and Reasonable Accomodation 

1. EMPLOYEE REQUESTS ï An employee who requests a service animal as an 

accommodation is required to submit a written request to and obtain authorization from the 

Office of the Superintendent of DeKalb County Board of Education. 

 

2. REASONABLE ACCOMODATION ï Service animals for reasonable accommodation will 

be permitted based upon documentation supporting the assistance of the service animal as 

well as proof of immunization and of animal licensing/registration as required under 

applicable Alabama and local law. 

 

 

4.22.3 Student Requests for Service Animal and Reasonable Accommodation ï The Superintendent is 

directed to develop and implement procedures consistent with this policy to address a request by 

a parent, legal guardian, or adult student for a student to be accompanied by a service animal. 

 

4.22.4 Requirements of Service Animals and Their Partners/Handlers 

1. TRAINING ï A service animal must be specifically trained to perform a service function. 

 

2. IDENTIFICATION ï The service animal should wear a harness, cape, identification tag or 

other gear that readily identifies its working status consistent with the provisions of the ADA. 

 

3. CONTROL ï The partner/handler must be in full control of the service animal at all times.  

The care and supervision of the service animal is solely the responsibility of its 

partner/handler.  The partner/handler of a service animal may be asked to remove any animal 

that is unruly or disruptive (e.g. barking, running around and causing disruption) from Board 

property and/or facilities at the time of the disruption.  If the improper behavior happens 

repeatedly, the handler may be required to take significant steps to mitigate the behavior 

before bringing the animal onto Board property and/or facilities.  Mitigation may include 

muzzling a barking animal, obtaining a refresher training course for both the animal and the 

handler, or other appropriate measures. 

 

4. LEASH ï The service animal must be on a leash at all times. 

 

5. LICENSE AND TAGS ï All service animals should have an owner identification tag and 

license documenting immunization consistent with local and state law. 
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6. CLEAN UP RULE ï The partner/handler must always carry equipment sufficient to clean up 

the animalôs waste, immediately remove the waste, and be responsible for the proper disposal 

of the animalôs waste. 

 

 

4.22.5 Administrators Responsibilities 

1. If an animal is on school site and is not otherwise identified as or know to be a service 

animal, inquire if the animal is a service animal. 

 

2. Verify that an employee, parent, or adult student who requests a service animal as an 

accommodation obtains appropriate authorization through the Office of the Superintendent of 

the DeKalb County Board of Education. 

 

3. Direct any questions regarding service animals to the Office of the Superintendent of the 

DeKalb County Board of Education. 

 

4. Allow a service animal to accompany the partner/handler at all times and everywhere on 

campus, within Board property, except where service animals are specifically prohibited due 

to health, environmental, or safety hazards. 

 

5. Direct staff, students, and other persons to refrain from petting, feeding or deliberately 

startling a service animal as may be needed. 

 

6. Immediately report any disruptive behavior of a service animal to the Office of the 

Superintendent of the DeKalb County Board of Education. 

 

 

4.22.6 Service Animals in Training ï To insure the safety and security of the school community, 

students, staff, and community members who are training service animals, voluntarily or for 

compensation, are not allowed to bring the service animal in training to Board facilities or to 

participate in the Board-sponsored activities unless specifically authorized by the Superintendent 

of DeKalb County Board of Education. 

4.22.7 Law Enforcement ï This policy does not address the use of animals for law enforcement.  

Therefore, law enforcement agencies are not restricted by this policy. 

American with Disabilities Act, 28 CFR Part 35 
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V. Personnel 
 
5.1 Principals 

5.1.1 General Requirements - The DeKalb County Board of Education views each school Principal as 

the school leader who has a vision for the school and who must be able to convey that vision to 

the community. Principals are expected to have a clear sense of purpose, persistence, and self-

knowledge, to view themselves and others as perpetual learners, to have a love for their work, 

and to possess the ability to attract and energize people. Principals must convey high 

expectations for students, for staff, and for their own performance. In order to accomplish this, 

they must be adept at communication. The Principal is responsible for the administration and 

leadership of his/her individual school and is expected to supervise his/her total school program, 

including all members of his/her staff, in accordance with the policies of the Board of 

Education. Principals must possess a Masterôs Degree in School Administration and meet all 

requirements for accreditation by the Southern Association of Secondary Schools and Colleges.   

 

All Principals and assistant Principals will report at least thirty (30) minutes prior to the opening 

of the school day and remain not less than thirty (30) minutes after the close of the school day. 

Bus arrival time and completion of route will be a determining factor. All employees under 

contract for 10, 11 or 12 months will be on full-time duty during the summer months of their 

employment contract and at other times as the need exists with the exception of vacation time 

for those on a 12 month contract.   

 

High school Principals are employed for the period July 1-June 30 (twelve calendar months) 

and Elementary/Junior High Principals are employed for eleven scholastic months. Assistant 

Principals in K-12 schools are employed for ten months. 

 

Twelve months principals are to be on duty a minimum of 242 full working days per year, 

Monday through Friday, exclusive of approved holidays. Eleven months principals are to be on 

duty a minimum of 222 full working days per year, Monday through Friday, exclusive of 

approved holidays. 

 

Principals will be evaluated using the current instrument required by the State Department of 

Education. New Principals, employed after July 1, 2000, will receive contracts in line with 

Alabama state legislation. 

 

5.1.2 Duties and Responsibilities - Duties of the Principal include but are not limited to the following 

and those described in other sections of the policy manual. Principals are: 

 

a. To act as the school's primary instructional leader. 

b. To uphold and implement the policies of the Board of Education. 

c. To conduct frequent visits to classrooms in order to facilitate direct observations, 

evaluations (as required by the State of Alabama), and supervision of instructions, and 

other requests of the Superintendent and Board. 

d. To prepare and submit a class schedule to the Superintendent in line with faculty 

certification and all accreditation requirements and policies. 

e. To make equitable assignments of students among the teachers with regard to class and 

daily attendance in keeping with State required pupil-teacher ratios. 

f. To make all teaching assignments in line with certification requirements for the grade, 

subject, or level taught. 



 

68 

 

g. To assign no person to teach a class who has not been approved by the Board of 

Education. 

h. To make sure that all students receive instruction from an employed, certified teacher, 

whether in a classroom, lab, In-School Suspension program, or other school 

arrangement. 

i. To make sure that all teacher aides, regardless of whether or not they are certified, work 

under the supervision of a certified teacher, in line with State Board requirements. 

j. To recommend to the Superintendent, qualified applicants for the position of custodian, 

teacher aide, clerical aide, lunchroom manager or worker, and any other position as 

requested by the Superintendent. 

k. To recommend personnel for transfers within the school, and to sign placement 

questionnaires for employees in keeping with evaluations. The Principal will 

substantiate with documentation any recommendations for dismissal or conditional 

placement. 

l. To promote a professional atmosphere and attitude among all personnel. 

m. To see that the instructional program includes all subjects and requirements as directed 

by the State Department of Education and local Board of Education, including but not 

limited to the State Course of Study. 

n. To plan and conduct staff meetings, orientation; and in-service as required by policy, or 

as requested by Superintendent, and to ensure continuous growth for all personnel. 

o. To operate the school in keeping with policies regarding the length of the day and year, 

and to obtain approval from the Superintendent and/or Board for any changes or 

deviations from schedules, curriculum, or calendar. 

p. To select the best qualified substitute teacher available from a list of certified 

applicants. 

q. To see that all materials and equipment are kept in good condition and used 

economically. 

r. To maintain and report inventory of buildings including equipment and furniture, 

playground or athletic equipment. 

s. To provide adequate storage and protection for state-owned textbooks and to collect for 

lost or damaged books. To provide an adequate inventory of books and other materials 

as required by the Superintendent and Board of Education and in keeping with policies. 

t. To inspect the school periodically for fire hazards and other potential hazards, such as 

chemicals, electrical, oily rags, paper or trash, and to see that the school is abiding by 

all safety rules and regulations set forth by the Board of Education, the fire marshal, 

and the state insurance inspector. 

u. To make safety inspections of playgrounds, equipment, athletic facilities and bleachers 

prior to games and to report findings to Superintendent. 

v. To make sure that the school is maintained by the custodial staff to the satisfaction of 

the Superintendent and Board of Education. To submit a cleanliness checklist quarterly, 

in addition to a monthly maintenance report, on forms provided by the Superintendent. 

w. To work with the Transportation Supervisor on selection of bus drivers and 

determination of bus stops and bus routes, and to follow and implement policies as 

stated in the Transportation Policy Handbook. 

x. To handle bus discipline problems. (Drivers are to report problems to Principal as soon 

as necessary, either calling in on county-owned cell phone or making an oral report 

when arriving back at school, depending upon the seriousness of problem. If no action 

is taken and a second offense occurs, driver may make a written report to the 

Superintendent.) 
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y. To meet with local school patrons and citizens on occasion to discuss school programs. 

z. To be responsible for developing a program and to hold "Open House" on Parental 

Involvement Day as prescribed by Board of Education and Superintendent. 

aa. To sign necessary legal papers. 

bb. To be responsible for general management and discipline of the total school program as 

outlined in policies and in compliance with all state and federal regulations. 

cc. To make sure that all In-School Suspension programs follow Board policies and 

guidelines including approval by Principal of student placement in ISS.  

dd. To see that students are under the direct supervision of a certified teacher and have the 

opportunity to receive guidance services.  

ee. To investigate and report back to Superintendent all notices of improper use of Email, 

Internet access, computers or software and see that Copyright laws are followed. 

ff. To implement all policies as set forth by State and County Boards of Education as 

required. 

gg. To maintain accreditation standards set forth by the Southern Association and the State 

Department of Education. 

hh. To see that all personnel in the school are on duty when schools are open, work their 

required schedule, including planning period, as well as classes, and make sure that no 

employee deviates from the approved schedule without Board approval. 

ii. To see that attendance data is input correctly and in a timely manner, that all absences 

are recorded properly, and that the necessary reports are made, checked, and corrected 

prior to the last working day for personnel. Data is to be input daily as required by the 

State Department and records maintained in audit order. By the end of the school term, 

data shall have been input and verified through the 8th month and all but the last week 

of the term, prior to the close of school. Last minute adjustments can then be made on 

the workday. 

jj. To verify and sign off on student rosters when submitting the first attendance report. To 

make all reports in a timely manner, as accurately as possible, and to maintain and 

protect files and records for the school. 

kk. To see that free and reduced price lunch information, as well as grades and other 

private information, is protected. To see that confidential records are maintained by 

regular school employees who are answerable to the Superintendent and Board. 

 

5.1.3 Local School Accounting Procedures ï The Principal shall: 

a. See that any request for Board of Education payment of expenditure for the school is 

submitted correctly in keeping with requisition and purchasing procedures. 

b. Follow all rules and regulations pertaining to school accounting and to keep records and 

make reports in line with approved auditing procedures as stated or required by the 

Board, Superintendent, and state and federal agencies.  

c. Ensure that no local school funds are used for payments, bonuses, or supplements to 

personnel without express approval of the DeKalb County Board of Education. 

d. Ensure applicable funds are turned in to the Payroll Department. 

e. Keep receipts for all cash received. Secure and protect cash "bags" or "boxes." 

f. Deposit all receipts in bank and reconcile receipts with deposits at time deposit is made. 

Daily bank deposits will tend to eliminate the possibility of excessive losses of cash on 

hand due to fire, theft, etc. 

g. Make all disbursements by check. 

h. Do not make checks payable to "cash." Principals shall not make checks payable to 

themselves. 
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i. Obtain bank statements and canceled checks from the bank at the close of each month 

and reconcile bank account monthly. 

j. Keep receipts of school funds and lunchroom funds separate at all times. Do not make 

transfers from one fund (or loans) to the other. 

k. Secure proper invoices or supporting evidence for all disbursements. Use the Standard 

Invoice Form, if no invoice is furnished by the vendor. Make sure that the invoices are 

properly signed. 

l. Include total receipts of all school activities in the school fund and make all 

disbursements by check. Do not record only the profit received. 

m. Segregate receipts and disbursements on General Ledger so that the balances can be 

determined for various school organizations, clubs, classes, activities, etc., on deposit in 

the school fund. 

n. Include with the monthly financial reports to the Superintendent a list of all unpaid 

bills, along with the dates these bills were incurred. Monthly reports are due by the 15th 

of the month following reporting month. 

o. Tickets for Athletic Games: Follow directions by the Examiners of Public Accounts. 

All leftover tickets on rolls are to be saved and secured. Use numbered tickets and 

numbered receipt records for all school events where admissions are charged. At least 

two employees shall count proceeds and verify amount. A report of ticket sales and 

money must be turned in to Principal. Counters shall sign off on receipt changes to 

Principal. 

p. Use all prescribed accounting forms and records. Principals, as well as all other 

employees of the school system, must use a pre-approved Purchase Order numbering 

system for all purchases paid from school funds of any source with the exclusion of 

lunchroom funds and teachers using an approved Debit Purchase Card/PO. 

q. Use the revised uniform system of local accounting for all school funds following 

guidelines set by the Alabama State Department of Education. 

r. Be prepared to make annual financial report for period ending September 30 of each 

year as early as possible in order for reports from all schools to be checked, corrected if 

necessary, and combined for state report. 

s. Fall billing (delayed) is prohibited. Payment should be made within 30 days of receipt 

of merchandise or supplies. 

t. Old debts should be paid as promptly as possible. If unpaid for more than 90 days, 

explanation should be attached to next financial statement. Do not authorize a purchase 

when funds are not sufficient to foresee prompt payment. 

u. Purchases with school funds are to be made in keeping with bid prices, following bid 

law, when available. 

v. No salaries, bonuses, or supplements shall be paid directly to employees from the local 

school General Fund or Child Nutrition funds. Checks payable to the DeKalb County 

Board of Education are to be submitted with Principal's payroll for all locally funded 

(Board approved) salaries. 

w. Matching Social Security (at the present rate) must be submitted with Principal's 

payroll for all part-time employees. 

x. Requests for Board payment of any expenditure by a school or an individual must be 

submitted in writing by the Principal and have approval of the Board prior to payment. 
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y. With the exception of teacher supply fund purchases made with an approved Debit 

Purchase Card/PO, teachers, as well as all other school system personnel, are required 

to clear with the Principal or Superintendent, as applicable, and secure his/her approval 

in writing in the form of a purchase order or requisition, using a P.O. number and 

dating system, before obligating the school to payment of any time or service. 

z. Purchase items from the state bid list, when available, when using school funds. It is 

recommended that at least three quotes be obtained through a sealed bid process for all 

other items in order to obtain the best price even though said items are under the bid 

limit. 

aa. Principals, whose employment is to terminate by June 30 of a given year, should be 

careful in making purchases or obligating the school for payment beyond July 1 of that 

year. 

bb. Principals will follow all guidelines, policies and directives from the Superintendent 

and Board of Education regarding school funds management. 
 

5.1.4 School Mission and Goals - The DeKalb County Board of Education requires that all schools 

with the leadership of the principal establish a written mission and goals, in line with the 

Board's mission and goals, and annual goals for improvement, with the assistance of the staff, 

students, parents, and others, and disseminate this information to the school community. 
 

5.2 Employee Qualifications and Duties 
5.2.1 General Requirements ï Employees have a duty to perform their jobs responsibly and in a 

conscientious manner.  In addition to any specific job requirements set forth in job descriptions 

or elsewhere, employees are expected to meet the following general performance and service 

standards: 

a. The Board of Education is in agreement that all employees have the responsibility for 

reading and becoming familiar with policies and shall adhere to the policies. 

b. Employees are required to be punctual and to attend work regularly. 

c. Employees are required to perform the duties and responsibilities that are assigned to 

them by the Board, the Superintendent, or their supervisor(s). Such duties and 

assignments may extend beyond or outside the instructional day and may include off-

campus functions, events, and activities. An effort shall be made to honor employees' 

preferences in assignments if training, experience, and qualifications are equal. 

d. Employees are expected to treat all students, co-employees, visitors, and guests of the 

Board with respect. Employees are expected to demonstrate moderation, restraint, and 

civili ty in their dealings with others and, in general, to serve as appropriate role models 

for students in their behavior and demeanor. 

e. Employees are required to obey all laws, ordinances, Board policies, supervisory 

directives, and other pertinent authority while carrying out duties for the Board. 

f. Employees whose duties include the instruction or supervision of students must provide 

effective supervision, discipline, organization, and instruction of the students. 

g. Employees must complete and submit required reports accurately and in a timely 

fashion. 

h. Employees must respect, protect, and exercise due care in the handling, use, and 

operation of Board property and equipment. 

i. Employees shall at all times maintain appropriate, ñprofessionalò demeanor from 

students and shall not engage in conduct including communication of any kind that 

constitutes, solicits, or suggests sexual, romantic, or inappropriately familiar 

interaction with students. 
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j. Employees are required to report to work or to school functions in attire that is 

appropriate to their position and the nature of the function and that is in keeping with 

generally accepted standards of decorum and professionalism. Service and other 

employees who are issued uniforms shall wear uniforms when required. 

k. Employees shall promptly disclose to the Board any fact that would disquali fy them 

from employment or that renders them unable to perform their essential job functions. 

l. The Board of Education shall not prohibit outside employment by an employee.  

Under no condition, however, will the Board permit outside work by an employee to 

interfere with his efficiency in carrying out his responsibilities.  The Board reserves 

the authority to deny any employee the privilege of working at another job if such 

employment lessens or interferes with the employee's efficiency and work in his 

assigned duties. 

 

5.2.2 Special Requirements  

a. Work Schedules (Teachers) ï Each certified employee of a school (with the exception 

of Principals who are to report in accordance with policy) is to report to work at least 

fifteen (15) minutes prior to the opening of the school day. Said employees shall 

remain at the school for at least fifteen (15) minutes after the close of school each 

day. The schedule may vary for employees who have been assigned duties by their 

supervisor that require an adjustment in this schedule. Certified employees that are 

employed by 21st Century, Extended Day, Supplemental Educational Services 

Providers, and other after school programs will adjust their schedule as follows: 

Certified employees employed in after school programs will be allowed to begin 

serving students in the after school program as soon as students are dismissed from 

the regular school day. However, compensation for activities within the after school 

program will not begin until 15 minutes after students are dismissed from the regular 

school day. 
 

b. Work Schedules (Support Personnel, Central Office Staff, and Administrators)- The 

Superintendent is authorized to establish work schedules, including minimum work 

times, for support personnel, central office staff, and administrators. Eleven and 

twelve month employees, (Principals, supervisors, and coordinators), on an 

administrative salary schedule, are required to work the full day or until offices close 

at 4 p.m. 
 

c.  Professional Certifi cation ï In addition to requirements established by the State 

Board of Education and the pertinent job description, professional employees must 

hold a degree from an accredited college or university and hold a current, valid, and 

properly endorsed Alabama Teacherôs Certifi cate, which will be maintained in the 

Superintendentôs office. A teacher who has completed the certifi cation process but 

has not received the certifi cate may be employed on tentative or temporary 

compensation pending verification of certifi cation from the State Department of 

Education. Upon receipt of such verification, appropriate adjustments will be made to 

the teacherôs salary.  If a teacher earns a higher certifi cate that merits increased 

compensation under the approved salary schedule, any salary increase will become 

effective upon certifi cation from the State Department of Education. 
 

d.  Substitute Teachers ï Substitute teachers must, at a minimum, possess a high school 

diploma and valid and current Alabama Substitute Teacherôs Certifi cate or Alabama 

Teacherôs Certif icate. 
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e.  Teacher Aides ï Teacher assistants must, at a minimum, possess (i) a high school 

diploma or its equivalent; (ii) a two year diploma from a college or university (or the 

equivalent hours) or pass the Work Keys Assessment; and (iii) a certifi cate from the 

State Department of Education verifying a ñclearò status resulting from a background 

check. 

 

f.  Bus Drivers ï In addition to the requirements established by the State Board of 

Education, a bus driver must:  (i) hold a valid commercial driverôs license, (ii) 

complete a minimum of twelve (12) hours of approved instruction in school bus 

driving,  (iii) satisfactorily complete a written examination driverôs performance test 

approved or administered by the State Department of Education of State 

Superintendent, (iv) complete additional Board requirements as required by the 

Superintendent or his designee.  A bus driver must also meet any requirements of the 

entity providing the Boardôs automobile liability coverage. 
[Reference: ALA. CODE §16-27-4 (1975)]  

 

5.2.3 Dress Code for Adult Personnel ï In keeping with the professional expectations of the     

DeKalb County Board of Education, DEA, and ESPO, employees will: 

a. Act and dress as professionals. 

b. Set a good example for the youths they teach and serve. 

c. Remember that children and teenagers are impressionable. 

d. Be good role models. 

e. Always be clean, neat, and dressed appropriately for the profession. 

f. The Board recognizes that at times it is necessary for shop personnel, P.E. personnel, 

and lower elementary personnel, to wear clothing appropriate for their activities. 

However, every effort should be made to change to more conventional clothing at the 

earliest opportunity. 

g. Under no circumstances should personnel violate any dress code required for high 

school students 

 

5.2.4 Tobacco Use Prohibited ï No smoking or use of tobacco products of any kind, is permitted in 

school buildings, offices, buses, on campus, or at any school functions, athletic or other, 

whether on or off school property. School gymnasiums and lobbies are included in this 

prohibition, and signs are to be posted for visitors. This policy is to be enforced uniformly, on a 

county-wide basis, at all school events, regardless of the time of day. This tobacco ban applies 

to all students, employees, visitors, and volunteer assistants. Employees of the DeKalb County 

Board of Education are prohibited from use of tobacco products (cigarettes, snuff, chewing 

tobacco, etc.) while on school Board owned or operated property. This ZERO TOLERANCE 

mandate includes extra-curricular school activities held after school hours during the time the 

employee is in charge of supervising students, whether on or off school campus, or in transit 

with a student group, team or club.  

Failure to adhere to this policy will result in the employee receiving the following: 

a. First Offense: Verbal Warning: 

b. Second Offense: Written Warning 

c. Third Offense: Referral to the DeKalb County Board of Education for possible 

termination based on insubordination. 

 

5.2.5 Code of Ethics ï The DeKalb County Board of Education expects all employees to conduct 

themselves in an ethical manner.  
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5.2.6 Conflict of Interest ï The DeKalb County Board of Education shall prohibit any employee of 

the school district from having any pecuniary interest, directly or indirectly, in supplying books, 

maps, school furniture, or apparatus for the schools, or to act as agent, for any author, publisher, 

bookseller, or dealer in instructional, athletic, graduation, dub, or food service supplies or 

equipment for the schools. 

 

5.2.7 School Volunteers ï The DeKalb County Board of Education recognizes that volunteers can 

make many valuable contributions to the schools. Therefore, the Board may permit a volunteer 

program in the district, subject to suitable regulations and safeguards, to be promulgated by the 

Superintendent or staff in cooperation with the schools. The activities of school volunteers shall 

be continually monitored to assure proper management of their services. Volunteers shall not 

have direct supervision of students. Volunteers, since they are not employed or under contract 

by the system, shall not instruct a class for credit or have total supervision of students. All 

volunteers must wear an Identification Badge provided by the school. Coaching volunteers for 

all sports may not represent or speak for the team or school. Fingerprinting is required for all 

volunteer coaches involved in the coaching of AHSAA sponsored sports teams. 

 

5.2.8 Lesson Plan/Modification ï The DeKalb County Board of Education requires the development 

of lesson plans by each teacher. Daily plans shall be developed a week in advance for a three-

week period. It shall be the responsibility of each Principal to see that the teachers under his/her 

supervision prepare lesson plans, Supervisors of instruction shall be available to assist teachers 

in developing effective and acceptable plans when this service is requested. Lesson plans must 

be made available for substitutes. Lesson plans shall be available for inspection by the 

Principal. The Superintendent shall instruct Principals and other supervisory personnel to 

review lesson plans periodically. Teachers shall follow the state course of study, local scope and 

sequence and curriculum guides, as available. Lesson plans shall include, but not be limited to, 

objectives, grouping arrangements and instructional techniques to accommodate different 

learning styles of students, materials and equipment needed and method of assessment.  

 

5.2.9 Anti-Harassment - The Board strictly prohibits harassment of any person or group of persons on 

the basis of a legally-protected characteristic or status. These include, but may not be limited to, 

race, color, religion, sex, pregnancy, national origin, citizenship, age, disability, genetic 

composition or background, FMLA activity, military service or veteran status, and participation 

in legally-protected activities. Every employee is expected to uphold this policy and is 

responsible for maintaining a respectful and professional educational and work environment. 

When proper notice is provided, the Board will investigate allegations of Prohibited 

Harassment, as defined herein, and will take appropriate disciplinary action where warranted. 

 

a. Definition of Prohibited Harassment - Prohibited Harassment is unwelcome verbal, 

physical, visual or other conduct directed against any person or group, based upon 

characteristics or activities protected by federal or state law that has the purpose or effect of 

unreasonably interfering with an individual's working environment or work performance or 

creating an offensive, demeaning, or intimidating environment for that person or group of 

persons. Harassment may not be unlawful by applicable legal standards unless it is severe 

or pervasive. However, any Prohibited Harassment shall constitute a violation of this policy 

and may result in appropriate disciplinary action. 

b. Examples of Prohibited Harassment - The following are examples of conduct that may 

constitute discriminatory harassment: 
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Å Verbal harassment may include but is not limited to epithets, derogatory comments 

or slurs based upon one of the characteristics or status listed above. 

Å Physical harassment may include but is not limited to assault, unwanted touching, 

impeding or blocking movement, or any physical interference with normal work or 

movement, when directed at an individual because of an individual's protected class 

or status. 

Å Visual forms of harassment may include but are not limited to derogatory posters, 

cartoons or drawings based upon an individual's protected characteristic. 

Å Sexual harassment, as one example of Prohibited Harassment, is defined as any 

unwelcome sexual advances, requests for sexual favors, or other verbal or physical 

conduct of a sexual nature, because of an individual's sex, when: 

1. submission to such conduct is an explicit or implicit condition of 

employment; 

2. submission to or rejection of such conduct is used as the basis for 

employment decisions; or 

3. such conduct has the purpose or effect of unreasonably interfering with the 

individualôs work performance or creating an intimidating, hostile, or 

offensive working environment.  

c. Employee Complaint Resolution 

Å Reporting - When an employee feels that he or she has been subjected to Prohibited 

Harassment, or observes or is otherwise aware of an incident he or she believes to 

be Prohibited Harassment, the employee must report the matter immediately in the 

manner set out below. 

Å Informal Reporting - Under no circumstances should an employee pursue resolution 

of a potential Prohibited Harassment situation through informal reporting only. 

Although employees are encouraged to work together to resolve differences, and 

while reports to first-line supervisors may be helpful, the Board cannot properly 

oversee and investigate a situation without proper notice in the manner set out 

below. Informal complaints to co-workers and reports to first-line supervisors will 

not comply with this policy and cannot provide notice to the Board of the problem. 

Employees MUST follow the complaint procedure set out below. 

d. Complaint Procedure 

Å Persons Responsible for Receiving and Investigating Complaints - The 

Superintendent is responsible for adjudicating complaints regarding Prohibited 

Harassment. The Superintendent designates an Assistant Superintendent as the 

person responsible for receiving reports of alleged Prohibited Harassment. All 

complaints should be voiced directly to an Assistant Superintendent. An Assistant 

Superintendent can be reached at Central Office or Annex. However, under no 

circumstances will an employee be required to present the complaint to the person 

who is the subject of the complaint, nor will the complaint be adjudicated by the 

person who is the subject of the complaint. Accordingly, if the complaint concerns 

an Assistant Superintendent, the complaint may be made to a different Assistant 

Superintendent, directly to the Superintendent, or if the Superintendent is the 

subject of the complaint, directly to the Chairman or Vice-Chairman of the Board. 

Å  Complaint form, contents - Complaints should be made in writing, signed by the 

complainant, and should fully describe the circumstances surrounding the alleged 

Prohibited Harassment. Harassment complaints that cannot be made in writing 

should be memorialized by an Assistant Superintendent or other appropriate 

recipient of the complaint. 
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Å Investigation ï The Human Resources Director and the Superintendent or other 

appropriate recipient of the complaint will promptly investigate the complaint, 

review the results of any investigation with legal counsel or other appropriate 

officials, make any findings that are supported by the investigation, and recommend 

appropriate action based on these findings. The complainant will be informed in 

writing of any action that is taken as a result of the investigation. 

Å Review by the Superintendent and the Board - A complaining party who is not 

satisfied with the investigation or resolution of the complaint may request that the 

Superintendent take additional or different action or present the complaint to the 

Board for its review and action. In such case, the Board will render a final decision 

as soon as practicable 

e. Confidentiality - To the greatest extent practicable, reports of Prohibited Harassment will 

be kept confidential; however, complete confidentiality cannot be guaranteed because it is 

critical that the Board conduct a full and fair investigation. 

f. Retaliation Prohibited - No retaliation or adverse action may be imposed as a result of a 

good faith complaint or report of harassment. If any employee believes he or she has been 

subjected to retaliation or adverse action as a result of a complaint, the employee must raise 

that concern in the same manner as set out in this policy. If the employee feels that the 

person retaliating or otherwise taking adverse action against him/her is the same person to 

whom he/she is to report such matters, then he/she may proceed directly to an Assistant 

Superintendent, the Superintendent, or the Chairman or Vice-Chairman of the Board, as the 

circumstances may require. 

g. Penalties for Violation - Any employee who violates the terms of this policy or who 

impedes or unreasonably refuses to cooperate with a Board investigation regarding 

allegations of Prohibited Harassment will be subject to appropriate disciplinary action, up 

to and including termination. 

 

5.2.10 Child Abuse ï In accordance with State law, teachers MUST report any known or suspected 

cases of child abuse to the Department of Human Resources, not to the school Principal. 

Although it is preferred that a representative of the Department of Human Resources be present 

during police interrogation, the Principal, the assistant Principal, or any faculty member that the 

child requests may serve as a substitute for parents. 

 

 

5.2.11 Sexual Abuse Policy 
a.  DeKalb County Schools educators and other employees deemed necessary by administration will 

attend a mandatory training on: 

¶ Recognizing signs of child sexual abuse 

¶ Mandatory reporting 

¶ One to One situational awareness 

b.  Elementary Teachers, counselors, nurses, and health teachers will educate students about personal 

safety by: 

¶ Using the recommended Child Personal Safety Curriculum. 

¶ Inviting outside professional agencies to provide additional programs regarding personal safety/ 

abuse awareness to be shared with our students. 
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5.3 Equal Employment Opportunity 
It shall be the policy of the DeKalb County School System to recruit and select for employment the best 

qualified applicant for each position within said system, when possible, without regard to religion, race, 

creed, or color. No person shall be denied employment solely because of sex, age, marital status, or 

disability. 

 

5.4 Hiring  
 

5.4.1 Application Procedures ï Job applicants for all positions must file an application with the 

DeKalb County Board of Education.  Applications must be completed in full. All in formation 

provided in the application must be truthful. Any misrepresentation of a material fact on an 

employment application may disquali fy the applicant from consideration for the position and 

may subject an employee to adverse employment action, including termination. 

 

5.4.2 Qualifications ï Applicants must meet the minimum qualifications of the position as provided 

in Board policy, the job description for the position, the posted advertisement for the position, 

or as may otherwise be established by the Board, applicable law, or regulation. Applicants must 

hold such degrees, licenses, certifi cates, and like credentials as may be necessary, appropriate, 

or customary for the position in question. It shall be the responsibility of the teacher to submit 

the certificate to the Superintendent's office. The Board of Education may impose additional 

qualifications for positions authorized as they may require. Out-of-field teachers, employed on 

an emergency basis, will be required to earn a minimum of six semester hours each year until 

complete certification has been achieved, preferably within three years, in keeping with state 

recommendations. Anyone who fails to obtain the required credit will not be re-employed. All 

employees, new to the system (full-time, part-time or substitute) must be fingerprinted, unless 

they have been printed and cleared through the State Certification Department within the last 

two (2) years. Applications for any position must be completed correctly. Applications 

containing medical sections must be completed by a physician to be considered complete.  

 

It is recognized by the Board of Education that the above qualifications are set up to promote 

minimum standards. Therefore, it is the policy of the Board of Education to employ persons 

who exceed these minimum requirements whenever possible. Applicants residing within the 

county shall be given consideration when all experience and qualifications are equal. 

 

5.4.3 Hiring Authority ï The Board is responsible for making all final hiring decisions, and no hiring 

decision is official, final, or effective unless and until it is approved by a vote of the Board.  No 

principal, administrator, supervisor, or other employee has authority to hire an applicant without 

Board approval or to commit the Board to specific action regarding employment.  

It shall be the duty of the Superintendent to recommend in writing to the Board of Education for 

election the applicant who, in his professional judgment, is best qualified for the position. The 

Board of Education may then vote to employ or not to employ the applicant recommended by 

the Superintendent. If the Board of Education does not accept the recommendation, the 

Superintendent may make another recommendation. Principals are encouraged to refer 

applicants for support positions. 

 

5.4.4 Job Posting ï The posting of job vacancies will follow legislation and all applicable rules and 

regulations and by posting jobs for seven (7) days during the school year and fourteen (14) days 

during the summer. Any newly created jobs and administrative jobs shall be posted 14 days 

during the year. 
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5.4.5 Job Descriptions ï A job description shall be discussed with each employee upon initial 

employment or when there is a change in position. A job description shall be prepared for each 

category of the Board of Educationôs approved salary schedule. Copies will be kept on file in 

the Central Office. 

 

5.4.6 Nepotism ï DeKalb County Board of Education will follow all State and Federal laws 

concerning nepotism. 

 

5.5 Probationary Employment ï Tenure 

 

5.5.1  Probation/Teachers ï In accordance with the requirements of the Students First Act of 2011, 

each teacher shall serve a probationary term of three years ï a teacher shall attain tenure upon 

the completion of three (3) complete, consecutive school years of full-time employment as a 

teacher with the same employer unless the governing Board approves and issues written notice 

of termination to the teacher on or before the last day of the teacherôs third consecutive, 

complete school year of employment. A probationary teacher whose employment or 

reemployment is effective prior to October 1 of the school year and who completes the school 

year shall be deemed to have served a complete year. 

Any teacher who has attained continuing service and who is promoted to Assistant Principal or 

Supervisor shall serve for three (3) consecutive contract years as assistant Principal or 

supervisor before gaining continuing service status in said capacity. Teachers with tenured 

status shall not lose their continuing service as a teacher during this process. New Principals 

employed after 7-1-00 will follow new state contract provisions. 

 

5.5.2 Probation/Support ï In accordance with the requirements of the Students First Act of 2011, a 

probationary classified employee attains non-probationary status upon the completion of three 

complete, consecutive school years of full-time employment with the same employer unless the 

governing body of the employer approves and issues written notice of termination to the 

employee on or before the fifteenth day of June immediately following the employeeôs third 

consecutive complete school year of employment. A classified employee whose employment or 

reemployment is effective prior to October 1 of the school year and who completes the school 

year shall be deemed to have served a complete year. 

 

5.6 Promotion 

The DeKalb County Board of Education shall consider and determine all promotions of employees 

based upon the recommendations of the Superintendent. Certificated persons who are interested in 

administrative and supervisory positions shall make their wishes known by filing written applications 

in the Superintendent's office. All employees considered for promotion must possess the appropriate 

certification issued by the State Department of Education for said position. 
 

5.7 Suspension 

The DeKalb County Board of Education may suspend or dismiss any person in its employment for the 

following reasons: 

¶ immorality 

¶ incompetence 

¶  insubordination  

¶ neglect of duty  

¶ failure to perform duties  
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¶ other good and just cause. 

 

5.8 Reassignment of Teachers 

The Superintendent may reassign a teacher to any grade, position, or work location within the same 

school, campus, or instructional facility. A tenured teacher must be provided with written notice no 

later than the twentieth calendar day after the first day of classes for students. A tenured teacher may 

not be involuntarily reassigned more than one time in a school year. 
 

5.9 Transfers 

5.9.1 Voluntary ï The Board may grant a requested transfer if the employee so requesting said 

transfer possesses the certification, experience and other qualifications required for the position 

where such position exists. All requests for voluntary transfers shall be carefully considered and 

reviewed on a nondiscriminatory basis. Transfers of teachers during the school term shall be 

prohibited, including voluntary transfers except in case of extraordinary circumstances and 

majority vote of the Board. 
 

5.9.2 Involuntary ï A tenured teacher may be transferred within the school system to any grade or 

position for which the employee holds appropriate certification. The transfer must be without 

loss of or reduction in compensation. The tenured teacher must be provided written notice of the 

proposed transfer no later than the twentieth calendar day after the first day of classes for 

students. A tenured teacher may not be involuntarily transferred more than one time in a school 

year. A tenured teacher must be afforded the opportunity to meet with the Board of Education. 
 

5.10 Cancellation of Contract 

Any cancellation of contract by the Board will be in keeping with the Code of Alabama, Chapter 24, 

Title 16, the Students First Act and all professional and ethical procedures. 
 

5.11 Resignation 

The DeKalb County Board prohibits any employee, whether on continuing service status or not, from 

canceling his contract during the school term for which said contract is in effect, or for a period of 30 

days prior to the beginning of such school term, unless such cancellation is mutually agreed upon. Any 

employee shall be permitted to cancel his contract at any other time by giving five days written notice 

to the Board. Any such employee canceling his contract in any other manner than herein provided shall 

be deemed guilty of unprofessional conduct. The State Superintendent by authority of Section  

16-24-11, Code of Alabama, is authorized to revoke or suspend a teacher's certificate. 

 

5.12 Retirement 

All regular (4 hours or more per day) employees must join the Retirement System. Current deduction is 

7.5% of gross pay for Tier 1 and 6% for Tier 2. The following is not required but the information is 

provided for the employee's benefit: For retirement to become official June 1 with payment at the end 

of the month or July 1, the application must be filed before April 30. A delay to May 30 will mean the 

employeeôs retirement would become official on July1 and their first retirement check would be August 

1. The choice of delaying receipt of retirement checks is the option of the employee. The retirement 

system (RSA) determines the yearly retirement credit for all DeKalb County Board of Education 

employees. All questions should be directed to Payroll at the Central Office. 

 

5.13 Supplemental Duties 

Compensation in the form of supplements may be paid for non-instructional supplemental duties in 

accordance with rates specified or established for such duties in the Boardôs official salary schedule. 

Such duties include coaching and sponsorship of athletic support organizations (e.g., cheerleaders, flag 
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teams, drill teams) as well as scholastic support activities (e.g., yearbook, service clubs, academic 

honoraries). Such supplemental duties are considered additional nonteaching assignments to be made 

and approved on an annual basis or otherwise as the needs of the school require.  Such supplemental 

duties are not considered to be a part of a teaching contract or appointment, and no tenure, continuing 

service status, non-probationary status, or contractual right to continued employment or compensation 

for such supplemental assignment will be recognized or implied in the absence of a separate written 

contract of employment providing for such rights. 

 

5.14 Employee Conflicts of Interest 

Employees may not use their offices or positions for personal gain and must adhere to applicable 

provisions of the Alabama Ethics Law.  Employees may only engage in outside employment under the 

following terms and conditions: 
 

a. Employees will not engage in outside business activiti es or render any service for 

another employer during such time as duties and responsibilities have been 

assigned by the Board; 

b. Employees will not accept outside employment that would interfere with or impair 

the abili ty of the employee to perform duties as a Board employee effectively; 

c. Employees may not accept work that could compromise the employeeôs independent 

judgment in the exercise of duties for the Board; 

d. Employees may not use or disclose confidential information acquired through Board 

employment for their personal gain or for the benefit of a third party. 

e. The DeKalb County Board of Education prohibits any one employee from holding 

more than one full-time position within in the system. 

 

5.15 Employee Evaluations 

5.15.1 Certified Personnel ï Certified employees will be evaluated in accordance with an evaluation 

program approved for use by the state or local board of education.  Contract principals will be 

evaluated in accordance with rules, regulations, and requirements promulgated by the State 

Department of Education or as may otherwise be permitted by law. 
 

5.15.2 Non- Certified Personnel ï Non-certified personnel will be evaluated in accordance with criteria 

and procedures to be developed by the Superintendent and approved by the Board. When 

recommending support personnel for continued employment, the Principal shall evaluate 

employees once each year and no later than March 31, using the approved instrument. 

 

5.15.3 Use of Evaluations in Connection With Employment Decisions ï Employment evaluations may 

be considered in making employment decisions, together with such other information and 

considerations as may reasonably bear upon the wisdom, necessity, or advisability of the 

employment decision.  However, employment evaluations are intended to enhance the overall 

quali ty of the school systemôs instructional program and are not intended to confer, constitute, 

or give rise to any individual right, entitlement, or enforceable expectation of continued 

employment or advancement. Accordingly, except as may be specif ically provided otherwise in 

state law applicable to ñcontract principals,ò employees do not acquire any employment right or 

right of legal action based on any actual or alleged failure on the part of the Board or the 

evaluator to follow specific evaluation policies, regulations, or procedures. 

 

5.15.4 Special Evaluation Situations ï The Superintendent, the Chief School Financial Officer, and 

other employees who serve in positions of special trust or sensitivi ty may be evaluated by such 

means as the Board deems appropriate and as may be permitted by law or applicable regulation. 
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5.15.5 Exempt Personnel ï Except when required by law or contract, temporary, substitute, and 

occasional employees, or employees appointed to supplemental positions (e.g., coaches, 

extracurricular activi ty sponsors) will not be formally evaluated in those roles. 

 

5.16 Personnel Records 

5.16.1 Content of Personnel Files ï The DeKalb County Board of Education shall maintain a uniform 

system of personnel records for all employees. It shall be the responsibility of the 

Superintendent and/or his designees to supervise and to keep the records updated and 

complete. It shall be the duty of employees to furnish the personnel office with teaching 

certificates, health examination reports, transcripts, official statements of degrees and similar 

data.  

 

5.16.2 Confidentiali ty ï All information contained in an employee's records shall be considered 

confidential and shall not be transmitted to outside agencies or persons without written 

approval by said employee, or as subpoenaed by legal authority. 

 

5.16.3 Access to Personnel Files ï Board members, the Superintendent, Board  

administrators (including principals), employees of the Human Resources Department, and 

other persons whose duties reasonably require access to personnel fil es are authorized to 

view, copy, and use the contents of personnel files for purposes that are required by or in 

keeping with their official duties on behalf of the Board. Each employee shall have the right 

to examine his personnel records upon request and contest any material that may be 

included. The employee will be made aware of any derogatory comments that are placed in 

his/her personnel file. 

 

5.17 Substitute ï Teachers 

5.17.1 General ï The DeKalb County Board of Education shall approve a list of qualified individuals 

to serve as substitute teachers within the school district. The Superintendent or his designee 

shall prepare the list, assuring that all those listed are properly certified. Principals or their 

designated representatives shall secure the best qualified person, with regard to education and 

experience, from the approved list in case of absence of a regular teacher. All new substitute 

teachers must have an application on file, be fingerprinted, hold a valid teacher or substitute 

certificate, and complete all necessary paperwork, including an I-9 form, to be filed in the 

Superintendentôs Office prior to payment. It shall be the responsibility of the Principal and the 

regular teacher to ensure that the substitute teacher has the necessary instructions and 

materials to teach effectively, including textbooks, lesson plans, class rolls, schedules and an 

outline of local school procedures. The substitute teacher, a temporary employee, shall 

provide the regular teacher with a brief report on the day's activities. A substitute employed 

for a teacher for more than two weeks shall be approved by the Superintendent. A certified 

teacher shall be obtained when the regular teacher is to be out for more than two consecutive 

weeks. A substitute may be employed for one half-day or more. All teacher absences must be 

reported regardless of whether or not a substitute was employed. 

 

5.17.2 Compensation ï Substitute teachers shall be paid according to the most recently Board 

approved salary schedule for substitute teachers. Emergency contract teachers employed when 

a teacher is on leave without pay will be paid according to certificate and experience, if 

certified for the position, when there is an agreement prior to employment and such has Board 

approval. No employee is permitted to subcontract with a substitute. 
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5.18 Substitute ï Support Personnel 

Support substitutes are contacted through AESOP or school Representative when necessary. All 

substitutes must apply at the Central Office. Applicants must be fingerprinted, have an application, 

certificate, I-9 and other necessary paperwork on file in the Superintendent's Office prior to payment. 

Support applications that contain medical sections must be completed by a physician, to be considered 

complete. Incomplete applications will not be accepted. Support substitutes shall be paid according to 

the most recently Board approved salary schedule for support substitutes.   

 

5.19 Employee Leave 

5.19.1 Work Attendance and Essential Job Function ï Punctual, regular attendance is an essential 

job function of every job and position, and employees are expected to report to work when 

scheduled to work and to remain at work each working day. 
 

5.19.2 Absences ï Except as otherwise authorized under Board policy, employees may be absent 

from work only in the following circumstances: 

¶ Sick leave 

¶ On-The-Job injury leave Personal leave 

¶ Vacation leave 

¶ Professional leave 

¶ Military leave 

¶ Court leave 

¶ Catastrophic leave 

¶ Bereavement leave 

¶ Unavoidable leave 

¶ Maternity leave 

¶ Family Medical leave 

¶ Leave of Absence 

¶ Election leave 

¶ and any other method approved in policy and by the Board. 

 

5.19.3 Absences Require Notice ï Employees who know in advance that they will be absent from 

work must notify the Board of the expected absence in accordance with procedures specified 

by the Superintendent or the Board.  In the event of an emergency or incapacity that makes 

advance notice impractical, employees must notify their designated supervisor of their 

absence as early as possible.  Except as otherwise provided or permitted, an employee who is 

absent from work without approved leave will be considered absent without leave in 

violation of Board policy and subject to appropriate disciplinary measures. Employees who 

are approved for paid leave or absences will be paid at the regular daily rate of pay; 

however, a day of paid leave or absence will not be counted as a day worked for the 

purposes of computing overtime under the Fair Labor Standards Act. Pay will be reduced on 

a pro rata basis for leaves or absences not covered by sick, vacation, personal, or other 

appropriate form of paid leave. The continuation of benefits during an approved absence is 

subject to the provisions of the particular benefit policy or plan. 

 

5.19.4 Sick Leave 

a. Persons Eligible for Paid Sick Leave ï All regular full time employees are eligible to 

accrue (earn, accumulate) paid sick leave. 

 



 

83 

 

b. Earning and Accumulation of Paid Sick Leave ï All eli gible employees earn sick 

leave days at the rate provided for in state law.  Eligible employees may accumulate 

sick leave as provided by state law. 

 

c. Use of Sick Leave ï Eligible employees may only use paid sick leave for absences 

caused by the following: 

Å Personal illness; 

Å Bodily injury which incapacitates the employee; 

Å  Death in the immediate family of the employee (husband, wife, 

father, mother, son, daughter, brother, sister, father-in-law, mother-in-

law, son-in-law, daughter- in-law, nephew, niece, granddaughter, 

grandson, grandfather, grandmother, uncle and aunt). Where 

unusually strong personal ties exist because of an employee's having 

been supported or educated by a person of some relationship other 

than those listed, this relationship may be recognized for leave 

purposes. In such cases the teacher concerned shall file with the Board 

of Education a written statement of the circumstances which justify an 

exception to the general rule;  

Å Attendance to an ill member of the immediate family (husband, wife, 

father, mother, son, daughter, brother, sister,(or others with close ties) 

of the employee or a person standing in loco parentis. 
      [Reference: ALA. CODE §16-1-18.1 (1975)] 

Employees of the school district shall be eligible to earn sick leave at the rate of one day for 

each month of service. Employees may accumulate any unused sick leave. In no case shall sick 

leave be used until it has been earned. Upon proper verification of the previous employer, 

personnel employed by the Board of Education may transfer all accumulated sick leave from 

another school district or approved state agency in Alabama. The intent of the following 

statement is to impress upon employees the seriousness of incorrect claims for sick leave. Sick 

leave is not to be abused by employees. While personal leave may be used for sick leave, sick 

 leave cannot be used for personal leave. To do so is to obtain salary under false pretenses, or 

fraud, and the employee is subject to immediate dismissal and prosecution. When a regular 

full-time employee retires, any accumulated sick leave will be added to service time if eligible 

for retirement. 

d. Certification ïIf the employeeôs principal or supervisor has probable cause to believe 

that an employee has abused or misused sick leave, a physicianôs statement verifying 

the existence of a medical condition may be required by the Superintendent or his 

designee. Abuse of sick leave may subject the employee to disciplinary action. 

 

5.19.5 On-The-Job Injury Leave ï On-The-Job Injury includes an accident or injury to an employee 

that occurs in the course of performing job duties for the Board or when the employee is 

directed or requested by the employer to be on the property of employer and which prevents 

the employee from working or returning to the job. Employees who are accidentally injured 

on the job may be approved for paid ñon- the-job injuryò leave without using sick days, 

provided that: 

a. The injured employee submits written medical certification from the attending 

licensed physician stating that the employee was injured and cannot return to work 

due to a specified injury, if there is a reasonable expectation that the employee will 

return to work and, if so, the expected date of that return. The Board may require a 

second opinion from a Board specified physician, at its expense. 

b. The employee submits a signed written account of the accident attested by a principal 




