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Preface

The DeKalb County Board dducation (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 prescribingdules an
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. Thedd 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 consistencyaad Bo
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 amendedirate@gsre still
in effect.
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Definitions

Except as othewvise expresdy provided in individual policies orrequired by the context,
thefollowing terms have the neanings given below:

a.

fiBoar dand fiBoard of Educat i ameadsand refers to th®eKalbCourty
Board of Education.

AStatd meansand refrs to theStateof Alabama.

ASys t eomfdchoolsystem 0 eams and refers toall schools, fadlities, and
operations of theDeKalb Courty Board of Education.

fiStateBoard of Educaion aneans and refers to theBoard that exercisesgenera
control andsupervision over thepublic schools ofthe Stte of Alabamaas
constitutedand authorized by ALA. CODE § 16-3-1, et seq.(1975).

fAl abama (Stak) Department ofEducat i aneads and refers to the stategency
that ischarged with implementingthe polices, procedures, and regulations of the
StateBoard of Education as provided in ALA. CODE § 16-2-1, et seq.(1975).

fiHe, th i s ,filbi nméans and includes all genders.

ALaw dncludes loal, state, and federal statutes, regulations, ordiances, aurt
dedsions,and bindingadministrative orders ordiredives.

fiCertified @r Acertifi cated , wien used to modfy theword s ader ¢ 0
Apersonrel,0 i mployee,o fistedf,0 or similarterms, means and refers toBoard
employees who hold ceificated orcompaable forms oflicensureissied by the
StateSuperintendent of Education under authority of ALA. CoDE §16-23-1
(197).

AiClassifed @r Asuppr t when used to modfy theword spergonrd , 0

A mployee, 0 fistdf ,omsimilar terms, means and refers toBoard employees who
do not holdcertifi cates bsuedby the StateSuperintendent of Edu@tion under
authority of ALA. CoDE 816-23-1 (1975) and who, in general, hold employment
positionsof thetype identified in ALA. CoDE §16-24C-3(2)(1975), of the Codeof
Alabama(1975).

Citations to theUnited Sates Code, th€odeof Alabama,and theAl abama
Administrative Codeare all intended to efer thereader to souces thateither serve as legal
authority for thepolicy provisions or tlat providesadditional ormoredetailed information
regarding the subgct matter of thepolicy. Thecitationsare not exhaustiveand are suljed to
reped, amendnent, or nvalidation by court rulings. Swh changes may not berefleded inthe

policy.
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2.1

2.2

Mission and Vision Statement

Expectingmor e Todayé
Educatingf or Tomorr owé
DeKal b County Scho

DCS, in partnership with the greater community, is driven to empower all students in becoming citizen:
who areresponsible, productive, and continuously engaged in a life that is both meaningful and
successful.

DeKal b County Sch

.  School Boad Operations

Board Compostion and Organization

2.1.1

2.1.2

2.1.3

2.1.4

Compositioni TheDeKalbCourty Board of Education iscompo®d of five (5) memlers
who are electedto six (6) yea termsby qualifi ed electors of DeKalb Courty, Alabama.

Members may not beemployees of theBoard.
[Reference: ALA. CODE §816-8-1, 2 (1975)]

Resignation i Priorto thecompletion of aterm of office, a Board member may submit a
written resignation for approval by the Boad. Additiorally, a Board memler is consicered
resigned when his permanent residerce is no longer in DeKalbCourty. Any resulting

vacancy shall befilled pursuant to site law.
[Reference: ALA. CODE §16-8-6]

Officersi TheBoard will elea from its membe's a chairmanmandvice-chairmanat theannuel
meding of theBoard held in November ofeach yea. The Sugrintendent will serve as both
theBoard& chiefexeautive officer and ®aetary. If theSuperintendent 6 s p oaantt i o n
the Board may appoint oneof its memiers toad asseaetary until such time as the

Superintenden t dsstiongs filled.
[Referencer ALA. CODE §816-8-4 (1975)]

Committeesi TheBoard may divide itself into standingor spe&ial committees for the pupose
of more efficiently conducting Board busiress, but noecommendation oradion of any
committeewill bind the Board without theaffirmative vote of a mgority of the wholeBoard.

Authority and Dutiesof Board Members

221

Authority T TheAlabama 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 exceptiahe 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 o
the schools as deemed necesdaogrd authority will only be exercisedcollectively through

adion taken in accordance with applicble sttutory and parliamentary procedures. Individual

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

when authorized to do soby official action of the Board.
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2.2.2

2.2.3

Mission and Goals for ImprovemeiniThe Board shall provide the school system with a
mission statement and goals, subject to periodic review and revision, asargcand shall
set goals formprovement in the system for each school year.

It is the goal of the DeKalb @mty Board of Education for adichools to meet and maintain
standards for accreditation with the Southern Association of Colleges and Secondary Schools,
or as required by thet&e Department of Education.IAigh Schoolsare required to hold
membership in SACS.

TheDeKalbCourty Board of Education believes that stategic planning is the pocessby
which theguiding memlers of an organization envision its futue and develop the necessay
procedures andoperations toachieve that futue. It is the pocessof self-examination, the
confrontation of difficult choices, andthe establishment of orities. It requires an greanent
on the laliefs and mission othesystem and theestablishmentand attainment of cleargoals
and obegctives to ahievethe desired results within speified timeframes.

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 Conduc
to provide that members of this public governing board will:

|. 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 ontly thie 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. Rencer 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 educainal 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, prodemal 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 oregking 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, resagcand 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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[I. CONDUCT OF INDIVIDUALS AT BOARD MEETINGS

1. Work with other boed 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 edulcattfase

of all students attending system schools.

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

[ll. CONDUCT OF THE BOARD AS A WHOLE

1. Recagnize 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 superintendénts a ut h o r i-ta-day alnoinistratiam ef thd schyool

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 effe@ness 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
policiesand programs.

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

2.3  Board Member Training and Compensation

23.1

2.3.2

Compensatiofi Board membermay be compensted forthar services andreimbursed for

expenses irgurred in theperformance of their official duties asauthorized by law.
[References ALA. CODE §16-8-5 (1975)]

Board MemberTraining i Board membes will pursueongoingtraining to develop and
enhance thar knowledge and effectiveness as board embeas and to impoveboard
governance and qgoerations. Training will include participation in:

a. Orientation for newy elected orappoinied school boad memlers;

b. Training or consultingworkshop forthe Iccal Board as a whole. Board members should
attend the Alabama Association®thool 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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2.4

2.3.3

2.3.4

c. Stateor nationa schoolboard assocéation event addressingBoard governance oroperation,
or other Board memberdevelopment oppatunities 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.

Soucke of Training and Repat | The Board recommends theequirements of this polcy be
satisfied by participation in taining provided by the Alabama Assaiation of Shool Baards or
othersaurces consideed knowlkedgeale in school boad governance and leadershipand
approved by the Board.

Board SEf Evaluationi TheBoard will conduct an annual evaluation that inclues
development of alist of recommended improvements in knowddge and skills ofBoard
members.

[Reference: ALA CODE §16-1-41 (1975)]

Board Meetings

24.1

2.4.2

2.4.3

24.4

2.4.5

General Provisionsi The Board will hold at least fiveregular meetings per yeaan annual
meeting in November, ansbedally called megtings in ac@rdance with applicble setutory
requirements andas dictated by the needs of the shool system. Allmedings of the Board will

be open to thepublic except as nay otherwise be equired or permitted by law.
[Reference: ALA. CODE 8§36-25A-1, et seq. (1975)]

Timeand Plaei All meetings, including special meetings, may be held at such place and
time as the duties and business of the Board may re&uibdic notice of thedates, timesand
places of meetings of the Board will be given in themanrer prescribed by law. Board
members will be given suchadvance notice of specialy caled meetings as is preticeble

under thecircumstnces.
[Reference: ALA. CODE §816-8-4, 36-25A-1, et seq. (1975)]

AgendaPreparation and Disseminatiori TheBoard Chairmanshall diect the Sugrintendent
to prepare, or cause to be pepared, an agenda for all Board meetings.

Rules ofOrder i Board meetings will be conducted in accordance with therulesgenerally
adopted by deliberated bodes for their governance (usually Roberts Rules of Order Newly
Revised)shall beobserved by the DeKalbCourty Board of Educaion. A magjority of the
whole Board will constitute ayjuarum for purposes ofransading Board businessexcept as
may othewisebe provided by law.

PublicParticipation i It shall be the polcy of theBoard of Education to condut al meetings

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

of thecommunty to gopea and bring before the Board any matter deemedimportant to the
improvement ofthe 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 meety 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 hav
the authority and time to investigate and determine whether items requested are significant
erough 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 sgokeaspeiprovide
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2.5

2.4.6

Sup

2.5.1

2.5.2

2.5.3

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 tldeaBeathe 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,
interferes in any manner with the orderly pracetthe 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 delegatio
[Reference: ALA. CODE §16-8-9 (1975)]

Petitionsand Anonymous LetteiisPetitions, as a rule, present only one side. The DeKalb
County Board of Education will consider all evidence and facts for both sidesymous
letters, either for or againstparticular issue or person, are not considered by the Board of
Education.

erintendentds Responsibilities, Qualificat

Role, Responsibilities, Qualifications, and Tdrhe Sugrintendent srves as theshief

exeautive officer of and cretary to theBoard. The Superintendent may exercise sich
prerogatives andduties asare prescribed by statug, as aredelegated orspecified in an
employmentagreament, or as are othawiselawfully assgned by theBoard. The
Superintendent must posseghe minimum qdlifi cations for the position #i are esteblishedby

law. The Superintenden t térm will be as establishedy law.
[Reference: ALA. CODE §18-7 (1975)], 169-1, et. seq.

Scope ofExecutive and Administrative Authoriiyln addition to speific grants ofauthority set
forth in particular Board policies, theSuperintendent is auhorized to dewop and impément
such lavful and reasoreble rules,regulations, @erating procedures, administative directives, or
like measures as ara@lirected tocompliarce with legal requirements orattainment of the
objectives ofBoard policy.

Suprintenden t Budiesi The Superintendent shall ad as thechief exeautive dficer of the
Board. He shall fave, under the direction and policies ofthe Board and in accordance with state
law and regulationsof the StateBoard of Education, responsibilty for the management ofthe
school systemand the spervision of al personre in the system. TheSuperintendent shallbe
authorized to dekgate to otheremployees of the Board siwch responsibilities imposedn himby
the Board as he nay deem ne@ssay. Delegation of resporsibili ty to other personrel of the
system shalhot relieve the Supentendent of hisresponsibilty for the totl operation of the
schools. Thegenera scopeof duties ofthe Supéantendent shall incluc, but not bdimited to,
thefollowing:

a. Toexercise, pusuant tostatestatues andunder thedirection of the Board,
general supervision ofal the public shools in theschool district.

b. Toenforceall provisionsof law and al regulations relating to the mangement
of the schools, and othr educational, socil, andrecreational adivities uncder
thedirection of theBoard of Eduation.

c. Toattendall meetings ofand as Chief Executive Officer of tigoard of
Eduation; to have theright to sgak on all matters but not theight to vote;
and to brhg suchmattes bdore the Board as sem to him recessay for the
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genera welfare of theschools.

d. To keep abreast ofand tokeep theBoard of Education informed
concerning acceptable, modern school padices, and to nake such
recommendations to theBoard as shall €al to theestablishment of
standrdswhich will assure growth andprogressof the €hool district.

e. To carry out thepolicies adoptedby the Board under such pavers as may be
delegated by the Board.

f. To initiate thosemattes required of the Superintendent underAlabama lawas
setforth in ALA. CoDE §16-8-1, et. seg., 816-9-1, et. seq. and otherapplicable
areas respecting the dutiesand resporsibiliti es ofthe courty supeintendent.

g. Toexercisegenera supervision overal employees, andhave theright to
nomirete, assign, place on administrative leave with papd transfer all
employees. All appointmentsand transfersare subpd to awritten
recommendation from the Suprintendent and thespproval of the Board. Al
of these actions must follow state law.

h. To susgend any pupil from thesclools whenever, in his judgment, the bst
interests of theschools ae saved.

i. Toassuretheproper mainterance of al sclool districtrecords.

J.  To plan,prepare, and administer thebudyet as enadedby the Board,
ading at all times within legal requirementsand in acerdance with
policies oftheBoard.

k. To represent theSchool System incommunty affairs.

I.  To perform such official duties as nay be prescribed by law or the Board.

m. To collaborate and consultwith theBoard to maintaira continuingstrategic
planning process that resultsin focusingthe system's humarend financial
resources on astrategic plan which defines thesystan's shaed visionand
values.

n. TheSuperintendent shallprompty notify Board Members ofany

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

Recordkeeping and Retention of Board Records

Board recordsvill 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 begutepad promulgated by the

Superintendent and approved by the Board.
[Reference: ALA. CODE §818-3 through 5; 18-34; 3612-1, et seq. (1975)]

Association Membership
The Board will maintain membership in the Alabama Association of School Boards.
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3.1

3.2

3.3

3.4

3.5

.  FiscalManagement

Chief School Financial Officer

TheBoard will appoint aChief School Finarcial Officer to owerseethefinancial operations of the
Board and to p&form theduties of the position thatre set forth in stte lawand regulations. TheChief
School Finarcial Officer may also bereferred to as the Chigschool FinanceOfficer or Chief Financial

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

Budget

A systemwide budget will be developed and approved for each fiscal year, which extends from

October £ to Septemter 30" of thefollowing year. Preparation, presentation, submission, and

approval of thebudget will be undertaken and completedas proviced for in sete law and regulations.

Each schooyear the Superintendent will have the annual syst&e 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 Supeaterteaf 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, 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 ¢

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

Accounting

Generaly aacepted &oountingstandrdsas prescribed by the Governnent Accounting Standrds Board
(GASB) or other governing authority will be applicable in theadministration of all Board and school
finances. All Board and shool ac®muntswill be recrded and reconciled in thefinancial records in a
timely manner. All reports equired by the Stte Department of Edution will be completed in a
timely mamer with copies povided toBoard memlers.

Accounting & Fiscal Operations Manual Authorized

Financial transactions will be administred in accordance with anaccountingand fiscd opeletions

manual that will be developedby the Supéntendent or the Chief School Finarcial Officer and

approved by the Board. The accountingand fiscd operations manal will establish and describe

specific pradices andprocedures that areto be followed in conrection with al phases offinarcial
administation, including, but not limited to sth mattes asaccounting, bookleeping, inventay

maintenance, payroll, reconciliation, fund curity, recapting, disbusement, fundaisers, fees, record
retention, puchasing, disposal oproperty, banking, and investments. The pectices, procedures, and
requirements setorth in themanuwa will be disseminatd or mede available toemployees with

administrative responsibilities involvingherecept, handling, or expenditure of school orschool

system fundsand training will be provided by the Sugrintendent and/orthe Chief SchoolFinancial

Offi cer regarding the contents of the maralt

Audits

Businessand financial transactions of theBoard and therecords ofthe Board financial accounts willbe
audited in acordance with auditingstandardgieneraly acepted in theJnited Staes of Americaand in
accordance with Alabama statelaw. The DeKalb County Board of Education shall require all general
financial records and accounts, including business transactions and other records of the school distric
and each school, such as attendance, to be maintained in an "adglita@endition. All records are

subject to audit by the Department of State Examiners of Public Accounts and from other agencies a:
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3.6

3.7

prescribed by law. Said audits, upon completion, shall be presented to the Board for examination. A
financial audit shall alo 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 auditestaiducted and filed

in accordance with statutory provisions. Should any errors or discrepancies be found as a result of ar
audit, those personnel found responsible for such shall be subject to disciplinary action. Teacher

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

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 redusethe 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 theiked 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
supplemental inventory, recording the type of equipment, the guahttem 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 obdete 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 §816-13A-1, 6(1975)]

Purchasing

3.7.1 Purchase OrdeiisTeachers, 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 fortheof 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 befor
payments for purchases will be processed. Invoicesidafore 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 fhéchasing department.

3.7.2 Adherenceto EthicsLaw i Employees shall adhere at all times to theprovisions ofthe
AlabamaEthics Law in all matters related to purchasing.

3.7.3 Bidsand Quote$ 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 propgy, 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
specificationsas required by State lawhe 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. Bward of Education encourages the purchase of
all materials, equipment, and supplies through the quotation process, avgm tie
amount may not be required by the bid law, in order to obtain the best possible price for
school money.
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3.8

3.7.4

3.7.5

Instructional Supply Fundsinstructional supply funds wheailocated from the State to
teacheranitsareintendedio provideteachers wittadequate supplies for the instructional
program. Funds shall be spentitcordanceavith state and local policieBunding for each

school year is made available by October 1 (no later than December 1) and purchase orders
must be submitted during that sdastic 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 teaulstisign beside

their remaining bBlance in agreement that the principal may use those funds to purchase
supplies on the school s behal f. Purchase
purchasing departmenb 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.

Debit Cardi The DeKalb County Board of Educatiomy authorizeéhe use of debit cards
for purchasingeffective when debit cards are available and authorized by the
Superintendent. The deadline for using and turning in cards is A@drtiholdersare
required to sign an agreement that outlines the purchasing procedures with the DeKalb
County Board of Education prior to being issued a debit &etit Card privileges may be
suspended by the principal or superintendent for failure to follow thedgmon
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
purchasanade with the card.

C. The cardholder agreés 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 deteeahito 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 hilylApr

Deposit and Expenditure of Funds

3.8.1

3.8.2

3.8.3

Depositsi All funds ofthe Board will be deposited with qualified dpositores, as dfined by
law, in themanner prescribed by the Chief School Finarcial Officer and theaccountingand
fiscd operations manual. The Board requires thatschool funds bealeposited on alaily basis,
whenever posible.

Investmentsi TheBoard authorizes the investment of gplus funds in the @nner prescribed
by law and approved administrative guidelines.

CompetitiveBid Law T All purchases will be madein compliance with the competitive
bid law, whenapplicable, and with such correspondig rules, rgulations,and procedures
as nay beset forth in the Board& acoounting and fiscd opertions manual. The
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3.9

Superintendent isauthorized to engr into cooperative purchasing agreanents with other

school systems or lod governments as may be permitted by law.
[Reference: ALA. CODE 841-16-50, et seq. (1975)]

3.8.4 Authorized Signaturesi Chedks diawn on te generd fund orany special fund, withthe

exception of school accounts,require the signature of the Superintendent and the Chef School
Financial Officer or their alternatesas desgnated by the Board. Chedks d-awn onschool
accountsrequirethe signature of theprincipal, or theiraternatesas agproved by the
Superintendent. All checks usedwill be pre-numbeed. Cheds dawn onBoard funds nay be
signed and processedby electronic means, undér the direction of theChief School Finarcial
Officer or aternate approved by the Board.

3.8.5 Acceptance of Debit/Credit Card Paymeintst 1 s at a principal 06s ¢

debit/ credit card payments thru the ASquar
accounting software system thru the receipt module procedure. It will be ainitipgics

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

of fice, to establish a fee charged with ea
charged.

Uniform Guidance for Federal Programs

3.9.1

3.9.2

CashManagement for Federal Fund3he Board will minimize the time between the receipt

of federal funds from the United States Treasury, the Alabama Department of Education, or
other pasghrough entity, and the disbursement of those federal funds. Fedstaliiil 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 anc
benefits. Disbursements will be made within twenty busidags 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 aggregateabyffederal 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 fundsarmoimg $500 or more for

the fiscal year if maintained in interdsaring accounts. The federal program funds, with the
exception of Child Nutrition Program funds, will not be maintained in an intbessing bank
account if the Chief School Financialf@ér determines that banking requirements for
minimum or average balances are so high that an iMeeasing account would not be
feasible. Federal program funds will be maintained in insured checking accounts that are
subject to the state requiremefus public deposits under the SAFE program.

Determination of Allowable CosisBefore instituting a financial transaction that will require

the expenditure of federal funds the federal program director and the Chief School Financial
Officer or designewvill determine that the proposed transaction meets the requirements for
allowable costs for the federal program. Actions to determine allowable costs will assure that:

1 The proposed expenditure is included in the federal program;
1 The proposed expendituiereasonable and necessary for the federal program;
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3.9.3

3.94

1 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;
0 Applicable competitie 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 expenditu
complies with generally accepted accounting principles and complies with state, local, and
federal laws, rules and regulations.

Travel Policyi Travel costs are the expenses for transportation, lodging, subsistence, and
related items incurred by boaethployees who are in travel status on official business of the
board. The boarddés travel policy provides
employees paid from federal funds that is consistent with the travel costs for board employees
paidfrom state or local funds.

Conflict of Interest Policy 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 finatdénterests. 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,raagent 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 Fedestaitand
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 bgderal 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 emplogny of the parties indicated herein, has a financial or other interest in or
a tangible personal benefit from the firm
employees, or agents will neither solicit nor accept gratuities, favors or anythingneftany
value from contractors, potential contractors, or parties to subcontracts.

The boarddés conflict of interest policies
defines conflict of interest as:

A conflict on the part of a public officiak 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 Is 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
manner different from te manner it affects the other members of thealabgh he or she
belongs.
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3.9.5

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 ir
the review process would create the appeartiratene or she is: (a) giving preferential

treatment; (b) losing independence and impatrtiality; (c) making decisions outside official and
appropriate channels; or (d) harming the j

Situations and circumgtaes 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 boart
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 measéppropriate measures may
include reporting a conflict of interest to the State Ethics Commission, the Alabama State
Board of Education, or the appropriate federal agency.

Procurement Policy The board will follow state laws for the procurement of property and
services. The primary state procurement laws for Alabama school boards are:
1 Alabama Competitive Bid Law<hapter 13B of Title 16, Code of Alabama 1975
71 Joint Information Technologyu?chasing AgreemenChapter 13B of Title 16, Code
of Alabama 1979; and,

1 Public Works Law Title 39, Code of Alabama 197%

To the extent allowed by state laws, the board will utilize state, local, regional, and national
purchasing agreements where ajppiate for the procurement or use of goods and services. All
procurement transactions are subject to ¢t
procurement decisions of the board will:

1 Avoid acquisition of unnecessary or duplicative goods and sesrvice

1 Use the most economical and efficient approach for acquisitions;

1 Award acquisition contracts only to responsible contractors possessing the ability to
perform successfully under the terms and conditions of the proposed procurement;

1 Consider contractdntegrity, compliance with public policy, record of past
performance, and financial and technical resources prior to awarding procurement
contracts;

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

1 Conduct procurement transactoin 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 thresholaill 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 regest 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
boad 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 eachioéifiduals is in
compliance with the boarddés conflict of ir

3.10 Employee Compensation

3.10.1 Sdariesand RPay Ratesi 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
Educat i on b6dsle, appropaiateyfor 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 AlabamBrofessional personnel shall be required to notify the
Superintendetor his designee whenever an employee receives a higher certificate or
additional training that would result in an increase in sal@ge 3.9.2 Payroll Procedures
aa)Any individual Or group exceptions must
speified in the minutesThe Board of Education, at its discretion, may approve salary
supplements to certain instructional personnel who assume special duties, i.e. coaches, bant

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/adrativie experience gained in
private elementary and secondary schools shall be considered for credit for placement on the
salary schedule.

3.10.2 Payroll Procedureis The DeKalb County Board of Education has established the following
procedures for the purpasef 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 salarlgestules/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 eaatonth. If the first day falls on Sunday or a
legal holiday, the checks will be released the following day.

C. No regular or regular patime employee shall be paid on any payroll unless
approved by the Board of Education. Contracts will reflect Board aatida
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 wth withholding and other required forms.

e. Each new employee must furnish a satisfactorily complege@irhmigrant form)
and be EVerified within the first three days of employment, in keeping with federal
regulations.

f. Substitute bus drivers must be licethsieained 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 icatgfon file.

h. All employees who work four hours per day or more on a regular basis are required

29



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.

All new employees (fultime, parttime or substitute) must havéackground

review meeting suitability criteriny the Alabama Bureau of Investigation before
beginning any assignment unless they have agvaakd review cleared through the
State Certification Department within the last two years. In extreme emergencies,
application may be made for a temporary waiver.

All teachers will be paid in accordance with their employment contract, and the
approved dary schedule, taking into consideration their highest level of degree
certificate tenure status, and years of experience.

No changes in salary, titles, nor hours/days worked, shall be made without first
advertising and obtaining recommendatiorsaperintendent and approval of the
Board of Education.

Payrolls must reflect an accurate report of days/hours worked during the month. All
leave/vacation time or other absences must be shown.

Assistant Principals in K2 schools A portion of contract dasymay be worked

during the summer, when the Principal is away on vacation or attending a meeting,
and reported accurately on the payrolls.

K-12 secretaries, who are on a 10 months contract (approved as a 9 months' contract
plus 40 half days) may work a cbmation 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.

Employees are encouraged to report any discrepancies in salary or deductions at the
ealiest possible time, whether over paid or under paid, in order for corrections to be
made. Overpayments shall be deducted from monthly salary.

Principals will submit a payroll each month of the school year including summer
months verifying that employe&sive completed their contract days.

All regular and regular pattime employees will be paid in twelve monthly

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

Cuts or Reductions in Salary: If an employee uses all accumulated leave tinse or
necessary to reduce salary due to termination or other reasons, the employee will be
cut based on his daily earned rate of pay.

A nine months' employee's daily earned rate is calculated by dividing the annual
salary by 187, with the exception of bdisvers.

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.

Calendar month employees (12mths) 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 aysmay be carried forward after June 30.

Contracts or payroll checks, issued in error, may lbeected, by law, and by Board
policy whether the error is an overpayment or underpayment of gross pay or an error
in a deduction.

Coordinators, Supervisors, Administrators, and Central Office employees, work
from 8 a.m. to 4 p.m. with time out for lunchless theSuperintendergives

approval to a different time scheduldacement ormie Salary Schediiis set at

time of employment by the Superintendent or designee.

Salary supplements will be considered by the Board at the same time as all other
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salary ircreases. 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 pgithb schooand
sent to the Central Office for disbursement

z. Substitute busrivers (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 mileafye rate
every mile over 12 miles emoute to and from the bus. Substitutes must complete a
mileage claim formo receive this payment.

aa. Salary increase for a new, higher rank of certificatdegreewill be paidupon
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. Emploseesid
keep payroll information confidential.

cc. The approved SNA Certification Bonus will be paid on a yearly base in November
of each year. Completed certification certificatel be turned io the Gntral
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 Supplenentsi Schoolrelated booser or support organizations may fund loc
supplenentsfor individual Board employees. Swch payments may be approved by the
Superintendent and/orhis designee only if the following conditions ae satisfied:

a. The payment is voted orand approved by the membeaship of he booser or support
organization that poposs to fund thesuppkment at a regular mesting of the

organization;

b. Funding forthe payment must besufficient to cover benefits, expensesand other
payroll costs,contributions,and liabilities, if any;

C. TheBoard of Educaion aacepts noresponsibilty for the funding source of loca

supplenents. A ched and letterof authorization for thepayment is sent to th&oard
no laer than the @yroll cutoff date for themonth in which thgayment is to benacs;

d. Thepaymentsare accepted by the employee with the understanding that they do not
constitutea part of any employmentcontract, sabry schedule, orlega obligation ttet is
erforceable against theBoard, and that theBoard has nocontinuing oblgation to
maintain suppémentl payments taany employee thatare provided,funded, or
underwritten by abooser club, support cganization, orsimilar third party; and

e. Thepaymentsare subged to any payroll deductions that ae required by law.

3.10.4 Salary Administration | Employees are expededto fulfill the work requirements othe
position heldfor thefull term of theirappointment. Compeson will be prorated toreflect
thenumberof days adually worked, subgd to apprapriate adjustmentsgredits, and
alowances for avail able leave. Sdaries forfull timeemployees will be paid over twelve
months egardless ofthe contract term, with theexception ofeligible first year teachers who
may be paid over thirteen (13) months upon theecommendation of the Supantendent.
Personrel will be paid in accordance with custonary payroll procedures, which nay be
modified from time to timeas the meds of thesystem require. No employeeis entitied to
compenstion except for work performedby the employee in acmrdance with an approved
contract or the applicable terms ofappantment. Compenaion may be withheld gndingthe
employeeb s €y, acaarate, and complete submission ol required records, dita, and
reports.
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3.10.5 Salary Deductions

a.

The DeKalb County Board of Education maintains that salary deductions arkich
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
enmployee must be authorized by the Board of Education and said request must be
submitted in writing by the employee.

The employee shall also sign a form authorizing said salary deduction and verifying
knowledge of all Board regulations governing salary deduos.

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.

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.

All changes in employee deductions, except those due to marital sestisod birth,

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

Payroll errors are to be corrected as soon as possible.

Regarding errors that involve federal and state tax deductions throsigtken 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.

The payroll department shall not assist in preparation of an emayigeholding
forms except to offer gener al i nf ormat.i
determine the number of exemptions to be claimed. Regarding insurance-and tax
sheltered annuities, when amounts have been correctly deducted and rieyriteed

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

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 In compliarce with theFair Labor Sandards Act (AFLSAQ),

theBoard will pay required minimum houty wages andapproved owvertime toall employees
who are non-exempt employees urder the RL.SA. For purposes of cetermining overtime, the
workweek begins at4:30p.m. onFridayand endsat 4:29 p.m.onthesuaeeding Friday. All
non-exempt employees whoare approved towork more thanforty (40) hoursin awork week
will be paid overtime. Empbyees mustaccurately report al time worked for theBoard in the
manrer prescribed by the Superintendent. Nan-exempt employees arenot authorized to work
more tharforty (40) hours in aworkweek without speific direction orauthorization to do so
by the Supantendent, or his designee

3.10.7 Compenstory Time - Permission to work extra time must be obtained fessupervisor.

Support/norexemptemployees may not accumulate more than one hundred sixty (160) actual
hours worked (240 hours compensatory) in compliance\Wdlge and Hour regulations.
Superintendent's approval igjeered for asupportemployee to work above eighty (80) hours.
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Ovelttime hours do not start untilsupportemployee has worked over 40 hours in one week
exclusive of lunch, sick leave, personaMeaannual leave, and taking accrued compensatory
time. Example, to be eligie for overtime, a suppogimployee would have to be on the job
eight @) hours per day fofive (5) days in any one week. All time above this for the week
would be overtime. Timeff may be given in lieu of overtime pay, at a rate of not less than
one and ondalf hours for each hour of overtime worked, but only in keeping with an
agreement arrived at between the employer and emploj@e Iperformance of the work. A
supportemplbyee 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, andedtilsr

must be agreed upon prior to overtime worked. (Note: Waivesupportemployee 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 (compenisaiey with prior
approval of supervisor/Superintendent. Records are to reflect accurate accounting.

3.10.8 Wage and Hour Requlations

Support/NorExemptemployes arenot permittedo work more than forty (40) hours per

week, either in one or a combinationpafsitions, unless prior approval is obtained from the
Superintenderdue to overtime compensatiofio exceed forty hours involves overtime salary,
which theSuperintenderthas to approve, or compensatory time, which requires prior approval
from the Superitendent. Time must be documented using the VeriTime/AESOP systems
provided.

3.10.9 Payroll Direct Deposit
All employees shall beequired to participate in the diect deposit of theemployees payroll
ched. Theappropriate direct depositforms $all be madeavail able through thePayroll
Department. In the event that the pyroll paymentcannot be diectly deposited into the
employees acount, then acheck will be isswed to thepayroll address of ecord or delivered by
other meansas directed by the Chef School Finarcial Officer. Theemployee will be
responsiblgor notifying the myroll department in witing of any changein banks, bnk
account numiers, oraccount closng concerning the drect depositacmunt.

3.10.10Maintenance 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 fdice#idn 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 supsovito the chief financial officer.

3.11 ExpenseRembursement
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 efiSigmdent. 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 amty 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 faagrihth be at the state rate.
Expense incurred for lodging, meals, registration, plane or other commercial carrier fares, parking,
and miscellaneous expense, will be paidne Wwith guidelines provided by the Chief Financial

Officer and the Alabama State Degmaent of EducationReceipts are to be furnished for all

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

room, etc.

Under no circumstances shall any employee of the Board of Education claim paymepé&ior be

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 BoarBadication recommends that travelers car pool if

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

3.12 Fess, Payments,and Rentals
3.12.1 Rent of School Facilitieé The Superintendent is authoized to devdop a £hedule of

reasondl e fees for useof 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
smallerarea 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&riRayment must
be made for any damages to facilities and premises must be kept clean. Schools shall have ar
employee in attendance for large groups. Employees are to be paid by the organization using
the facility, profit, or norprofit, if after schoohours. 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 pblic use.

3.12.2 Copying and Other Charges’i The Superintendent is authorzed to establish ackedule of
reassnable charges which,will be applied uniformly in respanseto requestsfor copies of
documentsand records. Nothingin this policy or in any schedule ofcharges auhorized
hereunder creaesor expandsany entitlement to copies ofrecords oraccess tlereto beyond
that which isestablishedy law or speific Board policy.

3.13 SchoolAccounts
3.13.1 School Funds Managemeintunds leld in school acounts,regardless of he fundingsoure,
will be maintaired and accounied for in aacordance with the Board® accounting and fiscd
operations manual, andsuch procedures, rues, and regulationsas may be developedby the
Chief School Finarcia Officer orthe Sujgrintendent. Theprincipal is ultimetely responsible
for al school fundsand for ensuring that sich funds areproperly accounted forand scured. The
DeKalb County Board of Education delegates to the Superintendent the responsibility for
managing all fundsinderthe control of individual schools. The Superintendent shall develop
procedures to assure the proper accounting for and expenditure dfisdshSchool 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 sdPmatipal 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 bected shall be spent for the specified purposes for
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which collection was made.

Proper crediting of deposits, with receipts issued depositors.

Safeguarding of cash and daily deposits of all monies received.

Proper authorization before payment of invoices.

Payment of bills by check, following recommendation by group sponsors and
authorization by the Principal.

Prompt payment of bills.

coooT

.

3.13.2 Cash in School Buildings 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 $100 should be kept on the premises overnight. Receipts
shauld be secured in a separate location. When it is impossible to deposit funds daily due to
unforeseen or emergency situations, it shall be the responsibility of the local school Principal tc
provide for the security of said funds until such time thattinel$ may be deposited in a bank.
Teachers or anyone collecting money from students or others must use numbered receipt boo
and turn in money on a daily basis for Principal to receipt and deposit.

3.13.3 School Stores The DeKalb County Board of Education amtizes 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
in any way interfere wit the educational process or cause any student to be in class less than
the minimum number of hours in the Board o
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 Authority The president of theBoard, or, in theabsence of the gesident, thevice-
president, will haveauthority to exeaute contrects on lehalf of the Board upon approval of the
contract by theBoard. The Board may also authorize the Supentendent to exeaute contracts on
behalf of the Board upon approval of the contract by the Boasds chief exeautive officer.

3.14.2 Limitation on Authority to Bind the BoardPrincipalsand otheradministrators will have
authority to enterinto agreements oty when sich agreanents ae made in acordance with
Board policy and accountingand fiscd operations manual created under authority of Board
policy, orwith the express authdzation of the Board.

3.15 Affiliated Organizations
3.15.1 SchoolSponsored Organizatioh$chod-sponsred studnt organizations will besubjed to

Board policiesand procedures concerning fiscal managementand will maintain @ganization
funds in sbool accourts. All books, ecords, and dfficial documents prtainingto the
manag@mentof suchorganizations will be maintaied at theloca school andwill be subjet to
examination and audit by the Examiners of Public Accounts,Internal Auditors under the Chief
School Finarcial Officeré dredion, or theBoard. Theuse of fundscollected, generated, or
held by suchorganizations will be atermined in accordance with theconstitution,charter, or
by-laws ofthe orgnization, with ovesight by the sponsor ofthe oganization, and subject to
approva of the principal.

35



3.15.2 OtherAffiliated Organizations Other organizations that are affiliated with local schoolsare
permitted to opeate or raisefunds onBoard property or at Board sanctioned events oy in
conformity with Board and Stat®epartment of Education policies, pocedures, andstardards
concerning thefiscal management ofsuchorganizations. An affiliated organization must
conduwet anannual audit of its finartial operationsand makets books andinarcial records
available to theBoard for review or audit.

3.15.3 Outside501-C Boosters, Parent Organizations, Other School Related OrganizdteBoard
of Education requires Farent, Booser and related school 50L-c organizations thet maintain
financial operations outside theontrol of the £hool to,at a minimum,comgy with the State
Department of Eduation guidelinesfor financial operations of €hool related organizations.
Theoutside legl entitiesauthorized under I.R.S. Codesection 501-c may provide funds to
provide an additional syplement including employer matching benefits for salaries ageed to by
theemployee and therelated organization unless sth payments aein violation of Title IX,
other federa, state, orlocda laws and regulations. Theadditional supplenent agreed to by the
outsidelegal entitiesand employees daes not obligte inany way the DeKalb Courty Board of
Education or related sdool resoures or fund kalances. All supplenent payments toemployees
shall beprocessed thraugh the DeKallCourty Board of Education Cental Office payroll
department with apprapriate payroll withholdings.

3.16 Fundraising
Fundraising activities will be permitted on €£hool or Board property only if the following
criteria aresatsfied:

a. Theadivity has keen pre-approved by the loca school prircipal orthe
Superintendent
b. Theadivity will be held at a timeand in a nanner that will not be disruptivéo the
instructional program or to any other school or school systemactivity or function
C. Theadivity is designed and intended to suppa abona fideschool or £hool system
program or activity, or an activity that is cansistent with the missioand puposes of
the £hool system
d. Adequate provision hes been made fotthe seurity and poper accounting offunds
colleded;
e. Other informationregarding the reture, scqe, and purposeof the adivity is provided
to schal officials upon equest; and
Appropriate arrangemerts have been madefor any special adivities to be Bld in conjunction
with thefundraising event.

3.17 School Properties Disposal
TheBoard of Education shall beadvisedby the Superintendent in theevent that certain red or
persoreal property is no longemeeded for public school puiposes.

TheBoard, uponrecept of suchreport, may at such timeas it deans pror and at its disretion
dedarethat sich property is no bnger needed for public school purposs.

Oncered property is declaed as surpludy the Board, theSuperintendent or his asignee shall
beauthorized to ke apprapriate action in disposingf such poperty as outlined lelow:
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3.18

3.19

3.20

a. Obtain anappraisal(s)reflecting thefair market value.

b. Notify local governmenta authaities thet such poperty is no langer needed for school
purpogs andinvite aproposal if thereis need for suchproperty.

c. Follow theproadures inthe manner prescribed by statelaw for the sale of red property.
[Reference: ALA. CODE §16-8-40; Attéy Gen Rept. V. 91 at49 (1948). V. 142 at 18 through 21 (1971)]

Child Nutrition Procurements

The Superintendent may enterinto awritten agreement with theChild Nutrition Pragram atthe State
Department of Eduction in orcer to procure food and otherfood related products and srvices. The
Board will compgy with applicble stde and federal laws andregulations governing participation in

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

Bonding

The Superintendent andthe designated Chef School Finance Officer will be bonad in anamount
fixed by the Stte Supentendent of Edwcation. A certifi ed copy of suchbond slall be placed onfile
with the StateDepartment of Education. School grincipals will be bonded for not less than one
thousanddollars ($1,000.00. Other Board employees may beborded in anamountapproved by the
Board. All bonds will be obtaied from a eputable surety company autholized to do busiess in

Alabama.
[Reference: ALA. CODE §816-13-8, 9, 12]

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 s2uosmd/

tax withholding information, leave balances [where applejsdnd 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 ephoyee 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?ReturnUrI=%2femployeeselfservice. Once
employeeshave c |l i ckedo the | ink, they wil!/ select t
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. Employeestrfallow 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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4.1

IvV. General Administration

General Schedule

41.1

41.2

4.1.3

4.1.4

4.1.5

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 yeal
shall consist of 187 days, of which the Board authordzesnimum ofseven (7) days for
professional development,-service, and teacher waeday activities othe hourly equivalent

of 1,080 instructional hours plus the seven (7) professional developmermedasholastic

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 instructadrhours 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, Tlitle 16

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
announcing the opening and closing dates of all schoolscpi@l inservice, legaholidays,
reporting periods, etc.

A tentative school calendar should be announced from the Superintendent's office prior to the
end of the preceding salasticyear. Any deviations must have approval of the Board.
Graduation plans shall not be made wébard to setting graduation dates, ordering diplomas

or invitations, until after November 20, each year.

Holidays- The DeKalb County Board of Education has discretionary power to establish the
holidays which will be observed during the school year, extese 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 1Ttlational Memorial Day must be observed on the

last Monday in May.
[Reference: ALA. CODE §81-3-8]

Extended School YearThe 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 nundagsachools shall

be in session. Days lost due to weathreother emergency closingll be made upunless
forgiveness of days is granted by the Alabama State Superintendent due to a State of
Emergency

School Day The length of the school day shall égtablished 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 @n 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 afudwixiay, with 360
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4.2

4.3

4.1.6

4.1.7

4.1.8

4.1.9

minutes of instructior the hourly equivalent of 1,080 instructional hopes scholastic year
regardless of the number of units already earned toward grad&tiioients are encouraged to
take electives to enhance their educational background. Interruptions to the school day shall b
kept to a minimum or avoided in keeping with State Department of Education guidelines.

Opening of Schodl 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.

Classroom GuidelinesTeacher discretion is permitted regarding food or drinks in classroom
areas. No foodr drinks are allowed in computer labs, business labs or around classroom
computers. Principal may deny food or drinks in any area of the school whereiplesn... is

or has been a problem except the cafeteria.

Class SizeThe DeKalb County Board ofdtication shall allocate teacher units in kméh the

State Department of Education's allbea, based on average damembership determined by

the enrollment data pulled on the twentieth school day after Labor Day. Funding units earned
from this attendnce 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.
Pupilkteacher ratios will meet the Foundation Program requirements and Southenatkssoc
standards as determined by legislative act and state school Board regulations.

Scheduling Registration for the Ninth Grade shall take place no later than April 4. Pre
registration for grades-K shall take place no later than April 30. Princiggdiall 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, Principa
shall give required courses first priority, folleed by courses necessary to meet all diploma
requirements, including the Advanced Diploma. Class Schedules are due in the Superintender
Office no later than August 31 or during the third week of the term. Every effort shall be made
to evenly distributdeacher loads. Individual class size and daily teacher load must meet
accreditation requirements. No teachers shall be placed out of field wagyanaival of the
Superintendent and Board of Education. Planning periods/duty freshiamibée 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 permitte
to instruct or have charge of a claBsachers must accompany satb to labs regardless of
whetheror not the aide isertified.

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 policieeveloped and others deleted as necessary. On policies
concerning personnel, the representatives of the majority of the employee organizations will have inp
along with a committee selected by the Superintendent and approved by the Board.

Dissemination & 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 availab
as required by the State Board of Educatiother methods of dissemination will be through public
Board meetings, the media, and Board Website.
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4.4  Seaurity /Access to $hools

4.4.1 Seaurity Measues Authorized i The Superintendent, principals, and fecility administrators
are autharized to ke reassondle and lanvful measures to potect against persord injury,
trespass, andalism, theft, and like threats to personal safety, property damage, and
finarcial loss to oon Board property or at school furctionsand adivities. The
Superintendent should bemadeaware of any extraordinary or speial measures that nay be
proposedn anticipation of or in response t@ny unuswa seaurity threat or risk (e.g.,
unuswal surveillance, assgnment ofadditional faurity persomel).

4.4.2 Access Restrictions Authorzed i The Superintendent, prircipals,and fadlity administrators
are autharized toregulateand restrict access toBoard schods, buildirgs, and fecilities in order
to maintain appopriate security, minimize disruptionand distiction within the eaning
environment, oto avoid apotential risk ofharm to astudentor employee. To thatend, the
Supeintendent, piincipals, and facility administrators ae authorized to impement buildirg-
level requirementsand procedures governing aacess toBoard owned or controlled buildings,
grounds, poperty, events, and etivities by school and norschool personre, including family
memlers and relatives, vendors,attorneys, and other visitorsand to adopfi leeck-i  nagd
A lsedk-0 u teguirementsand procedures for students anemployees.

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 propeprotection 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 prarranged. Students from other schools will not be allowed to visiampus
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 Principalis®tiefore 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 arskad 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.

445 Vi sitors to the school systemds facilities
No adult sex offender, after having been convicted of a sex offer& involving a minor, shall ente
onto the property of a Prek2 school while school is in session or attend any RAr2kchool
activity at any location unless the adult sex offender does ik 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 thePPesChol activity.

2. Immediately reports to the principal of the school, or his or her designee, upon entering
the property or arriving at the PrelR 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 PrelR 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 therpperty on which there is a school, playground, athletic field,

athleticfacility or school bus stop.
[LEGAL REF: The Code of Alabama-28A-17)

4.5  Sde Schools Policy(Drugs, Alcohol, Tobaco, and Weapons)

45.1

45.2

Prohibitionon the Possssion ofFirearmsi The DeKalb County Board of Education shall
comply with the Federal Guiree School Act of 1994 and the Code of Alabama, § 1BA
72(d) (1975)Thepossession of irearm in a shool buildirg, on £hool grounds, onBoard
property, onschool bugs, orat schooksponsoed functions is prohibiéd except for authorized
law enforcement grsonrel andas proviced by law. For purposes of this policy, the erm
ffirea m cas the sme definition as is found in 18 U.S8921.
a. Penalties for violationg In addition toany criminal perdlties thet may be imposd,
thefollowing penalties will be imposed for unauthorized possession dfrearms:

1. Student$ Students wilbeexpelled for aperiod of oneyear. The
expulsion equirement rmay be modified by the Supéntendent on acase-
by-case lasis. Students whare expelled for firearm posgssion nay not
attend regular school classes, but nay be permitted to attend alternative
schools oreducdion programs esablishedby the Board. Discipline of
stucents with digbilities who violate the fream posgssion polcy will be
determined on acase-by-case besis in &cordance with federal and state
law. Parentsof studentswho violatethis policy will also benotified by the
principal of violations.

2. Emploeesi Employees will be subga to adverse rsonrel adion,
which may include termination.

3. Other Personsi Other persons nay bedeniedre-entry to school property.

b. Notification ofLaw Enbrcementi The apprapriate law enforcementauthority, which
may include thecity police, county sheiff, and the bcd district attorney, will be

notified by the principal of violations of this polcy.
[Reference: ALA. CODE §16-1-24.1, 24.3 (1975); Ala. Admin. Code 290-3-1-.02; Federal Gun FreeSchools Act, 20
U.S.C. 7151; Federal Gun Free School Zone Act of 1995 (20 U.S.C. §922(q)]

Prohibition on thd?ossesion of Wegponsi Thepossession of deadly weapon ordangerous
instrument in a £hool building, onschool grounds, on schoolrpperty, on £hool bugs, or at
schootsponsoed functions is prohibitedxcept for authorized law enforcement gersonre.
For purposes of this polcy, thetermsfideally wegp o ramil idangerous instrunen t sicudei
butare not limited to explosives, ine@ndiarydevices, progdiles, kniveswith a bbdelength of
more than twq2) inches, archery equipment, devices designed to expel projectilesat a high
rate of speed, any device so cbssified under stateor federal law, and any device either used or
intended to be ued in sich manrer as to irflict bodily harm, provided that thetermsiideadly
weap o ranal Aidangerous instrunen t wilb exclude, to thextent germitted by law, devices
and equipment that are used for the puposeof and in canedion with school or Boad
sanctioned educational, team, orcompetitiveactivities.

a. Penalties for Violationg In addition toany criminal perdlties thet may be imposd,
thefollowing penalties will be imposed for unauthorized possession ofeddly weapons
or dangerous instuments:

41



45.3

45.4

1. Student$ Students wilbedisciplined inac@rdarce with theBoardd s
Codeof Conduct.

2. Emplo/eesi Employees will be subpd to adverse rsonre adion,
which may include termination.

3. Other Personsi Other persons nay bedeniedre-entry to school property.

b. Notification ofLaw Enbrcementi The appragpriate law enforcementauthority, which
may include thecity police, county sheiff, and the bcd district attorney, will be

notified by the principal of violations of this polty.
[Reference: ALA. CODE 816-1-24.1 (1975); ALA. ADMIN. CODE 290-3-1-.02(1)(b)]

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, busampus, 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 Sbool Zones Act of 1990 and applicable sections of theBee 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 ah raghalttsAl

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, @, air rifle, air pistol, stun gun, etc. Under

the provisions of the GuRree School Zones Act of 1990 and Gtnee 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 botiDue Process will be followed. DeKalb County School employees found
in violation of this policy are subject to disciplinary action, including termination of
employment.

lllegal Drugs,Alcohol, andOther Related ProductsTheuse, possession, distributicand
sale of alcohol and the illegal use, possession, distribution, and skilegebr other related
productsin a school building, oschool grounds, on Board property, on school buses, or at
schoolsponsord functionsis prohibited.
a. Penalties for Volationsi In addition toany crimina perdlties thet may be
imposel, thefollowing penalties will be imposed for unauthorized possession
of illegal drugs oracohol:

1. Student§ Students wilbedisciplined in acordarce with the
Boardd s (@oCorelct.

2. Emploeesi Employees will be subpd to adverse grsonrel
adion, which may include termination.

3. Other Personsi Otherpersons nay be deniedre-entry to school
property.

b. Notification ofLaw Enbrcementi The apprapriate law enforcementauthority,
which may include thecity police, county sheiff, and the bcd district
attorney, will be notified by the principal of violations of this poty.
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455

4.5.6

4.5.7

45.8

4.5.9

Tobacco and Related Productslo smoking or use of tobacceapor, ECigarettes or other
related productsf 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 viitisrpolicy
is to be enforced uniformly, on a coumyde 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 Students whb violate thetobacco prohibition will be disciplined

in acordance with theBoardd s @foCadrelLct.

2. Emplojeesi Failure to adhere to this policy will result in the@oyee receiving
the following:

. First OffenseVerbal Warning;

SecondOffense Written Warning;

Third Offense Referral to the DeKalb County Board of Education for possible

termination based on insubordination.

[>

o |@

3. Other Personsi Other personswho violate thetobac® prohibition may be
denied re-entry to school proprty.

b. Parental Notificationi Parents andguardians may benotified of actual or suspe
violations of thetobacco prohibition whether or not thestudent ischarged with a
violation of Board policy, which includes the Code of Conduct.

Reference: ALA. CODE 816-1-24.1 (1975); ALA. ADMIN. CODE 290-3-1-.02(1)(b)]

Searche$ Law enforcement agencies are permiti@anake periodic visits to atichools to
detect the presence of illegal drugs or weapons and may use anynaafg at their disposal
to detect the presence of sugtibstances. The visits will lnmannounced to anyone except

the Superintendent and principal.
[Reference: ALA. CODE §14-24.1 (1975); Ala. Admin. Code 2981-.02(1)(b)]

Drug and Alcohol Fre&nvironmenfi 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
attendingany 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 toatferticipate in

any Board sponsored or sanctioned event, program, activity, or function.
[Reference: ALA. CODE §14-24.1, 255-330 (1975)]

Adoption of Statutory Penalties and Consequeindesrsonsvh o vi ol at e t he B
prohibition of firearms, weaps, illegal drugs, or alcohol will be subject to all notification,
referral, suspension, placementaamission, and other provisions set forth in ALA. CODE
8§16-1-24.1 and 24.3 (1975).

Accidenti TheBoard of Education shall require all accidents ocagron 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 dhredt 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 circumstancesrrounding the accident to the principal and
Superintendent.

4.5.10 Drug Dogs- To assist the schools in providing a safe, dreg environment, the Baguof
Education will permit lanenforcement agencies to make periodic, unannounced visits to any
local school for the purpose of detecting the presence of illegal drugs and toamnsesoneh 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 safetrin e
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 procedure
may be grounds for dismissal from the CTE program.

b. Itis recommended thail DeKalb County Student s who participate/enrolled in CTE
courses, which include lab/shop activities, be encouraged to maintain an accident insuranc
policy for his/her protection.

c. beKal b County School Di strict 0 sallbsrman®@ined ui |
to minimize accidents or injury to students, employees and other citizens. Protection from
such dangers as fire, natural disasters, mechanical, electrical malfunction, and other hazart
shall be provided. The director/administrator wikke periodic evaluative reports
concerning their adequacy in terms of student care and safety.

d The DeKal b County Sc h eeventibnipodeduresthabasidressaahde |
coordinate the requirements of the fire marshal and all state caittescivool 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 2991-.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 maintenapeepair, 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 glaguipment, 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 inegmod r

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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4.6

opeaable condition

. 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 ingttional supplies, textbooks, or equipment should be
replaced or updated. Instructors shall utilize their state equipment list, curriculum
guides, advisory committee recommendations, and state career/technical education
specialist, and Business/Industeguirements 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 programodsll,Istate, 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, longange expenditures that may be neemeadpdate 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 ttepepf® 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 pragra

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 exggdétfou
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.

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 adstriziion.

. 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 vork 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 t
prokation, temporary suspension, expulsion, or other disciplinary action that may be
deemed necessary and advisable by school officials.

Safety Planand Emergency Drills

All schools shall develop and disseminate a plan for school safety, updating eaa$ ngprired 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 ritsdiutiee
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4.7

4.8

safest area in the event of an emergency. Such activities will be covered in each school's Safety Plar
Teachers and students shall be informed of escape routes, and a map shall be placed in each room
specifying the routes and procedures forcenaging 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 otthdestirill.

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 exit;
shall be open to the outsidén@n 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. Principalscipatate with

Emergency Management authorities in the development of emergency and disaster plans.

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 Assation of Colleges and Secondary Schools, or as required by
the State Department of Education. Aijh schools are required to hold membership in SACS.

Board Property

4.8.1 Buildings and Grounds Managemérnit shall be the policy of the DeKalb County Boarfd
Education to require that school properties be maintained in good physical condition. Safe, clea
sanitary, comfortable and adequately maintained facilities are considered basic indications of
efficient management. The school principal shall conduabgiie 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, thfere, 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 Supéntendent 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. Thi
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 hour¢edhieg of
facilities may be contracted, when possible, and as necelsaigacher or student shall be
expected to clean the classrooms or other areas of the school plant.

4.8.2 Facilities and Grounds Safety Prograrmhe DeKalb County Board of Education shadquire
that each school and the district develop and maintain a safety plan in order to render the
school environment as haz&rde as is possible. Provisions of the safety program shall be in
compliance with all state and federal guidelines. All aAé information and assistance shall
be utilized to enhance the safety of the school district. As part of the safety program, the Boarc
of Education shall require regular inspections of the buildings and grounds of each school and
the submission of periadevaluative reports concerningetdequacy of school buildings i
terms of student and employee care and safety. Notices must be posted in all schools regardir
friable and nofriable asbestesontaining 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 aretidsadlaprior 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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4.8.3

4.8.4

4.8.5

fueling procedures, and vehicle control procedfwestudents and visitors on campus. Any
hazards are to be corrected locally or reported, as speedily as possible.

Equipnent, Supplies, Magrials, Vehicles Management The DeKalb County Board of
Education requires that all maintenance and other equiptoel#, 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 Boardediucation shall be requested intmg, and
accurate records of their distribution shall be maintained.

Useof Board Facilities i The DeKalb County Board of Education believes the functions of
school buildings and grounds shall be to accommajgteoved 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 timésch do not interfere with regular school activities.
The use of school facilities by individualsgnoups shall be based on a properly documented
application and governed by a signed lease agreement (forms to be furnished by
Superintendent) between timelividual 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 HARMLESS®6 statement having t
any liability that mayarise 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 purcls& 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 gew@stthe 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 andiafgropr
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 faitetldw 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.

Advertisingi Board property will not be ugd for commercial advertising except upon sch
terms andconditions as may beexpresdy approved by the Board.
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4.8.6 Disposal of School PropertyTheDeKalb 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 Superinregdeding
school propertyThe 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 apraisal(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 éslrier 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 alldnd re
advertise if appropriate.
f. Fair market value should be obtained if possible.

4.8.7 Constructioror Alterationsi The following must be adhed to by local school officials and
principalsregarding 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 Aaliuilding 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 thetlaetc 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 adsmwhen 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.

4.89 Display of Flags/Pledge
Schools shall properly display the United States flag and the Alabama Stattdidents
shall receive instruction as part of the curriculum in the uses, purposes and methods of
displaying he flags and otheyatriotic emblems. School Principals shaldesponsible for
seeing that no flag is displayed improperly. Code of Alabarr&316& 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 Failities

Whennaming schools, schod facilities, buildingson schod ground and/or any structureon
property bdongingto the DeKalbBoardof Education, thedecisionwill beleft to the
discretion of theBoard of Education. Requests to name orrename anyboard property,
including buildings, portions of a building, and other district faalitiesshould be submitted
to the superintendent with ajustifi cation giving the raionale for thename tobeseleded.
Undermostcircumstances, the board will name sdoolsin order to reflect their location
and relationship to the communities sevedby the school system.

4.10 Complaints and Grievances

4.10.1 General Comphints (Grievances)i Subject to thelimitations seforth bebw, any employee
or member of the public may present to theBoard aconcern, complaint, grievance, or request
for corrective action regarding any aspect of school system operations. Before requesting
corredive adion orrelief from the Supgntendent orthe Board, personsvith swch
complaints, grievances, or equests should psent themfor resolution to theemployee,
supervisor, or administrator at thelowest administrative level who has theauthority and
ability to addess theproblem or to implerent therequestedadion. TheSuperintendent is
authaized to dewop speific procedures thatwill provide for fair consideration and aderly
review of complaints andgrievances. Such procedures may not uneasondly burden or delay
the presentation orprocessing of such matters, and will be subgad 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 ¢
all parties can best be served by sincere efforts of allecoad 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 schodiriis The same procedures shall be utilized
for resolution of any student grievance or concern.

Definitions:

A. Grievance Grievance shalineana claim submittedoy anemployeeof violation,
misinterpretation orinequitableapplicationof Boardof Educationpolicy, rules,
andregulationsexisting lawspr local administrativeproceduresincluding
physicaland/orpsychologicahbuse.

B. Grievant- Grievantshallmeananyregularemployeehired by the Boardof Educationto
performservicesgither onafull or parttime basis, or thé\ssociation(DEA/ESPOYJfiling
agrievance.

c. Immediate Superviserimmediate supervisas thatemployeegpossessinghe
positionof administrative authoritynextin rankaboveanygrievant.

D. Days- Daysshallmeanworking daysexclusiveof SaturdaySundayor official holidays,
asestablishedby the schoolcalendar.

E. Partiesin Interest- Any personsnvolvedin theprocessingf
thegrievance.

F. ProcedureAll grievanceshallbehandledn accordance with
thefollowing procedure:
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A.

Level One (Informal Procedures).

The aggrievegbersonshallfirst presenthe grievanceo the employee'smmediate
supervisowith theobjective of resolvingthe matterinformally. (It is acknowledged
thatthe teacher/Principalr assistant Principahallbe thestudent'smmediate
supervisor see Studertiandbook regarding studegitievances)The aggrievegherson
andhis supervisor/Principahallconferon the grievancevith aview towardarriving at
amutuallysatisfactory resolution of the complaint.At the conferenceheaggrieved
persormayappeamloneor maybeaccompaniedby a mutually accepteg@rofessional
staff member Supervisors/Principalshallbe accordedhe same privilege.

Level Two (Formal Procedures)

. If, asaresultof thediscussion betwede grievantandsupervisoior Principal the

matteris not resolvedto the satisfactiof thegrievant,he/sheshall setforth said
grievancen writing to the supervisor/Principalvithin five (5) daysfollowing the
informal conference specifying:

a. Thenatureof thegrievance.

b. Thenatureor extentof theinjury, lossorinconvenience.
c. The resultof previousdiscussionsand

d. Dissatisfactiorwith decisiongreviouslyrendered.

The immediate supervisor/Principiallcommunicaténis decisionto the aggrievedh
writing within three(3) daysof receipt ofthewritten grievance.

. Within five daysafter receipt ofthe decisionat level one,the aggrievedgarty may

appealto the nextadministrative levelThe Superintenderghall seta time within 10
working daysfor the partiesin interestto discussthe grievanceHe shall providehis
written decisiontogetherwith the reasondor the decision,to all partieswithin the
samel0dayperiod.

. Within five (5) daysafterreceiptof the decisionatleveltwo, the aggrievegarty may

appealo the Boardof EducationAll hearingsandappealshallbe conductedaccording
to the following procedures:

The aggrieved party shall file a written request with the Superintendent for a hearing
before the Board dEducation.The requesshallcontaina detaileddescriptionof the
grievance asvell aspreviousactionor inactionrelativeto the grievanceAfter receipt of
thewritten requestthe Boardof Educationshallseta time, date, anglace forthe
hearingwithin (10) daysfrom receiptof therequesbr thenextBoardmeeting,
whichevercomedfirst. The hearingshallbe scheduleaho laterthan30 daysfrom date of
requestAll partiesin interestshallbe giventen (10) dayswritten noticeof thetime,
date, anglace forahearing.The aggrievedrersonrmaybeaccompaniedby a
representativef his choosingtthis hearingandhavea complete transcripaf the
proceedinganddecisionsThe Board ofEducationshallreacha decision concerning
thegrievancewithin (10) daysafterthe hearingandshall conveythe decisionin writing
to all partiesin interest.

. In theeventthe aggrieveghersonis not satisfiedwith the dispositionof the grievanceby

theBoard of Educationhemay appeatsuchdecisionto theappropriate authorities as
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providedby thelaw or seek recoursehrougha stateor federalcourtsystemUnlessthe
grievances appealedvithin the appropriatetime givenin eachstep, itshallbedeemed
to have beesettledandthe employee shalhaveno furtherright with respecto said
grievanceln theeventof amutually agreediponpostponemengt anylevel, the
grievanceprocedureshallbeginagainat thatlevel within five (5) daysof postponement
and,in nocase, laterthan30 days.

4.10.3 Student Comggints andGrievancesi Comphints, grievances, andrequests for corrective
action may be brought to theattention of the Board by or onbehalf of students with espect to
academic, athletic, extracurricular, or other non- disciplinarymatters, issuesand concerns ony
after reasondle efforts to resolve thenatterat theschool and administietive levels havebeen
exhaustedand in acordance spedfied in theCodeof Conduct. The Superintendent is
auttorized to develop spedfic procedures that will providefor fair consiceration and aderly
review of such complaints andgrievances. Swch procedures will not uneasondly burden or
delay the presentation orprocessing of thecomplaint or grievance and will be subject to review
and approva by the Board. Administetive judgmerts carcening acalemic or curricular
matters or grticipation in extracurricular activities may be set asideby the Board only upon a
showingthat theadion or decision in question isrbitrary and cagpricious, fundamenglly
unfair, or that it violatesBoard policy or thes t u d egal tights. |

4.10.4 StudentDisciplinary Mattersi In the event the student is not satisfied withdtseiplinary
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 Sugendent he/she may appeal to the County
Board of Education. The decision of the Board will be final

4.11 Risk Managment
TheBoard may obtain sich liability and other forms oinsutance or enterinto suchrisk mangement
agreements, pools, aperatives,and like arrangements, agreements, or umlertakings as it @ems
necessary and apprapriate to met legal requirements or to potect theBoard, its empbyees, or its
property fromrisk of loss.

4.12 Emergency Closing ofSchools

The Superintendent is auhorized to closeschools if such action is warrantedby weather conditions

or other circumstnces that pose &sk to the sfety and welfare of students andemployees, or that

render meaningful instriction impossiblge.g., loss ofpower or otherutility sevices). If practical,

the Superintendent shall make the decistmoaose schoolafter consulting with appropriate

community agencies, including the Board of EducatiiMA, and staff. Public announcement and
releases to news media shall be made by the Supelamienn case of severe weatkie official
announcement for school closings may be heard over area radio and television stations. Households
and staff with correct phone number<ihalkablewill be contacted through school messenger.

4.13 TechnologyUseand Internet Sdety

4.13.1 Educational Technologly 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 pRllass 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 sss®nt of effectivenessll be made toward the end of
the school year. Each school will prepare a local technology btatgexpenditure of
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technologyallocations no later than September 1 each year. This budget should be in line with
the school's techihagy 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 studentsaklispeniors.

4.13.2 Access to Tehnology Resourcesi TheBoard permitsrestricted and conditional accessto and
useof its tedhnology. Swch aaccess and uses restricted to empbyees, stidents, and otlr persons
who are engaged in bona fideeducaional andadministrative adivities that seve and are
consistent with idemti ed educational objedives orauthorized support funtions. TheBoard
also reserves theright to plkce conditions on, estrict, or prohibit theuseof personally-owned
technology resouces on itsproperty. Theterm tedhnology refers toall forms of doital
hardware, devices, software, oracounts. Althaigh cdl phones andsmat phonesan beused
for many of the smeactivities as other forms of tehnology, additional rules aply to the
possession and uséthesedevices. This policy applies to alltechnology, regardless of
ownership, ugd on £hool property during sctool hours orduring othersclool -related
adivities. It also applies to theuseof Board-owned technology regardless oflocation ortime of
day. The Superintendent is aithorized to dewlop AcceptableUsePractices (AUP) for
employees, stu@nts, andotherpersons,as well as otherrulesand regulations having to do with
techndogy use.Employees, stu@nts and othepersons using thBoardé technology resources,
using persordly-owned devices oracmunts onBoard property, or usingpersordly-owned
accounts inconredion with their role as anemployee or studcent are expeded toread and agree
to these rulesand regulations priorto their technolagy use, whether or not a sgned agreement is
required.

4.13.3 Legal and Ethical Use of Technology Policfo ensure that students receive a quality
education and employees are able to work in a professional and intellestualliating
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 conuiuiggally and ethically
appropiate ways, consistent with tlirstructional 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 poliaresprocedures, 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 resrces 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 orLoss of Rivileges-Personswho violate any Board policy, rule, or regulation
regarding technology use mayedenied he use of theBoardd edrtology
resoures, may be prohibited from bringing persorally-owned technology onto Board
property, and may be subgd to additional digiplinary action. Rersons areesponsiblefor their
behavior as it relates to edinology, and should thesfore, keep theirlogin and passwords ®aure
at all times. Every employee is responsible for reporting any suspected violations of DeKalb
CountySc hool s 6 peaHnologyCodrdinatar/Nanager. 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 ofResouces and Expedations of Priacy i All technology resoures, includingbut
not limited to, mtwork and Internet lesoure@s, acounts,electronic systems, compurs or other
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devices owred, leased, ormaintaned by the Board are the soleproperty of the Board.
Authorized Board personrel may, at any time and withoutprior notice, access, garch, examine,
insped, collect, or retrieve informationof any kind from theBoardés technology resources,
including compuer or related equipment, files, anddata to determineif a user is in violation of
any of the Board®s policies, rukes, and regulationsregarding access toand useof technolagy
resoures, foror in conredion with any other matter or reasonrelated to thesde and efficient
operation, maintemance, or administration of the £hool system, orfor any other easonnot
prohibited by law. Users of school system technology resouces have no grsordl right of
privacy or confidentiality with respect to the user content of suchresouces. In addition,
school officials may real, examine, or insged the contents ofany persordly-owned technology
devices upon resondle sugpicion that thecontents orecent utilization of the device contains
evidenceof a violation of Board Policy, the Codeof Conduct, Acceptalde UsePractices, or
othersclool or system ules orregulations. The Bard of Eduction will cooperate with any
propely exeautedregquest from any local, State, or Federal law enforcementagency or civil
court.

4.13.6 Internet Safety- Students are not to access inappropriate mat8tiadlents are not to
electronically communicate with individuals for norstructional purposes. This includes e
mail correspondence, chat rooms, instant/real time messenger services or any other form of
el ectronic direct communicati on.Suckooatgcsh at ,
may only be made with the approval and supervision of school system personnel and be
conducted dely for instructional purposeStudents/Staff are prohibited from participating in
any unauthorized access (‘hacking’) of computer systearsyasther 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 electror
disclosure of personal studentanination such as name, home address, phone number, age,
race, grades, etcThe DeKalb County Schools have taken filtering and supervisory precautions
to restrict intentional or accidental access to inappropriate sites on the Irfiéudents must
abideby all laws and policies of DeKalb County Scho®ief: TITLE XVII--Children's Internet
Protection Act.
The Superintendent is aithorized to deelop additioral and mae specific rules, pocedures, and
protedions regarding Internet safety in order tocompy with the Childenés Internet Protection
Act. Such rules, pracedures, andprotedions will address orprovide:

a. Education for students about appropriate online behavior, including interacting
with other individuals on social networking sites andhatroomscyber
bullying awarenessand resporse

b. Measures to blockor filter Internet acess to pictires that areb<ene, that
constitutechild parnography, or tat are harmful to minors

C. Restrictions ofaccessby minors to larmful or inappropriate meterial on the
Internet

d. Thesdety and saurity of minors wren they are usingelectronic mail, chat
rooms, otler forms ofdirect dedronic communi@tions

e. Prevention ofdhack i n g 6 dannts ofanbutherized useof oraccess to
computeror Internet files, sies, datbases orequipment

f. Unauthorized disclosue, use,and disemination of persordl information

regarding minors
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4.13.7 Limitations of Liabilityi TheBoard makes nowarranties ofany kind, either expressed or
implied, that the fuations or thesavices providedby or through the Boardds technology
resouces will be error-free or without dded. The Board will not beresponsiblefor any damage
users may suffer, includingbut not limited to loss ofata, interuption of ®rvices, or dieto a
faillure to block or filter inappropriate Internet sites orelectronic communications. Although the
Board claims owrership ofits vaious edcnology resouces, al user-generated data, including
email cortent anddigital images, is implcitly understood to beepresentative ofthe authois
individual point of viewand not that othe £hool or £hool system. Studentand theirparents
must also beware that theBoard cannotassumeany liability arising out of theillegal or

inappopriate useof technology resaurces.
[References: Pub. L. No. 154 and 47 USC 8§254(h) and (I)]. [Reference: 47 U.S.C. §254(h) and (1)]

4.13.8 Adoption of Rules and Requlatiohd he Superintendent is aithorized to deelop additional or
morespeific rules and rgulationsregarding access toand useof technolagy resoures andto
require adherence to swch rules and regulations throgh such means asiAcceptableUse
Practiceso, which may be publishedndependently or as pat other publicaions suctas the
fiStudent Codef Condict andAttendanceo or employee handbooks,and application of
appropriatedisciplinay policies andprocedures. Sich publications may or may not require
students, tar parents, oremployees tosign an assocated agreementform. Falure of theBoard
to request or obtain yned agreament forms or ofthe student, prent oremployee to sign and
return any suchagreament form does notll eviatethe individual of their responsibilty to
compy with theserulesand regulations.

4.13.9 Software and Copyright Reqgulatiohg he primary goal of the technology environment is to
support the educationahd instructional endeavorstbie students and employees of DeKalb
County Schools. Individuals may only use accounts, files, software emhputer resources
that are assigned to th® 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 softwarepsohibited. If a single copy of a software program is
purchased, it may only be used in one computer at a time. Multiple loading o/ @koimg
programs into multiple computers, (1987 Statement on Software Copyright) is NOT allowed.
Individuals are not@thorized 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 uséhtms 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 attemgireach 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 Sabls 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
handed 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 Condubef®eKalb

County Schools or other Board policy; and (3) legal action, when applicable.

4.13.1Purchasing RegulationsAll Technology purchases that go through the DCBE network must
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be approved by the Technology Manager prior to the purchase. This incluced lumited 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 shouddduk e

to the Technology Manager to obtain a bid.

4.13.1E-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 nadrisitted 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.

4.13.12nternet Securitylnformation from electronic sourcedets 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 theappropriate 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 intexction available on this wor@ide 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 Internetpansitds for
signing and returning the @ GPpdicy@dsinotindude r ne
statemandated testing. Because communications on teekttare public in nature, aisers
should be careful to maintain appropriate and respansdrhmunications. To maintain system
integrity and to insure that the system is being used responsibly, DeKalb County Schools
reserve the right to review éi¢ and networkommunications. Users should not expect that files
stored on DeKa Isérver€wiluatwayg beprovdteo o | s 6
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:
. Sending, displaying or davloading offensive messages or pictures
. Using obscene language
. Harassing, insulting or attacking others
. Damaging computers, computer €8s or computer networks (this includésmnging
workstation and printer configurations)
. Violating copyridht laws
Using other userbd6s accounts
. Trespassing in other user files, folders or work
. Intentionally wasting limited resources
Plagiarizing
File sharing wesbites such as Kaaza and Torrent
. Proxies- use of email or IP addresses to accesauthorized websites
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4131F eacher 6s Technoi{Eogloyeesskoslgphave aa eRpedtation 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, og@waeor random basis, to access and
monitor all equipment, files, Internet access amdadl use. The school system will cooperate
fully with local, state or federal officials in any investigation concerning or relating to any
unacceptable activities comcted 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 bp¢insonal and professional use. However, as with

any tool, it must be used with skill and care. The guidelines below have been developed to hel
protect our students and employees from charges of inappropriate use. The guidelines and
cautions apply to allazial networking venues.

It is advised that teachers do not friend students or students’ parents. Not all parents use socie
media, and it may appear unfair if sopaents are "friends," while others are raistrict

sponsored and approved teacher websalong 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 choosg to remove it from your pagBost 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 expestployeedo be working during the

school day. Posting on persosaktial 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 @puat for Pictures form is on file at the local school. -Qyit for

Pictures form covers all pictures regardless of type of publishing (newspapers, magazines,
soci al medi aé) t hi s wiwodekalbki2orgav ai | abl e onl i
Do not use social media as your sole means of classroomwaication. Remembenpt all

parents use social media, social media is blocked by our district, and pasgnist have

given consent for students to have pictures posted on social media.

All email communication between staff, teachers pawnts shodl be conducted through the
DeKalbk12.org mail (not social medmessages).

Never use DeKalbk12.orgraail 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 anythin@r pog pictures) on social media that you would slarein the
classroom with parents, your school Principal and goetoolBoard. Posts of provocative
photographs, sexually explicit messages or the use of alcohol or drugs which are allowed to be
viewedbyhe public (social media Afriendso) wo
could certainly jeopardize oeemployment.

4.13.1Disclaimer-DeKalb County Schools make no warranties of any kind, whether expressed or
implied, for the service provided. The schegstem 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, nodeliveries, missed deliveries or service interruptions caused by the user or
others. Use of aninformation 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@ernet, parent and student must sign and return the
Opt-Out Internet Use Policy form below: This does cover State Mandated testing

4.13.1%DPT OUT Internet Use Policyrhe 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 shabe the property of the DeKalb County Schools System.
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Internet OPT OUT FORM DATE:

| DO NOT want my child using the internet.
| understand that by signing beldakat my child WILL NOT use the internekcept for state mandated testing
This form must be signed and returie® t he st udermtedkepethoml the stude

Parent/Guardian

Name:

Please Print Name Signature

StudentName:

Please Print Name Signature
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4.14 DataGovenance
4.14.1 Purpose
a. It is the policy of DeKalb County Schools that data or information in all its ferms
written, electronic, oral, or printeds 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 k
the Data GovernaecCommittee.

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 informatio
security measures. The policy, standards, processes, and procedures apply to all students an
employees of the district, contractual third parties and agétite district, and volunteers who
have access to district data systems or data.

This policy applies to all forms of DeKalb

not limited to:

a. Speech, spoken face to face, any form of sign languagepunenicated 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
and

e. Data stored on any type of internal, external or removable media or cloud based
services.

4.14.3 Regulatory Complianck Thedistrict will abide by any law, statutorgggulatory, or contractual
obligations affecting its data systems. DeKalb County Schools complies with all applicable
regulatory acts including but not limited to the following:

Childrenbés I nternet Protection Act (CIP

Chil drends Onl onfAet(CBPPAY acy Protect.

Family Educational Rights and Privacy Act (FERPA)

Health Insurance Portability and Accountability Act (HIPAA)

Payment Card Industry Data Security Standard (PCI DSS)

Protection of Pupil Rights Amendment (PPRA)

~PQoooTp

4.14.4 Risk Managemerit
a. A thorough risk analysis of all DeKal b
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
a pln 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,
guantify, 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 assignegtierelated 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 classifioa regardless of format.

4.14.6 Systems and Information ControRny computer, laptop, mobile device, printing and/or
scanning device, network appliance/equipment, AV equipment, server, internal or external
storage, communication device or any other cumeifiiture 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 destruoti. 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 CounSchools 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 echnological
systems within or used by DeKalb County Schools shall comply with applicable
|l icensing agreements and restrictions a
acquisition of software procedures.

C. Virus, Malware, Spyware, Phishing and SPAM Potection: Virus checking systems
approved by the District Technology Department are deployed using alayelt&d
approach (computers, servers, gateways,
electronic files are appropriately scanned for virusedware, spyware, phishing and
SPAM. Users shall not turn off or disab
or to install other systems.

d. Access Controls Physical and electronic access to informasigsiems that contain
Personallyldentifiable Infamation (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 Committaeed 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 informah and computing resources include, but are
not limited to, the following methods:

1. Authorization: Access wi || be granted on a
authorized by the Superintendent, Principal, immediate supervisor, or Data
Governance Committee with the assistance of the Technology Manager.
Specifically, on a caskhy-case basis, permissi® may be added to those already
held by individual users in the-tostud
knowo basis and only in order to ful
approval of the Technology Manager.
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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 performexd the system with their User ID. User
accounts and passwords shall be kept secure and NOT shared.

Data Integrity : DeKalb County Schools provides safeguards so that PlI,
confidential, and internal information is not altered or destroyed in an
unauthorzed 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:

transaction audit

off site backups

disk redundancy (RAID)

checksums (file itegrity)

data encryption

data wipes

T T>0 I>0 T>o T>o T>o

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 featunesiamplemented:
integrity controls and
encryption, where deemed appropriate

Note: Only DCS distriesupported email accounts shall be used for communications to and
from school employees, to and from parents or other community members, to and érom oth
educational agencies, to and from vendors or other associations, and to and from students for
school business.

5.

Remote Access Access into DeKalb County St
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. Furthdf, €onfidential 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 School sdé networ k. gelifsaids h a | |
storage has been approved by the Data Governance Committee or its designees

Physical and Electronic Access and SecurityAccess to areas in which
information processing is carried out shall be restricted to only appropriately
authorized indiiduals. At a minimum, staff passwords shall be changed
annually.
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.

A No technological systems that may contain infornmatie defined above
shall be disposed of or moved without adhering to the appropriate
Purchasing and Disposal of Electronic Equipment procedures.
Formatting of Hard Drives or the removal of information is only
permitted by the Technology Department oy davices.

A 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,
confidentialinformation 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 apgd by theSO. 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 transfeRihtp
external entities such as software or application vendors, textbook companies,

testing companies, or any other web
exception is approved by the Data Governance Committee and/or Technology
Manager.

2. Other Electronic Data Transfers and Printing: Pll, confidential information,

and internal information shall be stored in a manner inaccessible to unauthorized
individuals. PIl and confidential information shall not be downloaded, copied or
printed indiscriminatly or left unattended and open to compromise. Pll that is
downloaded for educational purposes where possible shaltidemntdied

before use.
Oral Communications: DeKal b County School sdé st a
surroundings when discussing Pldaconfidential information. This includes but is not
|l imited to the use of cellular telephon

shall not discuss PII or confidential information in public areas if the information can be
overheard. Cautiorhall be used when conducting conversations in: ggivate

rooms, waiting rooms, corridors, elevators, stairwells, cafeterias, restaurants, or on
public transportation, etc....

Audit Controls: Hardware, software, services and/or procedural mecharisins t

record and examine activity in information systems that contain or use PII are reviewed
by theTechnology Departmeminnually. Further, the committee also regularly reviews
records of information system activity, such as audit logs, access repdrsgcamity
incident tracking reports.

Evaluation: DeKalb County Schools requires that periodic technical andestmical
evaluations of access controls, storage, and other systems be performed in response tc
environmental or operational changes afferthe security of electronic PII to ensure its
continued protection.

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 exaple, fire, vandalism, system failure and natural disaster) that
damages data or systems.

The IT Disaster Plan shall include the following:

A prioritized list of critical services, data, and contacts.

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 disasterr, gystem failure.

4. Procedures for periodic testing of written contingency plans to discover weaknesses an
the subsequent process of revising the documentation, if necessary.

4.14.7 Compliance
a. The Data Governance Policy applies to all users of DeKalb CouhtySzt| s 6 i nf @

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 adance with applicable

DeKalb County Schoolsdé procedures, or,
the affiliation. Failure to comply with this policy by students may constitute grounds for
corrective action in accordance with DeKalb Counthg®col s & pol i ci es.

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:

Unauthorized disclosure of PII or confidential information.

Unatthorized disclosure of a leig code (User ID and password).

An attempt to obtain a legy code or password that belongs to another person.

An attempt to use another person'silogode or password.

Unauthorized use of an authorized password to ingadient 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, destructmmglisposal of DeKalb County
Schoolsbé information, data and/ or sy
removal from DCS of technological systems such as but not limited to laptops,
internal or external storage, computers, servers, backups or other copitas,
etcé that contain PlI or confidentia

8. An attempt to gain access to logcodes for purposes other than for support by
authorized technology staff, including the completion of fraudulent
documentation to gain access.

SAESR SN .

4.15 Vendors
Salesmen for insurance and other sales companiggaskdo meet with employees toomote their
program or product. The Principal may notify staff that a salesman/vendor would like to meet with the
facultywhen availablend employees may choose to attend. However, such meeting cannot be part of
a called faculty or staff meeting.

4.16 Volunteers and NorBoard Employee$ Background Check

4.16.1 Volunteersi Volunteers are to be supervidegla board employe&eneral volunteers appved
by the principal do not have tave a background check

4.16.2 Special ContractsAnyone having unsupervised contact with students baak a
background check

4.16.3 Student TeachersStudent teachehould have a background check complétgthe college
or university. Student teachers must be supervised by the cooperating teacher and school
administrator.
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4.16.4 VolunteerCoaches$ Volunteer coaches arequiredto have a current background check
completed every 2 yeargolunteer Coaches may not serve as the sole representative of the
DeKalb County Board of Education. A certifiedhployeemust alwaysupervise volunteer
coach.

4.17 Community Education
4.17.1 Adopt-A-School
The DeKalb County Board of Educatiencourages 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 joplanning 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 a\&ral 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 andialggrograms 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 an
for approval of district and school technology planssigtance 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 citizeriekeAame time, schools have the
responsibility to parents for the welfare of the students while they are in the care of the school. To car
out this responsibility, school officials shall observe the following:

a. A studentin school may not be interrtgghby any law enforcement authority without the
knowledge of the school officials. Parents or guardians shall be present if such can be arrangec
within a reasonable period of time.

b.  Any such interrogation must be done in private with an official sclegyesentative 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 bechotitfés 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, parets 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

4.20

4.21

4.22

a. Parent-Teacher Associations/Organizations

The DeKalb County Board of Education considers patesuhers associations as auxiliaries to
the public schools, and not as "outside" groups. Whenever a local-feaenér association is
formed, it shall be permitted to hold its regular meetings in the school building, and it shall be
the duty of the Principand 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 requiretsmfé’d
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
communicated to the public orregular 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 slaltt@ized 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 groupstrhe 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 faSchoolRelated
Organizations.

Each Principal and school related organization must follow these guidelines when determining i
a club or organization is a school related activity. The purpose of these Guidelines for School
Related Organizations is to &gshese organizations, school officials, school bookkeepers,
auditors and other agencies in determining the proper accounting for-selabed!

organizations.

Inter-district Relations

The DeKalb County Board of Education shall participate in shegadces 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 ammeffective learning environment for students.

School Resource Officers
School Resource Officers operate under the direction of the SherifffSRO Supervisor.

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
i ndividual s, to be accompanied by a fiservi
classrooms,ra 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, includingnot 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 dihg related to the functional limitations of the
personédés disability, Service ani mals are w

Therapy or companion animals, including pets, are not service animals, are not covered under
the Americans with Disabilities Act, there& are not permitted on Board facilities or at Beard
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 beleded 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 An employee who requests a service animal as an
accommodation is required to submvritten request to and obtain authorization from the
Office of the Superintendent of DeKalb County Board of Education.

2. REASONABLE ACCOMODATIONi 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 lodalw.

4.22.3 Student Requests for Service Animal and Reasonable AccommodadtienSuperintendent is
directed to develop and implement procedures consistent with this policy to address a request |
a parent, legal guardian, or adult student for a student to be accompanied by a service animal.

4.22.4 Requirements of Service Animals ankelr Partners/Handlers
1. TRAINING T A service animal must be specifically trained to perform a service function.

2. IDENTIFICATION i The service animal should wear a harness, cape, identification tag or
other gear that readily identifies its working statusscstent with the provisions of the ADA.

3. CONTROLIT 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/handleadfervice 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 hater 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. LEASHT The service animal must be on a leash at all times.

5. LICENSE AND TAGSI 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 RULET The partner/handler must always carry equipment sufficient to clean up
the ani mal 6s wast e, I mmedi ately remove th
of the ani mal 6s wast e.

4.22.5 Administrators Responsibilities

1.

If an animal is orschool site and is not otherwise identified as or know to be a service
animal, inquire if the animal is a service animal.

Verify that an employee, parent, or adult student who requests a service animal as an
accommodation obtains appropriate authorizatwaugh the Office of the Superintendent of
the DeKalb County Board of Education.

Direct any questions regarding service animals to the Office of the Superintendent of the
DeKalb County Board of Education.

Allow a service animal to accompany the partma&ndler at all times and everywhere on
campus, within Board property, except where service animals are specifically prohibited due
to health, environmental, or safety hazards.

Direct staff, students, and other persons to refrain from petting, feediledjlmerately
startling a service animal as may be needed.

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 To insure the safety argkcurity 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 Boardponsoredctivities unless specifically authorized by the Superintendent
of DeKalb County Board of Education.

4.22.7 Law Enforcement This policy does not address the use of animals for law enforcement.

Therefore, law enforcement agencies are not restricted bydity.

American with Disabilities Act, 28 CFR Part 35
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5.1

V. Personnel

Principals

5.1.1

5.1.2

General RequirementsThe 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 t
the community. Principals are expected to have a clear sense of purpose, persistaetfe, and
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 performémaeder 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 prograr
including all members of his/hetadf, in accordance with the policies of the Board of
Education. Principals must possess a Maste
requirements for accreditation by the Southern Association of Secondary Schools and College

All Principalsand 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 fagibemployees under

contract for 10, 11 or 12 months will be on ftithe 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 schoolPrincipals are employed for the period Juyune 30 (twelve calendar months)
and Elementary/Junior High Principals are employed for eleven scholastic months. Assistant
Principals in k12 schools are employed for teronths.

Twelve monthgrincipals argo be on duty a minimum of 242 full working days per year,
Monday through Friday, exclus of approved holiday&leven monthgrincipals 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 Principa) employed after July 1, 200@ill receive contracts in lineith
Alabama state legislation.

Duties and ResponsibilitiedDutiesof the Principal include but are not limited to the following
and those described in otteections 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 cleshedule to the Superintendent in line with faculty
certification and all accreditation requiremte and policies

e. To make equitable assignments of students among the teachers with regard to class a
daily attendance in keeping with State required pigaither ratios.

f. To make all teaching assignments in line with certification requirements for the grade,

subject, or level taught.
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To assign no person to teach a class who has not been approved by the Board of
Education.

To make sure that all studeméxeive instruction from an employed, certified teacher,
whether in a classroom, lab-8thool Suspension program, or other school
arrangement.

To make sure that all teacher aides, regardless of whether or not they are certified, wo
under the supervisioof a certified teacher, in line with State Board requirements.

To recommend to the Superintendent, qualified applicanthégposition of custodian
teacher aide, clerical aide, lunchroom manager or worker, and any other position as
requested by the $arintendent.

To recommend personnel for transfers within the school, and to sign placement
guestionnaires for employees in keeping with evaluations. The Principal will
substantiate with documentation any recommendations for dismissal or conditional
placenent.

To promote a professional atmosphere and attitude among all personnel.

To see that the instructional program includes all subjects and requirements as directe
by the State Department of Education and local Board of Education, including but not
limited to the State Course of Study.

To plan and conduct staff meetings, orientation; argkivice as required by policy, or

as requested by Superintendent, and to ensure continuous growth for all personnel.
To operate the school in keeping with policies rdey 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.

To select the best qualified substitute teacher available from a list of certified
applcants.

To see that all materials and equipment are kept in good condition and used
economically.

To maintain and report inventory of buildings including equipment and furniture,
playground or athletic equipment.

To provide adequate storage and protediorstateowned 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
To inspect the school periodically fiare 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 [irestor.

To make safety inspections of playgrounds, equipment, athletic facilities and bleachers
prior to games and to report findings to Superintendent.

To make sure that the school is maintained by the custodial staff to the satisfaction of
the Superintetient and Board of Education. To submit a cleanliness checklist quarterly,
in addition to a monthly maintenance report, on forms provided by the Superintendent.
To work with the Transportation Supervisor on selection of bus drivers and
determination of bustops and bus routes, and to follow and implement policies as
stated in the Transportation Policy Handbook.

To handle bus discipline problen{Brivers are to report problems to Principal as soon

as necessary, either calling in csuntyownedcell phone o 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
Superintendeny.
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aa.
bb.

CC.

dd.

ee.

gg.
hh.

Ii-

Kk.

To meet with local school patrons and citizens orasion to discuss school programs.

To be responsible for developing a program and to hold "Open House" on Parental
Involvement Day aprescribedy Board of Education and Superintendent.

To sign necessary legal papers.

To be responsible for general managat and discipline of the total school program as
outlined in policiesand in compliance with all state and federal regulations.

To make sure that all iBchool Suspension programs follow Board policies and
guidelines including approval by Principal ofident placement in ISS.

To see that students are under the direct supervision of a certified teacher and have th
opportunity to receive guidance services.

To investigate and report back to Superintendent all notices of improper useibf E
Internet @cess, computers or softwamedsee that Copyright laws are followed.

To implement all policies as set forth by State and County Boards of Education as
required.

To maintain accreditation standards set forth by the Southern Association and the Stat
Department of Education.

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 ne
employee deviates from the approved schedule withoutBagasroval.

To see that attendance data is input correctly and in a timely manner, that all absences
are recorded properly, and that the necessary repremsade, checked, and corrected
prior to the last working day for personnel. Data is to be inply dairequired 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 stdjents can then be made on

the workday.

To verify and sign off on student rosters when submitting the first attendance report. Tc
make all reports in a timely manner, as accurately as possible, and to maintain and
protect files and records for the school.

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 Sclool Accounting ProcedurésThe Principal shall:

a.

b.

Seethat any request for Board of Education payment of expenditure for the school is
submitted correctly in keeping with requisition and purchasing procedures.

Follow all rules and regulations pertainingschool 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.

Ensurethat no local school funds are used for payments, bonuses, or supplements to
personnel without express approvatiué DeKalb County Board d&ducation.

Ensure applicable funds are turned in to the Payroll Department.

Keep receipts for all cash receiv&ecure and protect cash "bags" or "boxes."

Deposit all receipts in bank and reconcile receipts with deposits at timetdepoade.
Daily bankdeposits will tend to eliminate the possibility of excessive losses of cash on
hand due to fire, theft, etc.

Make all disbursements by check.

Do not make checksayable to "cashPrincipals shall not make checks payable to
themselves.
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Obtain bank statements and canceled checks from the bank at the close of each montt
and reconcile bank account monthly.

Keep receifs of school funds and lunchroom funds separate at all times. Do not make
transfers from one fund (or loans) to the other.

Secure proper invoices or supporting evidence for all disbursements. Use the Standarc
Invoice Form, if no invoice is furnished by tiiendor. Make sure that the invoices are
propety signed.

Include total receipts of all school activities in the school fund and make all
disbursements by check. Do not record only the profit received.

Segregate receipts and disbursements on General Lsmltjeat the balances can be
determined for various school organizations, clubs, classes, activities, etc., on deposit |
the school fund.

Include with the monthly financial reports to the Superintendent a list of aidinp

bills, along with thedates these bills were incurred. Monthly reports are due by the 15th
of the month following reporting month.

Tickets for Athletic Games: Follow directions by the Examiners of Public Accounts.

All leftover tickets on rolls are to be saved and securednus®ered 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 oféceipt changes to
Principal.

Use all prescribed accounting forms and records. Principals, as well as all other
employees of the school system, must use @ppeoved Purchase Order numbering
system for all purchases paid from school funds of any southelve exclusion of
lunchroom funds and teachers using an approved Debit Purchase Card/PO.

Use the revised uniform system of locataunting for all school funds following
guidelines set bthe AlabamaState Department of Education.

Be prepared to make amal 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
necessary, and combined for state report.

Fall billing (delayed) is prohibited. Payment should be mvaitlein 30 days of receipt

of merchandise or supplies.

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 purchas
when funds are not sufficierd foresee prompt payment.

Purchases with school funds are to be made in keeping with bid prices, following bid
law, when available.

No salaries, bonuses, or supplements shall be paid directly to employees from the loca
school General Fund or Child Nutati 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.

Matching Social Securitya the present rateust be submitted with Principal's

payroll for al parttime employees.

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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bb.

With the exception of teacher supply fund purchases matieawiapproved Debit
Purchase Card/PO, teachers, as well as all other school system personnel, are require
to clear with the Principal or Superintendent, as applicable, and secure his/her approve
in writing in the form of a purchase order or requisitiesing a P.O. number and

dating system, before obligating the school to payment of any time or service.
Purchasdétems from the state bid list, when available, when using school funds. It is
recommended that at least three quotes be obtained througkdatmdgbrocess for all

other items in order to obtain the best price even though said items are under the bid
limit.

Principals, whose employment is to terminate by June 30 of a given year, should be
careful in making purchases or obligating the schogb&yment beyond July 1 of that
year.

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 GoaisThe 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 Qualificationsand Duties
5.2.1 General Requirementsi Employees have aduty to perform their jobsresponsilly and in a

conscentiousmanner. In addition toany speific job requiremerts set foth in job desriptions
or elsewhere, employees are expeded to neet the followinggeneral performarce and service
standards:

a.

b.
c.

The Board of Education is in agreement that all employees have the responsibility for
reading andecoming familiar with policies and shall adhere to the policies.
Employees are required to be puntual and to atend wak regularly.

Employees are required to peform theduties and responsibilities tht are assgned to
them by the Board, the Superintendent, or theirsupevisor(s). Swch duties and
assgnments nmay extend bgondor outsidethe instrctional day and may includeoff-
campusfunctions, events, andadivities. An effort shall be made to honor employees'
preferences in assignments if trainiegperience, and qualifications are equal.
Employees are expededto treat all studentsgo-employees, visitas, andguests of he
Board with respect. Employees areexpeded to éémonstete modeation, restraint, and
civili ty in their dedings with othes ard, in generd, to srve as appropriaterole moals
for stucents in theirbehavior and cemeanor.

Employees are required to oley al laws, ordinances, Board policies, supevisory
directives, and otherpertinent authaity while carrying out dutes forthe Board.
Employees whoseduties includethe instration orsupervision of students must prie
effective supervision, digipline, arganization, and instration of the studets.
Employees must complee and submitrequired reports accurately and in a timéy
fashion.

Employees mustrespect, protect, andexercise duecare in thehandling, use,and
operation of Board property and equipment.

Employees shdl at all times mainéin appopriate, fiprofessiorald  endeanor from
stucents and sHl not engae in conduct including communi@tion of any kind that
constitutes, sotits, or suggsts seual, romantic, or inapprapriately familiar

interaction with students.
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Employees are required to report to wak or toschool functions inattire that is
apprapriate to ther positionand the @ture ofthefunction and that is in kegingwith
generally accepted stadards of cecorum and pofessioralism. Service and other
employees who areissted uniforms shall vear uniforms when equired.

Employees dhal promptly disclose tdhe Board any fad that would disq@ify them
from employment orthatrenders them urable to gerform theiressential job fuations.
TheBoard of Education shall not praibit outsideemploymentby an employee.
Under nocondition, however, will the Board permit outside wok by an employee to
interfere with his dficiency in carrying out his esponsibilities. Th&oard reserves
theauthority to deny any employee the pivilege of working at anotter job if such
employment lesens or inerferes with theemployeés efficiency and wak in his
assgned duties.

5.2.2 Spedal Requiements

a.

Work Schedules (Teachers) T Each certifedemployee 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 thatequire an adjustment in this schedule. Certified employees that are
employed by 21st Century, Extended Day, Supplemental Educational Services
Providers, and other after school prams will adjust their scheduées follows:

Certified employees employed 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 minutedter students are dismissed from the regular
school day.

Work Schedules (SupportPersonnel, @ntral Office Staff, and Adhinistrators) The
Superintendent isauthorized to establish wik schedules, includig minimum wak
times,for support jgrsonrel, 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
at4 p.m.

Professional @rtifi cationT In addition to equirementsestablishedy the State
Board of Education and the grtinent job description, professioral employees must
hold adegree from anaccredited college or university and hold acurrent, valid,and
properly endorsed AlabamaTeadheré Certifi cate, which will be maintaired in the
Suprintenden t dfise. A teacher who has compkted thecertifi cation process but
has notrecaved thecertifi cate may be employed on teniative or tempoary
compersation pendingverification of certifi caion from theStae Department of
Education. Uponrecept of suchverificaion, appropriate adjustments will bemadeto
theteacher®s salary. If ateacher earns ahigher certifi cate that meits inaeased
compensation uncer theapproved sabry schedule, any salary increasewill become
eff edive uponcertifi cation from the Séte Department of Education.

Substitute Tezhers 1 Substitute éaders mustat aminimum, possss a hijh sdool
diplomaand valid and current Alabama SubstituteTeaderd s ertiftcae or Alabama
Teaders Certificate.
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5.2.3

5.24

5.25

e. Teacher Aidesi Teadher assistants must, atrainimum, possess (§ high school
diplomaor its equiaent; (i) atwo year diplomafrom acollege or univesity (or the
equivdent hours) oipass theWork Keys Asessnent; and (iii) a certifi cate from the
StateDepartment of Education verifying afi Ic e atatusresultingfrom a lackground
ched.

f. Bus Drivers T In addition to therequirementsestablishedby the Sate Board of
Education, abus driver must: (i) hold avalid commercial driverd s ense,i(ii¢
complete aminimum of twelve (12) hoursof approved instriction in school bus
driving, (iii) satisfactorily complete a written examination driveré s fopmence test
approved oradministered by the Stte Department of Education of State
Superintendent, (iv) compete additionalBoard requirementsas required by the
Superintendent or his designee A bus diver mustalso med any requirements of the

entity providing the BoardGs automobile liabity coverage.
[Reference: ALA. CODE §16-27-4 (1975)]

Dress Code foAdult Personnei 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 angks

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 elemedary personnel, to wear clothing appropriate for their activities.
However, every effort should lmeade 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

Tobacco Use ProhibiteédNo 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 gymnasiumsdalnigies are included in this

prohibition, and signs are to be posted for visitors. This policy is to be enforced uniformly, on a

countywide basis, at all school events, regardless of the time of day. This tobacco ban applies

to all students, employeessitors, 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 includeextracurricular 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 resifitthe 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.

Code of Ethic§ TheDeKalb County Board of Education expects all employees to conduct
themselves in an ethical manner.
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5.2.6

5.2.7

5.2.8

5.2.9

Conflict of Interest TheDeKalb County Board of Education shall prohibit any employee of
the school district from having any pecuniary interest, direstindirectly, in supplying books,
maps, school furniture, or apparatus for the schools, or to act as agent, dattery publisher,
booksellerpr dealer in instructional, athletic, graduation, dub, or food service supplies or
equipment for the schazl

School Volunteers TheDeKalb County Board of Education recognizes that volunteers can
make many valuable contributions to the schools. Therefore, the Board may permit a voluntee
program in the district, subject to suitable regulations and safegt@ituts promulgated by the
Superintendent or staff in cooperation with the schools. The activities of school volunteers sha
be continually monitored to assure proper management of their sekadesteers shall not

have direct supervision of studen¥®lunteers, since they are not employed or under contract

by the system, shall not instruct a class for credit or t@aésupervision of students. All
volunteers must wear an Identification Badge provided by the school. Coaching volunteers for
all sports may not represent or speak theteam or school. Fingerprintirig required for all
volunteer coaches involved in the coaching of AHSAA sponsored sports teams.

Lesson Plan/Modificatioin 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/h
supervision prepare lesson plans, Supervisors of instructadinbghavailable to assist teachers

in developing effective and acceptable plans when this service is requested. Lesson plans mu
be made available for substitutes. Lesson plans shall be availabisgdeciion by the

Principal. TheSuperintendent shahstruct Principals and other supervisory personnel to

review lesson plans periodically. Teachers shall follow the state course of study, local scope a
sequence and curriculum guides, as available. Lesson plans shall include, but not be limited tc
objedives, grouping arrangements and instructional techniques to accommodate different
learning styles of students, materials and equipment needed and method of assessment.

Anti-Harassment The Board strictly prohibits harassment of any person or grouersbps on

the basis of a legalprotected 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, militasgrvice or veteran status, and participati

in legally-protected activitiesEvery employee is expected to uphold this policy and is
responsible for maintaining a respectful and professional educational and work environment.
When proper notice is providethe Board will investigate allegations of Prohibited

Harassment, as defined herein, and will take appropriate disciplinary action where warranted.

a. Definition of Prohibited HarassmenProhibited Harassment is unwelcome verbal,
physical, visual or othesonduct directed against any person or group, based upon
characteristics or activities protected by federal or state law that has the purpose or effect
unreasonably interfering with an individual's working environment or work performance or
creating aroffensive, 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 aflitys p
and may result in appropriate disciplinary action.

b. Examples of Prohibited Harassmefithe following are examples of conduct that may
constitute discriminatory harassment:
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Verbal harassment may include but is not limited to epithets, derogatory cesnme
or slurs based upon one of the characteristics or status listed above.

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 dicted at an individual because of an individual's protected class
or status.

Visual forms of harassment may include but are not limited to derogatory posters,
cartoons or drawings based upon an individual's protected characteristic.

Sexual harassment, assoexample 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 impbaindition 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

i ndividual 6s wor k perf or mdile,ore or ¢
offensive working environment.

Employee Complaint Resolution
Reporting- When an employee feels that he or she has been subjected to Prohibite
Harassment, or observes or is otherwise aware of an in¢identshe believes to
be Prohibited Harasment, the employee must report the matter immediately in the
manner set out below.

A Informal Reporting Under no circumstances should an employee pursue resolution
of a potential Prohibited Harassment situation through informal reporting only.
Although anployees are encouraged to work together to resolve differences, and
while reports to firstine supervisors may be helpful, the Board cannot properly
oversee and investigate a situation without proper notice in the manner set out
below. Informal complairstto ceworkers and reports to firihe 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.

Complaint Procedure

A Persons Responsible for Receivary Investigating ComplaintsThe
Superintendent is responsible for adjudicating complaints regarding Prohibited
Harassment. The Superintendent desigrextesssistant Superintendea the
person responsible for receiving reports of alleged Prohibited Harassment. All
complaints should be voiced directlydn Assistant SuperintendeAin Assistant
Superintendentan be reached &entral Office or AnnexHowever, under no
circumstanes 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 Supetiendentthe complaint may be made a different Assistant
Superintendendirectly to the Superintendent, or if the Superintendent is the
subject of the complaint, directly to the Chairman or Mateirman of the Board.

A Complaint form, contentsComplants 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 an Assistant Superintendemtother appropriate
recipient of the complaint.
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A Investigationi 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 anyindings that are supported by the investigation, and recommend
appropriate action based on these findings. The complainant will be infoxmed
writing of any action that is taken as a result of the investigation.

A Review by the Superintendent and the Bloak 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, tharBovill 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 theBoard 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 beer
subjected to retaliation or @erse 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 agaméteris the same person to
whomhe/deis to report such matterthen he/shenay proceed directly tan Assistant
Superintendenthe Superintendent, or the Chairman or M&igirman of the Board, as the
circumstances may require.

g. Penalties for Violation Any employee who violates the tesrof 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 Abusei In accordancavith 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 prese
during polie 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 adminisliration w

attend a mandatory training on:

1 Recognizing signs of child sexual abuse

1 Mandatory reporting

M One to One situational awareness

b. Elementary Teachers, counselors, nurses, and health teachers will educate students about persona
safety by:

1 Using therecommended Child Personal Safety Curriculum.
1 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

5.4

Equal Employment Opportunity

It shall be the policy of thBeKalb 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 adesexarital status, or
disability.

Hiring

5.4.1 Application Procedureis Jobapplicants forall positions must filean applicaion with the
DeKalbCourty Board of Education. Applications must beompleted infull. All in formation
provided in theapplication must beruthful. Any misrepresentation of a material fadt on an
employmentapplication may disqalify the applicant from consideration for the positionand
may subpd an employee to adversemploymentaction, includingtermination.

5.4.2 Qualificationsi Applicants must ree¢ theminimum qualifications ofthe positionas proviced
in Board policy, the job desription for theposition, the posteddvertiserrent for theposition,
or as may otherwise be establishedy the Board, applicable law, or regulation. Applicants must
hold swch degrees, licenses certifi cates,and like credentials as nay be necessary, apprapriate,
or cusbmary forthe position in gestion. It shall be the responsibility of the teacher to submit
the certificate to the Superintendemifice. The Board of Education may impose additional
gualifications for positions authorized as they may require-aBtield teachers, employed on
an emergency basis, will be required to earn a minimum of six semester hours each year until
complete cerfication has been achieved, preferably within three years, in keeping with state
recommendations. Anyone who fails to obtain the required credit will noté&mpéoyed. All
employees, new to the system (ftithe, parttime or substitute) must be fingeirtied, 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 phydwias considered complete.

It is recognized by the Board of Educatibiat the above qualifications are set up to promote
minimum standards. Therefore, it is the policy of the Board of Educ&@tiemploy persons
who exceed these minimum requirementsaver possible. Applicants residing within the
county shall be given consideration when all experience and qualifications are equal.

5.4.3 Hiring Authorityi The Bard isresponsiblegfor making all final hiringdedsions,and no hiring
dedsion is dficial, final, or effedive unlessand until it is agoroved by avote of theBoard. No
principal, administetor, sugervisor, or other empbyee has authaeity to hire an applicant without
Board approval or to commit theBoard to speific action regarding employment.

It shall be the dutpf 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 empieyapplicant recommended by

the Superintendent. If the Board of Education does not accept the recommendation, the
Superintendent may make anothrerommendation. Principals are encouraged to refer
applicants for support positions.

5.4.4 Job Posting Theposting 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) da
during the summer. Any newly created jobs and administrative jobs shall be postgd 14 da
during the year.
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5.5

5.6

5.7

5.4.5 Job Description$ 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 eact
category of the Boar d suhedule.cCapesawilibe ke e filaip pr o
the Central Office

5.4.6 Nepotismi DeKalb County Board of Educatiomill follow all State and Federal laws
concerning nepotism.

Probationary Employment Tenure

5.5.1 Probation/Teacheiisin accordance with the requirents of the Students First Act of 2011,
each teacher shall serve a probationary term of threeiyaaesacheshall attain tenure upon
the completion of three (3) complete, consecutive school years-tihfellemployment as a
teacher with the same empéyunless the governing Board approves and issues written notice
of termination to the teacher on or before
complete school year of employmeAtprobationary teacher whose employment or
reemployment is effgive 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 haattained continuing service and who is promoted to Assistant Principal or
Supervisor shall serve for three (@nsecutive contract years as assistant Principal or
supervisor before gaining continuing service status in said capbe#aghers with tenured
status shall not lose their continuing service as a teacher during this pime&drincipals
employed aftei7-1-00 will follow new state contract provisions.

5.5.2 Probation/Suppoit In accordance with the requirements of the Students First Act of 2011, a
probationary classified employee attains4poabationary status upon the completion of three
complete consecutive school years of filne employment with the same employer unless the
governing body of the employer approves and issues written notice of termination to the
empl oyee on or before the fifteent hthidday of
consecutive complete school year of employment. A classified employee whose employment c
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.

Promotion

TheDeKalb 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 wishesrkhg 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.

Suspension
The DeKalb County Board of Edugat may suspend or dismiss any person in its employment for the
following reasons:

1 immorality

1 incompetence

1 insubordination

1 neglect of duty

9 failure to perform duties
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5.8

5.9

5.10

5.11

5.12

5.13

1 other good and just cause.

Reassignment of Teachers

The Superintendent may reassigie@acher 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.edl teauher may

not be involuntarily reassigned more than one time in a school year.

Transfers

5.9.1 Voluntaryi TheBoard may grant a requested transfer if the employee so requesting said
transfer possesses the certification, experience and other qualificagmn®d for the position
where such position exists. All requests for voluntary transfers shall be carefully considered an
reviewed on a nondiscriminatory basis. Transfers of teachers during the school term shall be
prohibited, including voluntary trafess except in case of extraordinary circumstances and
majority vote of the Board.

5.9.2 Involuntaryi A tenured teachanay be transferred within the school system to any grade or
position for which the employee holds appropriate certification. The trans&rmauwvithout
loss of or reduction in compensation. The tenured teacher must be provided written notice of tt
proposed transfer no later than the twentieth calendar day after the first day of classes for
students. A tenured teacher may not be involugttnainsferred more than one time in a school
year. A tenured teacher must be afforded the opportunity to meet with the Board of Education.

Cancellation of Contract
Any cancellation of contract by the Board will be in keeping with the Code of Alali2imapter 24,
Title 16, the Students First Act and all professional and ethical procedures.

Resignation

The DeKalb County Boargrohibitsany employee, whether on continuing service status or not, from
canceling his contract during the school term for wisiid contract is in effect, or for a period3f

days prior to the beginning of such school term, unless such cancellation is mutually agre@ghypon.
employee shall be permitted to cancel his contract at any other time byfgreidgys written notie

to the Board. Any such employee canceling his contract in any other manner than herein provided sh
be deemed guilty of unprofessional conduct. The State Superintdrydauthority of Section

16-24-11, Code of Alabama, is authorized to revoke or sndfa teacher's certificate.

Retirement

All regular (4 hours or more per day) employees must join the Retirement System. Current deduction
7.5% of gross pay for Tier 1 and 6% for Tier 2. The following is not required but the information is
provided forthe 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
empl oyeeds retirement woul first feteecnenhcbeclowodldibe Augulst o
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 questits should be directed to Payroll at the Central Office.

SupplementaDuties

Compensation in thierm of supplerents nay be paid for nortinstructional suppkementl duties in
accordance with rates speified orestablished for such duties in theBoardé official salary schedule.
Such dutiesnclude coaching and smnsorship ofithletic support oganizations €.9., cheerleaders, flag
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5.14

5.15

teams, drill eans)aswell as sholasticsupportadivities (e.g., yearbodk, service clubs,academic
honaaries). Such suppmentl dutiesare consicered additional noteading assgnments tdoe made
and approved onan annuel basis or otlerwiseas theneads of theschool require. Swch suppémend
dutiesare not consiared to bea part of ateaching contrect or appointmentand no tenue, continuing
service status, no-probatiorary status, ocontractual right to continued employment or compenstion
for such suppementl assgnmentwill be recognized or implied in theabsenceof aseparate written
contract of employment providing for swch rights.

Employee Conflicts of Interest

Employees may not usetheir offices or positions fopersordl gain and mustadhere to applicable
provisions of theAlabamaEthics Law. Employees may only engage in outsidesmployment under the
following terms and conditions:

a. Employees will not engage in outside businesactiviti es orrender any service for
another employer during suchtime as duties and esponsibilities lave been
assgned by the Board;

b. Employees will not accept outsideemployment that would intefere with or impair
theability of the employee to perform duties as éBoard employee effectively;

C. Employees may not acept work thatcould compomisetheemployeed s  iendedte p
judgment in theexercise ofduties for the Board;

d. Employees may not useor discloseconfidentia information aquired throwgh Board
employment for their persordl gain orfor the befit of a third party.

e. The DeKalb County Board of Education prohibits any one employee from holding

more than one fultime positionwithin in the system

Employee Evaluations

5.15.1 Certified Personnel Certifiedemployees will be evaluated in accordance with anevaluation
program appoved for useby the state olocal board of education. Contect principalswill be
evaluated in accordance with ruks, regulations,and requirements promlgatedby the Stte
Department of Edeation oras may otherwise bepermitted by law.

5.15.2 Non- Certified Personnél Non-certified personnebill be evaluated in accordance with criteria
and procedures to leeveloped 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 i€onnection With Employment DecisionEmployment evaluations ay
beconddered in making employment ddsions, t@ether with suchotherinformationand
consicerationsas may reasondly bea upon the wisdom, ecessty, or advisability of the
employment adsion. Hawvever, employmentevauationsare intended to enhance the overall
quality of theschoolsys t e m & stional pregtam and arenot interded to corfer, constitute,
or give riseto any individual right, entittement, orenforceable expedation ofcontinued
employment oradvancement. Accordingly, except as nay be spesificdly provided otlerwise in
state law applicableto i antract principal semgloyees do not aquireany employment right or
right of legal adion based onany adual or alleged failure on the pa of theBoard orthe
evauator to follow spedfic evaluation polices, regulations, or pocedures.

5.15.4 Special Evaluation SituatiofisThe Superintendent, tighief School Financial Officer, and
other employees who grvein positions of sgcial trust or gnsitivi ty may be evaluated by such
means as thé3oard deems appopriate and as may be permitted by law or applicable egulation.
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5.16

5.17

5.15.5 Exempt Personnél Except whenequired by law or contract, temporary, substituteand
occasional employees, oremployees apointed to supplerantal positions €.g., coades,
extracurricular activity sponsorswill not beformally evaluated in thoseroles.

Personnel Records

5.16.1 Content ofPersonrel Filesi 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
completelt shall be the duty of employees to furnish the personnel office withitgach
certificates, health examination reports, transcripts, official statements of degrees and similar
data.

5.16.2 Confidentiality i All information contained in an employee's records shall be considered
confidential and shall not be transmitted to outsigencies or persons without written
approval by said employee, or as subpoenaed by legal authority.

5.16.3 Access to rsomel Filesi Board membe's, theSuperintendent, Board
administrators (including prircipals),employees of the Human Resouces Department, and
other personavhoseduties reasonably require access to grsonrd fil es are authorized to
view, copy, and usethe contents of persmel files for purposes hat are required by or in
keeping with their official duties on kehalf of the Board. Eachemployee 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.

Substitutei Teachers

5.17.1 General T 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 cerfi@cipals or their
designated representatives shall secure the best qualified person, with regard to education ant
experience, from the approved list in case of absence of a regular teacher. All new substitute
teachers must have an application on bkefingerprinted, hold a valid teacher or substitute
certificate, and complete all necessary paperwork, includingddorm, to be filed in the
Superintendentdos Office prior to payment.
regular teaher 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 emsgi@jee,
provide the regular teacher with a brief report on the day's activiggsbstitute 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 b& outre than two consecutive
weeks. A substitute may be employed for one-taif or more. All teacher absences must be
reported regardless of whether or not a substitute was employed.

5.17.2 Compensgtion i Substitute teachers shall be paid according to thet recently Board
approved salary schedule for substitute teachers. Emergency contract teachers employed whe
a teacher is on leave without pay will be paid according to certificate and experience, if
certified for the position, when there is an agreerpent to employment and such has Board
approval No employee is permitted to subcontract with a substitute.

81



5.18

5.19

Substitutel Support Personnel

Support substitutes are contacted through AESOP or school Representative when necessary. All
substitutes must appht the Central Office. Applicants must be fingerprinted, have an application,
certificate, 19 and other necessary paperwork on file in the Superintendent's Office prior to payment.
Support applications that contain medical sections must be completgzhigieian, to be considered
complete. Incomplete applications will not be accepted. Support substitutes shall be paid according tc
the most recently Board approved salary schedule for support substitutes.

Employee Leave

5.19.1 Work Attendance and Essatial Job Function T Punctual, regular attendance is anessential
job function of every job and positionand employees areexpeded to report to wak when
scheduled to wak and to emain at wak eadch working day.

5.19.2 Absencesi Except as oherwise authorized under Board policy, employees may beabsent
fromwork only in thefollowing circumstarces:

Sick leave

On-The-Job injury leaveéPersonal 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.
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5.19.3 Absences Require NotiGeEmployeesvho know in advance that they will be absent from
work must notify the Board of the expectasence 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 possiliecept 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 e 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 bas 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 Higible for Paid SickLeave1 All regular full timeemployees are eligible to
accrue (earn, accumulate) paid sick leave.
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Earning and Acumulation of Paid Sickeavei All eligible employees ean sick
leave days at therate provided forin state law. Eligible employees may accumuate
sick leave as providced by statelaw.

Useof Stk Leavei Eligible employees may only usepad sick leave for absertes
causedby the following:
Personal illness;
A Bodily injury which incapacitates the employee;
A Death in the immediate family of the employee (husband, wife,
father, mother, son, daughter, brother, sister, fatix&aw, motherin-
law, sonin-law, daughterin-law, nephew, niece, granddaughter,
grandson, grandfather, grandmother, uncle and aungréVvh
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 concernedikhaith the Board
of Education a written statement of the circumstances which justify an
exception to the general rule;
A Attendance to an ill member of the immediate family (husband, wife,
father, mother, son, daughter, brother, sister,(or others voisie 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 até¢hef ate day for

each month o$ervice. Employees may accumulatey unused sick leave. In no case shall sick
leave be used until it has besarned. Upon proper verification of the previous employer,
personnel emplyed by the Board of Educationay transfer all accumulated sick leave from
another school district or ppoved state agency in Alabama. Timent of the following
statement is to impress upon employees the seriaish@gorrect claims for siclkeave. Sick
leave is not to be abused by employees. While personal leave may be used for sick leave, sick
leavecannot be used for personal leave. To do so is to obtain salary undgréénses, or
fraud, and themployee is subject to immediate dismissal and prosecution. When a regular
full-time employee retires, amgccumulated sick leave will be added tovgar time if eligible

for retirement.

d.

Certificationil f t he empl oyeebs principal or su
that an employee has abused or misused
the existencef amedical condition may beequired by the Superintendent or his
designee. Abuse of sick leave may subject the employee to disciplinary action.

5.19.5 OnTheJob Injury Leavé On-The-Job Injury includesn 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 returningthe job. Employees who are accidentally injured

on

the job may bethegg ppor dwnmg du rfycr | peaaivie fimarmnt h ot

provided that:

a.

Theinjured employee submits written medical certification from the attending

licensed physician stag 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 Bod specified physician, at its expense.

Theemployee submits a signed written account of the accident attested by a principal
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